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Mission Statement 

Rolla Unified School District No. 217 

Mission Statement 
Of 

Unified School District No. 217 
Rolla, Kansas 

 
Real 

Opportunities for 

Lifelong 

Learning for 

All Students 
 
Recognizing the dynamic nature of the world, our school will periodically assess and adjust the 
Curriculum to insure that our students receive the best possible preparation for the world they will encounter.  
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Purpose of This Handbook 
Congratulations on being selected as a substitute in the Rolla School System.  We are grateful to you 
for your willingness to contribute to our school system in this capacity.  The purpose of this handbook 
is to introduce you to the Rolla Schools and to provide you with information necessary to successfully 
complete your task.  

Notice of Nondiscrimination 
USD 217 does not discriminate on the basis of sex, race, color, national origin, disability, or age in 
admission or access to, or treatment or employment in, its programs or activities. Any questions 
regarding the compliance with Title VI or Title IX may be directed to the Title IX Coordinator, 
Kimberly Mauk.  Any questions regarding the compliance with Section 504 may be directed to the 
504 Coordinator, school guidance counselor. These Coordinators may be reached by calling (620) 
593-4344; PO Box 167, Rolla, KS 67954. 

Grievance Procedure 
U.S.D. 217 does not discriminate against any individual or groups of individuals based upon Section 
504 of the Rehabilitation Act of 1973. 
 
Should any person believe that U.S.D. 217 has failed to apply any of the regulations set forth in the 
above name acts, he or she may register a complaint, which will begin the grievance process, with the 
district’s 504/ADA Coordinator.  Address complaints to: 
 

School Guidance Counselor 
U.S.D. 217, Rolla Schools 

PO Box 167 
Rolla, Kansas  67954 

 
 
If any person believes that he/she has a valid reason for grievance, he/she shall informally discuss the 
grievance on a verbal basis with the coordinator.  The district coordinator shall then investigate the 
complaint and provide a written reply to the complainant.  If the complainant is unsatisfied with the 
written reply, formal procedures may be initiated through the following procedures: 

Formal Procedures 
1. A signed written complaint shall be submitted by the complainant to the 504/ADA coordinator 

within 10 business days following receipt of the answers to the informal process.  The 
Coordinator shall further investigate the grievance and reply within 10 business days. 

2. If the complainant wishes to appeal the decision of the Coordinator, he/she may submit a signed 
statement of appeal to the U.S.D. 217 Board of Education within 10 business days of receipt of 
the Coordinator’s response.  The Board of Education shall meet with all parties involved, reach a 
conclusion, and respond in writing to the complainant within 10 business days. 

3. If the complainant remains unsatisfied, he/she may appeal the Board of Education’s decision 
within 10 business days of receipt of the written decision in step 2 above.  The Board of 
Education shall meet with the complainant within forty days of the receipt of the appeal.   A copy 
of the board’s disposition of the appeal shall be sent to each concerned party within 10 business 
days of the meeting.  

4. Mediation is voluntary to both parties and offers another avenue to resolve the complainant’s 
concern.  Mediation may be utilized at any step of the grievance process.  If the complainant and 
the Board of Education are unable to resolve a conflict concerning a student with a disability, then 
mediation is an available option.  The mediator is a neutral third party and therefore has no power 
to make a decision regarding the dispute.  He/she will listen to the views of each party and will 
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assist in developing an acceptable solution to the problem.  The mediator has been trained to 
handle special education and Section 504/ADA disputes. 

5. At any time, the complainant may file a complaint with the Office of Civil Rights: 

Office of Civil Rights 
Department of Education 

10220 North Executive Hills Boulevard 
Kansas City, MO  64153 

(816) 891-8103 Voice 
(816) 374-6461 TDD 

 
6. Parents of the qualified student with disabilities, or the school may call for a due process hearing 

regarding differences involving the education of the 504/ADA qualified student. 

Section 504 Due Process Hearing Procedure 
 
The impartial due process hearing is to resolve differences involving the education of Section 504 
qualified students with disabilities when such differences cannot be solved by means of a less formal 
procedure. 
 
DUE PROCESS is defined here as an opportunity to present objections and reasons for the objections 
to the decisions and/or procedures used by the school under Section 504.  A Section 504 due process 
hearing may be called at the request of the school, or a parent, guardian, or surrogate parent of the 
student. 
 
The proceedings will be presided over and decided by an impartial hearing officer.  An impartial 
hearing officer is a person selected to preside at a due process hearing to assure that proper 
procedures are followed and to assure the protection of the rights of both parties. 
 
A copy of the hearing officer’s decision shall be delivered to the school and the parent or guardian 
following completion of the hearing. 
 
A written or verbatim recording of the due process hearing should be on file at the school office and 
should be available for review upon request by the parents or involved parties. 
 
It is important the PARENTS OR GUARDIANS be notified of their right to request a hearing 
regarding the identification, evaluation, or educational placement of persons with disabilities. 
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Section 504/ADA 
Discrimination/Grievance 

 
Date: _____________________________ 

 

Name:___________________________________Title:____________________ 

School:__________________________________________________________ 

Address:_________________________________________________________ 
 
________________________________________________________________________ 
 
Phone: ____________________________________ 
 
 
Summary of Grievance: 
 
 
 
 
 
 
 
 
If others are affected by the possible violation, please give their names and/or positions:  
 
 
 
 
 
 
 
 
 
 
 
 

Signature of Grievant                                                                  Date 
 
 
 
 

Signature of Person Receiving Grievance                                Date 
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Expectations for Performance 
Substitutes are expected to follow directions and/or lesson plans left by the regular school employee. 
Additionally, substitutes are expected to: 

1. Do what is necessary to maintain the appropriate relationship between adults and 
students in the school building. 

2. Leave a communication to the regular employee assessing your experience as a 
substitute. 

3. Arrive on time and remain on duty until regular hours are complete. 
4. Maintain a professional attitude toward the school and its operations. Leave school 

problems at school when returning to regular daily routine. 
 
USD 217 Employee Internet Usage 
Internet use is a privilege, and as such is to be used with regard to district policies.  Internet use is not 
to interfere with job performance or to take up an inordinate amount of work time.  USD 217 strictly 
forbids accessing inappropriate sites in compliance with community standards of decency.  Violation 
of this policy may result in job termination. Substitute teachers should not be on the computer during 
class time except to complete tasks pertaining to the class or the teacher’s lesson plan for the day. 
 
Cell Phones / Electronic Devices 
Substitute teachers should not be using cell phones or electronic devices while supervising students. 
Any use of cell phones or electronic devices which becomes a distraction to the educational process or 
setting will result in those individuals not being allowed to work in Rolla schools. In the special cases 
or emergencies this policy may be waived if permission is given by administration. 

