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Shawnee Mission Unified School District No. 512 
 

Personnel Policies for Administrators 
 
The primary function of the Board of Education is to provide, develop and 
maintain a public school system, which makes available quality educational 
opportunities to students in the school district.  Administrators in this district play 
a vital role in that function.  They are part of the “management team”; and as 
such, they have certain rights, duties and responsibilities different from those of 
other employees of the district. 
 
As considered by the Board and as used in these policies, the term 
“administrator” refers to those who have management and/or supervisory 
responsibilities and receive an annual administrative contract. 
 
In recognition of the unique and delicate relationship of trust, confidence and 
cooperation which exists among administrators and between the Board and 
administration, and in order to promote communication and understanding, the 
Board of Education adopts the following policies: 
 

I.  General Employment Provisions 
 
A. Qualifications 
 
 It is the policy of the Board of Education to employ the best-qualified 

persons available and to require and expect those employees to keep 
themselves informed in accordance with the ethics and standards of their 
profession. 

 
B. Eligibility 
 
 In order to be eligible for employment as an administrator in this school 

district, a person must: 
 
 1. Satisfy the qualifications of the position desired; 
 
 2. Comply with requirements of the Board of Education; and 
 
 3. Hold a valid administrator’s certificate issued by the State of Kansas, 

if a certificate is required by state law or Board policy for the position 
desired.  (Not all administrative positions in this district require an 
administrative certificate.) 
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C. General Requirements 
 
 1. All questions pertaining to contract interpretation shall be submitted 

in writing to the Office of Human Resource Services. 
 
 2. An administrator is expected to be on duty during normal working 

hours and at such other times as may be necessary to fulfill 
employment duties and responsibilities. 

 
 3. Unless sooner rescinded, the Board’s offer of an individual 

administrator’s employment contract will expire if it is not signed and 
returned to the Office of Human Resource Services within two (2) 
weeks from the date of issue. 

 
 4. An administrator newly employed by the district must submit one 

official transcript of all college credit, a valid Kansas certificate, and 
written evidence of having fulfilled physical examination requirements 
as prescribed by the State of Kansas before any salary can be paid.   

 
D. Request for Work Schedule/Contract Time Adjustment 
 
 Requests for adjustments to the administrator’s regular work schedule shall 

be submitted on the district form.  The request shall include the purpose of 
the adjustment, time off regular work schedule and make-up time (listing 
dates).  Requests must be submitted in advance to the immediate 
supervisor for approval. 

 
II.  Assignment of Administrators 

 
The “assignment” of an administrator is the individual’s employment position in a 
school or department. 
 
A. An administrator will be assigned by the Superintendent or his/her 

designated representative.  Such assignment will be determined by the 
needs of the district and the qualifications and experience of the 
administrator. 

 
B. In the determination of assignments, the preference and convenience of 

the administrator will be considered when the request for such 
consideration is submitted in writing prior to March 1. 

 
III.  Transfers 

 
A “transfer” of an administrator is the changing of an administrator’s assignment, 
which results in a change of schools or district departments. 
 
Administrators may be transferred by the Superintendent, or his/her designee, 
whenever a transfer is necessary and in the best interest of the school district. 
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A. Administrator-initiated Transfer 
 
 A current list of all vacant administrative positions in the district shall be 

maintained in the Office of Human Resource Services.  Any administrator 
who desires to apply for a vacancy shall file his or her application in writing 
with the Office of Human Resource Services.  Upon request of the 
administrator, notification of the disposition of a request for transfer shall 
be given to the administrator in writing by the Office of Human Resource 
Services as soon as possible. 

 
B. Administration-initiated Transfer 
 
 1. When an administrator is being considered for transfer, such 

administrator shall be consulted privately by the Superintendent or 
his/her designee and told the reasons for the proposed transfer.  That 
conference shall occur prior to any final decision to effect the transfer. 

 
 2. Following a final decision to transfer, official notice of any transfer 

shall be given in writing to such administrator by the Office of Human 
Resource Services as soon as possible.  If a transfer is deemed 
necessary after the school year has begun, the notice shall include a 
reasonable period of time for the administrator to make preparations 
for the new assignment and to provide for a smooth transition from 
the previous assignment. 

 
IV.  Outside of School Employment 

 
Administrators may not be excused during their regularly assigned schedule to 
do outside work.  The Superintendent may place limitations upon the type and 
amount of outside employment in which an administrator may engage if the 
Superintendent determines that such outside employment has or may have an 
adverse effect upon the job performance of the administrator. 
 

V.  Health Certification 
 
Every administrator employed by this school district is required by state law, 
K.S.A. 72-5213, to furnish a certificate of satisfactory health.  Prior to 
commencing employment with the district, each such employee must present to 
the Office of Human Resource Services a properly completed, dated, and signed 
health certificate on a form provided by the district.  Thereafter, a health 
certificate may be required at such other times as may be deemed advisable.  
Forms for the health certificate may be secured from the Office of Human 
Resource Services.  Each such employee will pay for his or her own health 
examination. 
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VI.  Employment Period 
 
Every administrator in this school district is employed and serves at the pleasure 
of the Board of Education, in accordance with an employment contract, and in 
compliance with state law. 
 
A. At least annually, the Superintendent will make recommendation to the 

Board of Education concerning the continuation or renewal of an 
administrator’s employment.  Such recommendations shall be based upon 
an annual, or more frequent, appraisal of the administrator’s professional 
competency, job performance, professional growth, and other relevant 
factors. 

 
B. Any administrator may be placed on probation by the Superintendent for a 

designated period of time.  The purpose of such a probationary period is to 
review, appraise, and assist an administrator in improving his or her 
professional competency and job performance.  To that end, any 
administrator placed on probation shall receive close supervision, guidance, 
and instruction concerning his or her job responsibility.  An administrator 
will be informed in private conference and in writing of the period of 
probation, the reasons for probation, and the areas of job performance in 
need of improvement. 

 
VII.  Non-Renewal, Demotion, Suspension, Impairment 

 
A. Non-renewal 
 
 Non-renewals by the Board shall be in accordance with the provisions of 

law and Board policy. 
 
