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MISSION STATEMENT

The mission of the Mulvane Public Schools is to prepare all students with academic and life
skills while respecting the diverse social, educational, and cultural characteristics of each
individual student.

DISTRICT CORE VALUES
Based on a foundation of;

*Respectful, positive relationships
*Safe learning environments
*Competent, knowledgeable staff
*Appropriate social skills and citizenship
*Professionalism with integrity

*Open and honest communication

PURPOSE

This handbook was prepared to provide, in written form, USD 263 administrative policies,
procedures, and practices pertaining to employees as defined in this handbook. The handbook
has been written in order that uniform conditions of empioyment and the benefits received by
building principals, directors and others as defined in this handbook, which have been
accumulated over the years, might be more clearly defined and understood by Board of
Education members, employees, staff, and patrons of the district.

The board may adopt new policies and delete or modify existing policies.

The provisions of this handbook apply to the positions of Superintendent, Assistant
Superintendent, and Director of Special Education other than provisions of the contract that are
independently negotiated with the Board of Education. These provisions could include salary,
benefits, leave, and other items defined through that process listed on a separate Addendum.

ORGANIZATIONAL CHART
Refer to the chart in the USD 263 Policy Handbook.

ADMINISTRATIVE PERSONNEL

Personnel

The board will employ such administrative personnel as the needs of the district require. The
superintendent will develop appropriate job descriptions for each administrative position in the
district. When adopted by the board, such documents shall be filed in the central office.

The board will solicit the recommendations of the superintendent in the appointment,
assignment, transfer, demotion, termination, or non-renewal of any administrative personnel.
The board may take actions on any of these matters.

Recruitment
The board delegates to the superintendent the authority to identify and recommend the
appointment of qualified individuals to fill vacant positions. All applicants will be screened



initially by the superintendent who may use other staff members to assist him/her, and who
shall then make recommendations to the board. The board reserves the right to interview
recommended candidates and may reject any and all recommendations.

Assignment or Transfer
Assignment of administrative personnel shall be recommended by the superintendent subject to
approval of the board.

Orientation

The superintendent will conduct an appropriate administrative orientation program designed to
acquaint such personnel with the district, board policies, duties and responsibilities, and other
such activities as time and the needs of the district require.

Supervision

The superintendent or designated representative shall be responsible for the supervision of all
administrative personnel. The organizational leadership will communicate utilizing the districts
chain of command.

Time Schedule
Administrative time schedules and workloads will be dictated by the terms of the employment
contract or work agreement and by assigned responsibilities.

Part-Time Administrators
The board may employ part-time administrators as the needs of the district dictate.

Administrative Intern Program
The board may cooperate with any approved administrative training institution in the
establishment and maintenance of an administrative intern program.

Contracts/Work Agreements

Building administrators contracts will be reviewed each February. Other employees’ work
agreements will be reviewed each March. The terms and length of each building administrator
contract will be determined by the board. After the 2" year the board may issue multiple year
contracts.

Calendar
The board shall establish a school calendar for each school year.

Administrative Calendar
Principals will refer to the districts calendar for 12 and 10 %2 month contracts.
Directors will refer to the director calendar for 12 and 10 2 month work calendar.

Holidays — shall be determined per board adopted calendar.



EMPLOYMENT CONDITIONS

Assault and/or Battery

Reporting - An administrator who has suffered an assault and/or battery in connection with
his/her employment--where such event occurs in school, on school grounds, or while the
administrator is engaged in duties at a regularly scheduled school event--shall, within two
weeks thereafter, make a written report of the circumstances to the superintendent.

Coaching
No administrator shall serve as coach of any extra curricular activity.

Consulting

Administrative employees may be excused by the board to perform technical or administrative
services as consultants to other districts, government agencies, or private industry. Requests
for approval to serve as a consultant will be submitted in writing to the superintendent. If an
employee receives payment for services or travel they may be required to take a salary
deduction or leave day on the day they performed such services if during normal contracted
time with the district.

Gifts
Administrators are prohibited from receiving gifts from vendors, salesman, or other such
representatives.

Legal Action
In the event of legal action against an administrator of the district, the provisions of the Tort
Claims Act (K.S.A. Article 61) will prevail.

Out-of-School Employment

Administrative employees shall not be permitted to engage in outside employment which
impairs their effectiveness.

COMPENSATION

Compensation Guides and Contracts
All administrative personnel will be compensated for their services in conformity with an
administrative salary as determined by the board.

Salary Placement and Formula
Contact the superintendent for current information.

Payroll Information

Administrators must file with the Payroil Office a Form W-4 and a Form 1-9. They must also
present their original social security card and their driver’s license. Administrators must file with
the Human Resources Director an official transcript, credential file, loyalty oath, and
administrative certificate.

