RECOMMENDED: BASED ON ADVICE FROM THE KENTUCKY DEPARTMENT OF EDUCATION, THESE CHANGES ARE RECOMMENDED TO CLARIFY LANGUAGE, BROADEN DISCRETION AT THE LOCAL LEVEL TO DETERMINE THE IMPROVEMENT PLANNING PROCESS, AND REMOVE REQUIREMENTS NOT REQUIRED BY STATUTE OR REGULATION.

PLEASE NOTE YOUR BOARD WILL NEED TO CHECK THE PLANNING CYCLE OPTION FOR YOUR DISTRICT, AND A COPY OF THIS DRAFT WILL NEED TO BE RETURNED WITH YOUR UPDATE CHECKLIST.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.
POWERS AND DUTIES OF THE BOARD OF EDUCATION
AC01.111

District Planning

Planning Committee

A District planning committee, representative of the community and the school district, shall be appointed by the Superintendent and approved by the Board to develop, monitor, and annually update a Comprehensive District Improvement Plan (CDIP).

Selection of committee members shall reflect reasonable minority representation and encourage active minority participation.1
Planning Cycle

The District’s planning cycle shall run from:

( November 1-October 31
( October 1-September 30

( January 1-December 31
XX Other:July 1 – June 30 (specify)

The primary purposes of the Comprehensive District Improvement Plan shall be:

· To improve student achievement information, including school and District performance on state and federal mandated testing/accountability instruments; and

· To develop District strategies and services to address deficiencies and/or sustain or strengthen current efforts.

The CDIP shall include, at a minimum, the following components:

· a mission statement,

· short- and long-term goals and objectives,

· priority needs resulting from a comprehensive needs assessment,

· established gap targets,

· strategies and activities along with supporting budgetary information, and

· a method of and schedule for evaluating the plan that includes implementation and impact checks on completion of CDIP activities and achievement of plan goals and objectives.

POWERS AND DUTIES OF THE BOARD OF EDUCATION
AC01.111


(Continued)

District Planning

Planning Cycle (continued)


1. 
2. 
3. 
4. 
. The plan shall be updated on an annual basis, provide assistance in reducing physical, mental health, and academic barriers to learning, and address student equity. The Superintendent shall present to the Board for review and approval the form and function of the District Plan, including format and timelines.

Planning activities shall draw on information from a variety of sources that shall include an opportunity for parents and other citizens of the community to have input into the plan.

As part of the District planning process, the Board shall review District academic performance on the state assessments for various groups of students in compliance with legal requirements. Upon agreement of the council, or the Principal if there is not a council, and the Superintendent, the Board shall establish a biennial target for each school for reducing identified gaps in achievement.2
Public Review

The CDIP shall have public review prior to presentation to the Board for final adoption. Opportunity for public and school staff review shall be provided for a period of at least two (2) weeks and shall be advertised in the newspaper of the largest circulation in the District, or as an alternative, post the CDIP on the District web site and provide for electronic review and feedback.

References:

1KRS 156.500

2KRS 158.649

 KRS 160.290; KRS 160.345

Related Policies:

02.44, 02.442, 09.21
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                                                                                                                             (HCAR)



School Board Policies
	Topics
	The Board shall file in the Board’s office its policies including but not limited to, the following matters:

1.   Transportation of pupils;

2.   Discipline and conduct of pupils;

3.   Limitations or restrictions on use of school facilities;

4.   Conduct of meeting of the Board, including policies on the calling of executive sessions;

5.   Personnel policies that apply to certified employees, including duties, fringe benefits, salary schedules, non-classroom duties, professional development, teacher-student ratio, hiring, assignment, transfer, dismissal, suspension, reinstatement, promotion and demotion;

6.   Employment and evaluation of the Superintendent of schools;

7.   Identification and statement of District goals and objectives and establishment of criteria to determine District progress;

8.   Evaluation of certified employees;

9.   Selection of textbooks and instructional materials;

10. Expenditure and accounting for school funds, including all special funds; and 

11. Policies dealing with school based decision making.1

	
	

	Intention
	It is intended that these policies shall cover matters within the authority and discretion of the board and not matters otherwise required by law or regulation.1

	
	

	Updating
	Such policies shall be kept up-to-date by filing annual amendments thereto by August 15 and shall be public records.1
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School Board Policies 



	Enactment of Policy
	Except when indicated by an emergency situation, the Board will not enact or revise policy in the same meeting that it is initially introduced.  Additional readings shall not be required if the Board amends the policy proposal under consideration at either the first or second reading.

	
	

	Dissemination of 

Policy
	The Superintendent shall develop and implement a system whereby each employee or student shall have access to Board policies.  In addition, each new Board member shall be provided with a copy of the Board policy manual.

All Board policies shall be posted on the District website or at ksba.org making them reasonably accessible to all District personnel and to the public at large.

	
	

	Maintenance of

Policy Manuals
	All copies of tThe official policy manual shall be numbered, housed in specified locations the Central Office, and kept current through a system developed and implemented by the Superintendent.

	
	

	Policies Are

Binding
	All policies of the board are binding on employees of the District, schools, students, and on the Board itself.2
Exception:  In the areas specified by KRS 160.345, councils may adopt school policies that differ from Board policy.



	References:
	1KRS 160.340

2KRS 160.290

  KRS 160.345

	
	

	Related Policies:
	01.0

01.6

01.61


	Adopted:
	07-09-84
	Order No:
	4361

	
	
	
	

	Amended:
	04-15-98
	
	8211
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ADMINISTRATION                                                               02.1   

Recruitment and Appointment of Superintendent

When a vacancy occurs in the position of superintendent, the following shall define the authority and responsibility of the Board and the screening committee.  

	Board Responsibilities
	The Board shall be responsible for: 

	1.
	Providing timely notice to teachers, principals and parent-teacher organizations regarding an impending vacancy in the office of Superintendent 

	2.
	Deciding whether to use professional search consultants or additional committees; 

	3. 
	Establishing a timeline for all phases of the search process; 

	4. 
	Developing position criteria for the Superintendent and instructing the screening committee regarding the same; 

	5. 
	Advertising the position; 

	6.
	Establishing procedures for receiving applications, corresponding with applicants and insuring the confidentiality of applications and related materials

	7. 
	Providing the screening committee with the original, or a copy, of all applicant materials and related materials on or before the closing date for applications; 

	8.
	Charging the committee regarding applicant confidentiality; 

	9. 
	Establishing the date for the screening committee to report to the Board; 

	10. 
	Prior to appointing a superintendent of schools, the board of education shall consider the recommendations of the screening committee, but the board shall not be required to appoint a superintendent from the committee’s   recommendations.2 

	11.  
	Interviewing such candidates as the Board sees fit; and

	12.
	Hiring the Superintendent and establishing the conditions of his/her contract.

	 Consultants
	The board may seek the assistance of consultants in developing guidelines and procedures and in the recruiting and initial screening of candidates.  

	
	

	Screening Committee
	The screening committee shall be established and shall function in accordance with statutory requirements. 1 

	
	

	
	The Board shall not pay stipends to screening committee members for service on the committee.
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ADMINISTRATION                                                    02.1 (Continued)  

Recruitment and Appointment of Superintendent

	Committee Responsibilities
	The screening committee shall have the following responsibilities:  

	
	

	
	1.
	Screen all candidates;

	
	
	

	
	2.
	Employ any reasonable means it chooses to screen candidates;

	
	
	

	
	3.
	Report its recommendations to the Board on the prescribed date; 

	
	4.
	Consider additional responsibilities as assigned by the board; and

	
	5.
	The committee shall not obligate the Board financially without the Board's prior approval.

	
	
	

	Appointment
	After the recruitment process, the Board shall appoint as its executive officer a certified Superintendent of Schools.

	
	
	

	
	
	

	
	
	

	
	
	


	References:
	1
	KRS 160.350

	
	2
	KRS 160.352

	
	
	OAG 91-3

	
	
	KRS 160.370


	Adopted: 
	07-09-84
	Order No:  
	4361

	
	
	
	

	Amended: 
	06-20-96
	
	7876
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RECOMMENDED: BASED ON ADVICE FROM THE KENTUCKY DEPARTMENT OF EDUCATION, THESE CHANGES ARE RECOMMENDED TO CLARIFY LANGUAGE, BROADEN DISCRETION AT THE LOCAL LEVEL TO DETERMINE THE IMPROVEMENT PLANNING PROCESS, AND REMOVE REQUIREMENTS NOT REQUIRED BY STATUTE OR REGULATION.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

ADMINISTRATION
AY02.442

School Improvement Plan (SBDM)

Responsibility

Each school council, or Principal, in a school without a council, shall develop, monitor, , and annually update, a Comprehensive School Improvement Plan (CSIP).

Form

Unless the school planning committee requests and is granted a waiver by the Board, the school committee shall use any improvement plan format that has been established and approved by the Board. The CSIP shall include, at a minimum, the following components:

· short- and long-term goals and objectives.

· a comprehensive needs assessment process, as required by Board policy,

· established gap targets,

· plan to achieve the objectives,

· strategies and activities along with supporting budgetary information, and

· a method of and schedule for evaluating the plan that includes implementation and impact checks on completion of completion of CSIP activities and achievement of plan goals and objectives.

Scholastic Review

Regardless of a school’s midpoint or biennium accountability index, the Superintendent may require a Scholastic Review that will assist the school in identifying areas of strength and/or needed growth. The results of the Scholastic Review shall be used by the School to update the school’s Comprehensive Improvement Plan.

References:

KRS 156.0951

KRS 158.645 - KRS 158.6451

KRS 158.650 – KRS 158.750

KRS 160.290; KRS 160.345

701 KAR 5:060; 703 KAR 3:205; 703 KAR 4:020

Related Policy:

02.432

02.44

     
     
LEGAL: KRS 424.220 REQUIRES EACH PUBLIC SCHOOL DISTRICT TO MAINTAIN FOR PUBLIC SCRUTINY AND TO PROVIDE TO CERTAIN NEWSPAPERS A LIST OF INDIVIDUAL SALARIES FOR EMPLOYEES DURING THE MOST RECENT SCHOOL YEAR.

IN ADDITION, THE 2006 GENERAL ASSEMBLY BUDGET ADDS TWO MORE INSTRUCTIONAL DAYS TO THE SCHOOL YEAR BEGINNING WITH THE 2007-08 SCHOOL YEAR.

FINANCIAL IMPLICATIONS: MINIMAL (PRINTING/MAILING OF SALARY INFORMATION) AND SUBSTANTIAL (ADDITIONAL SALARY)

PERSONNEL
E03.121

‑ Certified Personnel ‑

Salaries

Single‑Salary Schedule

All salaries for certified personnel shall be based on a single‑salary schedule providing for 185 days of employment as for days required by law. The hourly rate for teachers will be calculated by dividing the daily rate by seven (7) hours.

The certified salary schedule will contain equal intervals of two percent (2%) between experience steps and ten percent (10%) between ranks. In order to maintain internal consistency, salary increases will be applied to Rank III, 0 years of experience, and the 2%-step and 10%-rank increases will be applied accordingly.
Teachers transferring into the District may bring up to twenty-eight (28) years of teaching experience credit for salary purposes.
Certified personnel may receive up to two (2) years experience credit for active military service. The six‑month training requirement for National Guard and Reserve service will not qualify an employee for the experience credit. A teacher who is employed by a Board for at least one hundred forty (140) days of a school year and who performs teaching duties for the equivalent of at least seventy (70) full school days during that school year, regardless of the schedule on which those duties were performed, shall be credited with one (1) year of experience. A teacher who is employed by a Board for at least one hundred forty (140) days during each of two (2) school years and who performs teaching duties for the equivalent of at least seventy (70) full school days during those years shall be credited with one (1) year of experience. No more than one (1) year of experience shall be credited for the performance of teaching duties during a single school year.
Determination of Rank and Experience

The rank and experience of certified personnel shall be determined at time of hire. The Board shall direct the Superintendent to validate all experience of professional personnel employed in the District.

Changes in rank and experience shall be determined by September 15 of each year.

To assist with the budgeting process, candidates for National Board certification shall notify the Superintendent/designee in writing prior to September 15 that certification is pending in order for the employee to receive any rank-related increase retroactive to the beginning of the school year.
PERSONNEL
E03.121


(Continued)

Salaries

Contracted Employment

Compensation for employment contracted shall be prorated on the base pay for 185 days.

Contracted employment positions shall be established in the position job description, funded in the District budget, and specified in the Board policy.

Extended Employment

The Principal or supervisor shall submit an annual plan of extended employment to the Department of Personnel for all personnel who work less than two hundred forty (240) days, but more than the minimum number of working days required by law. This plan should denote the dates when extended days will be worked.

All Family Resource/Youth Service Center Coordinators will submit an annual work plan to their Principal and Central Office supervisor.

Extended employment days may be worked only in whole- or half-day increments. Extended employment days cannot be worked on a Saturday or Sunday. A rare exception may be granted if approval is made in advance by the employee’s immediate supervisor and the Personnel Department. To qualify for this exception, the Saturday or Sunday work must not be related to the employee’s primary job duties.

Employees whose positions include 1–45 extended days must work the days and submit documentation to the Personnel Department by June 23 unless an exception is designated on the extended employment work plan that is approved by the Principal/Supervisor.

All employees who are requesting to be paid all salary owed prior to the end of the fiscal year, as provided for in KRS 160.291, must work all extended days and submit documentation to the Personnel Department by June 23.

Sick and/or personal leave cannot be used for an extended day unless the day is designated on the extended employment work plan that is submitted to the Personnel Department.
Extra Services

The Board shall annually establish a schedule of compensation for extra services. Payments for those services shall be made on the same date and at the same time as are regular salaries. A one (1) percent increase will be applied to administrative and extra-service increments annually. Extra-service increments can be split only once. Any payment made to an employee must be processed through regular payroll procedures. As provided under law, teachers who attain certification from the National Board for Professional Teaching Standards shall be given an annual salary supplement of $3,000 for the life of the certificate.
Exceptions

The Superintendent's salary may be established without regard to the above‑mentioned schedules.

A compensation error/adjustment that needs to be corrected will be adjusted within the fiscal year that the discovery of such is made.

PERSONNEL
E03.121


(Continued)

Salaries

Payroll Distribution

Payments will be issued monthly (twelve [12] times annually). New employees will be issued 13 payments the first year of employment. Payments will be issued on the 28th day of each month, unless the 28th falls on a Saturday, Sunday, or holiday in which case payment will be made on the preceding Friday.

The Board shall make all deferred salary payments on or before June 30 of the current fiscal year, and these deferred payments shall then be directly deposited at the regular pay periods in June, July and August, except that at the close of the school year, employees who have completed all responsibilities and duties may request to be paid their remaining salary prior to the end of the fiscal year.

Qualifications

Employees shall be responsible for providing the Superintendent with all required certificates, other credentials, health examinations, and verifications of experience prior to beginning work.

