
explanation: To be consistent with policy, councils also may need to be represented on the district planning committee.

financial implications: none anticipated

POWERS AND DUTIES OF THE BOARD OF EDUCATION
$01.111 AP.2

District Planning Committee

School Year _________________

Members Appointed by the Superintendent:

	Student(s)
	Parent(s)1
	Community Representative(s)1
	Board Member(s)2
	Council Member(s)
	Teacher(s)
	Principal(s)
	Central Office Administrator(s)
	Classified Staff

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


1The Board may propose to the Superintendent candidates to serve as community and parent representatives.
2The Board shall select its representative(s) to the committee.
Committee Appointments Approved by the Board on ________________________

Date

Orientation/Training

Orientation and/or training was provided to committee members on the following topics:

	Areas
	Facilitator/Trainer
	Date(s) Provided

	( Appropriate stakeholder input into the development and review of the plan
	
	

	( Planning skills to assist in developing required plan provisions
	
	

	( Identifying sources of assistance to address reduction of physical and mental health barriers to learning and established gap targets
	
	

	( Other:
	
	

	( Other:
	
	


As appropriate, the Superintendent shall provide the committee with pertinent District data, including but not limited to: student academic performance and noncognitive data, the school facilities plan prepared by the Local Planning Committee, and the most recent annual performance report.

POWERS AND DUTIES OF THE BOARD OF EDUCATION
$01.111 AP.2


(Continued)

District Planning Committee

Process Guidelines

The Committee shall:

1. Identify data to be collected and analyzed, which must include an annual review of disaggregated assessment data.

2. Review gap targets established by the Board.

3. Conduct a needs assessment based on a model of the District’s choice, examples of which include, but not be limited to:

· A process aligned with the Kentucky Standards and Indicators for School Improvement (SISI); or

· The Southern Association of Colleges and Schools (SACS) process.
4.  Use the Board designated reporting format.

5.  Develop goals and activities to enhance student achievement.

6. Schedule a public meeting at which the information is discussed by various stakeholders (Board and council members, students, District staff, and citizens).

7. Conduct required implementation and impact checks each year to evaluate plan activities and achievement of plan goals and objectives, with results to be reported to the Board.

The Committee also shall provide information and updates, as directed by the Superintendent/designee, to promote communication and coordination between the District Planning Committee and school councils.

8. Schedule an update of the plan at least once a year.

9. Submit updated plan to Superintendent and Board, school staff, school councils, and the community for review and comment as directed by Policy 01.111.

10. Maintain copies of the plan for five (5) years and other documentation to illustrate compliance with state and federal requirements.

POWERS AND DUTIES OF THE BOARD OF EDUCATION
$01.111 AP.2


(Continued)

District Planning Committee

Format of Written Plan

	Component
	Person(s) Responsible
	Target Date
	Date Completed

	mission statement
	
	
	

	goals (focusing on student performance and achievement gaps)
	
	
	

	objectives (district/school changes needed to reach goals)
	
	
	

	priority needs:

· addressing student performance weaknesses

· closing achievement gaps
	
	
	

	
	
	
	

	
	
	
	

	action components (strategies & activities) consistent with board/council roles

note: An action component is not required for every standard and indicator listed in the SISI.
	
	
	

	budget by location & program for plan activities and each school plan
	
	
	

	method to evaluate plan
	
	
	

	scheduled implementation & impact check(s) including reports to the board – 

recommended at least once annually
	
	
	

	summary of process used to develop plan
	
	
	


EXPLANATION: CERTIFIED VACANCIES MUST BE POSTED ON THE KDE WEB SITE.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
DRAFT (02/28/12)

PERSONNEL
DT03.11 AP.1

Hiring

The following procedures shall apply in the recruitment, selection, and employment of all classified and certified personnel hired in the District.

Recruitment

Recruiting shall be the responsibility of the Superintendent/designee. Efforts shall be made to recruit a quality staff to include, but not be limited to:

1. Working through placement bureaus of regional and state colleges and universities;

2. Conducting orientation meetings with students at the high school relating to future employment opportunities with the District;

3. Working with state educational associations and the state department of education;

4. Conducting recruitment programs through parent-teacher organizations; and

5. Advertising through appropriate media.

Posting

Vacancies shall be posted in the Central Office, in each school building during the school year, and through an electronic employment application service.


NOTE: Districts are required to post all certified vacancies on the Kentucky Department of Education’s web site.

All postings at the local level shall be made within five (5) working days of each certified vacancy opening.
Applications

Completed applications should be filed in the Superintendent’s office and accompanied by transcripts and certificates, as appropriate.

The Superintendent/designee shall review each application for completeness and shall send a notice to each applicant indicating (a) the date of the review and (b) any additional materials requested.

Selection Factors

The Superintendent/designee shall screen applicants based on the following factors:

1. Certification (when required for the position)

2. Educational background

3. Previous work experience

4. Recommendations

5. Personal characteristics exhibited during the interview process:

a. Ability to communicate

b. Ability to work cooperatively with others

c. Applicant's educational philosophy

d. Knowledge of work area or subject matter

6. Results from required testing

PERSONNEL
DT03.11 AP.1


(Continued)

Hiring

Employment

For SBDM schools, hiring shall follow statutory guidelines and the provisions of Policy 02.4244, and the Superintendent shall complete the hiring process. Decisions on Central Office and District-wide personnel shall be made by the Superintendent/designee. The Superintendent shall inform the Board of the appointment of all personnel.

Contract

Personnel hired by the Superintendent shall be notified of their contractual obligations by letter. The contract must be signed and returned to the Personnel Office.

     
     
EXPLANATION: UNDER THE FAMILY AND MEDICAL LEAVE ACT, A QUALIFING EXIGENCY ONLY RELATES TO INSTANCES OF ACTIVE DUTY OR CALL TO ACTIVE DUTY OF A COVERED FAMILY MEMBER (SPOUSE, SON, DAUGHTER OR PARENT), AND “NEXT OF KIN” IS NOT INCLUDED.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
PERSONNEL
$03.12322 AP. 21

Request for Family and Medical Leave of Absence

Family and Medical Leave shall be granted under the terms of Policies 03.12322/03.22322.