Substitute Positions and Rates of Pay 
Substitute lists are maintained for the following areas of the school.  The rates of pay approved by the 
Board of Education for the 2006-2009 school years are included after the respective position. 

 Faculty   
$85.00 per day  (the substitute person has a valid Kansas     

  Teaching Certificate). 
  $85.00 per day  (the substitute person has a valid Kansas     
   Substitute Certificate). 
  $85.00 per day  (the substitute person has an Emergency     
   Substitute Teacher Certificate).  The holder      
  of this Emergency Substitute Teacher Certificate is      
  eligible to teach for a period of no more than thirty      
  (30) days per semester) 

Extended Duty  
$110.00 per day Certified Teacher who substitutes in the    

  same assignment after fifteen (15)  consecutive days 
  Bachelor’s Step One Certified Teacher who substitutes in the    
    same assignment after thirty (30) consecutive days 
Teacher Aide:  $8.00 per hour  
Food Service:   $8.00 per hour 
Custodial:    $8.00 per hour 
Secretary:   $8.00 per hour 
 
Substitutes will be paid on or about the last working day of the month if paperwork has been 
submitted in time. 
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Crisis Intervention Plan 
The following procedures would be implemented in the case of: 

A. Death of Student  
B. Death of Staff Member  
C. Injury of Student or Staff 
D. Natural Disaster (i.e. fire, tornado) 
E. Terrorism 

 
1. The Superintendent or his designee will implement this intervention plan. 
2. An information black-out will be imposed at each building level. 
3. All inquiries and all releases of information will be handled through the office of 

the Superintendent. 
4. A crisis intervention team of trained mental health workers will be called to 

work with staff, parents and students on a tiered level. 
5. A general announcement will be prepared for students, staff, parents and public. 
6. Staff meetings will be called immediately at each building level and support 

level. 
7. Parents will be invited into the school, but schools will remain open and as 

normal as possible. 

Workers Compensation 

Injuries Occurring When an Employee is “Under the Influence” 

The Workers' Compensation Law clearly states that compensation is not payable if the injury was 
caused primarily by the intoxication of the employee or by the influence of any drugs, barbiturates, or 
other stimulants not prescribed by a physician. Under the law, the employer may require the employee 
to submit to a test for the presence of any or all drugs or alcohol in his or her system. If the injured 
worker refuses to submit to a drug test, it shall be presumed in the absence of clear and convincing 
evidence to the contrary that the injury was caused primarily by the influence of drugs or alcohol.  

Recreational and Social Activities 

Recreational and social activities are not compensable unless such recreational or social activities are 
an expressly required incident of employment and produce a substantial direct benefit to the employer 
beyond improvement in employee health and morale that is common to all kinds of recreation and 
social life. 

Injuries Suffered While Traveling to and From Work 
An injury suffered while going to or coming from work is not an injury arising out of and in the 
course of employment whether or not the employer provided transportation if such means of 
transportation was available for the exclusive personal use by the employee, unless the employee was 
engaged in a special errand or mission for the employer, or access to the vehicle was an integral 
element of the employment.  An employee, who is injured while deviating from the course of his 
employment, including leaving the employer's premises, is generally not eligible for benefits unless 
such deviation is expressly approved by the employer. 

Horseplay 
An employee who is injured during horseplay occurring in the course of the workday is not entitled to 
benefits unless the injured employee is an innocent victim not participating in the activity.  
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Emergency Safety Interventions 