B. Demotion 
 
 A recommendation to the Board of demotion shall include a written 

statement by the Superintendent to the affected administrator specifying 
the reason for such demotion.  The administrator shall have the right, 
within appropriate timelines, to discuss the recommended demotion with 
the Superintendent prior to action by the Board. 

 
C. Suspension 
 
 The Superintendent may suspend an administrator with or without pay 

whenever necessary to protect the best interests of the school community. 
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D. Impairment of Job Performance by Reason of Poor Health 
 
 1. The Superintendent may direct an administrator to secure a physical 

or mental examination if there is reason to believe that the job 
performance of the administrator is being impaired by reason of poor 
health.  The cost of such examination shall be paid by the district. 

 
 2. The administrator may seek a second physical or mental examination, 

at his or her own expense, if the administrator desires.  In the event 
the examinations conflict, a third examination may be ordered by the 
Superintendent, at district expense, to be conducted by a mutually 
acceptable physician. 

 
VIII.  Termination:  Due Process Procedure 

 
A. Whenever the Board of Education proposes to terminate the contract of 

employment of an administrator, except supplemental contracts entered 
into under the provisions of K.S.A. 72-5412a, written notice of the 
proposed termination shall be given to such administrator.  Such written 
notice shall include (1) a statement of the reasons for the proposed action, 
and (2) a statement that the administrator may have the matter heard by 
the Board of Education upon filing a written request for hearing with the 
Clerk of the Board within fifteen (15) days from the date of such notice of 
proposed termination. 

 
B. Within thirty (30) days after receiving a written request for hearing, the 

Board shall conduct a hearing on the proposed termination.  Such hearing 
shall be closed to the public unless the administrator in question requests a 
public hearing. 

 
C. The hearing provided for herein shall be conducted according to rules and 

procedures designated by the Board of Education.  Procedural due process 
shall be afforded to all parties, and it shall include the following rights: 

 
 1. The right of each party to be represented by legal counsel or such 

other person as a party may select; and 
 
 2. The right of each party to cross-examine any person who provides 

information for the consideration of the Board, except those persons 
whose testimony is presented by affidavit; and 

 
 3. The right of each party to present such party’s own witnesses in 

person; or their testimony by affidavit or deposition; provided, when 
testimony is presented by affidavit, the same shall be served upon the 
adverse party not less than ten (10) days prior to the hearing; and 

 
 4. The right of the administrator to testify in his or her own behalf and 

give reasons for his or her conduct; and 
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 5. The right of the parties to have an orderly hearing; and 
 
 6. The right of the administrator to a fair and impartial decision based 

upon substantial evidence.   
 
 7. Hearings hereunder shall not be bound by the rules of evidence 

whether statutory, common law, or adopted by the rules of court.  
The Board may take any action necessary to make the hearing be in 
accord with administrative due process. 

 
D. Testimony at a hearing hereunder may, and upon the request of either 

party shall, be taken by a certified shorthand reporter or electronically 
recorded.  The party making such request shall pay the costs connected 
therewith.  The cost of a transcript of the proceedings shall be paid by the 
party requesting the transcript. 

 
E. Unless otherwise agreed to by both the administrator and the Board, the 

Board shall render a written decision on the proposed termination within 
fifteen (15) days after the close of the hearing, setting forth its findings of 
fact and conclusions.  Such written decision shall be made available to the 
administrator.  The decision of the Board of Education shall be final, subject 
to appeal to the district court as provided by K.S.A. 60-2101. 

 
F. Nothing in this policy shall be construed to create any right, or to authorize 

the creation of any right, which is not subject to amendment or nullification 
by the Board of Education.  Nothing in this policy shall be construed to 
constitute any impairment of any existing contractual right. 

 
IX.  Resignations 

 
A. All resignations shall be made in writing and shall be delivered to the Office 

of Human Resource Services.  The effective date of a resignation shall be 
determined by agreement between the administrator and the Office of 
Human Resource Services. 

 
B. The district will accept resignations for the succeeding school year without 

restriction if tendered before the date designated in K.S.A. 72-5437.    
 
C. The district will pay $300 to administrators who tender their resignations 

prior to March 1 and complete their contract for the current period. 
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X.  Retirement and KPERS 
 
A. The normal retirement date for administrators employed by the school 

district shall be the first day of July next following the administrator’s 
attainment of age sixty-five (65) or on the first day of July in any year 
thereafter.  Earlier retirement may be taken in accordance with Kansas law 
as is in such cases made and provided. 

 
B. Each administrator who intends to retire shall give three (3) months prior 

written notice of such intentions to the Office of Human Resource Services.  
Provisions of Board Policy concerning “Termination, Non-renewal, or 
Demotion” and “Due Process Procedure” are not applicable in the case of 
retirement. 

 
C. Administrators shall be subject to the requirements of the Kansas Public 

Employees Retirement System and Social Security.  Administrators are 
charged with the responsibility of becoming familiar with the laws, rules, 
and regulations pertinent thereto. 

 
D. Upon giving three (3) months prior written notice to KPERS, an 

administrator may retire on the normal retirement date, or with the consent 
of the Superintendent, on the first day of any month thereafter; and shall 
be entitled to receive those retirement benefits as provided by Kansas law. 

 
XI.  Complaints and Discipline 

 
Any complaints regarding an administrator made by any person shall be promptly 
called to the administrator’s attention when such complaint is used in evaluating 
job performance.  The administrator shall, upon request, be entitled to receive a 
copy of any record of a complaint if, and at the time, it is placed in the file 
folder.  The administrator shall have an opportunity to answer the complaint in 
writing.  The administrator’s written response may be communicated to the 
complainant. 
 

XII.  Administrative Personnel Appraisal 
 
A. Compliance 
 
 In compliance with state law and in order to insure a high quality of 

performance on the part of administrative employees of Unified School 
District No. 512, a continuous program of administrator evaluation shall be 
established in the school district.  The Superintendent and his/her 
designees shall have primary responsibility for making such evaluations.  
The evaluation process shall attempt to measure the success of the 
individual administrator in meeting his or her job responsibilities, duties and 
objectives.  The evaluation records begin at the time of employment. 
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B. Procedure 
 
 The evaluation procedure shall be outlined in the Manual for Evaluation of 

Administrative Personnel. 
 