Name _____________________ Position/School ___________________ Hire Date _________
I request Family and Medical Leave for the following reason:

	(
My personal serious health condition

(
Serious health condition of my parent

(
Birth and care of my newborn child

(
Placement by the state of a child with me
for foster care

(
Serious health condition of my child

(
Serious health condition of my spouse

(
Adoption of a child(ren)
	(
Covered family member’s active duty or call to active duty in the Armed Forces in support of a contingency plan:

( spouse
( child
( parent
(
Covered family member has incurred an injury or illness in the line of duty while on active duty in the Armed Forces that has rendered or may render the family member medically unfit to perform duties of his/her office, grade, rank or rating:

( spouse
( child
( parent
( next-of-kin


( Extension of leave requested earlier on ___________________________________________________


Date

The leave/extension requested will begin on ___________________ and end on ____________________.


Date
Date

If the request is for Family and Medical Leave on a reduced or intermittent basis for recurring medical treatments for a child, parent, spouse, or yourself, specify dates requested. _________________________

___________________________________________________
________________________


Employee’s Signature
Date

If your spouse is employed by the District and also is requesting FMLA leave concurrent with yours for the same reason, please complete the following information.

Spouse’s Name ______________________ Position/School _________________ Hire Date _________

S/he has requested Family and Medical Leave for the following reason:
( Birth/care of child
( Illness of child
( Adoption/foster care of a child(ren)
( Military service injury/illness

__________________________________________________
____________________________


Spouse’s Signature
Date

===========================================================================

This form was received by the following person:

__________________________________________________
____________________________


Superintendent’s/designee’s Signature
Date

Attach completed copy of certification required by notice of eligibility and rights and responsibilities.

NOTES

· FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective bargaining agreement that provides greater family or medical leave rights.

· Employees may file a complaint with the U.S. Department of Labor concerning an FMLA issue.
     
     
EXPLANATION: Internal Revenue Service (IRS) rules have changed to specify that "de minimus use" personal use of a District-provided phone assigned for non-compensatory business use is no longer considered taxable income.

FINANCIAL IMPLICATIONS: savings in Staff time spent tracking use and reimbursement

PERSONNEL
$03.1321 AP.1

Staff Use of Telecommunication Devices

Employees issued a telecommunication device are responsible for its safekeeping at all times. Defective, lost or stolen equipment (pagers, digital or cell phones, etc.) are to be reported immediately to the Central Office so that the service provider may be notified.

Telecommunication devices issued to employees are to be returned to the Central Office designee at the conclusion of the school year, activity or as otherwise specified.

Restrictions

All drivers shall comply with applicable legal requirements concerning use of cellular telephones and other personal communication devices while operating a Board-owned vehicle.

· Employees shall not engage in activities that distract them from safely operating a vehicle.

· Except for communications made to and from a central dispatch, school transportation department, or its equivalent, drivers shall not use a telecommunication device, including those used for calling, texting or emailing while operating a Board-owned vehicle unless the vehicle is parked or unless there is a bona fide emergency, which shall include, but not be limited to the following actions:

1. Report illegal activity;

2. Summon medical help;

3. Summon a law enforcement or public safety agency; or

4. Prevent injury to a person or property.

· Except for emergencies, telecommunication devices are not to be used for conversations involving District information of a confidential nature.
· Board-owned telecommunication devices are not to be loaned to others.


1. 
2. 
3. 
     
     
EXPLANATION: THESE CHANGES ARE RECOMMENDED BY KSBA LEGAL TO CLARIFY REQUIRED REPORTING.

FINANCIAL IMPLICATIONS: NONE
PERSONNEL
D03.162 AP.21

Harassment/Discrimination Investigation and Appeals

(for internal administrative tracking purposes only)

Employee Complainant _____________________________ _______________________________ 


Last Name
First Name
Middle Initial
Work Site ____________________________________

The Superintendent shall appoint an investigator who is not an alleged party in the complaint to investigate allegations of harassment/discrimination. The investigator shall be trained in this area, and her/his duties shall be assigned by the Superintendent/designee or, for contractors, set out in a contract, as appropriate. If the Superintendent is the alleged party, the Board shall designate an outside investigator and, after presentation of the final investigative report, determine when and how it is to be released. All instances involving suspected child abuse or criminal conduct shall be reported as required by law.

Alleged Harasser/Discriminating Party: _____________________________________

Investigator: _______________________
Date Complaint Form is Received: ____________

Informal Procedure

If both parties agree, prior to a formal grievance process an administrator may facilitate a conversation between the complainant and the party alleged to have harassed or discriminated against the complainant. Both the complainant and the accused party may be accompanied by a person of their choice. If both parties feel that a resolution has been achieved, no further action need be taken. The results of an informal resolution shall be reported by the facilitator, in writing, to the Principal/immediate supervisor, along with a signed agreement, if one is reached. If any of the interested parties choose not to utilize the informal procedure, or feel that it has been unsuccessful, s/he may opt to proceed to the formal grievance procedure. However, any complaints directed at District employees or alleging criminal acts must be formally investigated and/or reported to state authorities as required by law.

Was this complaint resolved informally, as indicated by an agreement signed by both parties?

( Yes ( No
Date: _______ Facilitator __________________

Formal Procedure

Employees should make their complaint to their Principal/immediate supervisor, who shall immediately, without screening or beginning an investigation, inform the Superintendent of receipt of the complaint. Otherwise, the complaint can be filed directly with the Superintendent or, in cases involving sexual harassment/discrimination, with the Title IX/Equity Coordinator. Employees who have knowledge of alleged or observed harassment/discrimination shall immediately notify the alleged victim’s Principal, immediate supervisor, or the Superintendent. Without a report being made to the Principal or immediate supervisor, Superintendent or Title IX/Equity Coordinator, the District shall not be deemed to have received a complaint of harassment/ discrimination.