G A A F  E me r g e n c y  S a f e t y  I n t e r v e n t i o n s  ( S e e  G A O ,  J R B ,  J Q ,  a n d  K N )  G A A F  
 T h e  b o a r d  o f  e d u c a t i o n  i s  c o m m i t t e d  t o  l i m i t i n g  t h e  u s e  o f  E m e r g e n c y  
S a f e t y  I n t e r v e n t i o n  ( “E S I ” ) ,  s u c h  a s  s e c l u s i o n  a n d  r e s t r a i n t ,  w i t h  a l l  s t u d e n t s .   
S e c l u s i o n  a n d  r e s t r a i n t  s h a l l  b e  u s e d  o n l y  w h e n  a  s t u d e n t ' s  c o n d u c t  n e c e s s i t a t e s  
t h e  u s e  o f  a n  e m e r g e n c y  s a f e t y  i n t e r v e n t i o n  a s  d e f i n e d  b e l o w.   T h e  b o a r d  o f  
e d u c a t i o n  e n c o u r a g e s  a l l  e m p l o y e e s  t o  u t i l i z e  o t h e r  b e h a v i o r a l  m a n a g e m e n t  
t o o l s ,  i n c l u d i n g  p r e v e n t i o n  t e c h n i q u e s ,  d e - e s c a l a t i o n  t e c h n i q u e s ,  a n d  p o s i t i v e  
b e h a v i o r a l  i n t e r v e n t i o n  s t r a t e g i e s .    
 T h i s  p o l i c y  s h a l l  b e  m a d e  a v a i l a b l e  o n  t h e  d i s t r i c t  we b s i t e  w i t h  l i n k s  t o  
t h e  p o l i c y  a v a i l a b l e  o n  a n y  i n d i v i d u a l  s c h o o l  p a g e s .   I n  a d d i t i o n ,  t h i s  p o l i c y  
s h a l l  b e  i n c l u d e d  i n  a t  l e a s t  o n e  o f  t h e  f o l l o wi n g :  e a c h  s c h o o l ’ s  c o d e  o f  
c o n d u c t ,  s c h o o l  s a f e t y  p l a n ,  o r  s t u d e n t  h a n d b o o k .   N o t i c e  o f  t h e  o n l i n e  
a v a i l a b i l i t y  o f  t h i s  p o l i c y  s h a l l  b e  p r o v i d e d  t o  p a r e n t s  d u r i n g  e n r o l l m e n t  e a c h  
y e a r .    
 D e f i n i t i o n s  
 “ C a m p u s  p o l i c e  o f f i c e r ”  m e a n s  a  s c h o o l  s e c u r i t y  o f f i c e r  d e s i g n a t e d  b y  
t h e  b o a r d  o f  e d u c a t i o n  o f  a n y  s c h o o l  d i s t r i c t  p u r s u a n t  t o  K . S . A .  7 2 - 6 1 4 6 ,  a n d  
a m e n d m e n t s  t h e r e t o .  
 “ C h e m i c a l  R e s t r a i n t ”  m e a n s  t h e  u s e  o f  m e d i c a t i o n  t o  c o n t r o l  a  s t u d e n t ’ s  
v i o l e n t  p h y s i c a l  b e h a v i o r  o r  r e s t r i c t  a  s t u d e n t ’ s  f r e e d o m  o f  m o v e m e n t .  
 “ E m e r g e n c y  S a f e t y  I n t e r v e n t i o n ”  i s  t h e  u s e  o f  s e c l u s i o n  o r  p h y s i c a l  
r e s t r a i n t ,  b u t  d o e s  n o t  i n c l u d e  p h y s i c a l  e s c o r t  o r  t h e  u s e  o f  t i m e - o u t .  
 “ I n c i d e n t ”  m e a n s  e a c h  o c c u r r e n c e  o f  t h e  u s e  o f  a n  e m e r g e n c y  s a f e t y  
i n t e r v e n t i o n .   
 “ L a w e n f o r c e m e n t  o f f i c e r ”  a n d  “ p o l i c e  o f f i c e r ”  m e a n  a  f u l l - t i m e  o r  p a r t -
t i m e  s a l a r i e d  o f f i c e r  o r  e m p l o y e e  o f  t h e  s t a t e ,  a  c o u n t y ,  o r  a  c i t y ,  w h o s e  d u t i e s  
i n c l u d e  t h e  p r e v e n t i o n  o r  d e t e c t i o n  o f  c r i m e  a n d  t h e  e n f o r c e m e n t  o f  c r i m i n a l  o r  
t r a f f i c  l a w  o f  t h i s  s t a t e  o r  a n y  K a n s a s  m u n i c i p a l i t y .  T h i s  t e r m  i n c l u d e s  a  
c a m p u s  p o l i c e  o f f i c e r .  
 “ L e g i t i m a t e  l a w  e n f o r c e m e n t  p u r p o s e ”  m e a n s  a  g o a l  w i t h i n  t h e  l a w f u l  
a u t h o r i t y  o f  a n  o f f i c e r  t h a t  i s  t o  b e  a c h i e v e d  t h r o u g h  m e t h o d s  o r  c o n d u c t  
c o n d o n e d  b y  t h e  o f f i c e r ’ s  a p p o i n t i n g  a u t h o r i t y .  
 “ M e c h a n i c a l  R e s t r a i n t ”  m e a n s  a n y  d e v i c e  o r  o b j e c t  u s e d  t o  l i m i t  a  
s t u d e n t ’ s  m o v e m e n t .  
 “ P a r e n t ”  m e a n s :  ( 1 )  a  n a t u r a l  p a r e n t ;  ( 2 )  a n  a d o p t i v e  p a r e n t ;  ( 3 )  a  p e r s o n  
a c t i n g  a s  a  p a r e n t  a s  d e f i n e d  i n  K . S . A .  7 2 - 3 1 2 2 ( d ) ( 2 ) ,  a n d  a m e n d m e n t s  t h e r e t o ;  
( 4 )  a  l e g a l  g u a r d i a n ;  ( 5 )  a n  e d u c a t i o n  a d v o c a t e  f o r  a  s t u d e n t  w i t h  a n  
e x c e p t i o n a l i t y ;  ( 6 )  a  f o s t e r  p a r e n t ,  u n l e s s  t h e  s t u d e n t  i s  a  c h i l d  w i t h  a n  
e x c e p t i o n a l i t y ;  o r  ( 7 )  a  s t u d e n t  wh o  h a s  r e a c h e d  t h e  a g e  o f  m a j o r i t y  o r  i s  a n  
e m a n c i p a t e d  m i n o r .  
 “ P h y s i c a l  E s c o r t ”  m e a n s  t h e  t e m p o r a r y  t o u c h i n g  o r  h o l d i n g  t h e  h a n d ,  
wr i s t ,  a r m ,  s h o u l d e r ,  o r  b a c k  o f  a  s t u d e n t  w h o  i s  a c t i n g  o u t  f o r  t h e  p u r p o s e  o f  
i n d u c i n g  t h e  s t u d e n t  t o  wa l k  t o  a  s a f e  l o c a t i o n .  
 “ P h y s i c a l  R e s t r a i n t ”  m e a n s  b o d i l y  f o r c e  u s e d  t o  s u b s t a n t i a l l y  l i m i t  a  
s t u d e n t ’ s  m o v e m e n t ,  e x c e p t  t h a t  c o n s e n s u a l ,  s o l i c i t e d ,  o r  u n i n t e n t i o n a l  c o n t a c t  
a n d  c o n t a c t  t o  p r o v i d e  c o m f o r t ,  a s s i s t a n c e ,  o r  i n s t r u c t i o n  s h a l l  n o t  b e  d e e m e d  
t o  b e  p h y s i c a l  r e s t r a i n t .  
 “ S c h o o l  r e s o u r c e  o f f i c e r ”  m e a n s  a  l a w  e n f o r c e m e n t  o f f i c e r  o r  p o l i c e  o f f i c e r  e m p l o y e d  b y  a                        
 “ S c h o o l  s e c u r i t y  o f f i c e r ”  m e a n s  a  p e r s o n  w h o  i s  e m p l o y e d  b y  a  b o a r d  o f  
e d u c a t i o n  o f  a n y  s c h o o l  d i s t r i c t  f o r  t h e  p u r p o s e  o f  a i d i n g  a n d  s u p p l e m e n t i n g  
s t a t e  a n d  l o c a l  l a w  e n f o r c e m e n t  a g e n c i e s  i n  w h i c h  t h e  s c h o o l  d i s t r i c t  i s  l o c a t e d ,  
b u t  i s  n o t  a  l a w  e n f o r c e m e n t  o f f i c e r  o r  p o l i c e  o f f i c e r .  
 “ S e c l u s i o n ”  m e a n s  p l a c e m e n t  o f  a  s t u d e n t  i n  a  l o c a t i o n  wh e r e  a l l  o f  t h e  f o l l o wi n g  c o n d i t                                   
r e a s o n a b l y  b e l i e v e s  t h a t  h e  o r  s h e  wi l l  b e  p r e v e n t e d  f r o m  l e a v i n g  t h e  e n c l o s e d  
a r e a .    
 “ T i m e - o u t ”  m e a n s  a  b e h a v i o r a l  i n t e r v e n t i o n  i n  wh i c h  a  s t u d e n t  i s  
t e m p o r a r i l y  r e m o v e d  f r o m  a  l e a r n i n g  a c t i v i t y  w i t h o u t  b e i n g  s e c l u d e d .  
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 P r o h i b i t e d  T y p e s  o f  R e s t r a i n t  
 A l l  s t a f f  m e m b e r s  a r e  p r o h i b i t e d  f r o m  e n g a g i n g  i n  t h e  f o l l o wi n g  a c t i o n s  
w i t h  a l l  s t u d e n t s :  

•  U s i n g  f a c e - d o w n  ( p r o n e )  p h y s i c a l  r e s t r a i n t ;  
•  U s i n g  f a c e - u p  ( s u p i n e )  p h y s i c a l  r e s t r a i n t ;  
•  U s i n g  p h y s i c a l  r e s t r a i n t  t h a t  o b s t r u c t s  t h e  s t u d e n t ’ s  a i r wa y ;  
•  U s i n g  p h y s i c a l  r e s t r a i n t  t h a t  i m p a c t s  a  s t u d e n t ’ s  p r i m a r y  m o d e  o f  

