
INTRODUCTION
This handbook has been written in order that the conditions of
employment and the benefits received by administrators might be more
clearly understood by all Board members, staff, and patrons of the
District. The articles contained herein apply to all administrators of the
District unless the Board has provided for specific differences within the
individual’s contract. (For the 2015-2016 school year, this provision
excludes the superintendent, deputy superintendent of operation,
assistant superintendent of teaching, learning, administration, and school
attorney.) The Board of Education welcomes input from the
administrative staff and Topeka Administrators’ Association regarding the
terms and conditions of their employment, but reserves the right to
determine the provisions contained in The Administrators’ Handbook and
in individual administrator’s contracts. The Board and the administrative
staff have long enjoyed their working relationship and believe that
relationship is more clearly understood with these policies.

AFFIRMATIVE ACTION POLICY
The Topeka Public Schools, Unified School District No. 501 is committed
to affirmative action and equal opportunity. No person shall, on the basis
of age, race, color, creed, religion, sex, sexual orientation, gender,
gender identity or expression, disability, national origin, or ancestry be
denied lawful access to any appropriate educational service program, or
activity provided by the school district. The Title IX compliance
coordinator is the associate superintendent. The Section 504
compliance coordinator is the general director of special services. For
employment, the EEO/AA officer is the general director of human
resources. All compliance coordinators may be contacted at 624 SW
24th Street, Topeka, Kansas, 66611-1294, (785) 295-3000. The clerk of
the Board of Education has been designated to receive and redirect or
handle inquiries regarding nondiscrimination policies, regulations and
procedures. The clerk may be contacted by calling (785) 295-3028 or by
writing to 624 SW 24th Street, Topeka, Kansas, 66611-1294.
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TOPEKA PUBLIC SCHOOLS ADMINISTRATORS’
CODE OF ETHICS

An educational administrator’s professional behavior must conform to an
ethical code. The code must be idealistic and at the same time practical
so that it can apply reasonably to all educational administrators.

The administrator acknowledges that the schools belong to the public
they serve for the purpose of providing educational opportunities to all.
However, the administrator assumes responsibility for providing
professional leadership in the school and community. This responsibility
requires the administrator to maintain standards of exemplary
professional conduct. It must be recognized that the administrator’s
actions will be viewed and appraised by the community, professional
associates, and students.

To these ends, the administrator subscribes to the following statements
of standards.

The educational administrator:
1. Makes the well-being of students the fundamental value of all

decision-making and actions.
2. Fulfills professional responsibilities with honesty and integrity.
3. Supports the principle of due process and protects the civil and

human rights of all individuals.
4. Obeys local, state, and national laws and does not knowingly join

or support organizations that advocate, directly or indirectly, the
overthrow of the government.

5. Implements the governing Board of Education’s policies and
administrative rules and regulations.

6. Pursues appropriate measures to correct those laws, policies,
and regulations that are not consistent with sound education
goals.

7. Avoids using positions for personal gain through political, social,
religious, economic, or other influences.

8. Accepts academic degrees or professional certification only from
duly accredited institutions.

9. Maintains the standards and seeks to improve the effectiveness
of the profession through research and continuing professional
development.
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10. Honors all contracts until fulfillment, release, or dissolution
mutually agreed upon by all parties to contract.

AASA School Administrator October 1996, Number 8 Vol. 53 AASA’s
Statement of Ethics for School Administrators.
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DEFINITIONS
1. School District or School System: Unified School District 501,

Topeka, Kansas.
2. Board: Board of Education of Unified School District 501,

Topeka, Kansas.
3. Administrators or Administrative Employees: Defined as those

persons who receive an administrator’s contract approved by the
Topeka Public Schools Board of Education.

4. School Year: That period of time when school is in session, as
set in the school calendar adopted by the Topeka Public Schools
Board of Education.

5. Contract Days: The total number of days for which an
administrator is employed during the contract year.

6. Duty Days: Those contract days during a year when the
administrative employee is on duty. Administrators may be
required to work beyond eight (8) hours due to the complexity
and nature of an administrator’s duty day.

7. Personal Leave: Provided for the administrative employee who is
confronted with business that cannot be taken care of outside
the regular duty day.

8. Immediate Family: Husband, wife, child, stepchild, brother, sister,
parent, in-laws, grandchild, grandparent, or any relative living in
the dwelling unit.

9. Topeka Administrators’ Association: [TAA] Administrators
employed as an administrator in the Topeka Public Schools as
defined by the Board of Education, Unified School District 501,
and who have paid their assessment to the Association by
October 1 of each year.

10. Cafeteria Plan: A fringe benefit program pursuant to Section 125
of the Internal Revenue Code of 1986, as amended, and
regulations issued there under.