The Superintendent shall designate an individual to investigate the complaint. If necessary, the investigator will seek assistance from District administrators. In some instances it may be necessary to involve legal counsel, when authorized by the Superintendent or by the Board if the Superintendent is the subject of the complaint.

PERSONNEL
D03.162 AP.21


(Continued)

Harassment/Discrimination Investigation and Appeals

Formal Procedure (continued)

Timeline

The investigator shall provide the complainant and the accused with a copy of the District’s policy 03.162 or 03.262 and inform the complainant and the accused of required timelines that have been established for initiation and completion of an investigation.

Corrective action

If corrective action is needed, the investigator shall recommend to the Superintendent, or to the Superintendent’s designee if the alleged harasser is a classified employee, and, if so instructed by the Superintendent, the type of corrective action and methods to prevent reoccurrence of the harassment/discrimination. 

Using the designated form (03.162 AP.23), a response shall be presented to the complainant within ten (10) working days of completion of this level of investigation.

========================================================================

Board policy allows for appeal of the investigator’s decision and the opportunity to address the complaint to a higher level of authority. An appeal must be made within ten (10) working days of receipt of a response at this level.

Is this complaint to be referred/appealed to a higher level of authority?
( Yes
( No

If yes, to whom will the complaint be referred? ___________________ Date: __________________

First Appeal Level

Employee Complainant ______________________ ____________________ _______________


Last Name
First Name
Middle Initial

Work Site ____________________________________

Alleged Harasser/Discriminating Party: _________________________________________

Superintendent/designee who will consider appeal: _______________________________________

Date appeal and related data received by Superintendent/designee: _____________________

In some instances it may be necessary to involve legal counsel at the appeal level, when authorized by the Superintendent or by the Board if the Superintendent is the subject of the complaint.

Corrective action

If corrective action is needed, the investigator shall recommend to the Superintendent, or to the Superintendent’s designee if the alleged harasser is a classified employee, and, if so instructed by the Superintendent, the type of corrective action and methods to prevent reoccurrence of the harassment/discrimination. 

Using the designated form (03.162 AP.23), a response shall be presented to the complainant within ten (10) working days of completion of this level of investigation.
Board policy allows for appeal of the decision made at this level and the opportunity to address the complaint to the Board of Education. An appeal must be made within ten (10) working days of receipt of a response at this level.

Is this complaint to be referred/appealed to a higher level of authority?
( Yes
( No

If yes, to whom will the complaint be referred? _______________
Date: _________________
PERSONNEL
D03.162 AP.21


(Continued)

Harassment/Discrimination Investigation and Appeals

Second Appeal Level

Employee Complainant ____________________ __________________ ___________________


Last Name
First Name
Middle Initial

Work Site ____________________________________
Alleged Harasser/Discriminating Party: _________________________________________

Board Chairperson: ______________________________________________________________

Date appeal and related data received by the Chairperson on behalf of the Board: ___________ 

Corrective Action

If corrective action is needed, the investigator shall recommend to the Superintendent, or to the Superintendent’s designee if the alleged harasser is a classified employee, and, if so instructed by the Superintendent, the type of corrective action and methods to prevent reoccurrence of the harassment/discrimination. 
Using the designated form (03.162 AP.23), a response shall be presented to the complainant within ten (10) working days of completion of this level of investigation.
=====================================================================
Guidelines 

1. The Board shall not hear grievances concerning personnel actions taken by the Superintendent/designee, unless the grievance is based on an alleged violation of constitutional, statutory, regulatory, or policy provisions.

2. In some instances it may be necessary to involve legal counsel, when authorized by the Board.

3. The Superintendent/designee shall implement corrective action as determined by the Superintendent or by the Board, as appropriate under law, after appeal rights have been exhausted. If the Superintendent is subject to corrective action, the Board shall implement the action.

4. The District is prohibited from disclosing personally identifiable information contained in student discipline records under the Federal Educational Rights and Privacy Act and corresponding state law.
5. Employee evaluation and private reprimand information generally is confidential and may require consent of the employee prior to release.
Related Policies: 

09.2211, 09.227

Related Procedures: 

09.227 AP.1, 03.162 (all procedures)

     
     
EXPLANATION: THIS PROPOSED NEW PROCEDURE REFLECTS THE MOST CURRENT FEDERAL AND STATE REQUIREMENTS CONCERNING STUDENT DIETARY NEEDS. THIS PROCEDURE HAS BEEN DEVELOPED IN COOPERATION WITH KSBA LEGAL STAFF AND THE KENTUCKY DEPARTMENT OF EDUCATION.

FINANCIAL IMPLICATIONS: POSSIBLE COST OF TRAINING SCHOOL NUTRITION STAFF
SUPPORT SERVICES
$07.1 AP.11

Food Allergies and Special Dietary Needs
The District School Nutrition Program shall provide modified menus or food preparation for students as required by their individual education plan (IEP), Section 504 plan, or health plan.
The District School Nutrition Program shall be informed of any student who is unable to consume the meals normally served at the school in which s/he is enrolled.
Nutrition Program services shall provide for substitution of food items based on child-specific medical guidance.
Parental Assistance

Parents will be asked to:
1. Notify the school principal of any food allergy or special dietary need related to a disabling condition or medical necessity.

2. Provide medical information from a District-approved recognized medical authority (RMA) authorized to practice within the State of Kentucky as noted in the student’s IEP, 504 plan or health plan.

3. Provide updated medical information as requested by the District.
4. Participate in any meetings or discussions regarding the student’s meal plan.
5. Notify the school of any changes relating to the food allergy or special dietary need.

School Site Responsibilities
1. Identify children requiring special dietary modifications
2. The Principal or designee shall refer a student with known or suspected special dietary needs for special services as required by law and shall notify the Special Education Director, Section 504 Coordinator, school nurse or health services assistant, as appropriate, given the nature of the medical requirement or disabling condition known or suspected.