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

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

•  U s e  o f  m e c h a n i c a l  r e s t r a i n t ,  e x c e p t :  
o  P r o t e c t i v e  o r  s t a b i l i z i n g  d e v i c e s  r e q u i r e d  b y  l a w  o r  u s e d  i n  

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

o  A n y  d e v i c e  u s e d  b y  a  c e r t i f i e d  l a w  e n f o r c e m e n t  o f f i c e r  t o  c a r r y  
o u t  l a w  e n f o r c e m e n t  d u t i e s ;  o r  

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

 U s e  o f  E m e r g e n c y  S a f e t y  I n t e r v e n t i o n s  
 E S I  s h a l l  b e  u s e d  o n l y  w h e n  a  s t u d e n t  p r e s e n t s  a  r e a s o n a b l e  a n d  
i m m e d i a t e  d a n g e r  o f  p h y s i c a l  h a r m  t o  s u c h  s t u d e n t  o r  o t h e r s  w i t h  t h e  p r e s e n t  
a b i l i t y  t o  e f f e c t  s u c h  p h y s i c a l  h a r m .   L e s s  r e s t r i c t i v e  a l t e r n a t i v e s  t o  E S I ,  s u c h  
a s  p o s i t i v e  b e h a v i o r  i n t e r v e n t i o n s  s u p p o r t ,  s h a l l  b e  d e e m e d  i n a p p r o p r i a t e  o r   
i n e f f e c t i v e  u n d e r  t h e  c i r c u m s t a n c e s  b y  t h e  s c h o o l  e m p l o y e e  w i t n e s s i n g  t h e  
s t u d e n t ’ s  b e h a v i o r  p r i o r  t o  t h e  u s e  o f  a n y  E S I .   T h e  u s e  o f  E S I  s h a l l  c e a s e  a s  
s o o n  a s  t h e  i m m e d i a t e  d a n g e r  o f  p h y s i c a l  h a r m  c e a s e s  t o  e x i s t .   V i o l e n t  a c t i o n  
t h a t  i s  d e s t r u c t i v e  o f  p r o p e r t y  m a y  n e c e s s i t a t e  t h e  u s e  o f  a n  E S I .   U s e  o f  a n  E S I  
f o r  p u r p o s e s  o f  d i s c i p l i n e ,  p u n i s h m e n t ,  o r  f o r  t h e  c o n v e n i e n c e  o f  a  s c h o o l  
e m p l o y e e  s h a l l  n o t  m e e t  t h e  s t a n d a r d  o f  i m m e d i a t e  d a n g e r  o f  p h y s i c a l  h a r m .  
 E S I  R e s t r i c t i o n s  
 A  s t u d e n t  s h a l l  n o t  b e  s u b j e c t e d  t o  E S I  i f  t h e  s t u d e n t  i s  k n o wn  t o  h a v e  a  
m e d i c a l  c o n d i t i o n  t h a t  c o u l d  p u t  t h e  s t u d e n t  i n  m e n t a l  o r  p h y s i c a l  d a n g e r  a s  a  
r e s u l t  o f  E S I .   T h e  e x i s t e n c e  o f  s u c h  m e d i c a l  c o n d i t i o n  m u s t  b e  i n d i c a t e d  i n  a  
wr i t t e n  s t a t e m e n t  f r o m  t h e  s t u d e n t ’ s  l i c e n s e d  h e a l t h  c a r e  p r o v i d e r ,  a  c o p y  o f  
w h i c h  h a s  b e e n  p r o v i d e d  t o  t h e  s c h o o l  a n d  p l a c e d  i n  t h e  s t u d e n t ’ s  f i l e .   
 S u c h  wr i t t e n  s t a t e m e n t  s h a l l  i n c l u d e  a n  e x p l a n a t i o n  o f  t h e  s t u d e n t ’ s  
d i a g n o s i s ,  a  l i s t  o f  a n y  r e a s o n s  wh y  E S I  wo u l d  p u t  t h e  s t u d e n t  i n  m e n t a l  o r   
p h y s i c a l  d a n g e r ,  a n d  a n y  s u g g e s t e d  a l t e r n a t i v e s  t o  E S I .  N o t wi t h s t a n d i n g  t h e  
p r o v i s i o n s  o f  t h i s  s u b s e c t i o n ,  a  s t u d e n t  m a y  b e  s u b j e c t e d  t o  E S I ,  i f  n o t  
s u b j e c t i n g  t h e  s t u d e n t  t o  E S I  wo u l d  r e s u l t  i n  s i g n i f i c a n t  p h y s i c a l  h a r m  t o  t h e  
s t u d e n t  o r  o t h e r s .  
 U s e  o f  S e c l u s i o n  
 W h e n  a  s t u d e n t  i s  p l a c e d  i n  s e c l u s i o n ,  a  s c h o o l  e m p l o y e e  s h a l l  b e  a b l e  t o  
s e e  a n d  h e a r  t h e  s t u d e n t  a t  a l l  t i m e s .  
 A l l  s e c l u s i o n  r o o m s  e q u i p p e d  wi t h  a  l o c k i n g  d o o r  s h a l l  b e  d e s i g n e d  t o  
e n s u r e  t h a t  t h e  l o c k  a u t o m a t i c a l l y  d i s e n g a g e s  wh e n  t h e  s c h o o l  e m p l o y e e  
v i e wi n g  t h e  s t u d e n t  w a l k s  a wa y  f r o m  t h e  s e c l u s i o n  r o o m ,  o r  i n  c a s e  o f  
e m e r g e n c y ,  s u c h  a s  f i r e  o r  s e v e r e  we a t h e r .  
 A  s e c l u s i o n  r o o m  s h a l l  b e  a  s a f e  p l a c e  wi t h  p r o p o r t i o n a l  a n d  s i m i l a r  
c h a r a c t e r i s t i c s  a s  o t h e r  r o o m s  w h e r e  s t u d e n t s  f r e q u e n t .   S u c h  r o o m  s h a l l  b e  f r e e  
o f  a n y  c o n d i t i o n  t h a t  c o u l d  b e  a  d a n g e r  t o  t h e  s t u d e n t ,  we l l - v e n t i l a t e d ,  a n d  
s u f f i c i e n t l y  l i g h t e d .  
 T r a i n i n g  
 A l l  s t a f f  m e m b e r s  s h a l l  b e  t r a i n e d  r e g a r d i n g  t h e  u s e  o f  p o s i t i v e  
b e h a v i o r a l  i n t e r v e n t i o n  s t r a t e g i e s ,  d e - e s c a l a t i o n  t e c h n i q u e s ,  a n d  p r e v e n t i o n  
t e c h n i q u e s .   S u c h  t r a i n i n g  s h a l l  b e  c o n s i s t e n t  w i t h  n a t i o n a l l y  r e c o g n i z ed  
t r a i n i n g  p r o g r a m s  o n  E S I .   T h e  i n t e n s i t y  o f  t h e  t r a i n i n g  p r o v i d e d  wi l l  d e p e n d  