Notice of Salary

Not later than forty-five (45) days before the first student attendance day of the succeeding school year, the Superintendent shall notify all certified personnel of the best estimate of the salary for the coming year.

List of Salaries

The Board shall maintain for public scrutiny a factual list of individual salaries of its employees for the fiscal year just closed and shall furnish that list by mail to a newspaper qualified under KRS 424.220 to publish advertisements for the District.

Payroll Deductions

The Board shall approve all payroll deductions as specified by KRS 161.158 and Board Policy 03.1211.

References:

KRS 157.075; KRS 157.320; KRS 157.350

KRS 157.360; KRS 157.390; KRS 157.395; KRS 157.420

KRS 160.290; KRS 160.291

KRS 161.1211; KRS 161.134; KRS 161.760

KRS 424.220

702 KAR 3:060; 702 KAR 3:070

702 KAR 3:100; 702 KAR 3:310

16 KAR 1:040; OAG 97-25
29 C.F.R. Section 541.303, 29 C.F. R. section 541.602.29, C.F.R. section 541.710

Related Policies:

03.114, 03.1211, 03.4

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY BUDGET ADDS TWO MORE INSTRUCTIONAL DAYS TO THE SCHOOL YEAR BEGINNING WITH THE 2007-08 SCHOOL YEAR.

FINANCIAL IMPLICATIONS: ADDITIONAL SALARY

PERSONNEL
B03.122

-Certified Personnel-

Holidays and Vacations

All certified employees shall be paid for four (4) holidays designated in the official school calendar.1 These are part of the school year required by state law.2 Twelve (12)‑month employees shall be paid for holidays designated by the Board as falling within the work calendar. To be paid for a holiday, the employee must work or be on paid leave the day prior to the holiday.
Vacations
All full-time twelve (12)‑month certified employees will earn vacation for years of service with the Hardin County Schools as follows:

	Years of Service in Hardin Co.
	No. of Days per Year

	 0 through 5
	21 (9 paid/12 non-paid)

	 6 through 15
	24 (12 paid/12 non-paid)

	16 or more
	27 (15 paid/12 non-paid)


Under KRS 161.540 (1), employees eligible for vacation would be allowed to accumulate a maximum of forty (40) days for which compensation may be made at retirement. 

Employees may carry over no more than forty (40) vacation days beyond June 30th of any calendar year. The Superintendent is authorized to approve an exception to the 40-days maximum carry over beyond June 30th. Vacation may be used in whole or half-day increments.

References:

1702 KAR 7:125

2KRS 158.070

 KRS 2:110, KRS 2.190, KRS 160.291, KRS 161.540

 OAG 76-484, OAG 82-356

     
     
LEGAL: CHANGES TO KRS 156.026 (SB 51) REQUIRE THE DISTRICT TO PROVIDE EMPLOYEES ASSAULTED AND SERIOUSLY INJURED WHILE PERFORMING ASSIGNED DUTIES UP TO ONE (1) YEAR OF LEAVE WITHOUT LOSS OF INCOME OR BENEFITS.

FINANCIAL IMPLICATIONS: COST OF SUBSTITUTE FOR EMPLOYEES ON LEAVE.

PERSONNEL
AY03.123

‑ Certified Personnel ‑

Leaves and Absences

Approval

Authorization of leave shall be made in accordance with specific leave policy. Only those employees who hold continuing contracts (tenured employees) will be granted leaves of absence for one (1) full school year.

Employees may take leave without pay when all personal/vacation days have been utilized provided the leave is for educational or professional purposes, or for illness, maternity, adoption of a child or children, or other disability. All leaves must be approved by the employee’s immediate supervisor and the Personnel Department.

Employees on paid leave shall not be compensated for any duties, regular or extra service, during the paid leave period.
Notification

Tenured employees on leave covered by the related policies listed below shall notify the Superintendent in writing by April 15 of the year the leave terminates of the date of their intent to return to the school system. Tenured employees remain on tenure while on leave and will be notified about assignment for the next school year by thirty (30) days before the first student attendance day of the school year.
Leave Following Assault

The District shall provide leave with pay for employees assaulted while performing their assigned duties when the assault results in injuries that qualify the employee for workers’ compensation benefits. The period of leave shall not exceed one (1) calendar year following the assault. During that period, the employee shall not experience loss of income or benefits, including sick leave, under terms and conditions set forth in KRS 156.026.

Placement Upon Return

Tenured employees taking any long-term leave will be entitled on return to a comparable position for which they are qualified. Placement in the same position or the same school cannot be guaranteed.

FMLA

Eligible employees may apply for leave under the provisions of the Family and Medical Leave Act of 1993.

Court Summons

Any employee who is summoned to a local, state, or federal court and who is not a party to the action shall be granted up to three (3) days paid leave after properly presenting the approved form certifying court appearance.

PERSONNEL
AY03.123


(Continued)

Leaves and Absences

Reference:

KRS 156.026; KRS 161.770; OAG 01-9

Family and Medical Leave Act of 1993

Related Policies:

03.1232, 03.12322, 03.1233, 03.1234, 03.1235, 03.124

     
     
LEGAL: THESE CHANGES ARE BASED ON CHANGES MADE BY THE 2006 GENERAL ASSEMBLY (HB 79 & SB 133). ADDITIONAL CHANGES TO THE DISASTER LEAVE SECTION ARE SUGGESTED TO CLARIFY ELIGIBILITY.

FINANCIAL IMPLICATIONS: ALLOCATION OF FUNDS TO PAY THE SALARIES OF SUBSTITUTES, IF APPLICABLE.

PERSONNEL
V03.1238

‑ Certified Personnel ‑

Military/Disaster Services Leave

Military leave will be granted to certified personnel under the provisions and conditions specified in law.

Employees who are members of the National Guard or of any reserve component of the Armed Forces of the United States, or the reserve corps of the United States Public Health Service shall be entitled to military leave, without loss of time, pay, regular leave, impairment of efficiency rating, or of any other rights or benefits to which they are entitled. In any one (1) federal fiscal year, employees, while on military leave, shall be paid their salaries or compensations for a period or periods not exceeding twenty-one (21) calendar days. Any unused military leave in a federal fiscal year (October 1st-September 30th) shall be carried over to the next year. Any unused military leave shall expire two (2) years after it has accrued. Determination of the period of military leave to be granted shall be made according to statutory requirements.
Employees are responsible for notifying their immediate supervisor as soon as they are notified of an impending military‑related absence.1
The Board may grant disaster services leave to requesting eligible employees. An “eligible employee” means one who is a certified disaster services volunteer of the American Red Cross. Disaster services leave shall be with pay and shall not exceed thirty (30) work days in any twelve (12)-month period.2
References:

1KRS 61.373, KRS 61.375, KRS 61.377, KRS 61.394, KRS 61.396

 KRS 161.168

 KRS 161.740 (3)

 702 KAR 3:070

 OAG 76‑316

 OAG 74‑258

 OAG 82‑305

 FORMTEXT 

     
     
LEGAL: THIS CHANGE IS PROVIDED TO CLARIFY THE GUIDELINES AND PROCESS TO BE FOLLOWED CONCERNING WORKERS’ COMPENSATION BENEFITS VERSUS USE OF SICK LEAVE. YOUR DISTRICT IS ADVISED TO CONSULT WITH LOCAL COUNSEL AND/OR YOUR WORKERS’ COMPENSATION INSURANCE CARRIER IF QUESTIONS ARISE CONCERNING IMPLEMENTATION OF THIS PROVISION. IN ADDITION, NOT ALL EMPLOYEES MAY BE CANDIDATES FOR AN EARLY RETURN TO WORK PROGRAM.

FINANCIAL IMPLICATIONS: WILL DEPEND ON OPTIONS CHOSEN BY EMPLOYEES

PERSONNEL 
AB03.124

- Certified Personnel-

Insurance

Insurance

The Board shall provide unemployment insurance,1 workers' compensation,2 errors and omissions liability, and general comprehensive liability insurance for all certified personnel. In addition, the State provides group health and life insurance to employees who are eligible as determined by Kentucky Administrative Regulation.3
In order for the insurance carrier to provide prompt service, each employee shall report all claims, actions, or potential litigation to the school Principal or to the Superintendent.

The complete insurance contract with each company is on file at the Central Office.

Workers' Compensation


Employees claiming workers’ compensation income benefits who have sick leave days available may choose to use sick leave in order to maintain full salary for days they are unable to work. However, in no event shall employees be entitled to payment in excess of one hundred percent (100%) of full contracted salary. Should an employee elect to take paid sick leave for an illness arising from a work related injury for which workers’ compensation income benefits are received, the employee shall assign any worker’s compensation pay benefits to the Board for whatever time period the employee received paid sick leave.
Employees who qualify for workers' compensation benefits following an assault and injury, while performing assigned duties, should refer to policy 03.123.
Employees who qualify for Workers’ Compensation may be offered the opportunity to participate in an Early Return to Work Program. Transition employment need not be in the same job classification or location, but must comply with the treating physician’s restrictions and amendments until the participating employee achieves maximum medical recovery.

Employees are required to notify their supervisor/designee of all work-related injuries prior to leaving the work premises unless the injury is a medical emergency, in which case the report must be filed following emergency medical care. If the supervisor/designee is not available or the injury occurs after normal business hours, the injury must be reported as soon as possible but no later than twenty-four (24) hours from the time of the injury. Failure to report timely may result in a delay in processing the claim and/or disciplinary action.

PERSONNEL 
AB03.124


(Continued)

Insurance

References:
1KRS 341.050

2KRS 342.630

3702 KAR 1:035

 KRS 161.158

 OAG 83‑151

 Consolidated Omnibus Budget Reconciliation Act
 Kentucky Constitution (Section 3); KRS 161.155; KRS 342.730(6)

Related Policies:

 03.1211

 03.123

 03.12322

 03.14

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY AMENDED KRS 160.380 (HB 341) TO ADDRESS TRANSFER TO A SECOND POSITION OF EMPLOYEES THAT HAVE BEEN CHARGED WITH A FELONY.

FINANCIAL IMPLICATIONS: SALARY FOR SUBSTITUTE FOR AN EMPLOYEE THAT IS TRANSFERRED.

PERSONNEL
C03.1311

- Certified Personnel - 

Transfer

Transfers of certified personnel shall be made by the Superintendent who, at the first meeting following the transfer, shall notify the Board of same. Such notification shall be recorded in the Board minutes. No personnel action shall be effective prior to receipt of written notice of the action by the affected employee from the Superintendent.

Transfer or reassignment of certified personnel will be made no later than thirty (30) days before the first student attendance day of the school year except to fill vacancies created by illness, death, or resignations; to reduce or increase personnel because of a shift in school population; to make personnel adjustments after consolidation or merger; or to assign personnel according to their major or minor fields of training.1
Transfer of certified personnel among schools will be effected for the benefit of the instructional program and accreditation standards. Every effort will be made to meet these needs through individual transfer requests. Transfer should never be used as a way to deal with performance problems or for personal advantage. Employees who work directly with students will not be allowed to laterally transfer between schools once the employees have met with students at the local school site. “Lateral” means a position of the same salary. Transfer requests for positions that would be a salary change of status will be considered.

Transfer of Employees Charged with a Felony

Notwithstanding any other policy provision, the Superintendent may transfer an employee charged with a felony offense as permitted under KRS 160.380.

Requests for Transfer

Transfer requests may be made through the applicant tracking system (PATS). 

When involuntary transfers are necessary, length of service and certification will be considered in making assignments.

Upon written request, the employee shall be notified in writing of the specific reasons for an involuntary transfer.
References:

1KRS 161.760; OAG 78-266

 KRS 160.380; OAG 76-360

 OAG 91-115

 OAG 91-149

 OAG 92-1

 OAG 92-78

 OAG 92-135

Related Policy:

02.4244

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY HAS PASSED A NEW SECTION OF KRS 161 (HB 341), WHICH REQUIRES DRUG TESTING OF TEACHERS WHO HAVE BEEN DISCIPLINED AND/OR WHOSE CERTIFICATE HAS BEEN SUSPENDED OR REVOKED FOR ILLEGAL USE OF CONTROLLED SUBSTANCES.

FINANCIAL IMPLICATIONS: COST OF DRUG TESTING

PERSONNEL
I03.13251

‑ Certified Personnel ‑

Drug‑Free/Alcohol‑Free Schools

The regulations of the Drug-Free Workplace Act apply to U.S. Department of Education grantees as well as to other federal agencies. For the most part, these regulations apply to school districts which are “prime grantees” for monies such as Impact Aid (Public Law 874). Hardin County is one of these districts.

In order to fulfill federal regulations, all employees are hereby notified that it is a violation of Policy 03.13251 of this school District for any employee to unlawfully manufacture, distribute, dispense, be under the influence of, possess, or use on or in the workplace or in the performance of duties any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, or any other controlled substance, as defined in schedules I through V of Section 202 of the Controlled Substances Act (21 U.S.C. 812) and as further defined by regulation at 21 CFR 1300.11 through 1300.15.
Controlled substance shall mean any substance or immediate precursor listed in Chapter 218A of the Kentucky Revised Statutes or any other substance which may be added by the Kentucky Cabinet for Health and Human Services under regulations pursuant to KRS 218A.020.

Authorized Drugs

Employees who personally use or who are designated to administer to a student a drug authorized by and administered in accordance with a prescription from a health professional shall not be considered in violation of this policy.

Workplace Defined

Workplace is defined as the site for the performance of work done for the District. That includes any place where work on a school District program, project, or activity is performed, including, but not limited to, a school building or other school premises; any school‑owned vehicle or any other school‑approved vehicle used to transport students to and from school or school activities; off school property during any school-sponsored or school-approved activity, event, or function such as a field trip or athletic event where students are under the jurisdiction of the school District.
Suspension/Termination/Nonrenewal

Any employee who violates the terms of the District's drug‑free/alcohol‑free policies may be suspended, nonrenewed, or terminated. In addition, violations may result in notification of appropriate legal officials.

Alternative

As an alternative, the Superintendent may choose that an employee who violates the terms of the District's drug‑free/alcohol‑free workplace policies shall satisfactorily participate in a Board‑approved drug/alcohol abuse assistance or rehabilitation program. If the employee fails to satisfactorily participate in such a program, the employee may be suspended, nonrenewed, or terminated.
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Drug‑Free/Alcohol‑Free Schools

Alternative (continued)
Employees are further notified that it is a condition of continued employment with this District that all employees will comply with the above policies of the school District and will notify their supervisor of a conviction of any criminal drug statute for a violation occurring in the workplace no later than five (5) days after such conviction.
Post-Discipline Drug Testing

Following determination by an administrative or judicial proceeding that s/he engaged in misconduct involving the illegal use of controlled substances, a teacher who has been reprimanded or disciplined for misconduct involving illegal use of controlled substances shall submit to random or periodic drug testing in accordance with applicable Kentucky Administrative Regulation for a period not to exceed twelve (12) months from the date of such reprimand or disciplinary action.