3. The Principal or designee shall make staff and the student aware of precautions needed related to field trips, classroom parties, allergy alert identification, intervention strategies, and other issues necessary to promote student safety.
4. Admissions and Release Committee (ARC) chairs, Section 504 chairs, the school nurse, or the school nurse assistant, as appropriate, shall communicate plan requirements to all potential plan implementers, such as designated School Nutrition staff, the student’s teachers, etc.

5. Monitor and update the IEP, Section 504 plan, or health plan as needed.
SUPPORT SERVICES
$07.1 AP.11


(Continued)
Food Allergies and Special Dietary Needs
Food & Nutrition Services Responsibilities
1. Provide food item services and/or substitutions for students based on medical need. Menus will not be modified based on personal preference.
2. Provide training to school nutrition personnel on how to react to food allergies and food-related emergencies and how to modify menus.
3. Maintain special dietary information on each student identified as having special dietary needs and update this information as needed.

     
     
EXPLANATION: SCHOOL DISTRICTS GENERALLY MUST FOLLOW THE MORE RESTRICTIVE REQUIREMENTS OF STATE AND FEDERAL LAW THAT APPLY TO FOOD SERVICE PROCUREMENT FUNCTIONS. KDE SCHOOL NUTRITION REPRESENTATIVES HAVE CONFIRMED THAT DISTRICTS MAY NOT RELY ON STATE LAW BIDDING EXCEPTIONS FOR ALL PROCUREMENTS OF PERISHABLE ITEMS WITH FOOD SERVICE FUNDS BECAUSE THE FEDERAL FOOD SERVICE PURCHASING REGULATION DOES NOT CONTAIN SUCH AN EXCEPTION. HOWEVER, THE FEDERAL REGULATION DOES SET A HIGH THRESHOLD (CURRENTLY $100, 000) FOR SMALL PURCHASES. THE SUGGESTED CHANGE CONFORMS WITH THE FEDERAL REGULATION, WHICH IS MORE RESTRICTIVE THAN STATE LAW REGARDING PROCUREMENT OF PERISHABLES AND ALLOWS THE USE OF THE FEDERAL SMALL PURCHASES PROCEDURE FOR PERISHABLE ITEMS FALLING UNDER THE FEDERAL SMALL PURCHASES THRESHOLD.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
SUPPORT SERVICES
BA07.13 AP.1

Bidding of School Nutrition Supplies

Like Items in Excess of $20,000

If the total amount of purchases for like items is $20,000 or more, formal bid procedures will be utilized. Food, food products, supplies, and equipment will be bid as follows:

( Annually (during the month of ________________)

( Semiannually (during the months of ______________________ and ________________________)

( Through or in accordance with a schedule determined by the local educational cooperative

( As needed

( Other as specified _______________________________________________________

Bid Specifications

1. The bid specifications, including delivery and storage instructions, for all lunchroom/cafeteria supplies shall be prepared by the School Nutrition Services Coordinator.

2. The request for bid shall be advertised in the local newspaper with the greatest circulation in the District.

3. Specifications and bid documents shall be mailed to all potential bidders.

4. Bids shall be opened and tabulated by the School Nutrition Services Coordinator.

5. The bids shall be submitted to the Board of Education for action.

Perishables 
Applicable federal law (7 C.F.R. §3016.36) does not provide a bidding exception for perishable food items purchased with school food service funds. Perishables purchased using school food service funds shall be procured in accordance with 7 CFR 3016.36 and 7 CFR 210.21.



SUPPORT SERVICES
BA07.13 AP.1


(Continued)

Bidding of School Nutrition Services Supplies

Emergency Purchases

If it is necessary to make an emergency purchase in order to continue service, the purchase shall be made and a log of all such purchases shall be maintained and reviewed by the Superintendent/designee.

The log of emergency purchases shall include: item name, dollar amount, vendor, and reason for emergency.

Records Management

The following records will be maintained for a period of three (3) years plus the current year:

1. Records of all phone quotes

2. Logs of all emergency and noncompetitive purchases

3. All written quotes and bid documents

4. Comparison of all price quotes and bids with the effective dates shown

5. Price comparison showing bid or quote awarded

6. Log of approval substitutions

Conflict of Interest

The following conduct will be expected of all persons who are engaged in the award and administration of contracts supported by School Nutrition Services Program Funds.

1. No employee, officer, or agent of the District shall participate in selection or in the award or administration of a contract supported by Program funds if a conflict of interest, real or apparent, would be involved. Conflicts of interest arise when one of the following has a financial or other interest in the firm selected for the award:

a) District employee, officer, or agent;

b) Any member of his/her immediate family;

c) His/her partner;

d) An organization that employs or is about to employ one of above.

2. District employees, officers, or agents shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors, potential contractors, or parties to subagreements.

3. The purchase during the school day of any food or service from a contractor for individual use is prohibited.

4. The removal of any food, supplies, equipment, or school property such as records, recipe books, and the like is prohibited.

5. The outside sale of such items as used oil, empty cans, and the like will be sold by contract between the District and the outside agency. Individual sales by any school person to an outside agency or other school person is prohibited.

Disciplinary Action

Failure of any employee to abide by the above-stated code may result in disciplinary action, including but not limited to, a fine, suspension, or dismissal.

SUPPORT SERVICES
BA07.13 AP.1


(Continued)

Bidding of School Food Service Supplies

Related Procedure:

04.32 AP.1

     
     
EXPLANATION: WITH THE ADVENT OF ONLINE LEARNING OPTIONS, WE RECOMMEND OMITTING REFERENCES TO CORRESPONDENCE COURSES.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
CURRICULUM AND INSTRUCTION
P08.1131 AP.2

Alternative Credit Options

	Student’s Name __________________________________ ____________________ __________________


Last Name
First Name
Middle Initial
Student’s Address ______________________________________________ _________ _______________


City
State
ZIP Code
School _________________________________ Grade in the upcoming school year __________________


The above-named student requests prior approval to earn credit through an alternative route.

Course(s) requested: ___________________________________________________________________

( Summer School Course (approved by Superintendent/designee)


( Performance-Based Credit (Provide information required on next page.)