C. Personnel Appraisal Folders 
 
 1. All information used in appraisal shall be kept in a confidential 

personnel file.  This folder will include all material helpful in working 
with the administrator, as well as any information, which might be 
used in consideration of continued employment.  It shall be available 
for inspection by the administrator. 

 
 2. The folder will follow the administrator when he or she transfers.  The 

appraiser will send the folder in a sealed envelope to the personal 
attention of the receiving appraiser. 

 
 3. Folders of personnel who leave the system will be forwarded to the 

Office of Human Resource Services. 
 
 4. Except by order of a court of competent jurisdiction, evaluation 

documents and responses thereto shall be available only to the 
evaluated professional employee, the Board, the administrative staff 
making the evaluation, the School Board attorney upon request of the 
Board, and the State Board of Education. 

 
D. Personnel Office Information 
 
 1. All material which is placed in the administrator’s permanent 

personnel file and which may be used to determine the 
administrator’s continued employment or advancement in the school 
district shall be available for inspection by the administrator; 
provided, that information received by the school district prior to 
employment, which shall include confidential references or 
evaluations obtained from sources outside the school district, shall be 
exempted from this inspection.  However, the administrator shall be 
provided a list of such items upon request. 

 
 2. No information used in appraisal or evaluation shall be maintained 

except in the appropriate personnel folder.  The administrator’s 
supervisor shall maintain all detailed appraisal documents in an 
appropriate file and forward Form B of the appraisal document to the 
Human Resource Department for placement in their permanent 
personnel folder. 

 
 3. An administrator may have any evidence of competence, 

professionalism, or outstanding performance of service placed in his 
or her personnel folder. 
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XIII.  Grievance Procedure 
 
A. Definitions 
 
 1. A “grievance” shall be a claim by an administrator that there has been 

a violation, misinterpretation, or misapplication of any provision of the 
administrator’s contract or these policies. 

 
 2. “Days” shall refer to Mondays through Fridays, excepting legal 

holidays. 
 
B. Purpose 
 
 The purpose of this procedure is to secure, in good faith, equitable 

solutions to the problems which may from time to time arise and which 
effect the terms and conditions of the administrator’s professional service.  
Good morale is maintained by sincere efforts of all persons involved to 
work toward constructive solutions in an atmosphere of courtesy and 
cooperation. 

 
C. General Provisions 
 
 1. A grievance may be filed only by the administrator having the 

grievance. 
 
 2. No grievance shall be recognized unless it shall have been filed at the 

appropriate level by the administrator within ten (10) days after the 
occurrence of the event, which is the subject of the grievance. 

 
 3. At any level of the grievance procedure, an administrator may be 

accompanied by a representative of his or her own choosing, who 
may, at the administrator’s request, act in the administrator’s behalf, 
except for the actual filing of the grievance. 

 
 4. In the absence of a written reply to the grievance of an administrator 

within a five (5) day period, the grievance is considered to have been 
denied; and the administrator may submit the grievance in writing to 
the next level. 

 
 5. The inclusion of time limits in this policy is for the purpose of insuring 

prompt action.  In circumstances where the administrator does not 
pursue the next step of the procedure within the time period 
specified, unless there is a mutually agreed extension of time limits, 
the grievance shall be deemed to have been settled and no further 
action by the administrative staff shall be required. 
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D. Procedure 
 
 1. Level One 
 
  An administrator with a grievance shall, within ten (10) days after the 

occurrence of the event, which is the subject of the grievance, discuss 
the matter with his or her immediate supervisor in an effort to resolve 
the matter informally. 

 
 2. Level Two 
 
  In the event the administrator is not satisfied with the disposition of 

the grievance at Level One, the administrator shall reduce the 
grievance to writing, sign it, and submit it to his or her immediate 
supervisor within five (5) days after the discussion in Level One.  The 
immediate supervisor may submit an answer in writing within five (5) 
days after receipt of the written grievance.  If the grievance is not 
settled or dropped, the grievant may submit the grievance to the next 
level. 

 
 3. Level Three 
 
  The administrator shall submit the grievance within a period of five 

(5) days, in writing, to the appropriate Associate Superintendent.  
This level may include an interview with the administrator.  If the 
grievance is not settled or dropped within five (5) days thereafter, the 
grievant may submit the grievance to the next level. 

 
 4. Level Four 
 
  The administrator shall submit the grievance within a period of five 

(5) days, in writing, to the Superintendent of Schools.  This level may 
include an interview with the administrator.  The Superintendent shall 
provide a written decision to the administrator within five (5) days 
following receipt of the grievance or the meeting with the grievant, 
whichever is later.  The Superintendent’s decision will be final. 

 
XIV.  Political Activities 

 
All administrators shall enjoy the rights and privileges of any free citizen in 
matters of a political nature.  The only restrictions imposed upon administrators 
by the Board of Education are as follows: 
 
A. No administrator shall, during hours for which pay is received, use any time 

for the solicitation, promotion, election, or defeat of any candidate for 
public office or question submitted. 
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B. No administrator shall use, in any way, classrooms, buildings, or pupils for 
the purpose of solicitation, promotion, election, or defeat of any candidate 
for public office or question submitted. 

 
C. No administrator shall make use of school equipment or materials for the 

purpose of solicitation, promotion, election, or defeat of any candidate for 
public office or question submitted. 

 
XV.  Fringe Benefits 

 
A. Vacation 
 
 1. Each administrator with a twelve-month contract will receive either 

twenty-one (21) or thirty-one (31) days paid vacation each contract 
year.  When each 12-month administrative position is posted and 
filled the number of vacation days will be indicated and will be noted 
in the individual contract.  The days that the District Offices are 
closed for Winter and Spring Break will be charged to an 
administrator’s vacation balance, if the administrator does not work 
those days.  A maximum of twenty (20) vacation days may be carried 
forward at the end of the fiscal year (June 30).  Administrators are 
not expected to be on duty during designated holidays.  Use of 
vacation time must be designated or approved by the Superintendent 
or his/her designated representative.  If an administrator is hired after 
the start of the contract year, or resigns before the end of the 
contract year, vacation allowed will be prorated. 