11. Daily Rate: The daily rate will be computed by dividing
employee’s total annual contract compensation by two-hundred
sixty (260) for twelve (12) month employees and two-hundred
twenty-two (222) days for ten and one-half (10.5) month
employees.
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SECTION 100
PROFESSIONAL YEAR

100.1 Twelve-month administrators are considered to be contracted to
work from July 1, 2015, to June 30, 2016, except for the
following holidays:

Independence Day 7/3/15
Labor Day 9/7/15
Thanksgiving [2 days] 11/26, 11/27/15
Christmas [2 days] 12/24, 12/25/15
New Year’s Day 1/1/16
Martin Luther King Day 1/18/16
Friday of Spring Recess 3/18/16
Memorial Day 5/30/16

100.2 Ten and one-half month administrators are considered to be
contracted to work from July 21, 2015, to June 6, 2016, except
for the following holidays:

Labor Day 9/7/15
Thanksgiving [3 days] 11/25, 11/26, 11/27/15
Winter Break [10 days 12/21, 22, 23, 24, 25, 28, 29, 30, 31/15, 1/1/16
Martin Luther King Day 1/18/16
Spring Recess [5 days] 3/14-18/16
Memorial Day 5/30/16
President’s Day 2/15/16

100.3 VACATION DAYS:

A. Administrative personnel (certificated and
non-certificated) employed on a twelve (12) month basis, shall
be granted annual vacation at the rate of two (2) days per month
worked.

B. Vacation time shall be charged for any scheduled
working day that an employee is off duty for reasons other than
illness or professional leave. Vacation requests must be made in
advance.
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C. Vacation days may be accrued for up to forty (40) days.
Days accrued beyond forty (40) will be forfeited.

D. Any administrator that starts after the initial contract date
will have his/her first month vacation allowance prorated, using
the 15th as a date to determine whether he/she receives one (1)
or two (2) days. The 16th through the 31st will lead to one (1) day
of vacation accrued for that month.

100.4 VACATION PAYOFF ON SEVERANCE:

Any administrator terminating from the District will be paid for
accumulated unused vacation days at his/her current daily rate
of pay.

100.5 SCHOOL ACADEMIC CALENDAR:

Each year the previously named days will be given the specific
dates by the Department of Human Resources as they are
integrated with the school/academic calendar as adopted by the
Board of Education.

100.6 EXCHANGE DAY:

With advanced approval from his/her immediate supervisor, a ten
and one-half month administrator may trade one (1) duty day
during the school year for one (1) day worked outside the
professional year. [Example: District required interviewing,
District required committee work, District required legal
appearances, grievances, etc.] The approved exchange day
cannot be used to extend any school break, vacation or holiday.
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SECTION 200
MANAGEMENT EMPLOYEE COMPENSATION

200.1 Administrators and Topeka Administrators’ Association may
annually recommend to the superintendent amendments to the
compensation portions of The Administrators’ Handbook. Final
determination of the compensation to be given to administrators
shall be made by the Board of Education.

A. For newly employed administrators, compensation is
dependent upon experience, training, and specific assignments.
Salary placement will be within the Board approved salary range.

B. Salary Ranges:

04
04a

General Director
General Director – Elem/Sec Education

87,000 – 121,800
101,000–141,400

05 High School Principal 103,037–144,252
06 High School Associate Principal 92,181 -  129,053
07 Director of Budget/Grant Accounting

Director of Communications
Director of Purchasing Services
Director of School Safety

73,800 – 103,320

08 Alternative Secondary School Principal 95,779 – 134,091
09 Middle School Principal 95,779 – 134,091
10 Director of Special Education K-12

Director of Early Childhood Ed
Director of ELL Programs
Director of Equity

73,800 – 103,320

11
11a
11b

Elementary Principal 10.5 mos.
Head Start Principal
Elementary Principal 12 mo.

82,181 – 115,053
85,000 – 119,000
93,924 – 131,494

12 High School Assistant Principal 82,181 – 115,053

13 Middle School Assistant Principal
Nursing Coordinator

80,184 – 112,258

14 Assistant Elementary Principal 72,718 – 101,805

C. Ten and one-half month (10.5) administrators (certified or
non-certified) may request a lump-sum payment for June.
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D. Salary Assignment: Administrators are placed on the salary
range assigned to their position. Salary will be determined by
years of K-12 education administration experience (for school
administrators), or years of administrative experience directly
related to the position (non-school administrators), multiplied by
five hundred dollars ($500) and added to the minimum rate for
the range. Ex: Minimum + (five hundred dollars ($500) x years
of experience) = Annual Base Salary.

200.2 CONTRACT ADDENDA:

A. Contract addenda are issued for additional days,
summer school and additional assignments beyond the duties
contained in the position description. The amount to be paid for
such addenda shall be determined by the superintendent.

B. Ten and one-half month (10.5) administrators, when
assigned special functions during the summer, will be
compensated at a fixed amount (or may take an exchange day
as described in Section 100.6 at the discretion of the immediate
supervisor).

200.4 ADVANCED DEGREE COMPENSATION:

A. Each administrator who has earned additional graduate hours
or degrees by November 1 of the current school year from a
properly accredited (accredited by a major regional accrediting
agency such as the North Central Association) institution shall
receive the following additional compensation above his/her
annual base salary.

MS + 15
HRS

MS + 30 HRS
SPECIALIST

DOCTORAL
DEGREE

2013-14 2,500 3,000 5,500
2014-15 2,500 3,000 5,500
2015-16 2,500 3,000 5,500
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A. NOTE: All + (plus) hours to be considered for additional
salary must be graduate level earned after having received a
Master Degree and must be related to the administrator’s job
responsibilities. Final determination will be made by the deputy
superintendent of operations. Graduate hours earned after a
Master Degree that are required to secure the initial
administrator’s certificate, will not qualify for the additional
compensation. (Example: Individual has Master Degree in
guidance and counseling and returns to graduate school to
secure the required courses to be a state certified school
administrator. The state required hours for the initial
administrator’s certificate would not qualify for additional
compensation.)