Prevention Program

The Superintendent shall establish a comprehensive and ongoing drug‑free/alcohol‑free prevention program for all employees which shall include notice of the following:

1. The dangers of drug/alcohol abuse in the schools;

2. The District's policies and related procedures on drug‑free/alcohol‑free schools;

3. The requirement for mandatory compliance with the District's established standards of conduct;

4. Information about available drug/alcohol counseling programs and available rehabilitation/employee assistance programs; and

5. Penalties that may be imposed upon employees for drug/alcohol abuse violations.

Additionally, P.L. 101-266 prohibits the unlawful possession, use, or distribution of alcohol by employees, nor shall employees be under the influence of alcohol while on duty.

An employee who violates the terms of the school District’s drug-free/alcohol-free workplace policies or provisions of P.L. 101-266 may be nonrenewed or his/her employment may be suspended or terminated at the discretion of the Superintendent. The Superintendent, at the first meeting following any action, shall notify the Board of same. As an alternative the Superintendent may choose that an employee who violates the terms of the drug-free/alcohol-free policies satisfactorily participate, at employee expense, in a state-licensed drug/alcohol abuse assistance or rehabilitation program. If the employee fails to satisfactorily participate in such a program, the employee may be nonrenewed or his/her employment may be suspended or terminated.
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Drug‑Free/Alcohol‑Free Schools

References:

KRS 160.290; KRS 160.380; KRS 161.120; KRS 161.790

34 CFR Part 85; New Section of KRS Chapter 161
P. L. 101‑226 (Improving America's Schools Act of 1994 (Title IV): Safe and Drug‑Free

Schools and Communities)

20 USCA, Section 3171
Related Policies:

03.1325; 08.1345; 09.2241
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General Grievance / Communications

Procedure
This communications regulation, hereby adopted by the Hardin County Board of Education, is designed to improve the opportunities for an employee to initiate ideas, suggestions, input or relevant information to the attention of the administrative staff and/or the Board of Education of the Hardin County School District.

This regulation shall also be utilized in the event an employee wishes to question the application of a Board of Education policy, administrative rule or regulation of the Hardin County School District.

This regulation is applicable to all full-time personnel employed by the Hardin County School District.  This regulation shall not prohibit any employee from informally discussing matters of concern with the supervisor.

Exception

Any specific policy with its own grievance procedure must be utilized in place of this general policy.

Communications Processing:

Time Limits:  The time limits stated in various sections of this regulation may be extended by mutual consent of the Board of Education, its authorized agents and the communicator.  If no extension occurs and no appeal is filed at the next level of this communications regulation, the communication shall be considered to have been settled and terminated at the previous level, based on the answer given at that level.  A question about a possible misapplication of a board policy, administrative rule or regulation shall be filed within five (5) days of the disposition of the communication at the next lower level.  Suggestions, ideas and other communications shall be filed as soon as possible to allow an opportunity for thorough investigation and the gathering of relevant information.

Communication Forms:  The communication forms utilized in this regulation are as follows:


Communication Initiation Form:  This form will be utilized to initiate a 
communication at the first level.  It will contain the name of the employee, title, 
home address, the employee's work location, the date of the communication, 
space for the employee to draft the communication and space for the written 
response of the immediate supervisor.  A communication initiation form will be 
provided to any interested employee.
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Communication Transmittal Form:  This form will be utilized to transmit a communication to a designated level, beyond level 1, as provided in this policy.   This form shall contain the name of the employee, title, home address, the employee's work location, the date of the communication and space for written response. If the communicator wishes, the employee may indicate on the form the communicator's disagreement with the previous decision(s).

Levels of Communications:
Level 1 - An employee shall present the initial written communication to the employee's immediate supervisor, unless the employee’s grievance is against the immediate supervisor.  In such cases, the employee shall present the initial written communication to the designated administrator or designee at the next higher level of administrative authority.  The supervisor shall discuss with the employee the nature of the communication and any action that the supervisor believes should be taken to resolve the concern of the employee.  The supervisor shall provide a written response to the employee no later than five (5) days after receipt of the employee's initial communication.

Level 2 - If the employee is dissatisfied with the response received from the immediate supervisor, the employee may present the written communication to the designated administrator or designee at the next higher level of administrative authority.

The designated administrator or designee will investigate the communication, review previously presented information and the supervisor's response and shall provide a written response to the employee no later than five (5) days after receipt of the employee's communication at Level 2.

Level 3 - If the employee wishes further review of the communication, the written communication may be presented to the Superintendent of Schools or designee.  The Superintendent or designee shall review previously presented information and administrative responses and conduct any necessary investigations.  The Superintendent shall provide a written response to the employee no later than five (5) days after receipt of the employee's communication at Level 3.

In rare instances, it may be appropriate for the communicator to give the communication directly to the Superintendent, thus bypassing Levels 1 and 2 of this procedure.  This action shall be taken only in those rare instances where the matter communicated is of such a personal and private nature that it cannot be effectively communicated at Levels 1 and 2; or, in those instances where the nature of the communication would require the initial response of the Superintendent.  The Superintendent reserves the right to redirect the communicator to the appropriate level.
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Level 4 - If the employee, after reviewing the Superintendent's response, desires direct communication with the Board of Education, the employee may request an opportunity to present the written communication to the Board of Education.  The Superintendent must receive the employee's request no later than five days prior to the meeting of the Board at which the employee wishes to present the communication.  The employee will be afforded an opportunity, in accordance with rules and regulations of the Board, to appear

before the Board for relevant discussion of the employee's communication.  If the employee does not wish to make a verbal presentation, the employee's right to refrain from such activity will be respected.  The Board of Education will consider a written response within five (5) days after the next regularly scheduled meeting of the Board at which the communication was presented.  The decision of the Board shall be final.

Definitions:

Communicator:  A full time employee of the Hardin County Board of Education who initiates communication in accordance with the provisions of this regulation. 

Immediate Supervisor:  The administrator or supervisor who is immediately responsible for the communicator in a given building, division, section or department of the Hardin County School District. 

Designated Administrator:  The administrator above the communicator's immediate supervisor, who has administrative responsibility for the communicator and the communicator's immediate supervisor. 

Days:  All days shall be defined as working days. 

Managerial/Supervisory Personnel:  Personnel designated to act in a management or supervisory capacity in the school district. 

Non-Managerial/Non-Supervisory Personnel:  Personnel who are not designated as managerial or supervisory employees.

Page 3 of 3

RECOMMENDED: KSBA LEGAL STAFF SUGGESTS THESE CHANGES TO CLARIFY THAT SUSPENSION WITH PAY IS AN OPTION TO BE USED ONLY ON THE RARE OCCASION WHEN INVESTIGATION OF AN ACCUSATION IS NECESSARY. FOR CERTIFIED PERSONNEL, SUSPENSION WITH PAY SHOULD NOT BE VIEWED AS A DISCIPLINARY ACTION.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

THIS CHANGE IS NOT REQUIRED BY LAW.

PERSONNEL
M03.173

- Certified Personnel ‑

Suspension

Pending Termination Action

The Superintendent may suspend a certified employee without pay pending final action to terminate the contract if the character of the charges warrant such action. If a tribunal hearing is requested and the decision of the tribunal is against termination of the contract, the suspended teacher shall be paid full salary for the period of such suspension, except that the Board may appeal the tribunal’s decision to the circuit court.

Sanctions

The Superintendent may suspend a teacher without pay as a disciplinary measure with appeals procedure in accordance with KRS 161.790.

Board Notification

The Superintendent, at the first meeting following the suspension without pay, shall notify the Board of same. Such notification shall be recorded in the Board minutes. No personnel action shall be effective prior to receipt of written notice of the action by the affected employee from the Superintendent.

Temporary Suspension with Pay Pending Investigation
An employee shall be suspended with pay only when the Superintendent determines there is a justifiable need for an investigation of alleged employee actions necessary to protect the safety of students and staff or to prevent significant disruption of the workplace and/or education process.

The period of suspension with pay shall not exceed such time as is reasonably required for appropriate investigation and resolution of the circumstances justifying the suspension and to determine whether the employee is to return to active service or face disciplinary action.
Employees suspended with pay shall remain available for immediate recall to active service.
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Suspension

References:

KRS 160.390

KRS 161.790

701 KAR 5:090

OAG 92‑135, OAG 96-3

938 S.W.2d 880 (Ky. 1996)

Related Policies:

03.1234

03.172

03.174

     
     
RECOMMENDED: THE CHANGES ARE RECOMMENDED TO SYNCHRONIZE THE STATUTORY AUTHORITY OF THE LOCAL EVALUATION APPEALS PANEL (LEAP) TO CONDUCT A REVIEW WITH THE SUPERINTENDENT’S OVERALL AUTHORITY OVER PERSONNEL ISSUES. UNDER THE REVISED LANGUAGE, THE SUPERINTENDENT STILL MAY DIRECT AN ADDITIONAL EVALUATION IF THAT IS CONSISTENT WITH THE LEAP DECISION AND THE LOCAL PLAN.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

PERSONNEL
AQ03.18

-Certified Personnel-

Evaluation

Development of System

The Superintendent shall recommend for approval of the Board and the Kentucky Department of Education an evaluation system, developed by an evaluation committee, for all certified employees below the level of District Superintendent, which is in compliance with applicable statute and regulation.1
Purposes

The purposes of the evaluation system shall be to: improve instruction, provide a measure of performance accountability to citizens, foster professional growth, and support individual personnel decisions.

Notification

The evaluation criteria and evaluation process to be used shall be explained to and discussed with certified school personnel no later than the end of the first month of reporting for employment for each school year.

Process

The evaluation process for teachers should include a minimum of two (2) observations for nontenured teachers, a minimum of one (1) observation for tenured teachers, and other formative data collection activities culminating in the completion of the District's summative evaluation form. The individual professional growth plan is completed annually and is aligned with the school improvement and professional development plans.

Frequency

Tenured teachers shall be evaluated on a three (3)-year cycle with a summative evaluation to occur a minimum of once each three (3) years. An individual growth plan shall be developed annually. Nontenured teachers shall be evaluated each year.
Formative observation data will be collected a minimum of one (1) time (during the summative year) for tenured teachers. Nontenured teachers shall be evaluated each year with a summative evaluation. Formative observation data will be collected two (2) or more times each year for nontenured teachers.
Data from the final report submitted for certification of an intern teacher shall be utilized to complete the District summative evaluation form and individual growth plan.
The Superintendent and administrators shall be evaluated annually.
The evaluation cycle will begin on July 1 of each year and conclude on June 30.
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Evaluation

Review

All employees shall be afforded an opportunity for a review of their evaluations. All written evaluations shall be discussed with the evaluatee, and s/he shall have the opportunity to attach a written statement to the evaluation instrument. Both the evaluator and evaluatee shall sign and date the evaluation instrument.

Appeals Process

Certified employees who believe they were unfairly evaluated can only appeal following a summative evaluation and must do so in writing to the chairperson of the evaluation appeal panel within five (5) working days of receipt of the evaluation. An appeal must be submitted to the chairperson on an appeals request form. The certified employee may review any evaluation material related to him/her. Both the evaluator and evaluatee shall be given the opportunity to review documents to be given to the hearing committee five (5) working days in advance of the hearing and may have representation of their choosing. The panel shall deliver its decision to the Superintendent, who shall take whatever action is appropriate or necessary as permitted by law. The panel’s written decision shall be issued within fifteen (15) working days from the date of filing the appeal. No extension of that deadline beyond April 25th shall be granted without written approval of the Superintendent. A certified employee who wishes to do so may appeal procedural matters to the Kentucky Board of Education after the appeal process has been completed.
Appeals Committee

The Appeals Committee is composed of three (3) members, two (2) of whom are elected by the certified staff of the District and one (1) who is appointed by the Board.
Term
Members will serve three (3)-year terms, with one (1) member being elected or appointed each year. Members may serve more than one (1) term.
Responsibility
It will be the responsibility of the appointed member of this committee to receive requests for appeals, schedule appeals hearings, and, within fifteen (15) working days from the date of the appeal, provide results of appeals hearings to the person(s) appealing and to the Superintendent or Board. The appointed member of this committee shall implement the appeals procedure in accordance with guidelines as developed by the Kentucky State Department of Education.
Superintendent
The Superintendent shall receive the committee's recommendation and shall take such action as permitted by law as s/he deems appropriate or necessary. 
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Evaluation

Revisions

The Superintendent shall submit proposed revisions to the evaluation plan to the Board for its review to ensure compliance with applicable statute and regulation. Upon adoption, all revisions to the plan shall be submitted to the Kentucky Department of Education for approval.

References:

1KRS 156.557, 704 KAR 3:345

 OAG 92‑135, Thompson v. Board of Educ., Ky., 838 S.W.2d 390 (1992)

Related Policies:

02.14

03.15

03.16

     
     
LEGAL: CHANGES REFLECT MODIFICATIONS MADE TO 704 KAR 3:325.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

PERSONNEL
E03.1912

‑ Certified Personnel ‑

Instructional Leaders' Training

Instructional leaders, including Supervisors of Instruction, Principals, Assistant Principals, Guidance Counselors, Directors of Special Education, Associate Superintendents, Directors of Pupil Personnel, Directors of Federally Supported Programs, Directors of Professional Development, and Directors of District-Wide Services (to include all administrators for whom administrative certification is required), shall participate in a continuing intensive training program designed especially for instructional leaders.

Required Hours


Each school year an instructional leader shall complete no less than twenty-one (21) participant hours in an intensive training program approved by the Kentucky Board of Education. As required by Kentucky Administrative Regulation, the District shall report the name of any instructional leader who fails to complete the required twenty-one (21) hours of training.

1
Probation

Failure to participate in the required training shall result in a one-year probation. Those instructional leaders who fail to complete the training hours for the prior year and the current year during the probationary period shall have their administrative certificates revoked by the Education Professional Standards Board.2
References:

1KRS 156.101

2704 KAR 3:325

 704 KAR 3:035

     
     
LEGAL: KRS 424.220 REQUIRES EACH PUBLIC SCHOOL DISTRICT TO MAINTAIN FOR PUBLIC SCRUTINY AND TO PROVIDE TO CERTAIN NEWSPAPERS A LIST OF INDIVIDUAL SALARIES FOR EMPLOYEES DURING THE MOST RECENT SCHOOL YEAR.

FINANCIAL IMPLICATIONS: MINIMAL (PRINTING/MAILING OF INFORMATION)

PERSONNEL
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‑ Classified Personnel ‑

Salaries

Hourly or Salary Basis

All regular and substitute classified personnel shall be paid on an hourly or salary basis as established by the Board.

The classified salary schedule will contain equal intervals of two percent (2%) between steps and ten percent (10%) between levels. In order to maintain internal consistency, salary increases will be applied to Step A, Level 1; and the 2%-step and 10%-level increases will be applied accordingly.