 
 2. Any administrator employed under a contract for less than twelve 

months will not be entitled to paid vacation.  The work schedule for 
such administrators will be established each year by the Office of 
Human Resource Services. 

 
B. Paid Holidays 

 
 Administrators will receive paid holidays, if the holiday occurs during their 

regularly scheduled work year. 
 
C. Temporary Leave 
 
 1. Absence from Official Duties 
 
  Provision has been made by the Board of Education for an 

administrator’s temporary absence from duty for the reasons listed 
below.  Administrators employed under a twelve-month contract shall 
be entitled to twelve (12) days temporary leave each contract year.  
Administrators employed under 215-day and 230-day contracts shall 
be entitled to eleven (11) days temporary leave each contract year. If 
an administrator is hired after the start of the contract year, or 
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resigns before the end of the contract year, Temporary Leave allowed 
will be prorated. 

 
  Temporary Leave 
   Sick Leave 
   Bereavement Leave 
   Personal Business Leave 
   Professional Leave 
   Judicial Leave 
   Other Approved Leave 
  
 2. Report of Absence 
 
  It is the responsibility of the administrator to report all absences to 

the Shawnee Mission Attendance Management System prior to the 
absence.  Spring Break and Winter Break absences for 230 day, 12 
month and 240 day, 12-month administrators shall be reported as 
vacation days unless the administrator works during these breaks.  In 
cases in which an administrator is absent one-half day only, one-half 
day's leave will be charged.  There will be no hourly deduction.  It is 
also each administrator’s responsibility to notify their immediate 
supervisor of their absence. 

 
 3. General Provisions 
 
  a. Temporary Leave will be divided into two (2) categories: 

accumulative and non-accumulative. 
 
  b. It shall be understood that non-accumulative Temporary Leave 

shall not be deducted from Accumulative Leave unless otherwise 
stated. 

 
  c. Administrators shall be permitted to accumulate to their credit 

any unused portion of their Temporary Leave without limitation.  
Any unused portion of Temporary Leave for the current school 
year shall be added to Cumulative Temporary Leave as of June 
30 of each year. 

 
  d. Holidays occurring during the period that an administrator is 

absent shall not be charged against Temporary Leave. 
 
  e. An administrator who is absent for any period of time because 

of accident or injury, or for a period of more than one week due 
to illness, may be required to present to his/her supervisor a 
written physician’s statement indicating that the administrator is 
physically and mentally able to return to duty. 
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  f. The written physician’s statement is to be presented in person 
before the administrator returns to duty in order that the 
present stage of convalescence can be observed and discussed. 

 
  g. The Superintendent of Schools, upon recommendation of the 

supervisor, may postpone the return to duty if the 
Superintendent should conclude that the administrator is 
physically or mentally unable to perform assigned duties or if 
the administrator’s condition is such that there would be hazard 
of further injury. 

 
  h. Administrators absent due to illness, physical incapacity, or 

mental incapacity may be required to submit periodically, to the 
Office of Human Resource Services, a physician's statement 
setting forth the nature of the illness or incapacity and the 
projected date of possible return.  This will be done in 
compliance with the Board adopted policy concerning FMLA 
leave. 

 
  i. After total temporary leave is used, pay for absences shall be 

deducted at the daily rate of pay, as computed in accordance 
with the terms of the contract of the individual administrator. 

 
 4. Application for Temporary Leave 
 
  a. Each administrator is required to make written application to 

their immediate supervisor for Temporary Leave of Absence, 
except Sick Leave and Personal Business Leave.  Applications for 
Professional Leave and Judicial Leave shall be made in advance 
for each period of absence. 

 
  b. Requests for leave shall be made on the district form.  These 

requests for leave may be approved/disapproved by the 
immediate supervisor.  Such requests appropriately filed shall be 
processed and responded to within five (5) working days after 
receipt by the immediate supervisor. 

 
  c. Requests for Temporary Leave with salary deduction for reasons 

of personal convenience, interviewing for other positions, or for 
vacation trips will be presented to the immediate supervisor for 
approval or disapproval. 

 
  d. Individuals who do not agree with the immediate supervisor’s 

decision may request a review by the Office of Human Resource 
Services within five (5) days of the notification of the immediate 
supervisor’s decision. 
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 5. Payment for Unused Current Temporary Leave 
 
  An administrator shall be eligible to receive $50.00 per day credit for 

each unused day of current Temporary Leave if: 
 
  a. The administrator has used less than ten (10) days of current 

Temporary Leave as of June 30 of the contract year; and, 
 
  b. By May 1 of the contract year in which application for such 

credit is made, the administrator has at least fifty (50) days of 
accumulated Temporary Leave, counting unused current 
Temporary Leave and Temporary Leave accumulated prior to 
that contract year; and, 

 
  c. On or before May 1 of that current school year the eligible 

administrator applies on a form approved by the district to 
receive payment for unused current Temporary Leave credited 
to his/her account that year.  Payment shall be issued by the 
district within sixty (60) days of the end of the school year. 

 
Temporary Leave used by an administrator during a contract year 
shall first be deducted from current Temporary Leave (until such 
leave is exhausted) and then from previously accumulated leave, if 
any.  In no event shall an administrator in any contract year receive 
credit for more than ten (10) days of unused current Temporary 
Leave or $500.00. 

 
Those employees employed less than full time will receive an amount 
in proportion to their contract. 

 
An eligible administrator shall not accumulate Temporary Leave for 
any leave day for which he/she has been paid a credit. 

 
An eligible administrator who fails to make application for unused 
Temporary Leave credits as provided herein shall thereafter forfeit all 
rights to claim payment for such credits.  An administrator may 
accumulate any unused Temporary Leave for which the administrator 
has not been paid a credit. 

 
No payment shall be made to an administrator for accumulated 
Temporary Leave other than as provided in this policy. 