B. In the event the deputy superintendent of operations
disallows credit for earned graduate hours of credit, the
administrator may appeal the decision within thirty (30) school
days to a three (3)-person panel established for the purpose of
hearing such appeals. The panel shall be composed of the
president of TAA, the administrator’s immediate supervisor, and
the deputy superintendent of operations. The decision of the
panel is final, subject to review by the Board of Education.

200.5 AUTOMOBILE ALLOWANCE:

Administrators must have the availability of transportation, have
a valid Kansas driver’s license, and appropriate insurance in
force. Such transportation shall be used for such needs as
attendance at District meetings or transporting students. The
automobile allowance for each administrator is determined
annually by the chart below or by contract. The automobile
allowance is divided into twenty-four (24) equal payments.

Administrator
Salary
Range

Monthly
Compensation

Administrator
Salary
Range

Monthly
Compensation

04, 04a $225 11, 11a, 11b $45
05 $100 12 $45
06 $45 13 $45
07 $150 14 $45
08 $100
09 $45
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10 $150
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SECTION 300
MANAGEMENT FRINGE BENEFITS

300.1 WORKER’S COMPENSATION:

Whenever an administrator is absent from employment as a
result of personal injury sustained while in the course of his/her
employment and is unable to perform his/her duties in the
opinion of a physician selected by the Board, he/she will be paid
his/her full salary until released to return to work by the
physician, less the amount of Worker’s Compensation or
disability insurance received. Any administrator may use
accumulated sick leave for the seven (7) day waiting period
following an on-the-job injury to the date of his/her eligibility to
receive Worker’s Compensation benefits. Such absence shall
not be charged against any accumulated sick leave if the
on-the-job injury is not due to the administrator’s own
negligence.

300.2 HEALTH INSURANCE:

The Board will monthly designate five hundred seventeen dollars
and ninety-four cents ($517.94) to be paid for a single health
insurance policy. If an administrator chooses not to accept this
benefit, no other benefit will be provided in lieu of the health
insurance. (Per Resolution No. 01-90 approved on July 19,
2001.)

Participants in the defined District Health Insurance Cafeteria
Plan may avoid bearing the cost of the monthly premium
increase (an additional ninety-five dollars and eighty cents
($95.80) per month) for a 2015-2016 single policy, by agreeing to
perform the following:

1. Complete a web-based online Health Risk Assessment
administered by Blue Cross Blue Shield prior to a September 30,
2015, deadline.

2. Engage in a minimum of two (2) health related physical
activities each quarter, which can be verified by documentation
submitted to the Department of Human Resources.
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a. The calendar quarters for 2015-2016 plan year are:
September, October, November 2015; December, 2015,
January, February 2016; March, April, May 2016; June,
July, and August 2016.

b. The Health Risk Assessment for plan year 2016-2017
will be scheduled for completion during September
2016, (one (1) month window).

3. Examples of acceptable health related activities would be the
following:

a. District-wide “START! Walking Program”.
b. District-wide “Maintain Don’t Gain Program”.
c. American Heart Association’s Heart Walk.
d. March of Dimes Walk.
e. Other approved charitable fundraising 5K walks/runs.
f. Gym memberships.
g. Sunflower State Games participant.
h. Bike riding fundraisers or competitive events.
i.  Sport tournaments participation.
j.  Participation in swimming classes or events.
k. Aerobics.
l.  Jazzercise.
m.Martial Arts.
n. Kickboxing.

The above listing is not all inclusive, and there may be other
health related activities not mentioned that would qualify for
acceptability. The deputy superintendent of operations will make
the final determination whether a validated health related activity
submitted for consideration qualifies for approved premium
payments.

Participation in the Health Risk Assessment and subsequent
follow-up including validated health related activities is totally
voluntary. Those choosing not to participate do so knowing that
the single policy health insurance premium increase of
ninety-five dollars and eighty cents ($95.80) per month will be
their sole responsibility and not that of the District.
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Administrative employees retiring after October 7, 2010, will be
subject to the same requirements as active employees to receive
the same District premium payment for a single health/
prescription, and dental insurance policy. If a severe health
condition exists or later develops which prevents or limits
participation in health related activities each quarter, the
requirement can be waived during the affected time period with a
ruling by the Board of Education.
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300.3 LIABILITY INSURANCE:

The Board shall provide liability protection including legal
defense against damages for any administrator acting within the
scope of his/her duties subject to the exclusions contained in
Board policy.

300.4 LIFE INSURANCE:

A. The Board shall pay the premium for a District-provided
life insurance policy (fifty thousand dollars ($50,000) with
zero-four (0-4) years USD 501 administrative experience;
seventy-five thousand dollars ($75,000) with five-nine (5-9) years
USD 501 administrative experience; one-hundred thousand
dollars ($100,000) with ten (10) or more years USD 501
administrative experience), including double indemnity insurance
policy for all administrators.

B. The administrator may pay for spouse/dependent life
insurance pursuant to the standard offering available to all
District employees.

300.5 SALARY PROTECTION INSURANCE:

The Board shall provide salary protection insurance for all
administrators. If an administrator chooses not to accept this
benefit, the amount of the benefit money will be used to pay for
options within the Cafeteria Plan.