  Substitute Handbook   

   10 

u p o n  t h e  e m p l o y e e ’ s  p o s i t i o n .   A d m i n i s t r a t o r s ,  l i c e n s e d  s t a f f  m e m b e r s ,  a n d  
o t h e r  s t a f f  d e e m e d  m o s t  l i k e l y  t o  n e e d  t o  r e s t r a i n  a  s t u d e n t  w i l l  b e  p r o v i d e d  
m o r e  i n t e n s e  t r a i n i n g  t h a n  s t a f f  wh o  d o  n o t  wo r k  d i r e c t l y  w i t h  s t u d e n t s  i n  t h e  
c l a s s r o o m .   D i s t r i c t  a n d  b u i l d i n g  a d m i n i s t r a t i o n  s h a l l  m a k e  t h e  d e t e r m i n a t i o n  
o f  t h e  i n t e n s i t y  o f  t r a i n i n g  r e q u i r e d  b y  e a c h  p o s i t i o n .  
 E a c h  s c h o o l  b u i l d i n g  s h a l l  m a i n t a i n  wr i t t e n  o r  e l e c t r o n i c  d o c u m e n t a t i o n  
r e g a r d i n g  t h e  t r a i n i n g  t h a t  wa s  p r o v i d e d  a n d  a  l i s t  o f  p a r t i c i p a n t s ,  wh i c h  s h a l l  
b e  m a d e  a v a i l a b l e  f o r  i n s p e c t i o n  b y  t h e  s t a t e  b o a r d  o f  e d u c a t i o n  u p o n  r e q u e s t .  
 N o t i f i c a t i o n  a n d  D o c u m e n t a t i o n  
 T h e  p r i n c i p a l  o r  d e s i g n e e  s h a l l  n o t i f y  t h e  p a r e n t  t h e  s a m e  d a y  a s  a n  
i n c i d e n t .   T h e  s a m e - d a y  n o t i f i c a t i o n  r e q u i r e m e n t  o f  t h i s  s u b s e c t i o n  s h a l l  b e  
d e e m e d  s a t i s f i e d  i f  t h e  s c h o o l  a t t e m p t s  a t  l e a s t  t wo  m e t h o d s  o f  c o n t a c t i n g  t h e  
p a r e n t .  A  p a r e n t  m a y  d e s i g n a t e  a  p r e f e r r e d  m e t h o d  o f  c o n t a c t  t o  r e c e i v e  t h e  
s a m e - d a y  n o t i f i c a t i o n .  A l s o ,  a  p a r e n t  m a y  a g r e e ,  i n  wr i t i n g ,  t o  r e c e i v e  o n l y  o n e  
s a m e - d a y  n o t i f i c a t i o n  f r o m  t h e  s c h o o l  f o r  m u l t i p l e  i n c i d e n t s  o c c u r r i n g  o n  t h e  
s a m e  d a y .    
 D o c u m e n t a t i o n  o f  t h e  E S I  u s e d  s h a l l  b e  c o m p l e t e d  a n d  p r o v i d e d  t o  t h e  
s t u d e n t ’ s  p a r e n t s  n o  l a t e r  t h a n  t h e  s c h o o l  d a y  f o l l o wi n g  t h e  d a y  o f  t h e  i n c i d e n t .   
S u c h  wr i t t e n  d o c u m e n t a t i o n  s h a l l  i n c l u d e :  ( A )  T h e  e v e n t s  l e a d i n g  u p  t o  t h e  
i n c i d e n t ;  ( B )  s t u d e n t  b e h a v i o r s  t h a t  n e c e s s i t a t e d  t h e  E S I ;  ( C )  s t e p s  t a k e n  t o  
t r a n s i t i o n  t h e  s t u d e n t  b a c k  i n t o  t h e  e d u c a t i o n a l  s e t t i n g ;  ( D )  t h e  d a t e  a n d  t i m e  
t h e  i n c i d e n t  o c c u r r e d ,  t h e  t y p e  o f  E S I  u s e d ,  t h e  d u r a t i o n  o f  t h e  E S I ,  a n d  t h e  
s c h o o l  p e r s o n n e l  wh o  u s e d  o r  s u p e r v i s e d  t h e  E S I ;  ( E )  s p a c e  o r  a n  a d d i t i o n a l  
f o r m  f o r  p a r e n t s  t o  p r o v i d e  f e e d b a c k  o r  c o m m e n t s  t o  t h e  s c h o o l  r e g a r d i n g  t h e  
i n c i d e n t ;  ( F )  a  s t a t e m e n t  t h a t  i n v i t e s  a n d  s t r o n g l y  e n c o u r a g e s  p a r e n t s  t o  
s c h e d u l e  a  m e e t i n g  t o  d i s c u s s  t h e  i n c i d e n t  a n d  h o w t o  p r e v e n t  f u t u r e  i n c i d e n t s ;  
a n d  ( G )  e m a i l  a n d  p h o n e  i n f o r m a t i o n  f o r  t h e  p a r e n t  t o  c o n t a c t  t h e  s c h o o l  t o  
s c h e d u l e  t h e  E S I  m e e t i n g .  S c h o o l s  m a y  g r o u p  i n c i d e n t s  t o g e t h e r  wh e n  
d o c u m e n t i n g  t h e  i t e m s  i n  s u b p a r a g r a p h s  ( A ) ,  ( B )  a n d  ( C )  i f  t h e  t r i g g e r i n g  i s s u e  
n e c e s s i t a t i n g  t h e  E S I s  i s  t h e  s a m e .  