 
6. Payment for Unused Accumulated Leave 
 
  An administrator shall be eligible to bank credit for each unused day 

of current Temporary Leave accrued after July 1, 2008, if: 
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  a. The administrator has used less than ten (10) days of current  
   Temporary Leave as of June 30 of the contract year; and,  
 
  b. Chooses not to participate in the yearly Temporary Leave buy  
   back option; and,  
 
  c. The administrator’s resignation is tendered on the approved  
   district form and submitted to the Human Resources Department  
   no later than April 1 of the final year of employment; and,  
 
  d. Upon the appropriate resignation, the employee will be paid $50  

  per day for each accrued day contained in the bank.  Payment  
  shall be issued by the district within sixty (60) days of the end of  
  the school year. 

   
  Temporary Leave used by an administrator during a contract year 

 shall first be deducted from current Temporary Leave (until such 
 leave is exhausted) and then from previously accumulated leave, if 
 any. 

 
No payment shall be made to an administrator for accumulated 
Temporary Leave other than as provided in this policy. 

 
 7. Sick Leave 
 
  a. Sick leave shall be granted for the following reasons: 
 
   i. personal illness 
 
   ii. personal injury other than that injury covered by Section 

XVI 
 
   iii. quarantine laws of the State of Kansas. 
 
   iv. illness or serious injury of administrator’s spouse, minor 

children, or parents, when other arrangements cannot be 
made. 

 
   v. birth of a child 
 
   vi. the adoption of a child when the administrator believes 

such leave is necessary.  In such a circumstance, the leave 
must comply with the provisions of the FMLA Board Policy.  
The leave must occur immediately following the actual 
date of initial custody. 

 
  b. Administrators shall be allowed to accumulate to their credit any 

unused portion of their Sick Leave, with no limits. 
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  c. Administrators’ cumulative leave shall be credited with any 
unused portion of their current Sick Leave as of June 30 of each 
year.  Each administrator shall, upon request, receive notice of 
the amount of accumulated Sick Leave annually. 

 
  d. After the total of Temporary Leave is used, pay for absences not 

covered by accumulated time shall be deductible at the daily 
rate of pay as computed in accord with the terms of the contract 
of the individual administrator. 

 
  e. Administrators employed on a part-time basis shall be entitled to 

all temporary leaves of absences specified in this section, 
provided, however, these days shall be in accordance with their 
prorated contractual time and compensation.  For the purpose 
of this paragraph only, a temporary leave day shall be that 
portion of the day worked by the part-time administrator. 

 
 8. Personal Business Leave 
 
  Personal Business Leave is limited to the annual temporary leave 

allotment for the current fiscal year; up to 12 days for administrators 
on 12-month contracts or 11 days for administrators on 215 or 230-
day contracts. 

 
  a. Personal Business Leave is not available under the following 

conditions: 
   i. the first five official days of the school year as recognized 

by the State Department of Education, 
   ii. the last five official days of the school year as recognized 

by the State Department of Education, 
   iii. the last contract day prior to a holiday or vacation period, 
   iv. the first contract day following a holiday or vacation 

period, 
   v. because of severe weather when school is in session 
 
  b. Personal Business Leave may be available during the blackout 

dates under the following conditions 
   i. to attend a high school graduation ceremony of an 

employee’s child or stepchild, 
   ii. to attend a college graduation ceremony of an employee, 

an employee’s spouse, child, or stepchild, 
   iii. to attend a military graduation ceremony or an overseas 

military deployment ceremony of an employee’s spouse, 
child, or stepchild, 

   iv. for appearance in a court of law as a litigant when sincere 
but unsuccessful efforts have been made to reschedule an 
appearance, 

   v. for observation of a religious holiday 
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   vi. to attend the wedding of an employee’s child, step-child, 
parent, brother, sister, step-brother, step-sister, or the 
same relative of the employee’s spouse. 

 
 9. Non-Accumulative Leave 
 
  a. Bereavement Leave 
 
   An administrator may use up to three (3) days (not charged to 

Temporary Leave) on the occasion of a death in the immediate 
family (wife, husband, father, father-in-law, step-father, mother, 
mother-in-law, step-mother, daughter, daughter-in-law, son, 
son-in-law, brother, brother-in-law, step-brother, sister, sister-
in-law, step-sister, grandparent, grandchild, aunt, uncle, or 
resident of the professional employee's household).  Use of 
Bereavement Leave in excess of three (3) days shall be charged 
to accumulated Temporary Leave.  Up to five (5) days per 
occurrence may be used without loss of pay until accumulated 
Temporary Leave is exhausted. 

 
   i. An administrator may make a written request within the 

five-day period following the day of leave to their 
immediate supervisor requesting a maximum of one day of 
Bereavement Leave not authorized by the preceding 
definition of immediate family for a special and/or 
extraordinary occasion of death, provided the 
administrator has used all available Temporary Leave. 

 
   ii. An administrator may be absent for either a full day or a 

half day to attend the funeral services of a relative other 
than those listed above and/or friends, and such leave 
may be charged to Temporary Leave.   

 
   iii. An administrator may be excused, without loss of pay, for 

a period of up to four (4) hours to attend funeral services 
of relatives other than those listed above and/or friends.  
Such absence will not be charged to any Temporary Leave 
category. 

 
   iv. Individuals who do not agree with their immediate 

supervisor’s decision may request a review by the Office of 
Human Resource Services within five (5) days of the 
notification of their immediate supervisor’s decision. 

 
  b. Leave for Governmental Service 
 
   i. Administrators who are appointed members of official 

bodies of the State of Kansas, which require absence from 
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duty, shall request the Superintendent's approval to be 
absent. 

 
   ii. If approved by the Superintendent, the difference between 

the administrator’s salary (on a per diem basis) and any 
compensation for service in the appointed position will be 
paid by the district. 

 
   iii. Request for absence shall be made in advance on the 

district form. These requests for absence must be 
approved by the immediate supervisor and forwarded to 
the Division of Human Resource Services for action. 

 
  c. Judicial Leave 
 
   Administrators shall be granted leave as necessary for jury duty 

or to appear in a court of law as a subpoenaed witness in a 
matter pertaining to duties as a professional employee.  The 
difference between the administrator’s salary and pay for 
Judicial Leave will be paid by the district.  Written notification 
must be made to the immediate supervisor prior to Judicial 
Leave and a written statement of pay received must be 
submitted at the completion of the leave. 