300.6 CAFETERIA PLAN:

Subject to the provisions of the Internal Revenue code,
applicable Kansas law and to the Board of Education’s policies
and resolutions establishing a Cafeteria Plan for school district
employees, administrators may participate in the school district’s
Cafeteria Plan by annually designating appropriate salary
reduction amounts.

300.7 VACATION PAYOFF AT DEATH:

In the event of death, the beneficiary of any administrator will
receive the total amount of accumulated vacation days as cash
at the administrator’s current daily rate of pay.
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300.8 VOLUNTARY PAYROLL DEDUCTIONS/
VOLUNTEER ANNUITIES:

A. In conformity with K.S.A. 72-8601, the Board of
Education has authorized payroll deductions pursuant to Policy
No. 4125 for the following purposes:

1. Group Medical and Dental Insurance;
2. Short-Term Disability Insurance;
3. United States Savings Bonds;
4. Cancer Insurance;
5. United School Administrators’ Dues;
6. United Way Contributions;
7. Educational Credit Union;
8. Certified Staff - Union Dues;
9. Vision Insurance;
10. Long-Term Care Insurance;
11. Topeka Public School Foundation Contribution;
12. Optional Life Insurance;
13. Dependent Life Insurance;
14. Managed Legal Representation Insurance;
15. Medical Flexible Spending Accounts;
16. Well Child Care Flexible Spending Accounts;
17. YWCA and YMCA Memberships;
18. Education Savings Plan;
19. Tax sheltered annuities authorized and permitted by

United States Revenue Code.

300.9 EARLY RETIREMENT INCENTIVE:
A. Administrators of the District may retire from employment at

the age of sixty (60) until age sixty-six (66) under the
following terms and conditions:
1. Is currently a full-time administrator of the District;
2. Is sixty (60) through sixty-five (65) years of age;
3. Has ten (10) years or more of continuous full-time

employment with the District;
4. Is qualified and eligible to receive retirement payments

from the Kansas Public Employees Retirement System
(KPERS);

5. Administrators hired after October 1, 2007, will not
qualify for any Early Retirement Incentive.
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B. The Board shall provide to those who retire in accordance
with these conditions and terms until age sixty-six (66), or
death, retirement pay equal to one-third (1/3) of the base
salary the beginning lowest administrative range in effect on
the date the early retirement incentive commences (not to
exceed fifteen thousand dollars ($15,000), or the date early
retirement (formerly known as AIP Leave of Absence)
commences, whichever is earlier. Should the Board of
Education adjust the base salary of the beginning lowest
administrative range after the date an administrator
commences early retirement, the administrator’s early
retirement pay will not be adjusted, even if the Board of
Education elects to make the salary adjustment for
employees retro-active.

The Board shall pay District provided life insurance (fifty
thousand dollars ($50,000) if retired prior to 8/1/02; effective
8/1/02, the amount of life insurance provided is dependent
on years of service with USD 501: fifty thousand dollars
($50,000) with zero-four (0-4) years administrative
experience; seventy-five thousand dollars ($75,000) with
five-nine (5-9) years administrative experience; one hundred
thousand dollars ($100,000) with ten (10) or more years
administrative experience) if the administrator is in the group
and if the administrator has paid individual premiums while
on a leave of absence and health insurance premiums until
age sixty-six (66) or death. The Board will pay the premium
for a single health/prescription, and dental insurance policy
for all retired administrators until age sixty-six (66). When an
employee becomes eligible for Medicare, the employee may
opt to receive cash equal to the amount of the health/
prescription, and dental insurance benefit. This cash is to be
used to purchase these coverages from Medicare.
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C. Effective October 1, 2001, the cash option, in lieu of health
insurance, was eliminated for currently employed and retired
administrators. Administrators who retire after October 1,
2001, may reject the health insurance, but will not be
provided any other benefit in lieu of the health insurance. A
limited exception applies, effective June 18, 1992, the cash
option was frozen at one hundred sixty-six dollars and
sixty-eight cents ($166.68) per month and the ability to select
and reject health insurance coverage on an annual basis
was eliminated. Once a retired administrator hired before
August 14, 1989, selects health insurance coverage, the
cash option may not be selected again. Thereafter, rejection
of health insurance coverage will result in the retired
administrator receiving no cash.

300.10 EARLY RETIREMENT:

Until January 1, 1997, known as “ADMINISTRATIVE INTERIM
PROFESSIONAL LEAVE OF ABSENCE.” This provision applies
only to administrators on contract before September 20, 1996.

A. An administrator who will be fifty-five (55) years of age,
or older, after July 1 of any year, may request an early
retirement. If granted, the early retirement shall be from the time
granted until he/she is eligible for early retirement benefits
(Section 300.9), as set in this handbook.

B. During an early retirement, the administrator will receive
no salary and/or paid fringe benefits from the District. The early
retirement has no recall provisions or preferred rehire
guarantees. An administrator on an early retirement may reapply
for a position if his/her situation warrants.

C. An administrator granted early retirement may remain in
the District’s health insurance, cancer insurance, and life
insurance group if they wish to pay all of the monthly premiums.

D. An early retirement may not extend beyond the first date
an administrator is eligible for early retirement incentive (Section
300.9), as set forth above.

E. Use of this early retirement provision will not, in any way,
affect an administrator’s early retirement incentive opportunities
or benefits provided in this handbook.
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F. Use of this early retirement provision carries with it a
guarantee of vested earned early retirement benefits.