 T h e  p a r e n t  s h a l l  b e  p r o v i d e d  t h e  f o l l o wi n g  i n f o r m a t i o n  a f t e r  t h e  f i r s t  a n d  
e a c h  s u b s e q u e n t  i n c i d e n t  d u r i n g  e a c h  s c h o o l  y e a r :  ( 1 )  a  c o p y  o f  t h i s  p o l i c y  
w h i c h  i n d i c a t e s  wh e n  E S I  c a n  b e  u s e d ;  ( 2 )  a  f l y e r  o n  t h e  p a r e n t ’ s  r i g h t s ;  ( 3 )  
i n f o r m a t i o n  o n  t h e  p a r e n t ’ s  r i g h t  t o  f i l e  a  c o m p l a i n t  t h r o u g h  t h e  l o c a l  d i s p u t e  
r e s o l u t i o n  p r o c e s s  ( wh i c h  i s  s e t  f o r t h  i n  t h i s  p o l i c y )  a n d  t h e  c o m p l a i n t  p r o c e s s  
o f  t h e  s t a t e  b o a r d  o f  e d u c a t i o n ;  a n d  ( 4 )  i n f o r m a t i o n  t h a t  w i l l  a s s i s t  t h e  p a r e n t  
i n  n a v i g a t i n g  t h e  c o m p l a i n t  p r o c e s s ,  i n c l u d i n g  c o n t a c t  i n f o r m a t i o n  f o r  F a m i l i e s  
T o g e t h e r  a n d  t h e  D i s a b i l i t y  R i g h t s  C e n t e r  o f  K a n s a s .   U p o n  t h e  f i r s t  o c c u r r e n c e  
o f  a n  i n c i d e n t  o f  E S I ,  t h e  f o r e g o i n g  i n f o r m a t i o n  s h a l l  b e  p r o v i d e d  i n  p r i n t e d  
f o r m  o r ,  u p o n  t h e  p a r e n t ’ s  wr i t t e n  r e q u e s t ,  b y  e m a i l .  U p o n  t h e  o c c u r r e n c e  o f  a  
s e c o n d  o r  s u b s e q u e n t  i n c i d e n t ,  t h e  p a r e n t  s h a l l  b e  p r o v i d e d  wi t h  a  f u l l  a n d  
d i r e c t  we b s i t e  a d d r e s s  c o n t a i n i n g  s u c h  i n f o r m a t i o n .  
 L a w E n f o r c e m e n t ,  S c h o o l  R e s o u r c e ,  a n d  C a m p u s  S e c u r i t y  O f f i c e r s  
 C a m p u s  p o l i c e  o f f i c e r s  a n d  s c h o o l  r e s o u r c e  o f f i c e r s  s h a l l  b e  e x e m p t  f r o m  
t h e  r e q u i r e m e n t s  o f  t h i s  p o l i c y  w h e n  e n g a g e d  i n  a n  a c t i v i t y  t h a t  h a s  a  
l e g i t i m a t e  l a w  e n f o r c e m e n t  p u r p o s e .   S c h o o l  s e c u r i t y  o f f i c e r s  s h a l l  n o t  b e  
e x e m p t  f r o m  t h e  r e q u i r e m e n t s  o f  t h i s  p o l i c y .  
 I f  a  s c h o o l  i s  a wa r e  t h a t  a  l a w  e n f o r c e m e n t  o f f i c e r  o r  s c h o o l  r e s o u r c e  
o f f i c e r  h a s  u s e d  s e c l u s i o n ,  p h y s i c a l  r e s t r a i n t ,  o r  m e c h a n i c a l  r e s t r a i n t  o n  a  
s t u d e n t ,  t h e  s c h o o l  s h a l l  n o t i f y  t h e  p a r e n t  t h e  s a m e  d a y  u s i n g  t h e  p a r e n t ’ s  
p r e f e r r e d  m e t h o d  o f  c o n t a c t .  A  s c h o o l  s h a l l  n o t  b e  r e q u i r e d  t o  p r o v i d e  wr i t t e n  
d o c u m e n t a t i o n  t o  a  p a r e n t ,  a s  s e t  f o r t h  a b o v e ,  r e g a r d i n g  l a w  e n f o r c e m e n t  u s e  o f  
a n  e m e r g e n c y  s a f e t y  i n t e r v e n t i o n ,  o r  r e p o r t  t o  t h e  s t a t e  d e p a r t m e n t  o f  e d u c a t i o n  
a n y  l a w  e n f o r c e m e n t  u s e  o f  a n  e m e r g e n c y  s a f e t y  i n t e r v e n t i o n .  F o r  p u r p o s e s  o f  
t h i s  s u b s e c t i o n ,  m e c h a n i c a l  r e s t r a i n t  i n c l u d e s ,  b u t  i s  n o t  l i m i t e d  t o ,  t h e  u s e  o f  
h a n d c u f f s .  
 D o c u m e n t a t i o n  o f  E S I  I n c i d e n t s  
 E x c e p t  a s  s p e c i f i e d  a b o v e  wi t h  r e g a r d  t o  l a w  e n f o r c e m e n t  o r  s c h o o l  
r e s o u r c e  o f f i c e r  u s e  o f  e m e r g e n c y  s a f e t y  i n t e r v e n t i o n s ,  e a c h  b u i l d i n g  s h a l l  
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m a i n t a i n  d o c u m e n t a t i o n  a n y  t i m e  E S I  i s  u s e d  wi t h  a  s t u d e n t .   S u c h  
d o c u m e n t a t i o n  m u s t  i n c l u d e  a l l  o f  t h e  fo l l o w i n g :  