 
 10. Absence Due to Job-related Injury-Workers’ Compensation 
 
  a. Whenever an administrator is temporarily absent from duty and 

temporarily unable to perform the administrator’s duties as a 
result of personal injury arising out of and during the course of 
the administrator’s employment, and not the result of the 
administrator’s own negligence, the professional employee may, 
at the employee’s option, use accumulated sick leave to 
supplement his/her income beyond the Worker’s Compensation 
payments or award made for temporary disability because of 
said injury.  If the employee selects sick leave to supplement 
the employee’s salary, then the employee will be paid by the 
district on a daily basis equal to ten percent (10%) of the 
employee’s first $82 on a daily basis of earnings plus eighty-five 
percent (85%) of the employee’s earnings over $82 on a daily 
basis.  The district shall make such payments only during the 
school year in which the injury occurred, and in no event shall 
such payments continue beyond a period of 180 calendar days 
from the date upon which said injury occurred.  The employee’s 
record will be charged sick leave on the basis of the 
supplemental income paid divided by the employee’s daily pay 
rate, but in no case will the sick leave amount charged exceed 
1/2 day per day of absence.  There will be no charge to sick 
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leave for the first five (5) scheduled workdays of temporary 
leave. 

 
  b. The Board shall have the right to have the administrator 

examined by a physician to assist in determining the length of 
time the administrator is temporarily unable to perform duties 
and to determine that the disability is attributable to the injury 
involved. 

 
  c. In the event that an administrator who was injured during the 

course of his/her employment is still disabled by virtue of said 
injury in the school year following the year in which he/she was 
injured, upon written request by the administrator, the 
administrator may use accumulated sick leave to make up the 
difference between his/her net take-home salary (as determined 
in sub-paragraph A. above) and any Worker’s Compensation 
payments or temporary disability awards he/she is receiving, 
with accumulated sick leave being charged in 0.5 day 
increments rounded up. 

 
D. Extended Leaves of Absence 
 
 Provision has been made by the Board of Education for an administrator’s 

extended absence from duty for the following reasons: 
 
  1. Health Leave 
  2. Parental Leave 
  3. Governmental/Public Service Leave 
  4. Other Extended Leave 
 
 All applications for extended leaves of absence shall be granted in writing.  

Application for extended leaves of absence shall be made on the district 
form.  Such an application must first be submitted to the administrator’s 
immediate supervisor for approval or disapproval and then forwarded to 
the Office of Human Resource Services for final action.  The duration of an 
extended leave of absence shall be determined by the Superintendent or 
his/her designated representative.  Unless herein otherwise provided, an 
extended leave of absence will be without pay or increment. 

 
 1. Parental Leave (Extended) 
 
  a. An administrator may be granted a leave of absence, without 

pay or increment, for the purpose of childcare, upon the birth of 
or placement for foster care or adoption of a child.  Entitlement 
for family leave expires twelve (12) months after the date of 
birth or placement of a child by adoption or foster care.  An 
employee may not use family leave intermittently or on a part-
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time basis without the prior written approval of the 
Superintendent. 

 
   Married couples who are eligible district employees are limited 

to a combined total of twelve (12) workweeks of leave under 
this policy during any twelve-month period for birth of a child, 
placement of a child for adoption or foster care.   

 
 
  b. Such leave may be combined with Temporary Leave as follows: 
 
   i. Absence caused by physical incapacity must be charged to 

Sick Leave under the provisions of section XV, D., 
Application for Temporary Leave, and section XV, G., Sick 
Leave.  Use of accumulated Temporary Leave shall be 
approved on those dates a physician certifies that the 
administrator is physically incapacitated and unable to 
fulfill her assignment. 

 
   ii. In such case the administrator will be required to apply for 

leave in advance and submit the required physician’s 
certification setting forth the nature of the illness or 
incapacity and the projected date of possible return to the 
Benefits office.  All procedures in Board policy 2940 Family 
and Medical Leave will apply. 

 
   iii. Use of accumulated Temporary Leave shall cease as of the 

date the physician certifies that the administrator is 
physically capable of returning to her assignment.  The 
leave of absence, without pay or increment, granted for 
the purpose of childcare, shall commence on that date. 

 
  c. Upon written application, such leave may be extended for one 

school year upon approval of the Superintendent of Schools. 
 
 2. Elected Public Official Leave 
 
  Any administrator has the right to become a candidate for public 

office and to serve in such elective office unless there is a specific 
legal prohibition.  Any administrator, upon presenting evidence of 
having been elected to public office, shall be granted a leave of 
absence, without regular salary, to serve in such office. 

 
 3. Other Extended Leave 
 
 An extended leave of absence may be granted by the Board at its sole 

discretion, to an administrator for other good reason, not herein 
specified, including, without limitation, foreign travel or teaching, 
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academic study, and military service. Such extended leave will be 
granted only when it is considered to be in the best interest of the 
administrator and the school district.  The Superintendent or his/her 
designated representative may grant an extended leave of absence 
up to thirty (30) days for mandatory military service. 

 
E. Health Insurance 
 
 The Board of Education will contribute to the individual administrator’s 

current district-approved health insurance plan in an amount agreed upon 
annually. 

 
F. Board Provided Life Insurance 

 
 The Board will purchase a $50,000 term life insurance policy for every 

administrator covered under this manual. 
 
G. Deferred Compensation 

The Board of Education will provide administrators with additional 
compensation in the amount of Two Thousand Dollars ($2,000) under the 
provisions of the approved 457 deferred compensation program. 
 

H. Cellular Phone Allowance 
 

The Board of Education will provide each administrator with a $60.00 per 
month cellular phone allowance.  To be eligible to receive this allowance, 
each administrator will acquire and maintain a cellular telephone and 
provide the telephone number to the administrative offices.  It will be the 
responsibility of the administrator to have their cellular phone available.   