( Other ______________________________________________________________________

From what source ____________________________________
Number of credits anticipated: _______

Reason for taking this course:

( Graduation with class

( Enrichment/elective

( Course not available within the District

( Other, ______________________________________________________________________

( School
( Board
( Student/parent
shall pay for this/these course(s).

I recommend this student be permitted to take the requested alternative credit option.

_____________________________________________________________
__________________


Principal/Designee’s Signature
Date

I understand that it is my responsibility to submit an official transcript of my grade to the school by the date specified by the counselor in order to receive credit toward graduation.

_____________________________________________________________
___________________


Student’s Signature
Date

==========================================================================

Number of credits earned ________________
Date grade received __________________________

_____________________________________________________________
___________________


Principal/Designee’s Signature
Date

CURRICULUM AND INSTRUCTION
P08.1131 AP.2


(Continued)
Alternative Credit Options

Performance-Based Credit
High school course for which credit is being requested: _________________________________

NOTE: Requests will be accepted only for those courses the student has not yet

( enrolled in
( passed

Credit may be granted to students demonstrating proficiency for learning taking place outside the normal classroom setting. Please describe the non-traditional and/or prior learning setting in which the learning occurred for credit being requested:

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

To be completed by Principal/designee
Request was
( Approved
( Disapproved
Date _______________________

If approved, student performance will be assessed as follows:
	Assessment Method
	Minimum Score Required for Credit

	Course exit exam
	

	State exam (_____________________________)
	

	Other: __________________________________
	


Date of assessment: ________________________ Supervised by: ________________________

Student/Parent contacted
( Yes
( No
Date _______________________
_________________________________________________
________________________

Principal/designee Signature
Date
     
     
EXPLANATION: BECAUSE KENTUCKY HAS BEEN GRANTED A WAIVER THROUGH THE 2013-2014 SCHOOL YEAR FOR SEVERAL PROVISIONS PREVIOUSLY REQUIRED AS PART OF THE NO CHILD LEFT BEHIND ACT, ONLY PORTIONS OF THIS PROCEDURE WILL CONTINUE TO APPLY. THE SUGGESTED NOTATION CLARIFIES THAT THE SUPPLEMENTAL SERVICES SECTION WILL BE WAIVED THROUGH 2013-2014.

FINANCIAL IMPLICATIONS: FEWER RESOURCES NEEDED TO COMPLY WITH FEDERAL SUPPLEMENTAL SERVICES REQUIREMENTS
CURRICULUM AND INSTRUCTION
L08.133 AP.1

Extended School/Supplemental Educational Services

Eligible students shall be provided extended school (ESS) and/or supplemental educational services (SES) in accordance with the following procedures.

Eligibility For Extended School Services 

One (1) or more of the following methods of documentation shall be used to determine which students shall be eligible and in the greatest need of extended school services:

1. Teacher recommendation;

2. Academic performance data, including diagnostic, formative or interim and benchmark assessments, and summative assessments;

3. Student performance on high school, college, and workforce readiness assessments required by KRS 158.6459; or

4. Behavioral and developmental progress as documented in formal and informal assessments and reports.

Selection For Extended School Services 

Selection criteria for the extended school services program shall be in compliance with applicable administrative regulations.

Notification To Parents of Extended School Services

Parents of eligible students shall be notified using procedure 08.133 AP.2.

The District will inform parents and guardians of the availability of extended school services, the rationale for offering extended school services, and consequences of not obtaining a high school diploma. 

Students attending Private, Parochial or Home Schools

Students residing within the District’s boundaries who attend private, parochial, or home schools must apply to be eligible for the after school tutorial program. Upon application, they may also be considered for enrollment in the summer school program. Their eligibility and selection shall be based on the same criteria as students enrolled in the District schools.

Because the Kentucky request to the U. S. Dept. of Education for flexibility was granted, the following provision is waived through the 2013-2014 school year.

Supplemental Educational Services

Eligible students shall be provided supplemental educational services (SES). “Eligible students” mean all students from low-income families who attend Title I schools that are in their second year of school improvement, in corrective action, or in restructuring. “Supplemental educational services” means additional academic instruction designed to increase students’ academic achievement such as tutoring, remediation, distance-learning technologies, or other educational interventions provided by state-approved service providers outside of the regular school day.

CURRICULUM AND INSTRUCTION
L08.133 AP.1


(Continued)

Extended School/Supplemental Educational Services

Supplemental Educational Services (continued)

In providing supplemental educational services, the District shall:

1. Notify parents of eligible children about the availability of supplemental educational services in a manner that is clear and concise, as well as clearly distinguishable from other school-related information that parents receive.
The District shall post on the District/school web site(s) information about available supplemental education services to include:
i. The number of students who were eligible for and who participated in supplemental educational services (SES), beginning with data from the 2007-08 school year and for each subsequent year; and

ii. A list of SES providers approved to serve the District, as well as the locations where services are provided for the current school year.

2. Help parents, at their request, choose a provider;

3. Determine which students should receive services, pursuant to criteria set forth in federal law, if not all students can be served;

4. Enter into agreements with service providers whom the parents select;

5. Assist the Kentucky Department of Education (KDE) in identifying potential providers within the District;

6. Provide information KDE needs to monitor the quality and effectiveness of the services that providers offer; and

7. Protect the privacy of students who receive supplemental educational services.

Reference:

704 KAR 3:390

Related Procedure:

08.133 AP.2

     
     
EXPLANATION: THESE CHANGES ARE RECOMMENDED TO CLARIFY THE TYPES OF ACCEPTABLE USE OF TECHNOLOGY VIOLATIONS THAT WILL SUBJECT THE USER TO POSSIBLE CONSEQUENCES.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
CURRICULUM AND INSTRUCTION
$08.2323 AP.1

Access to Electronic Media

Electronic Mail/Internet

The District offers students, staff, and members of the community access to the District’s computer network for electronic mail and Internet. Because access to the Internet may expose users to items that are illegal, defamatory, inaccurate, or offensive, we require all students under the age of eighteen (18) to submit a completed Parent Permission/User Agreement Form to the Principal/designee prior to access/use. All other users will be required to complete and submit a User Agreement Form.
Except in cases involving students who are at least eighteen (18) years of age and have no legal guardian, parents/guardians may request that the school/District:
· Provide access so that the parent may examine the contents of their child(ren)'s email files;

· Terminate their child(ren)’s individual email account and/or Internet access; and

· Provide alternative activities for their child(ren) that do not require Internet access.