•  D a t e  a n d  t i m e  o f  t h e  E S I ,  
•  T y p e  o f  E S I ,  
•  L e n g t h  o f  t i m e  t h e  E S I  wa s  u s e d ,   
•  S c h o o l  p e r s o n n e l  wh o  p a r t i c i p a t e d  i n  o r  s u p e r v i s e d  t h e  E S I ,  
•  W h e t h e r  t h e  s t u d e n t  h a d  a n  i n d i v i d u a l i z e d  e d u c a t i o n  p r o g r a m  a t  t h e  

t i m e  o f  t h e  i n c i d e n t ,   
•  W h e t h e r  t h e  s t u d e n t  h a d  a  s e c t i o n  5 0 4  p l a n  a t  t h e  t i m e  o f  t h e  

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

 A l l  s u c h  d o c u m e n t a t i o n  s h a l l  b e  p r o v i d e d  t o  t h e  b u i l d i n g  p r i n c i p a l ,  wh o  
s h a l l  b e  r e s p o n s i b l e  f o r  p r o v i d i n g  c o p i e s  o f  s u c h  d o c u m e n t a t i o n  t o  t h e  
s u p e r i n t e n d e n t  o r  t h e  s u p e r i n t e n d e n t ’ s  d e s i g n e e  o n  a t  l e a s t  a  b i a n n u a l  b a s i s .   A t  
l e a s t  o n c e  p e r  s c h o o l  y e a r ,  e a c h  b u i l d i n g  p r i n c i p a l  o r  d e s i g n e e  s h a l l  r e v i e w t h e  
d o c u m e n t a t i o n  o f  E S I  i n c i d e n t s  w i t h  a p p r o p r i a t e  s t a f f  m e m b e r s  t o  c o n s i d e r  t h e  
a p p r o p r i a t e n e s s  o f  t h e  u s e  o f  E S I  i n  t h o s e  i n s t a n c e s .  
 R e p o r t i n g  D a t a  
 D i s t r i c t  a d m i n i s t r a t i o n  s h a l l  r e p o r t  E S I  d a t a  t o  t h e  s t a t e  d e p a r t m e n t  o f  
e d u c a t i o n  a s  r e q u i r e d .  
 P a r e n t  R i g h t  t o  M e e t i n g  o n  E S I  U s e  
 A f t e r  e a c h  i n c i d e n t ,  a  p a r e n t  m a y  r e q u e s t  a  m e e t i n g  w i t h  t h e  s c h o o l  t o  
d i s c u s s  a n d  d e b r i e f  t h e  i n c i d e n t .  A  p a r e n t  m a y  r e q u e s t  s u c h  m e e t i n g  v e r b a l l y ,  
i n  wr i t i n g ,  o r  b y  e l e c t r o n i c  m e a n s .  A  s c h o o l  s h a l l  h o l d  a  m e e t i n g  r e q u e s t ed  
u n d e r  t h i s  s u b s e c t i o n  w i t h i n  1 0  s c h o o l  d a y s  o f  t h e  p a r e n t ’ s  r e q u e s t .  T h e  fo c u s  
o f  a n y  s u c h  m e e t i n g  s h a l l  b e  t o  d i s c u s s  p r o a c t i v e  wa y s  t o  p r e v e n t  t h e  n e e d  f o r  
e m e r g e n c y  s a f e t y  i n t e r v e n t i o n s  a n d  t o  r e d u c e  i n c i d e n t s  i n  t h e  f u t u r e .  
 F o r  a  s t u d e n t  w i t h  a n  I E P  o r  a  S e c t i o n  5 0 4  p l a n ,  s u c h  s t u d e n t ’ s  I E P  t e a m  
o r  S e c t i o n  5 0 4  p l a n  t e a m  s h a l l  d i s c u s s  t h e  i n c i d e n t  a n d  c o n s i d e r  t h e  n e e d  t o  
c o n d u c t  a  f u n c t i o n a l  b e h a v i o r a l  a s s e s s m e n t ,  d e v e l o p  a  b e h a v i o r  i n t e r v e n t i o n  
p l a n ,  o r  a m e n d  t h e  b e h a v i o r  i n t e r v e n t i o n  p l a n  i f  a l r e a d y  i n  e x i s t e n c e .  
 F o r  a  s t u d e n t  w i t h  a  s e c t i o n  5 0 4  p l a n ,  s u c h  s t u d e n t ’ s  s e c t i o n  5 0 4  p l a n  
t e a m  s h a l l  d i s c u s s  a n d  c o n s i d e r  t h e  n e e d  f o r  a  s p e c i a l  e d u c a t i o n  e v a l u a t i o n .   
F o r  s t u d e n t s  wh o  h a v e  a n  i n d i v i d u a l i z e d  e d u c a t i o n  p r o g r a m  a n d  a r e  p l a c e d  i n  a  
p r i v a t e  s c h o o l  b y  a  p a r e n t ,  a  m e e t i n g  c a l l e d  u n d e r  t h i s  s u b s e c t i o n  s h a l l  i n c l u d e  
t h e  p a r e n t  a n d  t h e  p r i v a t e  s c h o o l ,  wh o  s h a l l  c o n s i d e r  wh e t h e r  t h e  p a r e n t  s h o u l d  
r e q u e s t  a n  i n d i v i d u a l i z e d  e d u c a t i o n  p r o g r a m  t e a m  m e e t i n g .  I f  t h e  p a r e n t  
r e q u e s t s  a n  i n d i v i d u a l i z e d  e d u c a t i o n  p r o g r a m  t e a m  m e e t i n g ,  t h e  p r i v a t e  s c h o o l  
s h a l l  h e l p  f a c i l i t a t e  s u c h  m e e t i n g .  
 F o r  a  s t u d e n t  w i t h o u t  a n  I E P  o r  S e c t i o n  5 0 4  p l a n ,  t h e  s c h o o l  s t a f f  a n d  
t h e  p a r e n t  s h a l l  d i s c u s s  t h e  i n c i d e n t  a n d  c o n s i d e r  t h e  a p p r o p r i a t e n e s s  o f  a  
r e f e r r a l  f o r  a  s p e c i a l  e d u c a t i o n  e v a l u a t i o n ,  t h e  n e e d  f o r  a  f u n c t i o n a l  b e h a v i o r a l  
a s s e s s m e n t ,  o r  t h e  n e e d  f o r  a  b e h a v i o r  i n t e r v e n t i o n  p l a n .   A n y  s u c h  m e e t i n g  
s h a l l  i n c l u d e  t h e  s t u d e n t ’ s  p a r e n t ,  a  s c h o o l  a d m i n i s t r a t o r  f o r  t h e  s c h o o l  t h e  
s t u d e n t  a t t e n d s ,  o n e  o f  t h e  s t u d e n t ’ s  t e a c h e r s ,  a  s c h o o l  e m p l o y e e  i n v o l v e d  i n  
t h e  i n c i d e n t ,  a n d  a n y  o t h e r  s c h o o l  e m p l o y e e s  d e s i g n a t e d  b y  t h e  s c h o o l  
a d m i n i s t r a t o r  a s  a p p r o p r i a t e  f o r  s u c h  m e e t i n g .  
 T h e  s t u d e n t  wh o  i s  t h e  s u b j e c t  o f  s u c h  m e e t i n g s  s h a l l  b e  i n v i t e d  t o  
a t t e n d  t h e  m e e t i n g  a t  t h e  d i s c r e t i o n  o f  t h e  p a r e n t .   T h e  t i m e  f o r  c a l l i n g  s u c h  a  
m e e t i n g  m a y  b e  e x t e n d e d  b e y o n d  t h e  1 0 - d a y  l i m i t  i f  t h e  p a r e n t  o f  t h e  s t u d e n t  i s  
u n a b l e  t o  a t t e n d  wi t h i n  t h a t  t i m e  p e r i o d .   N o t h i n g  i n  t h i s  s e c t i o n  s h a l l  b e  
c o n s t r u e d  t o  p r o h i b i t  t h e  d e v e l o p m e n t  a n d  i m p l e m e n t a t i o n  o f  a  f u n c t i o n a l  