 
XVI.  Employment-related Assault 

 
Any case of employment-related assault upon an administrator shall be 
immediately reported to the principal or immediate supervisor.  The Board may 
provide legal counsel to advise an administrator of his or her rights and 
obligations in connection with handling of the incident by law enforcement and 
judicial authorities and to assist with the recovery of property loss.  If any legal 
action is taken against an administrator, by any person, as the result of the 
administrator’s lawful exercise of employment responsibilities, the Board may 
provide legal counsel for the administrator’s defense. 
 

XVII.  Educational Travel 
 
A. Each division within the administrative organization will receive a budget 

allocation for educational travel.  It is the responsibility of each associate 
superintendent and appropriate staff members to plan the amount of 
educational travel and to determine which employees shall make trips at 
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district expense.  Such decisions shall be made after considering district 
policies, the budget available, and the educational value to be gained. 

 
B. An administrator desiring approval for travel at district expense shall make 

application by submitting an “Application for Leave and Travel” to his or her 
immediate supervisor.  Application must be made and approval received in 
advance of the trip.  Approval and reimbursement shall be in accordance 
with this policy.   

 
C. Travel other than what is necessary to conduct district business must be 

justifiable as contributing to the applicant’s professional growth in his or 
her employment responsibilities. 

 
D. Reimbursement for travel expenses will be based on the following: 
 
 1. The district will pay verified expenses for lodging at a district-

approved accommodation, and meals, on the basis of what is 
reasonable and proper.  Claims for reimbursement shall be 
accompanied by appropriate receipts, and must be approved by the 
administrator responsible for the travel budget. 

 
 2. Except as otherwise specifically determined by the Board, individual 

membership dues will not be reimbursed, but conference registration 
fees may be included in the request for reimbursement.  A claim for 
such registration fees must be supported by a receipt. 

 
 3. The district will provide reimbursement for necessary transportation 

expense, including both inter-city and intra-city travel.  Such expense 
should be verified by receipts.  Whenever practical and reasonable, 
inter-city transportation will be by air unless special permission is 
requested and received for travel by rail or automobile. 

 
 4. The maximum reimbursement for inter-city transportation will be the 

lowest applicable air-tourist rate.  Travel will be scheduled on the day 
a meeting begins if the destination can be reached in time for the first 
meeting.  Otherwise, travel will be scheduled as necessary. 

 
 5. There will be no reimbursement for expenses unless a trip is actually 

taken as specified on the approval application.  Departure and return 
dates will be specified on the application.  Any deviation from the 
scheduled dates of a meeting should be noted on the application. 

 
 6. There will be no transportation reimbursement for travel beyond the 

continental limits of the United States.  However, for district-approved 
travel outside the continental United States, transportation 
reimbursement may be provided for travel to an approved city within 
the continental United States. 
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 7. Travel and reimbursement will not be approved for attendance at 
honorary or fraternity meetings not directly connected with the 
education program of the district. 

 
 8. An administrator who receives a fee or stipend from a source other 

than the district for attending a workshop or institute during a 
working day will have his or her salary reduced by the amount of the 
fee or stipend. 

 
 9. Approved applications for travel at district expense are not subject to 

transfer.   
 

XVIII.  Mileage Reimbursement Guidelines 
 

The following provisions relate to the reimbursement of miles driven for school 
district business: 
 
A. Commuting mileage from home to work is not reimbursable.  If on the way 

to work you stop by a temporary district work location (e.g., McEachen, 
Indian Creek, another school) en route to your permanent work location, 
the excess miles are reimbursable.  Excess miles are defined as the number 
of miles for the trip less the ordinary commuting miles to your permanent 
work location. 

 
 Examples: 
 
 If the regular commuting mileage to your permanent work location is 10 

miles and you stop by Indian Creek causing the total commuting mileage to 
be 15 miles, 5 miles will be reimbursed. 

 
 If the total commuting mileage to your work via Indian Creek is only 7 

miles, no reimbursement will be made. 
 
B. If you are temporarily assigned to another location, you can be reimbursed 

for commuting mileage that is in excess of the normal commuting mileage 
to your permanent work location. 

 
 Example: 
 
 If you are temporarily assigned to the McEachen Center and your total 

commuting mileage is now 20 miles instead of the usual 10 miles to your 
permanent location, 10 miles will be reimbursed. 
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C. Other mileage between work sites is reimbursable: 
 
 Example: 
 
 If you travel to a meeting during the day, the mileage will be fully 

reimbursable. 
 
D. If you are assigned to split shifts, the round trip mileage for the second 

shift is reimbursable. 
 
 Example: 
 
 If you return to work for an evening meeting, the mileage for the second 

trip will be reimbursable. 
 
E. Commuting mileage on scheduled days off is reimbursable only if required 

by an immediate supervisor. 
 
 Example: 
 
 An immediate supervisor asks that you perform some work over a weekend 

or a holiday.  All commuting mileage is reimbursable. 
F. In-District vs. Out-of-District Mileage 
 
 The term in-district mileage is now changed to local mileage.  The term 

out-of-district mileage is now changed to non-local mileage.  Local mileage 
is defined as a trip to a destination no greater than 75 miles from your 
permanent work site.  Non-local mileage is for trips outside of this area. 

 
XIX.  Placement and Movement on Administrators’ Salary Schedule 

 
A. A current salary schedule shall be adopted by the Board and will be 

distributed annually to all administrators affected by the schedule. 
 
B. An administrator will be considered to have earned an advanced degree 

when it is recorded on an official transcript that the requirements for the 
degree have been met.  Salary adjustment for increased training is made 
once each year.  To qualify for a change in status, the hours or degree 
must be completed prior to September 7.  By September 15, the 
administrator must submit to the Human Resources Department, either an 
official transcript or written evidence that transcripts could not be obtained 
prior to September 15.  Status changes for the year on the basis of delayed 
transcripts will be made only for administrators who provide transcripts not 
later than February 15.  Upon receipt of the official transcript, a change of 
contract will be prepared by the Human Resources Department. 