G. Any administrator hired as an administrator in USD 501
between September 20, 1996, and September 30, 2007, may
request a one (1) year leave of absence the year before applying
for early retirement.

H. Name changed in 1996-97 Administrative Handbook
from “Administrative Interim Professional Leave of Absence” to
“Early Retirement” as per suggestions contained in KPERS Audit
Commentary on Report Year 1995 received by District on
October 23, 1996.

300.11 SICK LEAVE PAYOFF AT DEATH OR RETIREMENT:

A. All administrators who have completed ten (10)
consecutive years of employment with the District immediately
preceding retirement or death and who have completed ten (10)
or more years of school service, as recognized by the Kansas
Public Employees Retirement System (KPERS) and/or the
Topeka Board of Education, at the time of retirement, shall be
eligible for additional compensation according to the following
schedule:

10-19 years of school service – twenty-five percent (25%) of
the total of the administrator’s accumulated unused
sick leave. The additional compensation is not to
exceed sixty (60) days of accumulated sick leave.

20-29 years of school service – fifty percent (50%) of the
total of the administrator’s accumulated unused sick
leave. The additional compensation is not to exceed
sixty (60) days of accumulated sick leave.

30 or more years of school service – one-hundred percent
(100%) of the total of the administrator’s accumulated
unused sick leave. The additional compensation is not
to exceed sixty (60) days of accumulated sick leave.

B. Administrators are eligible if they meet one (1) of the
following:

1. Have attained disability or retirement eligibility as
recognized by KPERS.
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2. Have met the service requirement and are deceased
(his/her estate is eligible to receive payment on this
same schedule).

C. The “sick leave payoff” at KPERS retirement, “early
retirement,” or death shall be included in the final paycheck.

300.12 UNEMPLOYMENT COMPENSATION:

The Board shall carry unemployment compensation for all
administrative employees in the manner required by the laws of
Kansas.

300.13 STATE RETIREMENT:

Retirement benefits shall be in accordance with the provisions of
the Kansas Public Employees Retirement Law and rules and
regulations adopted by the Kansas Employees Retirement Board
under the provisions of the law.

300.14 KPERS LIFE INSURANCE PURCHASE:

Administrators, at their own expense, may participate in
(purchase) KPERS life insurance through payroll deduction.
Participants will follow purchasing procedures as established by
the District’s payroll department.

300.15 EARLY NOTIFICATION INCENTIVE

Administrators who complete their fourth year of consecutive
employment in the District by the end of the school year in which
notice is given; who elect to retire through the State retirement
system (KPERS); and who notify Topeka Public Schools of their
intent to retire, in writing, on or before the first Friday in January
of any given year, will receive a $1,500 early notification stipend
in their last paycheck.
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SECTION 400
ATTENDANCE AT CONFERENCES, MEETINGS OR
SEMINARS

400.1 Administrators shall be allowed to attend conferences, meetings,
and seminars each year as a means of promoting professional
growth. If an administrator is given prior approval by his/her
supervisor to attend one (1) of the above as the official
representative of Unified School District 501, travel, meals,
lodging, and registration fee may be considered appropriate
expenses of the Board. The proper expense form must be
completed and supplied to the administrator’s immediate
supervisor within ten (10) days after returning from the trip.
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SECTION 500
SICK LEAVE

500.1 CREDIT AND EARNING OF SICK LEAVE:

At the beginning of employment, the ten and one-half (10.5)
month administrator is credited with ten and one-half (10.5) days
of sick leave per year and the twelve (12) month administrator is
credited with twelve (12) days of sick leave per year. If the
administrator starts after the initial contract date, his/her sick
leave allowance will be prorated accordingly. This crediting of
sick leave will continue each year thereafter. Leave not used
shall be accumulated from year-to-year for administrators until
official termination of employment. Each day of sick leave used
in excess of those earned, as provided herein, shall be deducted
from their pay.

500.2 CONDITIONS OF USE:

A. An administrator on sick leave during the year shall be
compensated at the regular rate of pay while absent from work,
providing the following conditions are met:

1. The administrator shall notify the immediate supervisor
or the supervisor’s designee of the needed use of sick
leave and the reasons therefore, prior to the beginning of
each school day.

2. If used for personal illness, the administrator shall, after
three (3) school days, upon request, provide the
superintendent or his/her designee a written statement
by a licensed physician verifying the employee’s illness
or physical disability.

3. If for personal illness or physical disability, the
physician’s statement shall state the reason said
employee is unable to perform his/her assigned duties.
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4. If the leave is used as a result of death or critical illness
in the immediate family (see definition section), it shall
not exceed three (3) school days. It is understood that
the administrator’s supervisor may extend the number of
days and/or physician’s statement may be required by
the supervisor to verify the critical illness. Leave for
critical illness may be for the support or care of the
family member.

5. If used for critical illness of the immediate family, (see
definition section) a physician’s statement shall, after
three (3) school days, upon request by the
superintendent, be furnished verifying the critical illness
of the member of the immediate family.

6. Any administrator on an approved paid leave of
absence, (i.e., personal illness, or critical illness of the
immediate family) upon return to work, shall be
reinstated to the same assignment previously held, if
available, or if not available, to a substantially equivalent
position.

500.3 SICK LEAVE SHARING:

Participation in the Sick Leave Sharing Plan.