In addition, parents wanting to challenge information accessed via the District’s technology resources should refer to Policy 08.2322/Review of Instructional Materials and any related procedures.

General Standards for Users

Standards for users shall be included in the District’s handbooks or other documents, which shall include specific guidelines for student, staff, and community member access to and use of electronic resources.

Access is a privilege—not a right. Users are responsible for good behavior on school computer networks. Independent access to network service is given to individuals who agree to act in a responsible manner. Users are required to comply with District standards and to honor the access/usage agreements they have signed. Beyond clarification of user standards, the District is not responsible for restricting, monitoring, or controlling the communications of individuals utilizing the network independently.

The network is provided for users to conduct research and to communicate with others. Within reason, freedom of speech and access to information will be honored. During school hours, teachers of younger children will guide their students to appropriate materials. Outside of school, families bear the same responsibility for such guidance as they exercise with information sources such as television, telephones, movies, radio, and other media that may carry/broadcast information.
No Privacy Guarantee
The Superintendent/designee has the right to access information stored in any user directory, on the current user screen, or in electronic mail. S/he may review files and communications to maintain system integrity and insure that individuals are using the system responsibly. Users should not expect files stored on District servers or on District provided or sponsored technology services, to be private.

CURRICULUM AND INSTRUCTION
$08.2323 AP.1


(Continued)
Access to Electronic Media

Rules and Regulations

Violations of the Acceptable Use Policy include, but are not limited to, the following:

1. Violating State and Federal legal requirements addressing student and employee rights to privacy, including unauthorized disclosure, use and dissemination of personal information.
2. Sending or displaying offensive messages or pictures, including those that involve:
· Profanity or obscenity; or
· Harassing or intimidating communications.
3. Damaging computer systems, computer networks, or school/District websites.
4. Violating copyright laws, including illegal copying of commercial software and/or other protected material.
5. Using another user’s password, “hacking” or gaining unauthorized access to computers or computer systems, or attempting to gain such unauthorized access.
6. Trespassing in another user’s folder, work, or files.
7. Intentionally wasting limited resources, including downloading of freeware or shareware programs.
8. Using the network for commercial purposes, financial gain or any illegal activity.
9. Using technology resources to bully, threaten or attack a staff member or student or to access and/or set up unauthorized blogs and online journals, including, but not limited to MySpace.com, Facebook.com or Xanga.com.

Additional rules and regulations may be found in District handbooks and/or other documents. Violations of these rules and regulations may result in loss of access/usage as well as other disciplinary or legal action.
Related Policies and Procedures:

08.2322

09.14

     
     
EXPLANATION: THIS FORM HAS BEEN UPDATED IN COOPERATION WITH THE KDE OFFICE OF KNOWLEDGE, INFORMATION AND DATA SERVICES TO REFLECT EXPANDED STUDENT ACCESS TO ONLINE TECHNOLOGIES.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
CURRICULUM AND INSTRUCTION
X08.2323 AP.21

Electronic Access/Individual Use Agreement
	User’s Name ______________________________
______________________
_______________________


Last Name
First Name
Middle Initial
User’s Address ________________________________________
_______________
________________


City
State
Zip Code
User’s Age ____
Date of Birth _________
Sex ____
Phone Number __________
School ____________
If applicable, User’s Grade _______________ Homeroom/Classroom __________________________________


Please check if you are a ( student ( certified employee ( classified employee ( member of the community.

As a user of the Elizabethtown Independent School District’s computer network, I hereby agree to comply with the District’s Internet and electronic mail rules and to communicate over the network in a responsible manner while abiding by all relevant laws and restrictions. I further understand that violation of the regulations is unethical and may constitute a criminal offense. Should I commit any violation, my access privileges may be revoked and school disciplinary action and/or legal action may be taken.

User’s Name (Please print) __________________________________________________________________

_______________________________________________________________
____________________


User’s Signature
Date

Prior to the student’s being granted independent access privileges, the following section must be completed for students under 18 years of age:

As the parent or legal guardian of the student (under 18) signing above, I grant permission for my child to access networked computer services such as electronic mail and the Internet. I understand that this access is designed for educational purposes; however, I also recognize that some materials on the Internet may be objectionable, and I accept responsibility for guidance of Internet use by setting and conveying standards for my child to follow when selecting, sharing, researching, or exploring electronic information and media.

Consent for Use
By signing this form, you hereby accept and agree that your child’s rights to use the electronic resources provided by the District and/or the Kentucky Department of Education (KDE) are subject to the terms and conditions set forth in District policy/procedure. Please also be advised that data stored in relation to such services is managed by the District pursuant to policy 08.2323 and accompanying procedures. You also understand that the e-mail address provided to your child can also be used to access other electronic services or technologies that may or may not be sponsored by the District, which provide features such as online storage, online communications and collaborations, and instant messaging. Use of those services is subject to either standard consumer terms of use or a standard consent model. Data stored in those systems, where applicable, may be managed pursuant to the agreement between KDE and designated service providers or between the end user and the service provider. Before your child can use online services, he/she must accept the service agreement and, in certain cases, obtain your consent.

Name of Parent/Guardian (Please print) ________________________________________________________

___________________________________________________________________
__________________


Signature of Parent/Guardian
Date

Daytime Phone Number: _____________________ Evening Phone Number: ______________________

NOTE: Federal law requires the District to monitor online activities of minors.

CURRICULUM AND INSTRUCTION
X08.2323 AP.21


(Continued)

Parent Portal User Agreement

I have read and understand the Elizabethtown Independent School (EIS) District Acceptable Use Policy (Access to Electronic Media, 08.2323). I agree to abide by the guidelines of this policy. 