Work Day/Work Week

The length of the work day shall be established for each position by the Board. The work week for hourly (non-exempt) employees shall not exceed forty (40) hours per week, unless overtime is authorized as provided by this policy.

Determination of Experience

Upon initial employment, the Superintendent may grant up to five (5) years for pay purposes when a person’s specific work experience is determined to be of such importance as to make him/her the best-qualified candidate for the position. Classified personnel may receive up to two (2) years experience credit for active military service. The six‑month training requirement for National Guard and Reserve service will not qualify an employee for the experience credit.

Qualifications

Employees shall be responsible for providing the Superintendent with all required certificates, other credentials, health examinations, and verifications of experience prior to beginning work.

List of Salaries

The Board shall maintain for public scrutiny a factual list of individual salaries of its employees for the fiscal year just closed and shall furnish that list by mail to a newspaper qualified under KRS 424.220 to publish advertisements for the District.

Payroll Distribution

Payments will be issued monthly (twelve [12] times annually). New employees will be issued thirteen (13) payments the first year of employment. Payments will be issued on the 28th of each month unless the 28th falls on a Saturday, Sunday, or holiday; in which case the payment will be made on the preceding Friday. 

The Board shall make all deferred salary payments on or before June 30 of the current fiscal year, and these deferred payments shall then be directly deposited at the regular pay periods in June ,July and August, except that at the close of the school year, employees who have completed all responsibilities and duties may request to be paid their remaining salary prior to the end of the fiscal year.
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Salaries

Payroll Deduction

The Board shall approve all payroll deductions as specified by KRS 161.158 and Board Policy 03.2211.

Number of Hours

No employee may work for more than forty (40) hours per week unless it has been cleared by the employee’s supervisor(s) and the Finance/Personnel Offices. If an employee works in more than one area (e.g., instructional assistant and bus driver), the total amount of work time cannot exceed forty (40) hours per week unless approved by the Finance/Personnel Offices.

Time Records

All classified employees working in a non-exempt position must maintain accurate time records. Those time records may be in written form or by time clock. When reporting to work, the employee must not sign in or clock in until they begin the duties of the position. When leaving work at the end of a work day, the employee must sign out or clock out. All times entered must reflect the accurate time to the minute. Approximate times are not acceptable.

Overtime

Overtime work shall be approved in advance by the Superintendent or designee.

Employees required to work in excess of forty (40) hours per week will be paid at the rate of 1½ times the regular rate for all hours beyond 40 as provided by the Fair Labor Standards Act for overtime work. Employees required to work in excess of forty (40) hours per week on days when schools and offices are closed as designated in Board policy 03.222 shall be paid at the rate of 1½ times the regular rate for all hours beyond 40 as provided by the Fair Labor Standards Act for overtime work. Twelve-month classified employees required to work on holidays as designated in Board policy 03.222 shall be paid double time.

Employees who are required to work in excess of their regularly scheduled number of hours short of overtime (40 hours per week) shall be compensated for the extra hours at their scheduled straight-time hourly rate.

Extra Service

Classified personnel may receive extra‑service pay for duties connected with handling and accounting for funds at activities scheduled outside the regular school day, provided the rate of pay does not exceed the hourly rate approved by the Board for their regular assignments. Any payment made to an employee must be processed through the payroll process.

Extended Employment

The Principal/Supervisor shall work with the employee to establish an extended employment work plan. The plan shall be filed annually with the Personnel Department.

Employees whose positions include 1– 45 extended days must work the days and submit documentation to the Personnel Department by June 23 unless an exception is designated on the extended employment work plan that is approved by the Principal/Supervisor.
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Salaries

Extended Employment (continued)

All employees who are requesting to be paid all salary owed prior to the end of the fiscal year, as provided in KRS 160.291, must work all extended days and submit documentation to the Personnel Department by June 23.

Sick and/or personal leave cannot be used for an extended day unless the day is designated on the extended employment work plan that is submitted to the Personnel Department.

Extended employment days may be worked only in whole- or half-day increments. Extended employment days cannot be worked on a Saturday or Sunday. A rare exception may be granted if approval is made in advance by the employee’s Immediate Supervisor and the Personnel Department. To qualify for this exception, the Saturday or Sunday work must not be related to the employee’s primary job duties.
Classified Substitutes

Classified substitutes will be paid at Step A of the level of the position for which they are substituting.
Work Experience Credit

A full-time employee will receive credit for one (1) year of experience each year s/he works one hundred forty (140) days or more between July 1 and June 30.
Retired Re-Employment

Employees retired with thirty (30) or more years of service who return to work full-time may earn up to a maximum of seventy-five percent (75%) of their last annual compensation. Part-time employment will be prorated.

Employees retired with fewer than thirty (30) years of service who return to work full-time may earn up to a maximum of sixty-five percent (65%) of their last annual compensation. Part-time employment will be prorated.

“Last annual compensation” is defined as the compensation earned during the twelve (12) months immediately preceding the employee’s retirement date, excluding payments for accumulated sick leave and vacation.

The last annual compensation will be adjusted for each full year the employee has been retired by the percentage increase in the classified salary schedule for that year.

Purchased “nonqualified service credit” may not be used to meet the thirty (30)-year service requirement.

References:

KRS 78.615; KRS 160.291; KRS 161.011; KRS 337.285; KRS 424.220
803 KAR 1:060, 803 KAR 1:070

Fair Labor Standards Act

Garcia v. San Antonio Metropolitan Transit Authority, 105 S. Ct. 1005 (1985)

Related Policy:

03.2211

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY BUDGET ADDS TWO MORE INSTRUCTIONAL DAYS TO THE SCHOOL YEAR BEGINNING WITH THE 2007-08 SCHOOL YEAR.

FINANCIAL IMPLICATIONS: ADDITIONAL SALARY

PERSONNEL
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‑ Classified Personnel ‑

Holidays and Vacations

Holidays

All classified personnel who qualify shall be eligible for four (4) paid holidays designated in the official school calendar.1 These are part of the school year required by state law.2
Twelve (12)‑month employees shall be paid for holidays as designated by the Board as falling within the work calendar. To be paid for a holiday, the employee must work or be on paid leave the day prior to the holiday.
Exception

The Superintendent may require, for security or other reasons, certain classified personnel to work on holidays.

Vacations

All full-time twelve (12)-month classified employees will earn vacation for years of service in the Hardin County Schools as follows:

	Years of Service in Hardin Co.
	No. of Days per Year

	 0 through 5
	12

	 6 through 15
	15

	16 or more
	18


Under KRS 161.540 (1), employees eligible for vacation would be allowed to accumulate a maximum of forty (40) days for which compensation may be made at retirement. Employees may carry over no more than forty (40) vacation days from one fiscal year to the next. The Superintendent is authorized to approve an exception to the 40-days maximum carry over beyond June 30. Vacation may be used only in whole- or half-day increments.

References:

1702 KAR 7:125

2KRS 158.070

 KRS 2.110

 KRS 2.190

 KRS 160.291

 KRS 161.154

 KRS 161.540

 OAG 76-484

     
     
LEGAL: CHANGES TO KRS 156.026 (SB 51) REQUIRE THE DISTRICT TO PROVIDE EMPLOYEES ASSAULTED AND SERIOUSLY INJURED WHILE PERFORMING ASSIGNED DUTIES UP TO ONE (1) YEAR OF LEAVE WITHOUT LOSS OF INCOME OR BENEFITS.

FINANCIAL IMPLICATIONS: COST OF SUBSTITUTE FOR EMPLOYEES ON LEAVE.

PERSONNEL
BD03.223

‑ Classified Personnel ‑

Leaves and Absences

Approval

Authorization of leave shall be made in accordance with specific leave policy. Leaves of absences for classified employees may be granted for terms of less than one (1) school year and may not extend beyond the current school year.
Employees may take leave without pay when all personal/vacation days have been utilized provided the leave is for educational or professional purposes, or for illness, maternity, adoption of a child or children, or other disability. All leaves must be approved by the employee’s immediate supervisor and the Personnel Department.

Employees on paid leave shall not be compensated for any duties, regular or extra services, during the paid leave period.

Notification of Return

Employees on leave shall notify the Superintendent in writing of their intent to return to the work at least one (1) week prior to the date of return.

Leave Following Assault

The District shall provide leave with pay for employees assaulted while performing their assigned duties when the assault results in injuries that qualify the employee for workers’ compensation benefits. The period of leave shall not exceed one (1) calendar year following the assault. During that period, the employee shall not experience loss of income or benefits, including sick leave, under the terms and conditions set forth in KRS 156.026.

FMLA

Eligible employees may apply for leave under the provisions of the Family and Medical Leave Act of 1993.

Court Summons

Any employee who is summoned to a local, state, or federal court and who is not a party to the action shall be granted up to three (3) days paid leave after properly presenting the approved form certifying court appearance.

Reference:

Family and Medical Leave Act of 1993

KRS 156.026; KRS 161.770

Related Policies:

03.2232, 03.22322, 03.2233, 03.2234, 03.224

     
     
LEGAL: THESE CHANGES ARE BASED ON CHANGES MADE BY THE 2006 GENERAL ASSEMBLY (HB 79). ADDITIONAL CHANGES TO THE DISASTER LEAVE SECTION ARE SUGGESTED TO CLARIFY ELIGIBILITY.

FINANCIAL IMPLICATIONS: ALLOCATION OF FUNDS TO PAY THE SALARIES OF SUBSTITUTES, IF APPLICABLE.

PERSONNEL
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‑ Classified Personnel ‑

Military/Disaster Services Leave

Military leave will be granted to classified personnel under the provisions and conditions specified in law.

Employees who are members of the National Guard or of any reserve component of the Armed Forces of the United States, or of the reserve corps of the Unites State Public Health Service shall be entitled to military leave, without loss of time, pay, regular leave, impairment of efficiency rating, or of any other rights or benefits to which they are entitled. In any one (1) federal fiscal year, employees, while on military leave, shall be paid their salaries or compensations for a period or periods not exceeding twenty-one (21) calendar days. Any unused military leave in a federal fiscal year shall be carried over to the next year. Any unused military leave shall expire two (2) years after it has accrued. Determination of the period of military leave to be granted shall be made according to statutory requirements.
Employees are responsible for notifying their immediate supervisor as soon as they are notified of an impending military‑related absence.1

The Board may grant disaster services leave to requesting eligible employees. An “eligible employee” means one who is a certified disaster services volunteer of the American Red Cross. Disaster services leave shall be with pay and shall not exceed thirty (30) work days in any twelve (12)-month period.2
References:

1KRS 61.373

2KRS 61.395

 KRS 61.375

 KRS 61.377

 KRS 61.394

 KRS 61.396

 FORMTEXT 

     
     
LEGAL: THIS CHANGE IS PROVIDED TO CLARIFY THE GUIDELINES AND PROCESS TO BE FOLLOWED CONCERNING WORKERS’ COMPENSATION BENEFITS VERSUS USE OF SICK LEAVE. YOUR DISTRICT IS ADVISED TO CONSULT WITH LOCAL COUNSEL AND/OR YOUR WORKERS’ COMPENSATION INSURANCE CARRIER IF QUESTIONS ARISE CONCERNING IMPLEMENTATION OF THIS PROVISION. IN ADDITION, NOT ALL EMPLOYEES MAY BE CANDIDATES FOR AN EARLY RETURN TO WORK PROGRAM.

FINANCIAL IMPLICATIONS: WILL DEPEND ON OPTIONS CHOSEN BY EMPLOYEES

PERSONNEL
AC03.224

‑ Classified Personnel ‑

Insurance

Insurance

The Board shall provide unemployment insurance, worker's compensation, errors and omissions liability, and general comprehensive liability insurance for all classified personnel. In addition, the state provides group health and life insurance to employees with a life insurance policy ($20,000) through a state-approved insurance plan who are eligible as determined by Kentucky Administrative Regulation.1
In order for the insurance carrier to provide prompt service, each employee shall report all claims, actions, or potential litigation to the school Principal or to the Superintendent.

Workers' Compensation


Employees claiming workers’ compensation income benefits who have sick leave days available may choose to use sick leave in order to maintain full salary for days they are unable to work. However, in no event shall employees be entitled to payment in excess of one hundred percent (100%) of full contracted salary. Should an employee elect to take paid sick leave for an illness arising from a work related injury for which workers’ compensation income benefits are received, the employee shall assign any worker’s compensation pay benefits to the Board for whatever time period the employee received paid sick leave.

Employees who qualify for worker’s compensation benefits following an assault and injury, while performing assigned duties, should refer to policy 03.223.

Employees who qualify for workers’ compensation may be offered the opportunity to participate in an Early Return to Work Program. Transition employment need not be in the same job classification or location, but must comply with the treating physician’s restrictions and amendments until the participating employee achieves maximum medical recovery.

Employees are required to notify their supervisor/designee of all work-related injuries prior to leaving the work premises unless the injury is a medical emergency, in which case the report must be filed following emergency medical care. If the supervisor/designee is not available or the injury occurs after normal business hours, the injury must be reported as soon as possible but no later than twenty-four (24) hours from the time of the injury. Failure to report timely may result in a delay in processing the claim and/or disciplinary action.

PERSONNEL
AC03.224


(Continued)

Insurance

References:

1702 KAR 1:035

 Consolidated Omnibus Budget Reconciliation Act

 Kentucky Constitution (Section 3); KRS 161.155; KRS 342.730(6)

Related Policies:

03.2211

03.223

03.22322

03.24

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY AMENDED KRS 160.380 (HB 341) TO ADDRESS TRANSFER TO A SECOND POSITION OF EMPLOYEES THAT HAVE BEEN CHARGED WITH A FELONY.

FINANCIAL IMPLICATIONS: SALARY FOR SUBSTITUTE FOR AN EMPLOYEE THAT IS TRANSFERRED.

PERSONNEL
B03.2311

‑ Classified Personnel ‑

Transfer

The transfer of classified personnel shall be made by the Superintendent who, at the first meeting following the transfer, shall notify the Board of same. Such notification shall be recorded in the Board minutes. No personnel action shall be effective prior to receipt of written notice of the action by the affected employee from the Superintendent.

Employees who work directly with students will not be allowed to laterally transfer between schools once the employees have met with students at the local school site. Lateral means a position of the same salary. Transfer requests for positions which would be a salary change of status will be considered.

Transfer of Employees Charged with a Felony

Notwithstanding any other policy provision, the Superintendent may transfer an employee charged with a felony offense as permitted under KRS 160.380.

Reference:

KRS 160.380

KRS 160.390

OAG 92-135

OAG 92-1
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- Classified -

General Grievance/ Communications Procedure

This communications regulation, hereby adopted by the Hardin County Board of Education, is designed to improve the opportunities for an employee to initiate ideas, suggestions, input or relevant information to the attention of the administrative staff and/or the Board of Education of the Hardin County School District.