b e h a v i o r  a s s e s s m e n t  o r  a  b e h a v i o r  i n t e r v e n t i o n  p l a n  f o r  a n y  s t u d e n t  i f  s u c h  
s t u d e n t  wo u l d  b e n e f i t  f r o m  s u c h  m e a s u r e s .  
 L o c a l  D i s p u t e  R e s o l u t i o n  P r o c e s s  
 I f  a  p a r e n t  b e l i e v e s  t h a t  a n  e m e r g e n c y  s a f e t y  i n t e r v e n t i o n  h a s  b e e n  u s e d  
o n  t h e  p a r e n t ’ s  c h i l d  i n  v i o l a t i o n  o f  s t a t e  l a w  o r  b o a r d  p o l i c y ,  t h e  p a r e n t  m a y  
f i l e  a  c o m p l a i n t  a s  s p e c i f i e d  b e l o w.  
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 T h e  b o a r d  o f  e d u c a t i o n  e n c o u r a g e s  p a r e n t s  t o  a t t e m p t  t o  r e s o l v e  i s s u e s  
r e l a t i n g  t o  t h e  u s e  o f  E S I  i n f o r m a l l y  w i t h  t h e  b u i l d i n g  p r i n c i p a l  a n d / o r  t h e  
s u p e r i n t e n d e n t  b e f o r e  f i l i n g  a  f o r m a l  c o m p l a i n t  w i t h  t h e  b o a r d .   O n c e  a n  
i n f o r m a l  c o m p l a i n t  i s  r e c e i v e d ,  t h e  a d m i n i s t r a t o r  h a n d l i n g  s u c h  c o m p l a i n t  s h a l l  
i n v e s t i g a t e  s u c h  m a t t e r ,  a s  d e e m e d  a p p r o p r i a t e  b y  t h e  a d m i n i s t r a t o r .   I n  t h e  
e v e n t  t h a t  t h e  c o m p l a i n t  i s  r e s o l v e d  i n f o r m a l l y ,  t h e  a d m i n i s t r a t o r  m u s t  p r o v i d e  
a  wr i t t e n  r e p o r t  o f  t h e  i n f o r m a l  r e s o l u t i o n  t o  t h e  s u p e r i n t e n d e n t  a n d  t h e  p a r e n t s  
a n d  r e t a i n  a  c o p y  o f  t h e  r e p o r t  a t  t h e  s c h o o l .   T h e  s u p e r i n t e n d e n t  w i l l  s h a r e  t h e  
i n f o r m a l  r e s o l u t i o n  wi t h  t h e  b o a r d  o f  e d u c a t i o n  a n d  p r o v i d e  a  c o p y  t o  t h e  s t a t e  
d e p a r t m e n t  o f  e d u c a t i o n .  
 I f  t h e  i s s u e s  a r e  n o t  r e s o l v e d  i n f o r m a l l y  w i t h  t h e  b u i l d i n g  p r i n c i p a l  
a n d / o r  t h e  s u p e r i n t e n d e n t ,  t h e  p a r e n t s  m a y  s u b m i t  a  f o r m a l  wr i t t e n  c o m p l a i n t  t o  
t h e  b o a r d  o f  e d u c a t i o n  b y  p r o v i d i n g  a  c o p y  o f  t h e  c o m p l a i n t  t o  t h e  c l e r k  o f  t h e  
b o a r d  a n d  t h e  s u p e r i n t e n d e n t  w i t h i n  t h i r t y  ( 3 0 )  d a y s  a f t e r  t h e  p a r e n t  i s  
i n f o r m e d  o f  t h e  i n c i d e n t .  
 U p o n  r e c e i p t  o f  a  f o r m a l  wr i t t e n  c o m p l a i n t ,  t h e  b o a r d  p r e s i d e n t  s h a l l  
a s s i g n  a n  i n v e s t i g a t o r  t o  r e v i e w t h e  c o m p l a i n t  a n d  r e p o r t  f i n d i n g s  t o  t h e  b o a r d  
a s  a  w h o l e .   S u c h  i n v e s t i g a t o r  m a y  b e  a  b o a r d  m e m b e r ,  a  s c h o o l  a d m i n i s t r a t o r  
s e l e c t e d  b y  t h e  b o a r d ,  o r  a  b o a r d  a t t o r n e y .   S u c h  i n v e s t i g a t o r  s h a l l  b e  i n f o r m e d  
o f  t h e  o b l i g a t i o n  t o  m a i n t a i n  c o n f i d e n t i a l i t y  o f  s t u d e n t  r e c o r d s  a n d  s h a l l  r e p o r t  
t h e  
f i n d i n g s  o f  f a c t  a n d  r e c o m m e n d e d  c o r r e c t i v e  a c t i o n ,  i f  a n y ,  t o  t h e  b o a r d  i n  
e x e c u t i v e  s e s s i o n .  
 A n y  s u c h  i n v e s t i g a t i o n  m u s t  b e  c o m p l e t e d  wi t h i n  t h i r t y  ( 3 0 )  d a y s  o f  
r e c e i p t  o f  t h e  f o r m a l  wr i t t e n  c o m p l a i n t  b y  t h e  b o a r d  c l e r k  a n d  s u p e r i n t e n d e n t .   
O n  o r  b e f o r e  t h e  3 0 t h  d a y  a f t e r  r e c e i p t  o f  t h e  wr i t t e n  c o m p l a i n t ,  t h e  b o a r d  s h a l l  
a d o p t  wr i t t e n  f i n d i n g s  o f  f a c t  a n d ,  i f  n e c e s s a r y ,  a p p r o p r i a t e  c o r r e c t i v e  a c t i o n .   
A  c o p y  o f  t h e  wr i t t e n  f i n d i n g s  o f  f a c t  a n d  a n y  c o r r e c t i v e  a c t i o n  a d o p t e d  b y  t h e  
b o a r d  s h a l l  o n l y  b e  p r o v i d e d  t o  t h e  p a r e n t s ,  t h e  s c h o o l ,  a n d  t h e  s t a t e  
d e p a r t m e n t  o f  e d u c a t i o n  a n d  s h a l l  b e  m a i l e d  t o  t h e  p a r e n t s  a n d  t h e  s t a t e  
d e p a r t m e n t  w i t h i n  3 0  d a y s  o f  t h e  b o a r d ’ s  r e c e i p t  o f  t h e  f o r m a l  c o m p l a i n t .    
 I f  d e s i r e d ,  a  p a r e n t  m a y  f i l e  a  c o m p l a i n t  u n d e r  t h e  s t a t e  b o a r d  o f  
e d u c a t i o n  a d m i n i s t r a t i v e  r e v i e w p r o c e s s  w i t h i n  t h i r t y  ( 3 0 )  d a y s  f r o m  t h e  d a t e  a  
f i n a l  d e c i s i o n  i s  i s s u e d  p u r s u a n t  t o  t h e  l o c a l  d i s p u t e  r e s o l u t i o n  p r o c e s s .  
 
A p p r o v e d :  J u l y  9 ,  2 0 1 8  S u p e r i n t e n d e n t : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _    
K A S B  R e c o m m e n d a t i o n  –  6 / 1 3 ;  1 2 / 1 3 ;  6 / 1 5 ;  6 / 1 6 ;  6 / 1 8  
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Signature Page 2018-2019 
 
 
To: Superintendent 
 Rolla School District #217 
 
This certifies that I have received and read the Substitute Handbook, which includes the 
district’s rules. 
 
I understand this handbook is my contractual agreement with USD 217 and a copy of this 
agreement will be placed in my personnel file. 
 
All employment is at the will of the employer and employee.  No employment is for any 
stated term and the employer and employee have reserved the right to terminate at any 
time without cause. 
 
 
 
 
             
Employee’s Signature      Date 
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