Any administrative employee may participate in the Sick Leave
Sharing Plan as a recipient or donor. All rights of privacy for the
donor and recipient will be respected.

500.4 SICK LEAVE SHARING RECIPIENT:

A. Administrative employees are eligible to participate as a
recipient of sick leave sharing providing they meet the following
guidelines:

1. All available personal sick leave days and vacation leave
days are exhausted.

2. A catastrophic illness/injury has been substantiated by
the physician and appropriate form signed by the doctor.
A catastrophic illness/injury includes, but is not limited to,
serious illness, major surgery, serious accident or heart
attack that:
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a. Poses a threat of life or requires in-patient or
hospice care, extensive outpatient treatment or care
at home; and/or

b. Keeps the employee from performing regular work
duties.

c. A Sick Leave Sharing Plan request form is signed by
the recipient or his/her representative indicating
acceptance of donated days.

500.5 SICK LEAVE SHARING DONOR:

A. Administrative employees donating to the Sick Leave
Sharing Plan will adhere to the following guidelines:

1. Donors will not be pressured into donating for the Sick
Leave Sharing Plan.

2. The donor will complete the Sick Leave Sharing Donor’s
form.

3. The sick leave day will be donated in full day units for
fulltime employees. Part-time employees will donate
time proportionate to hours employed.

4. The donated days cannot be recovered by the donor.

500.6 CONDITIONS OF USE:

A. The following criteria regulates the conditions for use of
the Sick Leave Sharing Plan by the donor and recipient:

1. Donors are limited to donating one (1) sick leave day to
the Sick Leave Sharing Plan per contract year.

2. A recipient is limited to receiving a total of forty (40) Sick
Leave Sharing days. Under extenuating circumstances,
the forty (40) day limit may be waived by the general
director of human resources.

3. Administrative employees across the District may donate
a sick leave day to any member of the administrative,
certified, or classified groups.

4. The sick leave day contributed to the Sick Leave Sharing
Plan will be treated as sick leave for the recipient.
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5. The donated Sick Leave Sharing days will become a
part of the designee’s lottery when all of the eligibility
requirements are met as substantiated by the required
forms. The day will be transferred when used by the
designated recipient. Sick Leave Sharing shall be paid
according to the recipient’s daily rate of pay.

6. An administrative employee may request Sick Leave
Sharing days based upon catastrophic injury/illness to
self, relative or household member.

B. It is understood that the decision to become a sick leave
sharing donor is voluntary on the part of the administrative
employee and neither the Board nor the Association will be held
responsible should a donor be sought, but no donors come
forward.

NOTE: The Family and Medical Leave Act may also apply.
Leave under FMLA, however, may be unpaid leave.
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SECTION 600
LEAVES

600.1 LEAVE OF ABSENCE:

A. A request for a leave of absence shall be unpaid and
made on the appropriate form and such application shall be
reviewed by the superintendent or the superintendent’s
designee. The request will then be presented to the Board of
Education for approval.

B. When an employee returns within the leave period,
he/she shall be employed in the same salary range held at the
time the leave commenced with all rights and privileges restored.
Such employee shall be returned to the same position, if
available and vacant, or a comparable assignment.

C. Any employee eligible for a leave of absence may not
request a leave of absence to work for any other school district,
but may request a leave of absence for any of the following
reasons according to the rules and regulations prescribed for
each.

600.2 ILLNESS:

An administrator shall meet with his/her immediate supervisor
and mutually determine the possibility of the administrator’s
continuing employment during the time health disabilities are
being corrected. The employee shall be apprised of all benefits
that are applicable. Previous requirements for physician’s
statements apply.

600.3 STUDY OR TRAVEL:

An eligible administrator may request to spend one (1) year or
more, unpaid, in study for an advanced degree, or to accept a
fellowship involving foreign travel, or who desires to engage in
other experiences involving professional improvement.

600.4 MILITARY:
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A. Administrators who are drafted, enlist, or are called to
active duty while under contract must furnish written notification
to the deputy superintendent of operations immediately upon
knowledge of call to active duty.

B. An administrator who was drafted, enlisted, or was
called to active duty while under contract shall be given his/her
respective assignment, or one (1) comparable to it, providing
such an assignment is available and application is made within
ninety (90) days after the date of release from military service.
The administrator shall be eligible for benefits in accordance with
other administrative employees under this regulation. The
granting of military leave shall be consistent with state and
federal law.

600.5 PARENT LEAVE:

An administrator may be granted a leave of absence without pay
for the purpose of prenatal care or for the purpose of child care
upon the birth or adoption of a child into a family. Such leave
may commence at any time and may extend through the end of
the current contract year.  (See also FMLA.)

600.6 SICK LEAVE - NONELIGIBILITY:

Administrators on all leaves of absence, for reasons other than
illness, are not eligible to use any accumulated sick leave
benefits.

600.7 REINSTATEMENT OF BENEFITS:

A. An administrator returning from any leave of absence
shall be given preference for employment over a new hire,
provided the administrator notifies the superintendent by April 1
of the previous school year.

B. An administrator returning to work at the expiration of a
leave of absence due to illness or disability must furnish the
Department of Human Resources a statement from a licensed
physician that the employee is physically and mentally able to
resume the duties of the position.

C. Credit will be given for all accumulated unused sick
leave.
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D. The administrator shall receive the same salary held at
the beginning of the leave of absence.