This regulation shall also be utilized in the event an employee wishes to question the application of a Board of Education policy, administrative rule or regulation of the Hardin County School District.

This regulation is applicable to all full-time personnel employed by the Hardin County School District.  This regulation shall not prohibit any employee from informally discussing matters of concern with the supervisor.

Exception

Any specific policy with its own grievance procedure must be utilized in place of this general policy.

Communications Processing:

Time Limits:  The time limits stated in various sections of this regulation may be extended by mutual consent of the Board of Education, its authorized agents and the communicator.  If no extension occurs and no appeal is filed at the next level of this communications regulation, the communication shall be considered to have been settled and terminated at the previous level, based on the answer given at that level.  A question about a possible misapplication of a board policy, administrative rule or regulation shall be filed within five (5) days of the disposition of the communication at the next lower level.  Suggestions, ideas and other communications shall be filed as soon as possible to allow an opportunity for thorough investigation and the gathering of relevant information.

Communication Forms:  The communication forms utilized in this regulation are as follows:

Communication Initiation Form:  This form will be utilized to initiate a communication at the first level.  It will contain the name of the employee, title, home address, the employee's work location, the date of the communication, space for the employee to draft the communication and space for the written response of the immediate supervisor.  A communication initiation form will be provided to any interested employee.

Page 1 of 3
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- Classified -

General Grievance/ Communications Procedure

Communication Transmittal Form:  This form will be utilized to transmit a communication to a designated level, beyond level 1, as provided in this policy.  This form shall contain the name of the employee, title, home address, the employee's work location, the date of the communication and space for written response.  If the communicator wishes, the employee may indicate on the form the communicator's disagreement with the previous decision(s).

Levels of Communications:

Level 1 - An employee shall present the initial written communication to the employee's immediate supervisor, unless the employee’s grievance is against the immediate supervisor.  In such cases, the employee shall present the initial written communication to the designated administrator or designee at the next higher level of administrative authority.  The supervisor shall discuss with the employee the nature of the communication and any action that the supervisor believes should be taken to resolve the concern of the employee.  The supervisor shall provide a written response to the employee no later than five (5) days after receipt of the employee's initial communication.

Level 2 - If the employee is dissatisfied with the response received from the immediate supervisor, the employee may present the written communication to the designated administrator or designee at the next higher level of administrative authority.

The designated administrator or designee will investigate the communication, review previously presented information and the supervisor's response and shall provide a written response to the employee no later than five (5) days after receipt of the employee's communication at Level 2.

Level 3 - If the employee wishes further review of the communication, the written communication may be presented to the Superintendent of Schools or designee.  The Superintendent or designee shall review previously presented information and administrative responses and conduct any necessary investigations.  The Superintendent shall provide a written response to the employee no later than five (5) days after receipt of the employee's communication at Level 3.

In rare instances, it may be appropriate for the communicator to give the communication directly to the Superintendent, thus bypassing Levels 1 and 2 of this procedure.  This action shall be taken only in those rare instances where the matter communicated is of such a personal and private nature that it cannot be effectively communicated at Levels 1 and 2; or, in those instances where the nature of the communication would require the initial response of the Superintendent.  The Superintendent reserves the right to redirect the communicator to the appropriate level.

Page 2 of 3
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- Classified -

General Grievance/ Communications Procedure

Level 4 - If the employee, after reviewing the Superintendent's response, desires direct communication with the Board of Education, the employee may request an opportunity to present the written communication to the Board of Education.  The Superintendent must receive the employee's request no later than five days prior to the meeting of the Board at which the employee wishes to present the communication.  The employee will be afforded an opportunity, in accordance with rules and regulations of the Board, to appear before the Board for relevant discussion of the employee's communication.  If the employee does not 

wish to make a verbal presentation, the employee's right to refrain from such activity will be respected.  The Board of Education will consider a written response within five (5) days after the next regularly scheduled meeting of the Board at which the communication was presented.  The decision of the Board shall be final.

Definitions:

Communicator:    
A full time employee of the Hardin County Board of Education who initiates communication in accordance with the provisions of this regulation. 

Immediate Supervisor:    
The administrator or supervisor who is immediately responsible for the communicator in a given building, division, section or department of the Hardin County School District. 

Designated Administrator:   The administrator above the communicator's immediate 

supervisor, who has administrative responsibility for the communicator and the communicator's immediate supervisor. 

Days:
All days shall be defined as working days. 

Managerial/Supervisors      Personnel designated to act in a management or 

Personnel:
supervisory capacity in the school district.

Non-Managerial/   
Personnel who are not designated as 


Non-Supervisory 
managerial or supervisory employees.

Personnel:

Page 3 of 3

LEGAL: in addition to requirements of krs 161.148, NEW LANGUAGE in KRS 160.380 (HB 3) now allows districts to require a national CRIMINAL BACKGROUND CHECK for volunteers. IF YOUR DISTRICT DOES NOT WISH TO USE THIS OPTION, PLEASE CHECK “KEEP CURRENT POLICY’ ON THE UPDATE CHECKLIST.

FINANCIAL IMPLICATIONS: potential cost of additional background checks

PERSONNEL
P03.6

Volunteers

Definition

Volunteers are persons who do not receive compensation for assisting in school or District programs. Volunteers are encouraged to use their time and effort to support school and District programs. The Superintendent shall develop procedures that encourage volunteers to assist in school and/or District programs and to facilitate effective communication with persons who volunteer.

Teacher education students or students enrolled in an educational institution who participate in observations and educational activities under direct supervision of a local school teacher or administrator in a public school shall not be considered volunteers.

Supervision

All volunteers shall provide assistance only under the direct supervision of a member of the professional administrative and teaching staff.

All volunteers in athletic programs must be twenty-one (21) years of age and supervised by a Level I or Level 2 coach as defined in the Kentucky High School Athletic Association regulations.

Volunteers who assist in the District on a scheduled and/or continuing basis shall be provided with the same liability insurance coverage as a District employee and shall be provided with a written task description detailing responsibilities and expectations, as well as specific qualifications that may be required.

Principals, working with the volunteer coordinator in each school, will ensure that all volunteers in all areas (curricular, extra-curricular and athletic) complete the orientation and the background check.

Records Check

The District shall conduct, at District expense, a state criminal records check on all volunteers who have contact with students on a regularly scheduled and/or continuing basis, or who have supervisory responsibility for children at a school site or on school-sponsored trips.

Pursuant to KRS 160.380, the Superintendent/designee also may require volunteers to submit to a national criminal history background check for safety reasons. With prior approval of the Superintendent/designee, the background checks will be conducted at District expense. Otherwise, except as stated previously, the volunteer must pay for the background checks.

No volunteer shall be utilized to supervise students, or deemed to have the authority to supervise students, unless the volunteer has been designated to supervise students by the Principal or designee and the volunteer has undergone the required records check.

PERSONNEL
P03.6


(Continued)

Volunteers

Orientation

The Superintendent/designee shall develop orientation materials to be provided to all volunteers who have contact with students on a regularly scheduled or continuing basis. These materials shall include, but not be limited to, pertinent policies and safety and emergency procedures.

References:

KRS 160.380; KRS 161.148, KRS 161.044
Related Policy:

03.5

     
     
LEGAL: THE PROPOSED ADDITION REFLECTS NEW LANGUAGE ADDED TO KRS 160.380 (HB 3) PERMITTING THE SUPERINTENDENT TO REQUIRE CRIMINAL BACKGROUND CHECKS ON CONTRACTORS AND THEIR EMPLOYEES WHEN THEY HAVE ACCESS TO SCHOOL GROUNDS AT TIMES WHEN STUDENTS ARE PRESENT. IF YOUR DISTRICT DOES NOT WISH TO USE THIS OPTION, PLEASE CHECK “KEEP CURRENT POLICY” ON THE UPDATE CHECKLIST.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

FISCAL MANAGEMENT
AG04.32

Bidding

Authority

Bidding procedures shall conform to the Model Procurement Code, KRS 45A.345 ‑ KRS 45A.460.1 All purchases of Kentucky Education Technology System (KETS) components shall adhere to KETS architectural standards and procedures or have KETS office approval.

The District may purchase supplies and/or equipment outside an established price contract of the federal government (GSA), the State Division of Purchases, a cooperative agency bid approved by the Board, or a District bid if:

1. The supplies and/or equipment meet the specifications of contracts awarded by the Division of Purchases, a federal agency (GSA), a cooperative agency, or a District bid;

2. The supplies and/or equipment are available for purchase at a lower price;

3. The purchase does not exceed $2,500; and

4. The District’s finance or purchasing officer has certified compliance with the first and second requirements.

Prior to purchase of education technology components defined in the master technology plan, the Department of Education must certify that the items to be purchased meet or exceed the specifications of components of the original equipment of manufacturers currently holding Kentucky price contracts.2
Price Reductions

Price reductions may be accepted on supplies and/or equipment being offered by the vendor with whom a price agreement has been made if the supplies and/or equipment meet all terms and conditions specified in the price agreement except for price and if the price reduction is offered to all participants in the price agreement. Price reductions may be accepted even if the reduced price requires the purchase of a specified quantity of units different from the quantity stated in the original price agreement.

Small Purchases

District small purchase procedures may be used for any contract in which the aggregate amount does not exceed $20,000.00.3
Background Check for Contractors

The Superintendent shall require that a contractor submit, at no expense to the District, to a national and state criminal history background check by the Kentucky State Policy and the Federal Bureau of Investigation in keeping with KRS 160.390. This provision shall become part of the contractual obligation of the contractor and shall be reflected in the bid specifications, or, if the contract is not subject to bid requirements, in the negotiations with the contractor.

FISCAL MANAGEMENT
AG04.32

Bidding

Background Check for Contractors (continued)
“Contractor” shall refer to any adult who is permitted access to school grounds pursuant to a current or prospective contractual agreement with the school, school board, school district, or school-affiliated entity, at times when students are present. The term “contractor” includes an employee of a contractor.4
References:

1KRS 45A.343

2KRS 156.076

3KRS 45A.385
4KRS 160.380
 KRS 45A.365; KRS 45A.380; KRS 45A.345; KRS 45A.360; KRS 45A.370; KRS 45A.420

 KRS 45A.445; KRS 45A.455; KRS 45A.460; KRS 45A.620

 OAG 79‑501; OAG 82‑170; OAG 82‑407

 Kentucky Educational Technology Systems (KETS)

Related Policies:

05.6, 06.4, 07.13

     
     
LEGAL: A SECTION OF THE 2006 STATE BUDGET REQUIRES DISTRICTS TO PUBLISH THE ANNUAL FINANCIAL STATEMENT EITHER IN THE NEWSPAPER, ON THE INTERNET, OR IN THE PUBLIC LIBRARY.

FINANCIAL IMPLICATIONS: COST OF PUBLISHING

FISCAL MANAGEMENT
C04.91

Financial Statements

The Superintendent shall cause financial statements to be produced and reported in accordance with KRS 424.220 or applicable State provisions.

Reference:

KRS 424.220



LEGAL: THIS PROPOSED NEW POLICY ADDRESSES THE 2006 GENERAL ASSEMBLY PASSAGE OF A NEW SECTION OF CHAPTER 158 DIRECTING EACH BOARD OF EDUCATION TO REQUIRE DEVELOPMENT OF SCHOOL LOCKDOWN PROCEDURES AND IMPLEMENT A LOCKDOWN PRACTICE AT LEAST ONCE EACH SCHOOL YEAR.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

SCHOOL FACILITIES
A05.411

Building Lockdowns

Definition

Building lockdown means to restrict the mobility of building occupants to maintain their safety and care.
Annual Practice
A building lockdown practice shall be implemented at least once during each school year. As directed by the Superintendent, the Principal or other building supervisor shall document that the practice has occurred.

Procedure Required

The school council or, if none exists, the Principal, shall establish procedures to perform a building lockdown, including protective measures to be taken during and immediately following the lockdown. Each school year, the school shall provide appropriate notice of building lockdown procedures to students, parents, guardians, certified staff, and classified staff.

Reference:

New Section of KRS Chapter 158


LEGAL: CHANGES MARKED REFLECT REVISIONS TO 704 KAR 3:305. PLEASE NOTE IF THE DISTRICT WISHES TO RECOGNIZE PERFORMANCE-BASED CREDITS IN ADDITION TO CARNEGIE UNITS, MARK THE CHECKBOX, AND RETURN A COPY OF THIS POLICY WITH THE UPDATE CHECKLIST. OTHERWISE, ThE PROVISION WILL NOT BE INCLUDED.

FINANCIAL INPLICATIONS: NONE ANTICIPATED

CURRICULUM AND INSTRUCTION
F08.113

Graduation Requirements

Each student shall complete an individual graduation plan that incorporates emphasis on career development, to include Academic Expectations 2.36, 2.37, and 2.38, and shall have a total of at least twenty-two (22) credits for high school graduation. Those credits shall include the following minimum requirements:

Language arts – four (4) credits (including English I, II, III, and IV);

Social studies – three (3) credits (to incorporate U. S. History, Economics, Government, World Geography, and World Civilization)

Mathematics – three (3) credits (including Algebra I, Geometry, and one [1] elective as provided in the Program of Studies, 704 KAR 3:303)*
Science – three (3) credits (including life science, physical science, and earth and space science as provided in the Program of Studies, 704 KAR 3:303)

Health – one-half (½) credit

Physical education – one-half (½) credit

History and appreciation of visual and performing arts (or another arts course that incorporates this content) – one (1) credit

Electives – seven (7) credits

* Effective with the graduating class of 2012, students must meet additional requirements as established in 704 KAR 3:305, including a requirement to take at least one (1) language arts and one (1) mathematics class each year of high school and earn an additional math credit (Algebra II or approved substitution) in order to graduate.
The individual graduation/learning plan shall be developed from District-developed academic and/or career clusters, implemented, and monitored annually.

Schools may substitute, with Board approval, an integrated, applied, interdisciplinary or higher level course for a required course if the alternative course provides rigorous content and addresses the same applicable components of 703 KAR 4:060. If a substitution is granted by the Board, a rationale and course description shall be filed with the Board and the Kentucky Department of Education.
Additional Requirements

All students will be enrolled for eight (8) semesters of high school unless the high school Principal, in consultation with the high school counselor, student, and legal guardian/parent, recommends an exception.

Provided all requirements for graduation are met and the Principal determines it is in the best interest of the student, the Principal may recommend an exception for a particular student(s) to the Board.

The consultation shall include a review of the student’s high school course of study, grades, test scores, discipline records, extracurricular activities, and individual graduation plan for the purpose of determining the extent to which the student would benefit from an exception. The decision of the Principal to recommend an exception to the Board shall be on the basis of the student’s readiness and need for accelerated coursework that is not available in the high school’s curriculum or other extenuating circumstances.

Fractional credit may be granted for one-credit courses.