 
C. Placement of an administrator within the category range, A through E, on 

the salary schedule will be recommended by the Superintendent. 
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XX.  Payment of Salary: Method 
 
A. All administrators shall be paid for services rendered on a twelve-month 

basis, payable the 20th day of each month.  When the 20th day of the 
month is on a Saturday, Sunday or other non-working day, checks will be 
distributed the last working day preceding the 20th day of the month. 

 
B. In no event shall an administrator receive a salary payment if that would 

constitute payment in advance for services yet to be performed. 
 
C. If an administrator takes a leave of absence, retires, resigns, dies, or is 

terminated for any cause before the administrator has served the full 
contract period, or if there are any irregularities of service during the 
contract period, such administrator’s salary shall be adjusted and paid on 
the basis of the relationship between the number of contract days worked 
and the total number of work days in the contract period.  Full and final 
payment of any salary due to an administrator who leaves the employment 
of this district shall be made as soon as possible. 

 
XXI.  Amendment to Policies 

 
The Board, at all times, reserves the right to add to, delete from, alter, or amend 
those policies contained in this Personnel Policies for Administrators manual. 
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Administrative Salary Schedules 2014-2015 
        

Grade Position A B C D E F 
               

 School Year Contracts 

       PRINCIPALS      

11 High School Principal (230) 111,292 115,641 118,980 122,413 125,957 129,484 

12 Middle School Principal (215) 100,200 104,551 107,626 110,790 114,052 117,401 

15 Principal, Broadmoor Center (230) 100,200 104,551 107,626 110,790 114,052 117,401 

16 Principal on Assignment (215) 100,200 104,551 107,626 110,790 114,052 117,401 

13 Elementary School Principal (215) 94,242 98,593 101,484 104,467 107,539 110,701 

14 Associate Senior High Principal (230) 92,752 97,102 99,952 102,889 105,911 109,027 

17 Associate Principal Middle Schools (215) 85,393 89,745 92,375 95,077 97,867 100,743 

18 Assistant Elementary Principal (215) 79,347 83,697 86,145 88,665 91,261 93,937 

50 Supervisor of Early Childhood Education (215) 79,347 83,697 86,145 88,665 91,261 93,937 

        

               

    12-Month Contracts  
   MANAGERS & DIRECTORS  

20 Executive Manager of Capital Programs 111,750 116,098 119,510 123,037 126,667 130,407 

20 Executive Manager of Information Services 111,750 116,098 119,510 123,037 126,667 130,407 

20 Manager of Budget and Finance 111,750 116,098 119,510 123,037 126,667 130,407 

20 Manager of Human Resources 111,750 116,098 119,510 123,037 126,667 130,407 

20 Manager of Operations and Maintenance 111,750 116,098 119,510 123,037 126,667 130,407 

29 Manager of Food Service * 106,947 111,298 114,569 117,938 121,404 124,975 

29 Director of Special Education * 106,947 111,298 114,569 117,938 121,404 124,975 

26 Director of Assessment and Research * 98,974 103,325 106,359 109,486 112,709 116,030 

26 Director of Career and Technical Education * 98,974 103,325 106,359 109,486 112,709 116,030 

26 Director of Curriculum * 98,974 103,325 106,359 109,486 112,709 116,030 

26 Director of Safety and Security* 98,974 103,325 106,359 109,486 112,709 116,030 

26 Director of STEM* 98,974 103,325 106,359 109,486 112,709 116,030 

26 Director of Student Services and Athletics * 98,974 103,325 106,359 109,486 112,709 116,030 

27 Classified/Certified Personnel Administrator 98,974 103,325 106,359 109,486 112,709 116,030 

27 Data and Customer Services Administrator 98,974 103,325 106,359 109,486 112,709 116,030 

27 Network and Technical Services Administrator 98,974 103,325 106,359 109,486 112,709 116,030 

   SUPERVISORS & COORDINATORS  

41 Supervisory Architect/Engineer 86,812 91,160 93,864 96,619 99,453 102,380 

42 Supervisor of Maintenance 86,812 91,160 93,864 96,619 99,453 102,380 

46 Coordinators * 82,683 87,030 89,576 92,196 94,905 97,682 

48 Supervisor of Custodial Operations 80,239 84,589 87,056 89,606 92,229 94,952 

49 Bond Program Supervisor 80,239 84,589 87,056 89,606 92,229 94,952 

        
* Denotes administrators with 31 vacation days.  All other administrators have 21 vacation days.   
Principals are contracted according to the specified workday schedule.     
Academic administrators who have doctorates will receive $1,500 in addition to the salary shown on the schedule. 
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Administrative Salary Schedules 
 

General Provisions 2014-2015 
 
 
 

1. Parenthesis "( )" following each position title indicate number of contract days per 
fiscal year for school year contracts or the number of vacation days for 12 month 
contracts. 

 
2. District employees who have been promoted to administrative positions and who 

have retained the $100/month cash benefit will automatically forfeit it upon 
placement on the administrative salary schedule. 

 
3. Administrators who have doctorates will receive $1,500 in addition to the salary 

shown on the schedule. 
 
4. A total of $40,000 has been budgeted for high school night and weekend 

administrative supervision ($8,000 per high school).  High school administrators will 
be paid at a rate of $60 per event after supervising 40 events up to the $8,000 total 
allocation per school.  If a school exceeds their $8,000 budget, compensation will be 
allocated at an event rate that is within the $8,000 budget. 
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Longevity Pay Schedule 
 
 
 

To recognize the past and future contribution made by the long-term 
professional employee to the district, a professional employee will be provided a 
Longevity Bonus.  This bonus will be provided the year the professional 
employee reaches the step and will be paid in one lump sum at the end of that 
year. 
 
 
The bonus will be: 
 
 $250 after 25 years of employment 
 
 $300 after 30 years of employment 
 
 $350 after 35 years of employment 
 
 $400 after 40 years of employment 
 
 $500 after 45 years of employment  
 
 
Years of service will be determined by the current hire date of the professional 
employee.  Service must be continuous.  The years of service will be calculated 
by subtracting the current hire date from the current year.  If a professional 
employee was on an approved leave of absence, this time will be considered and 
counted towards the years of service. 
 
 