Parental Portals

· Users shall act in a responsible, legal and ethical manner.

· Users shall keep Parent Portal passwords confidential and shall not allow others, including children, to access their account. (Note - Users should not set any computer to automatically login to the Parent Portal.)

· Users shall not attempt to access data or any account owned by another user.

· Users shall not attempt to harm, destroy, or alter data.

· Users shall not use the Parent Portal for any illegal activity, including violation of data privacy laws. Anyone found in violation of these laws may be subject to civil and/or criminal prosecution.

· Users who identify a security problem with the Parent Portal shall notify the District’s Central Office immediately without demonstrating the problem to anyone else.

General

· I am responsible for any expenses I incur or damages I inflict while using the telecommunications assets.

· Intentional violation of these rules will result in loss of network privileges as well as other possible disciplinary or legal action.

· District administrators have the right to log all traffic on the network and Internet and access any information stored on district electronic property.

· Schools may elect to use blocking and/or tracking software on computers; however, the responsibility for adherence to these guidelines rests solely with the user.

· This agreement is legally binding and must be filed with the School Technology Coordinator prior to the user receiving network access.

Parent/Guardian’s who plan to access the District’s Parent Portal must sign below before being granted access.

________________________________________

Print Parent/Guardian Name
_______________________________________________
___________________

Parent/Guardian Signature
Date

________________________________________

Email Address
     
     
EXPLANATION: BECAUSE KENTUCKY HAS BEEN GRANTED A WAIVER THROUGH THE 2013-2014 SCHOOL YEAR FOR SEVERAL PROVISIONS PREVIOUSLY REQUIRED AS PART OF THE NO CHILD LEFT BEHIND ACT, ONLY THE PORTIONS OF THIS PROCEDURE RELATING TO PERSISTENTLY DANGEROUS SCHOOLS WILL CONTINUE TO APPLY.

FINANCIAL IMPLICATIONS: FEWER RESOURCES NEEDED TO COMPLY WITH NOTIFICATION AND RESPONSE FUNCTIONS RELATED TO REQUESTS FOR TRANSFER
STUDENTS
$09.11 AP.23

NCLB Transfer Notification Options

Because the Kentucky waiver request to the U. S. Dept. of Education for flexibility was granted, there will be no need to use school improvement/restructuring notification forms through the 2013-2014 school year.

School Improvement Year 1

Dear Parent/Guardian,

Our school is dedicated to providing the best education possible for your child. We are notifying you because under the federal No Child Left Behind Act (NCLB), our school has been identified for school improvement. This means the school did not make adequate yearly progress (AYP).

In terms of our academic achievement, here is how our school compares with other schools in the District and in the state (information may be attached): _____________________________

Our school was identified for these reasons: __________________________________________

We are working to improve student achievement by: ___________________________________

The District and state of Kentucky will help us by: _____________________________________

Parents wanting to get involved in addressing the academic issues that caused the school to be identified for school improvement should refer to the District’s Title I Parental Involvement policy.

Although we are committed to improving our school, as required by law, we are notifying you that you may request your child be transferred, at no expense to you, to the same grade level at another public school selected by the District that has not been identified for school improvement, corrective action, or restructuring. Your child may also be eligible for transportation to or from that school at no cost to you.

· However, no other school option is available at this time for these reasons:_______________

· The following are District schools available to accept transfers. Attached to this notice is information concerning performance and quality of the school(s). _____________________

You may also check our District web site (___________________) for a list of available school transfer options for your child for the upcoming school year.

Please contact us immediately, but no later than ten (10) school days following the date of this letter by calling ___________________________ at __________________ to request a transfer.

Contact
Telephone #

Failure to meet this deadline will result in loss of your option to request a transfer. You will be notified of the school assignment.
Please let me know if you have questions about this information.

Sincerely, _________________________________

Principal/designee


STUDENTS
$09.11 AP.23


(Continued)
NCLB Transfer Notification Options

School Improvement-Restructuring

Dear Parent/Guardian,

Our school is dedicated to providing the best education possible for your child. We are notifying you because under the federal No Child Left Behind Act (NCLB), our school has been identified for

( second year school improvement
( corrective action year 1
( corrective action year 2

( restructuring year 1
( restructuring year 2 and beyond.

Being identified at any of these levels means the school did not make adequate yearly progress (AYP).

In terms of our academic achievement, here is how our school compares with other schools in the District and in the state (information may be attached): ___________________________________

________________________________________________________________________________

Our school was identified for these reasons: _____________________________________________

We are working to improve student achievement by: ______________________________________

The District and state of Kentucky will help us by: _________________________________

Parents wanting to get involved in addressing the academic issues that caused the school to be identified for school improvement should refer to the District’s Title I Parental Involvement policy.

Although we are committed to improving our school, as required by law, we are notifying you that you may request your child be transferred, at no expense to you, to the same grade level at another public school selected by the District that has not been identified for school improvement, corrective action, or restructuring. Your child may also be eligible for transportation to and from that school at no cost to you.

· However, no other school option is available at this time for these reasons:__________________

· The following are District schools available to accept transfers. Attached to this notice is information concerning performance and quality of the school(s)._________________________

If you are a parent who falls under the designation “low income” and you choose not to transfer your child to another school, your child may receive supplemental educational services (SES) before or after school. You may choose from a state-approved list of providers. The District shall pay the providers but you must provide transportation. The providers available to you are: ______________.

Included with this notification is a description of the services, qualifications and effectiveness for each available provider. Should the demand for supplemental education services exceed available funds, the amount of tutoring your child may receive will depend on the cost of the service selected. Should the number of students signing up for tutoring services exceed the ability of the District to fund the service, the District will give priority to students based on the following: _______________.

Please contact us immediately, but no later than ten (10) school days following the date of this letter by calling __________________________ (Contact) at _______________ (Telephone #) to request a transfer or supplemental educational services. Failure to meet this deadline will result in the loss of your option to request a transfer or receive supplemental educational services (SES).