Health Assessments

A health assessment and TB test are required upon initial employment and must be on file with
the Human Resource Director. TB tests must be renewed every three years. The cost is the
responsibility of the employee.



Method of Payment
The Board of Education shall pay administrative personnel in 12 equal monthly installments for
each contract year. Payroll dates are on or before the 24" of each month.

If an administrator resigns or is terminated for any cause (including illness) before serving a full
year, his or her salary shall be adjusted and paid on a daily basis for the total number of
contract days his/her contract has been fulfilled. For example, an employee under contract for
215 days whose employment ended after 85 days would be paid 85/215th of the contract
salary.

Payroll Direct Deposit
USD #263 provides a payroll direct deposit program to its employees at no charge. All current
administrators are encouraged to participate in the payroll direct deposit program.

Complimentary Tickets

Full-time and half time administrators will be issued one nontransferable Activity Pass to attend
high school and middle school events, excluding KSHSAA playoffs and middle school league
events. Activity Passes may be used by employee, spouse, and minor children only. Family
members must be accompanied by the employee. All Activity Passes must be returned to the
Central Office at the time of termination or resignation.

Addendum Contracts

The term "addendum contract" shall refer to a special class of payments received by
administrators as payment for certain specially assigned and accepted services. These may be
special services given as a supplemental part of a regular contract(s) or extended services
beyond the regular contract period. No additional benefits will accrue during the term of a
contract addendum.

All addendum contract assignments are for a single year with subsequent reassignment made
on the superintendent's recommendations and Board approval.

Addendum contract salary details shall be offered to the administrator prior to the time the

administrator begins to perform the responsibilities of the assignments. Contracts shall be
issued as soon as possible after approval is given for same.

BENEFITS & SERVICES

1. Benefits are available under the USD 263 Section 125 cafeteria plan:

2. The BOE shall ask the district carrier to provide each employee a description of the
benefit coverage provided herein, which shall include a clear description of conditions
and limits of coverage as provided above. When requested by the employee, the
BOE shall provide applications and, when necessary, information about the program.

3. Public Law 99-27-2, Title X, and Consolidated Omnibus Budget Reconciliation Act of
1986 (COBRA) will be complied with.

4. The BOE will provide a single health insurance plan. Cash payment instead of
insurance is not provided.



5. An administrator may elect to terminate his/her payroll reduction agreement or
change the benefits elected only if his/her family status has changed. An
administrator has a change in family status upon marriage, divorce, death of a
spouse or child, birth or adoption of a child, termination or commencement of
employment of a spouse, or from full-time to part-time status (or from part-time to
full-time status) by the participant or the participant's spouse, or the taking of an
unpaid leave of absence by the participant or the participant's spouse, or significant
change in the spouse's employer's health insurance. The administrator shall supply
written verification to the district of such change and must make any termination,
election, or change within 30 days of the date such change in family status occurs.
An administrator desiring to make such change may discontinue participation or
reduce benefits, but an election of new or increased benefits shall be subject to the
requirements of the particular nontaxable benefit selected.

Kansas Public Employees Retirement System (KPERS)

Administrators qualify for state retirement under the Kansas Public Employees Retirement
System (KPERS) and shall be required to be a member of the Kansas Public Employees
Retirement System. A percentage of the employee's gross wage is withheld from each pay
period for KPERS. The percentage is determined by KPERS. Salaries will be negotiated for
administrators that have previously retired from KPERS.

Professional Development Opportunities — (Suspend for the 2009/10 school year per BOE
6/22/09)

Membership in professional organizations is the decision and responsibility of the individual
administrator. Requests for professional leave and expenses for attending and participating in
the conferences and conventions of the professional organizations must be approved by the
superintendent in advance. Membership fees to professional organizations will be paid by the
district up to $500.00. Membership in the national organization is required when attending the
affiliation’s national conference.

Payment for District-Directed Trainings

If and when the administration directs administrative personnel to take course work to fulfill
required assignments or to meet district goals, it is understood that the district will pay the
tuition costs of said courses required.

Award Credit
Award credit will be reimbursed at the rate of 25% of the average of the actual graduate credit
hour tuition costs as of August 1% of the contract year for ESU, WSU, FHSU, KSU, and KU. The
rate will be communicated to the staff through orientation paperwork. This will be based on per
credit hour tuition. Certified staff members shall be paid within the following limitations:

1. 6 hours per regular semester

2. 12 hours per summer

3. Not to exceed 16 hours in any one school year

4. Graduate level classes (unless pre-approved by Superintendent/designee)

Request for credit will be made to the superintendent no later than the last business day in
September for the fall classes, and by the last business day in January spring classes.
Summer award credit will be submitted to the superintendent by the last business day in May.
(approved by BOE 6/22/09)