600.8 UNPAID LEAVE OF ABSENCE:

An administrator may apply for an unpaid leave of absence not
to exceed five (5) days per contract year upon the approval of
the superintendent or his/her designee. Pay for such days shall
be deducted at the administrator’s regular daily rate.
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600.9 JURY DUTY AND LEGAL LEAVE:

A. Upon receiving notice to serve on jury duty,
administrators will follow the following procedures:

1. The administrator will immediately notify his/her
immediate supervisor, who will in turn notify the
Department of Human Resources, giving the name of
the administrator and the time he/she is requested to be
relieved to serve as a juror.

2. An administrator, who requests to be relieved to serve
on jury duty and serves, will receive his/her full salary
during the period of such service.

3. The superintendent or his/her designee may grant any
employee, determined by the appropriate authorities to
be the alleged victim or witness of a crime and who is
subpoenaed to appear before a court of law, time off with
pay for any time during his/her regular duty day he/she is
required to be absent.

600.10 PERSONAL LEAVE:

All administrative employees shall be allowed three (3) days
annually as paid personal leave during the regular duty year.

600.11 CONDITIONS OF USE:

A. A written request signed by the administrator stating the
need to conduct personal business of a nature that cannot be
scheduled or completed outside the regular duty day, or on any
non-duty day, must be submitted at least two (2) days in advance
to the immediate supervisor. Leave requested shall be granted
provided the supervisor determines that adequate provision for
continuing the school program can be made. All requests for
administrative personal leave should be forwarded to the deputy
superintendent of operations for final approval.

B. The administrator must have at least three (3) days of
unused sick leave credited to him/her, which shall be deducted
immediately following the use of three (3) days personal leave.
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C. Personal leave shall not be used the day before or after
a holiday, vacation, weekday when school is closed during the
regular school year, in-service day, or any time during the first or
last five (5) school days of the regular school year.

600.12 EMERGENCY USE:

A. In the event of an unforeseen emergency requiring a full
day’s absence (not covered by sick leave) arises, making it
impossible for an administrator to report to work as scheduled,
said administrator may make application for paid personal leave.
If approved as a personal leave day by the supervisor and the
deputy superintendent of operations, pay shall be granted and
the absence shall be treated as a personal leave day.

B. Personal leave days will not be granted for days when
school remains in session during adverse weather conditions.

600.13 PROFESSIONAL LEAVE:

A.  Administrators are encouraged to be involved in professional
organizations.  From time to time, some administrators may seek
leave tied to professional association activities.  District administration
will work in cooperation with the administrator to keep these days to a
minimum; yet still provide learning opportunities that will have a
positive effect on building leadership.
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SECTION 700
ASSIGNMENTS AND TRANSFERS

700.1 POSTING OF ADMINISTRATIVE VACANCIES:

The Department of Human Resources will post all administrative
vacancies/openings in a prompt fashion so as to give internal
applicants sufficient time to consider applying.

700.2 ASSIGNMENTS:

Administrator assignments are recommended by the
superintendent and approved by the Board.

700.3 REASSIGNMENTS:

A. When an administrator is reassigned from a twelve (12) month
position to a ten and a half (10.5) month assignment, his/her
salary will be determined based on education/experience as it
applies to the new position and salary range.

B. When an administrator is reassigned to a position within the
teacher’s bargaining unit, his/her salary shall be in compliance
with the provision of the negotiated Professional Agreement.

C. When an administrator on the District ranged salary schedule
is reassigned to an assignment of increased duty days, his/her
salary will be determined based on education/experience as it
applies to the new position and salary range.

D. When a twelve (12) month administrator on the District ranged
salary schedule is reassigned to another twelve (12) month
administrative position in a lower-numbered range category, or a
ten and a half (10.5) month administrator on the District ranged
salary schedule is reassigned to a ten and a half (10.5) month
administrative position in a lower-numbered range category,
his/her salary will be determined based on education/experience
as it applies to the new position and salary range.
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E. An administrator on the District ranged salary schedule
appointed on a temporary basis or for the remainder of a given
contract, may be given an addendum and/or supplement to
his/her contract allowing for the additional responsibilities. The
amount of such addendum and/or supplement shall be
determined by the superintendent.
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700.4 CONSOLIDATION OF ASSIGNMENTS:

The superintendent will recommend the administrative
assignments which may involve the consolidation of duties.
Appropriate salary adjustments will be made if additional
responsibilities are added.

700.5 MULTI-BUILDING ASSIGNMENTS:

The superintendent will recommend equitable stipends for
multi-building administrative assignments.
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SECTION 800
DUE PROCESS

800.1 Administrators employed by the Topeka Unified School District
501 are subject to the provisions of K.S.A. 72-5451 through
72-5455 with regards to contracts, non-renewal procedures, and
due process.
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SECTION 900
EVALUATIONS AND APPEALS

900.1 All administrators shall be evaluated annually in accordance with
the administrative evaluation procedures outlined in the
Administrative Evaluation System Handbook. These procedures
are to be periodically reviewed by District administrators.