STUDENTS
F08.113


(Continued)

Graduation Requirements
Additional Requirements (continued)

High school credit will be conferred upon a middle school course under the following conditions:

1. The course is a high school course taught by a teacher holding the appropriate certification for the teaching of that course; and

2. The course meets the seat time requirements of a Carnegie unit (120 hours).

Middle and high school teachers and administrators are encouraged to collaborate to ensure that course content, instructional resources (e.g., textbooks), and student performance expectations are the same, regardless of whether the credit is earned at the middle or high school.

The high school student handbook shall include complete details concerning specific graduation requirements.

Individual site-based councils, with Board approval, may determine additional graduation requirements.

( In addition to Carnegie units, students may earn credit toward high school graduation through the District’s standards-based, performance-based credit system that complies with requirements of Kentucky Administrative Regulation. Procedures for the developing and amending the system shall address the following:

1. Conditions under which high school credit will be granted under the system that allow students to demonstrate proficiency and earn credit for learning acquired outside the normal classroom setting, outside of school, or in prior learning;

Performance-based credit may be earned while the student is still “in school,” but the instructional setting will look different from a traditional “seat time” environment.

2. Performance descriptors and their linkages to State content standards and academic expectations;

At the high school level, performance descriptors and evaluation procedures shall be established to determine if the content and performance standards have been met.

3. Assessments and the extent to which state-mandated assessments will be used;

4. An objective grading and reporting process; and

5. Criteria to promote and support school and community learning experiences, such as internships and cooperative learning, in support of a student’s individual learning plan. Such experiences shall be supervised by qualified instructors and aligned with State and District content and performance standards.

Alignment of Graduation Requirements with Goals and Expectations

The high school council shall provide the Board by July 15 of each year a written description/matrix of any changes in how each course addresses goals set out in KRS 158.6451 (1) and the academic expectations incorporated by reference in 703 KAR 4:060. The council shall determine the process for developing the descriptions, which shall be presented for Board review and comment.

Commonwealth Diploma

A Commonwealth Diploma shall be issued to each student who successfully completes and meets the requirements of the Commonwealth Diploma Program, as specified in 704 KAR 3:340. (See Commonwealth Diploma—HCAR 08.113.)

STUDENTS
F08.113


(Continued)

Graduation Requirements

Other Provisions

The Board may authorize different diploma programs. (See Academic Studies Program—HCAR 08.113.)

In order to graduate, seniors must have successfully completed requirements of the state assessment and accountability program. Individual site-based councils, with Board approval, may establish additional graduation requirements related to state-mandated standards-based assessment to include Writing Portfolios.

The Board may award a diploma to a student posthumously indicating graduation with the class with which the student was expected to graduate.

When a student successfully completes a KVHS course, the credit shall apply toward graduation requirements; and the grade received shall be used in calculating the student’s grade point average. Students in Grades 5, 6, 7, or 8 who score a “3” or higher on an advanced placement examination or earn a grade of “B” or better in a high school equivalent or a KVHS course shall receive credit toward graduation. (Please refer to Policy 08.1131 concerning prior approval for KVHS courses.)

Students with Disabilities

High school diplomas shall be awarded to students with disabilities in compliance with Kentucky Administrative Regulation.

Diplomas for Veterans

In keeping with statute and regulation, the Board shall award an authentic high school diploma to an honorably discharged veteran who did not complete high school prior to being inducted into the United States Armed Forces during World War II, the Korean conflict, or the Vietnam War.1
References:

1KRS 40.010; KRS 156.160

 KRS 158.140; KRS 158.622; New Section of KRS 158; KRS 158.645; KRS 158.6451

 13 KAR 2:020; 702 KAR 7:125; 703 KAR 4:060

 704 KAR 3:303; 704 KAR 3:305; 704 KAR 3:340; 704 KAR 7:140

 OAG 78‑348; OAG 82‑386

 Program of Studies for Kentucky Schools

 Lee v. Weisman, 505 U.S ._____, 112 S. Ct. 2649, 120 L.Ed.2nd 467 (1992)

Related Policies:

08.1131

08.14

08.2211

     
     
LEGAL: ON REVIEW OF FEDERAL LAW (NCLB) PERTAINING TO STUDENTS WITH LIMITED ENGLISH PROFICIENCY, THE KSBA LEGAL STAFF HAS RECOMMENDED THE CHANGES NOTED.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

CURRICULUM AND INSTRUCTION
A08.13452

English as a Second Language

The District shall provide an English language program to assist limited English language proficient students, including immigrant children and youth, to attain English proficiency and achieve the same high standards in the core academic subjects that all students in the District are expected to meet.

The Superintendent/designee shall direct the development of English language instruction educational program guidelines for the District:

· Survey of Primary and Home Language - At the time of initial enrollment, the parent/guardian of every student in the school (whether potential English language learners or not) shall be asked to complete a home language survey.

· Annual Assessment of Proficiency – Students whose primary or home language is other than English shall be administered an initial English language proficiency assessment to determine whether they are limited English language proficient according to the federal definition in NCLB, Title III.
Students identified as limited English language proficient shall receive an annual assessment of English language proficiency in reading, writing, speaking, and listening to measure progress and modify the individual Program Services Plan.

· Individual Program Services Plan – Assessment, placement, and the design of an individual Program Services Plan for students with limited English language proficiency shall be made in compliance with appropriate state and federal education requirements.
Instructional and related services shall be designed to meet the English language and academic needs of students while assisting them to participate in the general education curriculum and to overcome language barriers to grade promotion or high school graduation. Students identified as limited English language proficient shall be provided the opportunity to participate in the school’s English language instructional program.
· Parental Notification – As required by law, the Principal shall send written notification to parents of limited English proficient students addressing the following:

(a) Student’s need for placement in the program;

(b) Student’s level of English proficiency;

(c) Methods of instruction used in the program;

(d) How the program will meet the individual learning needs of the student;

CURRICULUM AND INSTRUCTION
A08.13452


(Continued)

English as a Second Language

Parental Notification (continued)

(e) How the program will help the student learn English;

(f) How the program will help the student meet achievement standards necessary for grade promotion and high school graduation; and

(g) Specific exit requirements for students in the program.

This notification shall be sent as follows:

· For students already participating in, or identified for participation in, a program for limited English proficiency, parents shall be notified no later than thirty (30) calendar days after the beginning of the school year; and

· For students identified after the beginning of the school year, parents shall be notified no later than fourteen (14) calendar days following the student’s placement in the program.

Parents also shall be informed how they can be involved, including how to help the student attain English proficiency, achieve at high levels in core academic subjects, and meet the state’s academic achievement (content and performance) standards.

Parents shall receive annual notification of their child’s progress on the state’s English proficiency objectives and required state assessments.
· Parental and Community Participation – Parents and community members of limited English proficient children shall be given the opportunity to participate in and make recommendations for the District’s language instruction educational programs.
· Provision of Services – Once their parent/guardian has  received notification, limited English proficient students shall be provided services consistent with scientifically based research on teaching limited English proficient children, guidelines set out in the Kentucky Program of Studies, and national, state, and local standards for English language proficiency and academic performance.

Services necessary for the student to access and be involved in the general education curriculum shall be provided by certified general education teachers and English as a Second Language staff, trained bilingual instructional assistants, and/or volunteers.
· Evaluation of Progress – English language instructional programs shall be evaluated on a regularly scheduled basis to determine whether progress is being made toward removing language barriers and to identify changes that need to be made in District program services. District staff shall monitor student access to equal educational opportunities, both instructional and extracurricular.

· Program Exit Criteria – The program guidelines shall include an evaluation process that includes establishment of objective exit criteria to indicate when students:

CURRICULUM AND INSTRUCTION
A08.13452


(Continued)

English as a Second Language

Program Exit Criteria (continued)

(a) Have developed the required proficiency in using English to speak, listen, read, and write with comprehension;

(b) Can enter and successfully participate in classrooms not tailored for limited English proficient children; and

(c) Can expect to graduate from high school.

References:

P. L. 107-110 (No Child Left Behind Act of 2001), Title III, 3302 (20 U.S.C. §7012)
Title VI of the Civil Rights Act of 1964; Equal Educational Opportunities Act of 1974
Title VII of Improving America's Schools Act of 1994

703 KAR 5:070

704 KAR 3:305; Program of Studies for Kentucky Schools
Lau v. Nichols, 414 U.S. 563, 94 S.Ct. 786, 39 L.Ed.2d 1 (1974)

Related Policies:

02.4241

09.13

     
     
LEGAL: CHANGES MARKED REFLECT REVISIONS TO 704 KAR 3:305 CONCERNING THE ADVISING AND GUIDANCE PROCESS THAT WILL LEAD TO AN INDIVIDUAL LEARNING PLAN FOR EACH STUDENT. THIS PROCESS MUST BE FULLY IMPLEMENTED BEGINNING WITH THE GRADUATING CLASS OF 2013.

FINANCIAL IMPLICATIONS: POSSIBLE NEED FOR ADDITIONAL STAFF TO PROVIDE ASSISTANCE AND GUIDANCE.

CURRICULUM AND INSTRUCTION
K08.14

Guidance

For Schools without SBDM Councils

Guidance and counseling services shall be provided for students.

Services

Services provided by the guidance program shall consist of educational counseling; career and personal counseling; testing, and other services requested by students, parents, or staff.

Individual Learning Plans

In keeping with Kentucky Administrative Regulation, the District shall implement an advising and guidance process to support development and implementation of an individual learning plan for each student that includes career development and awareness.

Confidential Material

All records and counseling information shall be kept in confidence.1
References:

1KRE 506 (Kentucky Rules of Evidence)

 KRS 61.878, 703 KAR 4:060, 704 KAR 3:305
Related Policy:

08.113, 09.14

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY REVISED KRS 158.031 (SB 35) TO ALLOW A CHILD WHO HAS ACQUIRED THE ACADEMIC AND SOCIAL SKILLS TAUGHT IN KINDERGARTEN TO ADVANCE THROUGH THE PRIMARY PROGRAM WITHOUT REGARD TO AGE WHEN THE DISTRICT DETERMINES THAT IT WOULD BE IN THE BEST EDUCATIONAL INTEREST OF THAT STUDENT.

FINANCIAL IMPACT: NONE ANTICIPATED
CURRICULUM AND INSTRUCTION
F08.22

Promotion and Retention

For Schools without SBDM Councils

Certificate and Transfers

When a pupil in any public school completes the prescribed program of studies, s/he may receive a certificate of completion signed by the teacher. The certificate shall entitle the pupil to admission into any public high school. Any promotions or credits earned in attendance in any approved public school are valid in any other public school. In case a pupil transfers from the school of one district to the school of another district, s/he may not be assigned to a lower grade or course until the pupil has demonstrated that s/he is not suited for the work in the grade or course to which s/he has been promoted.1
A student who has completed the requirements established by the State Department of Education for a vocational program shall receive a vocational certificate of completion specifying the areas of competence.1
Diplomas

Upon successful completion of all state and Board requirements, the student shall receive a diploma indicating graduation from high school.

Promotion

The elementary and middle school Principals shall notify parents of students who are in danger of retention at the close of the first and third quarters. The high school Principal shall notify parents of students who are in danger of failing a two‑semester class at the close of the second and third quarters. For semester courses, the notification will be done at the end of the first quarter.

Promotion of elementary students shall be based on demonstration of emotional, social, intellectual, and academic growth. The decision to promote or retain shall be made by the Principal after involvement by the teacher, parent, and Principal.

A student may advance through the primary program without regard to age if the District determines that s/he has acquired the academic and social skills taught in kindergarten and that advancement would be in his/her best educational interest. Successful completion of the primary program, as determined by methods set out in Kentucky Administrative Regulations, shall be a prerequisite for a child’s entrance into the fourth grade.

Middle school students are to be promoted according to the number of classes passed.

To be promoted from one grade level to another in elementary, middle, and high school, a student must complete all components of District and State assessment and accountability programs.

Senior high students shall be promoted according to the number of credits stated in the student handbooks.
CURRICULUM AND INSTRUCTION
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Promotion and Retention

Students With Disabilities

In cases which involve students with disabilities, the procedures mandated by federal and state law for students with disabilities shall be followed.2

References:

1KRS 158.140

2P. L. 101-476; 707 KAR 1:051 – 707 KAR 1:060

 KRS 160.345

 KRS 158.645, New Section of KRS Chapter 158
 KRS 158.6451

 KRS 158.6453

 OAG 82-473

 703 KAR 4:020

 703 KAR 4:040

 Honig v. Doe, 108 S.Ct. 592 (1988)
Related Policies:

08.113

08.221

08.222

08.5

09.121

09.431

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY BUDGET ADDS TWO MORE INSTRUCTIONAL DAYS TO THE SCHOOL YEAR BEGINNING WITH THE 2007-08 SCHOOL YEAR.

FINANCIAL IMPLICATIONS: ADDITIONAL SALARY

CURRICULUM AND INSTRUCTION
E08.31

School Day

School Day

The length of the school day designated by the Board shall provide students with one hundred seventy-five (175), six- (6) hour instructional days (a minimum of 1,050 instructional hours each school year). Beginning with the 2007-2008 school year, the length of the school day designated by the Board shall provide students with the equivalent of one hundred seventy-seven (177) six (6) hour instructional days (a minimum of 1,062 instructional hours each school year).
Exceptions

Kindergarten (entry level of the primary program) shall be provided the equivalent of one‑half (1/2) day, five (5) days a week for a full school year for each kindergarten student (a minimum of 525 instructional hours each school year).
Students with disabilities shall attend school in accordance with the provisions of their Individual Education Plan (IEP).
Students with disabilities and students attending primary school may attend fewer than six (6) hours per day under programs approved by the Board and the Commissioner of Education.1
References:

 KRS 157.320

 KRS 158.030

1KRS 158.060

 702 KAR 7:125

Related Policy:

08.1112

     
     
LEGAl: The 2006 General Assembly Budget adds two more instructional days to the school year beginning with the 2007-08 school year.

FINANCIAL IMPLICATIONS: Additional Salary

CURRICULUM AND INSTRUCTION
A08.32

School Term

The school term shall include at least four (4) days to be used for professional development and collegial planning activities for the professional staff as directed by statute, regulations, and policy. Additional days permitted by statute and authorized by the Board may be used for professional development and planning activities for the professional staff. Four (4) days may be used for holidays, and two (2) days may be used for planning activities.
If schools are scheduled to operate during days designated for statewide professional meetings, the District shall permit teachers who are delegates to attend in keeping with statutory requirements.1
References:

1KRS 158.070

 704 KAR 3:035

 KRS 156.095

 702 KAR 7:125

 KRS 2.110

 OAG 97-25

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY AMENDED KRS 158.150 (HB 688) PERTAINING TO A STUDENT WISHING TO ENROLL WHO HAS BEEN SUSPENDED OR EXPELLED FOR ANY REASON FROM ANY IN-STATE OR OUT-OF-STATE PUBLIC OR PRIVATE SCHOOL. IN SUCH CASES, THE DISTRICT MAY REVIEW SUSPENSION/EXPULSION DETAILS AND DETERMINE IF THE STUDENT WILL BE ADMITTED, AND, IF SO, WHAT CONDITIONS MAY BE REQUIRED.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

STUDENTS
E09.12

Admissions and Attendance

Definition of Legal Residence

The legal residence of a pupil is determined by the address of the legal residence of the parent or guardian who has custody of the student as evidenced by legal documents or as otherwise provided by state or federal law (and not by the address at which the pupil is living.)
All other pupils shall be classified as nonresidents for school purposes.1
Homeless Children and Youth

The District shall provide educational and related services to homeless children and youth in a manner that does not segregate or stigmatize the students on the basis of their homeless status.

The District shall provide its schools with guidelines that detail the rights of homeless students and the responsibilities that schools have to meet their needs and eliminate barriers to school attendance. These guidelines shall emphasize the right of homeless students to:

1. Have equal access to all educational programs and services, including transportation, that non-homeless children enjoy;

2. Continue attending their school of origin for the duration of homelessness;

3. Attend regular public school with non-homeless students; and

4. Continue to receive all services for which they are eligible (i.e., special education, gifted and talented, limited English proficient).

The District shall designate an appropriate staff person to serve as liaison to homeless children and youth.

Nonresidents

Nonresident pupils may be admitted to the District's schools in accordance with Board policy and upon approval of the Superintendent.2
Fort Knox Community Schools

Students whose guardian/s are active duty military or U.S. Government employees and reside on post must attend Ft. Knox Community Schools. If the parents of a student(s) residing in the Hardin County School District subsequently move on post prior to the beginning of the second semester, the student(s) will be disenrolled from the Hardin County Schools. Students whose parents move on post after the beginning of the second semester may be permitted to attend Hardin County Schools for the remainder of that school year with the Principal’s approval.
Transfer of ADA

Nonresident pupils may be admitted to the District schools upon transfer of the pupil's average daily attendance as defined under public school fund.3 & 4
All costs for any special services offered to the child shall be paid by the resident district. The resident district shall be permitted to count the student for IDEA‑B funding purposes.

STUDENTS
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Admissions and Attendance

Survey

Each year a survey shall be conducted to determine the number of students whose parents are civilians employed on Federal property or in active military service. The purpose of such survey shall be to determine how much Federal Impact Aid the District is eligible to receive.
Teachers shall assist in the distribution and collection of forms for such survey.
Foreign Exchange Students

The Hardin County Schools will accept high school students participating in international exchange programs recognized by the United States Department of Education or the Kentucky State Department of Education.
NonImmigrant Foreign Students

Nonimmigrant foreign students qualifying for F-1 immigration status or who obtain an F-1 student visa may be admitted to the District based on the following guidelines:

1. These students shall not be permitted to attend any publicly funded adult education program.

2. These students may be permitted to attend in grades nine through twelve (9-12), but not at earlier grade levels.

3. As required by law, these students shall pay a tuition fee equal to the full, unsubsidized per capita cost to the District for providing education to the student for the period of attendance.

4. The period of attendance shall not exceed twelve (12) months.

These requirements do not apply to immigrant students residing in the District or foreign students in any other immigration status, including exchange students.

Expelled/Convicted Students

The parent, guardian, Principal, or other person or agency responsible for the student shall provide to the school prior to admission, a sworn statement or affirmation concerning any of the following that have occurred in or outside Kentucky:

1. If a student has been expelled from school; or

2.  If a student has been adjudicated guilty/convicted of, homicide, assault, or an offense in violation of state law or school regulations relating to weapons, alcohol, or drugs.

Assault shall mean any physical assault, including sexual assault.

The sworn statement or affirmation shall be on a form provided by the appropriate state agency and shall be sent to the receiving school within five (5) working days of official notification that a student has requested enrollment in the new school.5
Any student currently serving an expulsion from any other public or private school system may not enroll in the Hardin County School System until the expulsion period has expired.

STUDENTS
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Admissions and Attendance

Expelled/Convicted Students (continued)

If a student is suspended or expelled for any reason, or faces charges that may lead to suspension or expulsion, but withdraws prior to a hearing from any public or private school in Kentucky or any other state and then moves into the District and seeks to enroll, the District shall review the details of the charges, suspension, or expulsion and determine if the student will be admitted, and if so, what conditions may be imposed upon the admission. Prior to a decision to deny admission, the District shall offer the student, parent/guardian, or other persons having legal custody or control of the student a hearing before the Board.

References:

1KRS 159.010; OAG 78‑64; OAG 91-171

2KRS 158.120; OAG 80‑47; OAG 79‑327; OAG 75‑602

3KRS 157.320

4702 KAR 7:125

5KRS 158.155, KRS 158.150
 704 KAR 7:090

 Public Law 104-208, 22 CFR §514.13(b)

 P.L. 107-110 (No Child Left Behind Act of 2001)

 8 U.S.C. Sections 1101 and 1184; 8 C.F.R. Section 214

 42 U.S.C. 11421 to 11435 (Stewart B. McKinney Homeless Assistance Act)

Related Policies:

203.127; 03.226

 09.123

209.124

209.125

 09.211

     
     
LEGAL: CHANGES INDICATED ARE BASED ON REVISIONS TO 702 KAR 7:125 AND AMENDMENT OF KRS 158.030 AND KRS 158.031 BY THE 2006 GENERAL ASSEMBLY (SB 35) CONCERNING PLACEMENT AND ADVANCEMENT OF STUDENTS IN THE PRIMARY PROGRAM.

THE REVISED REGULATION SPECIFIES THE MAKEUP OF THE REVIEW TEAM, WHAT RECORDS MUST BE REVIEWED, AND WHAT INFORMATION MUST BE FORWARDED TO THE KENTUCKY DEPARTMENT OF EDUCATION IF ACCELERATED PLACEMENT IS RECOMMENDED.

FINANCIAL IMPLICATIONS: THIS REGULATORY CHANGE ENABLES THE DISTRICT TO OBTAIN FULL DAY FUNDING FOR THESE STUDENTS BASED ON ELIGIBILITY REQUIREMENTS SET BY THE BOARD.

STUDENTS
E09.121

Entrance Age

Preschool

In accordance with appropriate state and federal legal requirements, any child who has been identified as disabled or as exceptional, and who is three (3) or four (4) years of age, or who may become five (5) years of age after October 1 of the current year, shall be eligible for a free and appropriate preschool education and related services.1
Children at risk of educational failure who are four (4) by October 1 may enter preschool. All other four (4)‑year‑ old children shall be served to the extent placements are available.2
Primary School

A child who becomes five (5) by October 1 may enter primary school and may advance through the primary program without regard to age in accordance with KRS 158.030. A child who becomes six (6) by October 1 shall attend public school unless s/he qualifies for an exemption as provided by law.3 
The District shall establish guidelines to determine a student’s level of academic and social skills when that student is being considered for advancement through the primary program. A student who is at least five (5) years of age, but less than six (6) years of age on or before October 1, may be enrolled in the second level of the primary program in keeping with the process set out in Kentucky Administrative Regulation. 5

Proof of Age

Upon enrollment for the first time in any elementary or secondary school, a student or student's parent shall provide either a certified copy of the student's birth certificate or other reliable proof of the student's identity and age and an affidavit of the inability to produce a copy of the birth certificate.4
STUDENTS
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Entrance Age

References:

1KRS 157.3175 

2KRS 158.030

3KRS 158.030; KRS 159.030

4KRS 158.032

5KRS 158.031; 702 KAR 7:125
 OAG 85‑55; OAG 82‑408

 KRS 158.140
Related Policy:

08.22
     
     
RECOMMENDED: THESE CHANGES ARE SUGGESTED TO CLARIFY THAT ONCE STUDENTS HAVE COMPLETED A G.E.D. OR A DIPLOMA PROGRAM, THEY WILL NOT BE ADMITTED TO THE DISTRICT.

THIS CHANGE IS NOT REQUIRED BY LAW.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

STUDENTS
F09.1223

Persons Over Compulsory Attendance Age

Requirements

1. All fifth-year senior students (any student who has completed four [4] years in high school but who has not met graduation requirements) may attend Hardin County High School in order to complete graduation requirements. Successful completion will result in the student’s obtaining a Hardin County High School diploma; and

2. Any student between the ages of 16 and 21 who is two (2) or more academic years behind in meeting graduation requirements may attend Hardin County High School. Any student successfully completing this program will be granted a high school diploma from Hardin County High School.

Before classwork begins in Hardin County High School, the student shall confer with his/her guidance counselor to review previous school records to determine a course of study which is alternative to classroom instruction. The student and the parent, if the student is not emancipated, shall sign an affidavit that states a conference has taken place and she/he understands the conditions of the agreement.

Transportation to and from Hardin County High School will be the responsibility of the parent and/or student.

Prohibitions

Persons over twenty-one (21) years of age shall not be admitted to or served by the District’s elementary or secondary schools.

Students under age twenty-one (21) who have received a high school diploma or their GED shall be considered to have completed high school and shall not be permitted to enroll in the District.

Students with Disabilities

When students with disabilities are involved, the procedures mandated by federal and state law shall be followed.1
References:

1P. L. 105-17

 KRS 158.100

 KRS 158.140

 KRS 159.010

 704 KAR 3:305

     
     
LEGAL: IN ACCORDANCE WITH REVISIONS TO 702 KAR 7.125 AND EFFECTIVE JULY 1, 2006, ATTENDANCE FOR ALL STUDENTS WILL BE CALCULATED BASED ON THE ACTUAL TIME THE STUDENT IS ABSENT FROM SCHOOL.

KRS 38.470 PROVIDES THAT STUDENTS CALLED TO ACTIVE MILITARY SERVICE SHALL RECEIVE CREDIT FOR COMPLETED WORK AND SHALL HAVE REASONABLE TIME TO MAKE-UP MISSED WORK. IN ADDITION, THE STATE BUDGET ALLOWS STUDENTS ONE (1) EXCUSED ABSENCE FOR PARENT BEING DEPLOYED FOR MILITARY SERVICE AND ONE (1) EXCUSED ABSENCE FOR PARENT RETURNING FROM DEPLOYMENT. (IN BOTH INSTANCES THE DISTRICT WILL RECEIVE ADA FOR THAT STUDENT.)

FINANCIAL IMPLICATIONS: MAY IMPACT STATE FUNDING

STUDENTS
F09.123

Absences and Excuses

Pupils are required to attend regularly and punctually the school in which they are enrolled. This requirement applies regardless of the number of Carnegie units of instruction necessary for graduation.

Teachers are required to keep an accurate attendance record for each of their classroom assignments.

Truancy Defined

Any student who has attained the age of six (6), but has not reached his/her eighteenth (18th) birthday, who has been absent from school without valid excuse for three (3) days or more, or tardy without valid excuse on three (3) days or more, is a truant.

Any student enrolled in a public school who has attained the age of eighteen (18) years, but has not reached his/her twenty-first (21st) birthday, who has been absent from school without valid excuse for three (3) or more days, or tardy without valid excuse on three (3) or more days, is a truant.

Any student who has been reported as a truant two (2) or more times is an habitual truant.

A student who is absent for sixty (60) minutes or less of the regularly scheduled school day is tardy.



Once a student under twenty-one (21) years of age is absent or tardy six (6) or more days without valid excuse, this student’s name shall be forwarded to the Division of Student Services as a habitual truant for possible court action. Furthermore, a school hearing shall be conducted concerning the student’s attendance record.

Definitions

Definitions of terms used in this section:

Full credit: A Carnegie unit of instruction that a student earns by successfully maintaining a passing grade (70) without being absent more than twelve (12) regularly scheduled class periods per school year in that class.

STUDENTS
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Absences and Excuses

High School (Grades 9-12)

Half-credit: One-half (½) of a Carnegie unit of instruction that a student earns by successfully maintaining a passing grade (70) without being absent more than six (6) regularly scheduled class periods per semester in that class.

Semester: That period of the adopted school calendar determined on an annual basis by the Board. This amount of time is generally one-half (½) of the school year, but the ending may change due to unforeseen circumstances.

Valid Excuses

1. Illness that is verified by a doctor or medical agency;

2. Orders of the court (this applies to summonses and subpoenas);

3. Death or severe illness in the immediate family verified by a written statement (“immediate family” shall mean: father; mother; brother; sister; grandfather; grandmother; blood-related aunt, uncle, niece, nephew; or anyone living under the same household roof with the student); 

4. Religious holidays and practices; 
5. Documented military leave;

6. One (1) day prior to departure of parent/guardian called to active military duty; 
7. One (1) day upon the return of parent/guardian from active military duty; or
8. Circumstances if approved by the Principal or his/her designee, including trips qualifying as educational enhancement opportunities.

Students shall be granted an excused absence for up to ten (10) school days to pursue an educational enhancement opportunity determined by the Principal to be of significant educational value. This opportunity may include, but not be limited to, participation in an educational foreign exchange program or an intensive instructional, experiential, or performance program in one (1) of the core curriculum subjects of English, science, mathematics, social studies, foreign language, and the arts.

Unless the Principal determines that extenuating circumstances exist, requests for date(s) falling within State or District testing periods shall not be granted.

The Principal’s determination may be appealed to the Superintendent/designee whose decision may then be appealed to the Board under its grievance policy and procedures.

Students receiving an excused absence under this section shall have the opportunity to make up school work missed and shall not have their class grades adversely affected for lack of class attendance or class participation due to the excused absence.

The Principal/designee shall determine the validity of each excuse presented.

Any excuse must be presented within five (5) days after the student returns to school. If the excuse is not presented in that time, the absence will remain unexcused. It is the student’s responsibility to provide documentation to the appropriate school administrator in a timely manner.

STUDENTS
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Absences and Excuses

Statement of Policy—Grades 9-12

In order to be eligible to receive class credit(s) in Grades 9–12, a student shall not be absent without a valid excuse more than six (6) regularly scheduled class periods per class each semester while maintaining a passing grade. Any additional invalid absence(s) may be made up at a rate of one (1) hour make-up for each hour of class missed. It shall be the student’s responsibility to schedule make-up time with the school administration. Make-up time should be scheduled two (2) days prior to the Saturday that the student wishes to attend.

For Schools without SBDM Councils

Procedures Administering Attendance Policy (Grades 9-12)

1. The classroom teacher will keep an accurate daily attendance record for each of his/her classroom assignments. All absences shall be recorded daily by the classroom teacher. All reports concerning attendance will be completed and forwarded to the proper persons as indicated and required by the attendance policy and the administering procedures.

2. When a student has been absent five (5) times per semester in a class period, notification will be sent to the parent/guardian. It will be the parent’s/guardian’s and student’s responsibility to monitor additional absences.