900.2 A probationary renewal evaluation will result in the loss of pay
only for the time the administrator has probationary status.
Whenever an administrator receives an evaluation marked
probationary renewal, the administrator will receive no salary
increase during the probationary school year. Whenever an
administrator is removed from probationary status, their salary
shall be adjusted not to include any increase for the period of
probation.
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SECTION 1000
COMPLAINT AGAINST AN ADMINISTRATOR

1000.1 Whenever a complaint is lodged against an administrator by a
teacher, student, parent, or any other member of the public, of a
personal or professional nature and could result in formal
disciplinary action, the administrator’s supervisor shall notify the
administrator of the charge and shall make available to the
administrator all available information concerning the charge.

1000.2 If the complaint against the administrator results in investigatory
proceedings by the District, the superintendent may suspend the
administrator with pay, pending further investigation.

1000.3 To the extent and in the manner required and authorized by the
Kansas Tort Claims Act (K.S.A. 75-6101, et seq., as amended)
the District shall provide and pay for the defense of civil actions
filed against an administrator in court.
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SECTION 1100
DISCIPLINE, SUSPENSION AND TERMINATION

1100.1 Both the Board and TAA recognize that reprimand, suspension,
termination and/or non-renewal of contract for administrators
may be necessary at times. It is therefore agreed that the
following procedures will be followed.

1100.2 WRITTEN REPRIMAND:

Any offense which, in the opinion of a supervising administrator,
justifies a written reprimand will be detailed with a description of
the unsatisfactory conduct and include a warning or suggested
action to be taken. A copy will be forwarded to the administrator
prior to being included in his/her personnel file and the
administrator will have five (5) school days to respond in writing
to the charge or request an opportunity to verbally discuss the
matter with the supervising administrator. Both the written
reprimand and the response will then be included in his/her
personnel file.

1100.3 SUSPENSION WITHOUT PAY:

The superintendent may recommend to the Board of Education
that an administrator be suspended, for just cause, for a period
of up to ten (10) working days without pay. This suspension
affects salary only, not fringe benefits. Prior to imposing the
suspension without pay, the superintendent shall meet with the
administrator to discuss the reasons for the suspension and to
allow the administrator an opportunity to respond to the charges.

1100.4 TERMINATION:
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A. Termination is the involuntary release of an administrator
during the term of a contract year. The administrator will be
given written notice and reason(s) for a recommended
termination of contract. The notice will provide an offer to have
the charges reviewed in an informal meeting by a committee
consisting of the superintendent, the deputy superintendent of
operations, and the president of the Board of Education, or
his/her designee within ten (10) days of the date on the written
notice of intent to terminate. If the intent to terminate is included
within an original suspension without pay, the ten (10) day
suspension without pay and the ten (10) days for hearing shall
run concurrently.

B. If the committee recommends termination to the Board of
Education, it shall notify the administrator in writing of this
decision. The administrator shall have fifteen (15) days from the
date of the written decision to advise the superintendent, in
writing, of his/her intent to a due process hearing before the
Board of Education or a committee of the Board, as determined
by the Board. At this hearing, the administrator will have the
following rights:

(a) The right to have counsel of his/her choice present and to
receive the advice of such counsel or other person;

(b)  The right to present his/her own witnesses in person;

(c)  The right to cross-examine any person who provides
information for the consideration of the Board;

(d)  The right to testify on his/her own behalf and give reasons
for his/her conduct;

(e)  The right to have an orderly hearing; and

(f)   The right to a fair and impartial decision based on substantial
evidence presented at the hearing.

The Board of Education shall provide the administrator with a
copy of its written findings and conclusions within ten (10) days
after the close of the hearing.
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SECTION 1200
PERSONAL OR PROPERTY DAMAGE

1200.1 Any threat or assault in the course of employment upon an
administrator shall be promptly reported to his/her immediate
supervisor. In the event of an assault, or if an administrator is
complained against or threatened with civil court action for
actions arising in the course of employment, the administrator
involved may request assistance from the Board in such matter,
including financial aid for the services of legal counsel.

1200.2 Administrators will be reimbursed by the District for loss
sustained due to damage to or loss of their personal property as
a result of violence, assault or physical abuse, or acts in violation
of law or regulation, occurring in the course of their employment,
an amount not exceeding four hundred dollars ($400.00) per
incident.

1200.3 The District shall pay the cost incurred by an administrator for
medical, surgical or hospital services, less the amount of any
hospitalization, medical or surgical insurance or Worker’s
Compensation reimbursement for the same due to injury
resulting from violence, assault, or physical abuse sustained
while in the course of employment, not to exceed seven hundred
fifty dollars ($750.00) per incident per employee.
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SECTION 1300
PERSONNEL FILES

1300.1 A master file of all materials relating to an administrator shall
exist at the District Department of Human Resources. All
materials placed in the administrator’s file and originating with
the District shall be available to the administrator at his/her
request for inspection. The general director of human resources
shall authorize the inspection in the presence of the person(s)
responsible for keeping the files. Material which is derogatory to
any administrator’s conduct, service, character or personality,
shall not be placed in an administrator’s file unless the
administrator shall acknowledge that he/she has read such
material by affixing his/her signature on the actual copy to be
filed. Such signature does not necessarily indicate agreement
with the content of such material. If an administrator refuses to
sign materials presented to him/her, the refusal to sign will be
noted and the item will be placed in the file.

1300.2 The administrator shall have the right to answer any material
filed, and his/her answer shall be attached to the official file copy.

1300.3 Material originating outside the District before employment by
USD 501 shall be placed in a separate file, marked “Confidential”
and shall not be used against the administrator in consideration
of dismissal.
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