3. Students may make up time by attending Saturday School and/or detention.

a. Should a student need additional make-up time to complete the first semester’s attendance requirement, the school administration will schedule a maximum of thirty (30) additional hours of make-up time. Make-up time must be completed within three (3) weeks beyond the end of the first semester.

b. Should a student need additional make-up time to complete the second semester’s attendance requirement, the school administration will schedule a maximum of thirty (30) additional hours of make-up time. Make-up time must be completed within one (1) week beyond the end of the second semester.

4. At the end of each quarter, attendance will be monitored. Any student who has exceeded six (6) invalid absences will have his/her school privileges (i.e., driving privileges, extracurricular activities, field trips, etc.) suspended until his/her make-up time is completed. In addition, a referral shall be made to the court system instituting proceedings for habitual truancy.

5. Failure to comply with the attendance policy will result in the loss of class credit(s) for students in Grades 9–12. The school administration will confer with the parent/guardian of any student not complying with the attendance policy.

Statement of Policy—Middle School

In order to be eligible for promotion, a student shall not be absent without a valid excuse for more than fourteen (14) days each school year while maintaining a passing grade. Any additional invalid absence may be made up at a rate of one (1) day make-up for each day of class missed. It shall be the student’s responsibility to schedule make-up time with the school administration. Make-up time should be scheduled two (2) days prior to the Saturday that the student wishes to attend.

STUDENTS
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Absences and Excuses

For Schools without SBDM Councils

Procedures for Administering Attendance Policy (Middle School)

1. The classroom teacher will keep an accurate daily attendance record for each of his/her classroom assignments. All absences shall be recorded daily by the classroom teacher. All reports concerning attendance will be completed and forwarded to the proper persons as indicated and required by the attendance policy and the administering procedures.

2. When a student has been absent ten (10) days, notification will be sent to the parent/guardian. It will be the parent’s/guardian’s and student’s responsibility to monitor additional absences.

3. Should a student need make-up time to complete the year’s attendance requirement, the school administration will schedule a maximum of ten (10) additional days’ make-up time. This make-up time must be completed within two (2) weeks beyond the end of the regular school term.

4. Any student who exceeds six (6) invalid absences in a semester will have his/her school privileges (i.e., extracurricular activities, field trips, etc.) suspended until make-up time is completed. In addition, a referral shall be made to the court system instituting proceedings for habitual truancy.

5. Middle school students who fail to comply with the attendance policy will be denied promotion. The school administration will confer with the parent/guardian of any student not complying with the attendance policy.

For Schools without SBDM Councils

Statement of Policy—Elementary School (Grades K-5)

When a student has been absent without valid excuse for three (3) days, notification will be sent to the parent/guardian. After a student has been absent five (5) times without valid excuse, the parent/guardian will be notified that any additional absence without valid excuse will be forwarded to the Director of Student Services. Valid excuses will include:

1. Illness that is verified by a doctor or medical agency;

2. Orders of the court (this applies to summonses and subpoenas);

3. Death or severe illness in the immediate family verified by a written statement (“immediate family” shall mean: father; mother; brother; sister; grandfather; grandmother; blood-related aunt, uncle, niece, nephew; or anyone living under the same household roof with the student;

4. Religious holidays and practices; 
5. One (1) day prior to departure of parent/guardian called to active military duty;

6. One (1) day upon the return of parent/guardian from active military duty; or
7. School activities or circumstances if approved by the Principal or his/her designee.
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Absences and Excuses

Make-Up Work

Students having absences must make up work. It is the student’s and/or parent’s/guardian’s responsibility to contact the teachers concerning make-up work during the teacher’s planning periods or before or after school hours. For every day the student misses, the student will receive the same amount of days to complete the make-up work. The counting of days for make-up work starts the second day after the student has returned following the period of absence.

Students with Disabilities

In cases that involve students with disabilities, the procedures mandated by federal and state law for students with disabilities shall be followed.

References:

KRS 36.396, KRS 38.470, KRS 40.366, KRS 158.070, KRS 158.183, KRS 158.293

KRS 158.294

KRS 159.035, KRS 159.140, KRS 159.150, KRS 159.180

702 KAR 7:125, 
OAG 76‑566, OAG 79‑68, OAG 79‑539, OAG 91‑79, OAG 96-28

Related Policies:

09.111, 09.122, 09.1231, 09.4281, 09.4341

     
     
RECOMMENDED: KSBA LEGAL STAFF RECOMMENDS THIS CLARIFICATION CONCERNING STUDENT ACCESS TO SCHOOL PROPERTY.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

THIS CHANGE IS NOT REQUIRED BY LAW.

STUDENTS
X09.221

Supervision of Students

Students will be under the supervision of a qualified employee.

Pupils will be held to a strict account for their conduct on school premises, on the way to and from school, and on school‑sponsored trips and activities.

Access to School Property During the School Day

Unless they are authorized visitors, only those students who are enrolled in the District and on property for an official school purpose, such as receiving instruction or participating in a school sponsored extra-curricular activity, shall be permitted on the property during the school day. If a student who is officially absent or on home/hospital instruction wishes to come onto property during the school day, the student shall first go to the Principal/designee, seek permission to be on the property, and check in. Permission may be granted for the student to be on school property if the purpose relates to educational needs of the student that cannot be accomplished outside of school hours, and the student remains on the property only for the time needed to accomplish that purpose. This requirement is necessary to address supervision and safety concerns of students who come on property during the school day.

References:

KRS 161.180

KRS 161.185

702 KAR 5:030

Related Policies:

09.36
10.5
     
     
RECOMMENDED: KSBA LEGAL STAFF SUGGESTS THE ADDITIONS NOTED CONCERNING DOCUMENTATION/NOTIFICATION.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

THIS CHANGE IS NOT REQUIRED BY LAW.

STUDENTS
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Nondiscrimination and Antiharassment

Purpose

The Hardin County School System is committed to the principles of equal education opportunity for its students, and the Board of Education of Hardin County directs that all educational programs and/or opportunities be provided for all students regardless of race, color, national origin, age, religion, sex, or disability.

Prohibitions

1. No student shall be subjected to discrimination in regard to the receipt of an education in the Hardin County School System on the basis of any of the areas mentioned above.

2. No student shall be harassed on the basis of any of the areas mentioned above.

a. Harassment is intimidation by threats of physical violence or actual physical conduct on the basis of any of the areas mentioned above.

b. Harassment is the creation, by whatever means, of a climate of hostility or intimidation on the basis of any of the areas mentioned above.

c. Harassment may be the use of language, derogatory nicknames, slurs, demeaning stories or jokes or pictures relating to any of the protected categories listed in the definition of harassment/discrimination contained in this policy. Prohibited language or conduct is that, when addressed directly to a student, amounts to "fighting words or conduct." That is, the language or conduct is such as to be commonly understood to convey hatred or prejudice against an individual.

d. Acts of harassment/discrimination based on sex may be committed by persons of the same or the opposite sex.
These prohibitions shall be in force at all times on school property and off school grounds during school-sponsored activities. This prohibition also applies to visitors to the school who may come into contact with employees and students.

Reporting Requirement

Any student who believes he or she has been subjected to discrimination or harassment is encouraged to report such discrimination or harassment to the Principal of the school involved or directly to the Superintendent. In each school building, the Principal is the person responsible for receiving reports of harassment/discrimination at the building level. Otherwise, reports of harassment/discrimination may be made directly to the Superintendent. Additionally, if sexual discrimination or harassment is being alleged, reports may be made directly to the District Title IX Coordinator. Without a report being made to the Principal, Superintendent or Title IX/Equity Coordinator, the District shall not be deemed to have received a complaint of harassment/discrimination.

Any person, whether a student or employee of the Hardin County School System, who is aware of discrimination or harassment of a student may report such discrimination or harassment to the Principal of the school involved or directly to the Superintendent.
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Nondiscrimination and Antiharassment

Reporting Requirement (continued)

Principals who receive a report shall provide a form for the student to complete and then immediately notify the Superintendent and/or Title IX/Equity Coordinator, as appropriate.

Grievance Procedure

District staff shall provide for a prompt and equitable resolution of complaints concerning harassment/discrimination.

Any student or parent of a student may express by a written grievance alleged discrimination or harassment.

Students who believe they have been a victim of an act of harassment/discrimination or who have observed incidents involving other students that they believe to be an act of harassment/discrimination shall, as soon as reasonably practicable, report it.

The following order of consideration should be used:

1. From student or parents or employee to Principal;

2. From Principal to Superintendent and/or Title IX/Equity Coordinator;

3. From Superintendent to Board.

The Superintendent shall develop procedures providing for the prompt investigation of and the expeditious correction of grievances alleging discrimination or harassment of a student on the basis of race, color, national origin, age, religion, marital status, sex, or disability.

When sexual harassment is alleged, the District’s Title IX Coordinator, as designated in the student handbook/code, shall be notified.

Notification
Within twenty-four (24) hours of receiving a serious allegation of harassment/discrimination, District personnel shall attempt to notify parents of both student victims and students who have been accused of harassment/discrimination.

In circumstances also involving suspected child abuse, additional notification shall be required by law. (See Policy 09.227.)

Disciplinary Action

Persons engaging in discrimination or harassment of a student in the Hardin County School System on the basis of any of the areas mentioned above shall be subject to disciplinary action under the Code of Acceptable Behavior and Discipline if committed by a student, and as permitted under statutory law or policy of the Board of Education of Hardin County if committed by an employee of the school system.

Failure by a Principal and/or the Superintendent to report, notify, and/or initiate an investigation of alleged discrimination or harassment as required by this policy, to otherwise follow the adopted procedures, or to take corrective action shall be the subject of disciplinary action.

Confidentiality

District employees involved in the investigation of complaints shall respect, as much as possible, the privacy and anonymity of both victims and persons accused of violations.

STUDENTS
C09.42811


(Continued)

Nondiscrimination and Antiharassment

Nonretaliation

No one shall retaliate against any student or any other person because s/he has filed a written grievance, assisted or participated in an investigation, proceeding, or hearing regarding discrimination or harassment due to race, color, national origin, age, religion, marital status, sex, or disability or because s/he has opposed language or conduct that violates this policy.

Upon the resolution of allegations, the Superintendent shall take steps to protect employees and students against retaliation.

False Complaints

Deliberately false or malicious complaints of harassment/discrimination may result in disciplinary action taken against the complainant.

Other Claims

When a complaint is received that does not appear to be covered by this policy, administrators shall review other policies that may govern the allegations, including but not limited to, 09.422 and/or 09.426.

References:

42 USC 2000e, Civil Rights Act of 1964, Title VII

Racial Incidents and Harassment Against Students at Educational Institutions: Investigative Guidance (U.S. Department of Education)

U.S. Supreme Court – Franklin vs. Gwinnett County
29 C.F.R. 1604.11, Equal Employment Opportunity Commission (EEOC) Regulations Implementing Title VII

20 U.S.C. 1681, Education Amendments of 1972, Title IX

34 C.F.R. 106.1 – 106.71, U.S. Department of Education Office for Civil Rights Regulations Implementing Title IX

Gebser v. Lago Vista Independent School Dist., 118 S.Ct. 1989 (1998)

Davis v. Monroe County Bd. of Educ., 119 S.Ct. 1661 (1999)

Related Policies:

03.162, 03.262, 09.13, 09.227, 09.422, 09.426

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY AMENDED KRS 158.150 (HB 688) TO CLARIFY THE TYPES OF BEHAVIOR THAT “POSED A THREAT” WHEN DETERMINING WHETHER EDUCATIONAL SERVICES WILL BE CONTINUED DURING A PERIOD OF EXPULSION.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

STUDENTS
AA09.435

Expulsion

Board May Expel

The Board may expel any pupil from the regular school setting for misconduct as defined by law. Provision of educational services will be required unless the Board determines, on the record and supported by clear and convincing evidence, that the expelled student posed a threat to the safety of other students or school staff and could not be placed in a state-funded agency program.1
Behavior that may be determined to pose a threat shall include, but not be limited to, the physical assault, battery, or abuse of others; the threat of physical force; being under the influence of drugs or alcohol; the use, possession, sale, or transfer of drug or alcohol; the carrying, possessing, or transfer of weapons or dangerous instruments; and any other behavior that may endanger the safety of others.
The Superintendent shall present to the Board for its approval options for providing educational services to expelled students.

Hearing and Records Required

Action to expel a pupil shall not be taken until the parent of the pupil has had an opportunity for a hearing before the Board.1 The special education and disciplinary records of IDEA eligible students shall be sent to the Board for review before the decision is made to expel.3
Board Decision Final

The Board's decision shall be final.1
Students With Disabilities

In cases that involve students with disabilities, procedures mandated by federal and state law for students with disabilities shall be followed. (Students with disabilities who are eligible for services under federal law may be expelled for behavior unrelated to their disabilities, as long as legally required procedural safeguards are followed. Educational services must continue for IDEA eligible students who are expelled.)1&3
Transfer of Records

Records transferred to another school must reflect the charges and final action of an expulsion hearing if the student was expelled for homicide, assault, or an offense in violation of state law or school regulations governing weapons, alcohol, or drugs. Records of a student facing an expulsion hearing on charges described above shall not be transferred until the expulsion hearing process is completed.2
References:

1KRS 158.150

2KRS 158.155

3Individuals with Disabilities Education Improvement Act of 2004; 707 Chapter 1
 OAG 78‑673; Honig v. Doe, 108 S.Ct. 592(1988)

Related Policies:

05.48, 09.12, 09.423, 09.425, 09.43, 09.431, 09.434

     
     
RECOMMENDED: KSBA SUGGESTS INCLUDING DISTRICT AND SCHOOL WEB SITES AS METHODS OF COMMUNICATION WITH THE PUBLIC SINCE THEY CAN BE AN IMPORTANT TOOL FOR SHARING INFORMATION WITH THE COMMUNITY.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

THIS CHANGE IS NOT REQUIRED BY LAW.

COMMUNITY RELATIONS
K10.1

Public Information Program

Right to be Informed

The Board recognizes the rights of the public to be fully and accurately informed about its schools.

Channels of Communications

The Board shall, through the Superintendent and the Superintendent's designees:

1. Communicate regularly with the public through available media such as District web sites, newsletters, bulletins, newspapers, and radio and television releases;

By the fifth of the month, each school/department will forward a monthly calendar of events to the Director of Public Relations.

2. Provide speakers for PTA/PTO, church, civic, and other community groups who have an interest in the schools;

3. Work cooperatively with the news media in their efforts to inform the public; and

4. Conduct Board business in an atmosphere that lets the public know that their attendance at Board meetings is welcome and appreciated.

Release of Information

Public statements concerning controversial or potentially disruptive matters shall be issued only by the Superintendent or the Superintendent’s designee. If release of information is by a designee, a written copy shall be sent to the Superintendent and the Board of Education.

References:

KRS 61.805

KRS 61.850

Related Policies:

01.4

01.44
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