Please let me know if you have questions about this information.

Sincerely, _________________________________

Principal/designee


Related Procedure: 08.133 AP.1

STUDENTS
$09.11 AP.23


(Continued)

NCLB Transfer Notification Options

Dear Parent/Guardian,

Our school is dedicated to providing the safest educational experience possible for your child. We are notifying you because under NCLB and state law, our school has been designated as “persistently dangerous.” A Kentucky public school is considered persistently dangerous if conditions exist over a period of time that expose students to injury due to violent criminal acts.

Although we are committed to improving our school, as required by law, we are notifying you that you may request your child be transferred to the same grade level at a District school that is making adequate yearly progress and that has not been identified as being persistently dangerous, or in school improvement, corrective action, or restructuring. Your child would be entitled to free transportation services.

· However, no other school option is available at this time.

· The following are schools available to accept transfers: __________________________

__________________________________________________________________________

Please contact us immediately, but no later than ten (10) school days following the date of this letter by calling _____________________________ at _________________________ to request
Contact
Telephone #

a transfer. Failure to meet this deadline will result in loss of your option to request a transfer.

You will be notified of the school assignment.
Please let me know if you have questions about this information.

Sincerely, _________________________________

Principal/designee

STUDENTS
$09.11 AP.23


(Continued)

NCLB Transfer Notification Options

Dear Parent/Guardian,

Our school is dedicated to providing the safest educational experience possible for your child. We are notifying you because the Superintendent has determined that your child has been a victim of a violent criminal offense as defined under state law.

Although we are committed to improving our school as required by law, we are notifying you that you may request your child be transferred to the same grade level at a District school that is making adequate yearly progress and that has not been identified as being persistently dangerous, or in school improvement, corrective action, or restructuring, if such a school is available within the District.

· However, no other school option is available at this time.

· The following are schools available to accept transfers: __________________________

__________________________________________________________________________

Please contact us immediately, but no later than ten (10) school days following the date of this letter by calling ___________________________ at _________________________ to request a

Contact
Telephone #

transfer. Failure to meet this deadline will result in loss of your option to request a transfer.

You will be notified of the school assignment.
Please let me know if you have questions about this information.

Sincerely, _________________________________

Principal/designee

NOTE: This parent was contacted by telephone by _______________________________ on

Staff Member

_____________

Date

STUDENTS
$09.11 AP.23


(Continued)

NCLB Transfer Notification Options

Due to the Kentucky NCLB waiver request through the 2013-2014 school year, only those sections addressing persistently dangerous schools, victims of a violent criminal offense, and related deadlines will apply.
Timeline Information
NCLB Improvement School:

(
When a school is identified for “school improvement, corrective action, or restructuring,” the District shall notify parents of students attending the designated school of the option to transfer their child to another public school not identified for improvement and provide details about the available options as far in advance as possible, but no later than fourteen (14) days before the start of the school year.

(
As required by federal regulations, the District shall post on the District/school web site(s) information about available public school choice options to include the number of students who were eligible for and who participated in public school choice, beginning with data from the 2007–08 school year and for each subsequent year, and a list of available schools to which students eligible for public school choice may transfer for the current school year.
Supplemental Educational Services:

(
To assist parents of eligible students in requesting and selecting an SES provider, the District shall provide at least two (2) enrollment windows at separate points in the school year.
Persistently Dangerous School:

(
Within ten (10) days of receiving notification of a school being designated as a “persistently dangerous school” (as defined by the Kentucky Board of Education), the District shall notify parents of students attending the designated school.

(
Within twenty (20) school days from the date the District receives notice of being designated as “persistently dangerous,” the District must notify students attending the school and their parents of the opportunity to transfer to a safe District school with transportation provided.

Victim of Violent Criminal Offense:
(
The District shall notify parents within twenty-four (24) hours, both in writing and by telephone, of a final determination that their child has been a victim of a violent criminal offense.

(
The District shall offer the parent/guardian of the student the opportunity to transfer to a safe District school within ten (10) calendar days of such a determination.

Deadline:

(
Transfers resulting from any of these designations must be completed within thirty (30) school days from the date the District receives notice of the designation. The District will make every effort to arrange for a requested transfer prior to the beginning of a school year.
( = time requirement designated by federal law
     
     
EXPLANATION: these additions are recommended by KSBA legal staff to update this listing with new Federal FERPA definitions relating to designation of authorized representatives for Federal and State supported programs.
FINANCIAL IMPLICATIONS: none anticipated
STUDENTS
$09.14 AP.1

Family Educational Rights and Privacy Act Definitions

Although this listing is not intended to take the place of the complete FERPA law and regulations, the following definitions shall apply when implementing Policy 09.14 and the procedures that follow.

Education Records - Refers to records directly related to a student that are maintained by the District or by a party acting for the District.

A “record” shall include any information recorded in any way, including, but not limited to, handwriting, print, computer media, video or audiotape, film, microfilm, and microfiche. Student records shall include disciplinary records with regard to suspension and expulsion.

Staff should refer to federal regulations for examples of documents that are not considered education records.

Personally Identifiable Information - Includes, but is not limited to, the following:
1. Student’s name;

2. Name of the student’s parent or other family member;

3. Address of the student or student’s family;

4. Any personal identifier, such as the student’s social security or student number;

5. Personal characteristics that would make the student’s identity easily traceable, including biometric records (measurable biological or behavioral characteristics that can be used for automated recognition of an individual, such as fingerprints, retina and iris patterns, voiceprints, DNA sequence, facial characteristics, and handwriting); or

6. Other information that, alone or in combination, is linked or linkable to a specific student that would allow a reasonable person in the school community, who does not have personal knowledge of the relevant circumstances, to identify the student with reasonable certainty.

NOTE: Unless the parent/guardian or secondary school student requests in writing that the District not release information, the student’s name, address, and telephone number (if listed) shall be released to Armed Forces recruiters upon their request.

Student - Except as otherwise specifically designated by law, “student” shall mean any individual who is or has been in attendance in the District and for whom the District maintains education records.

Attendance – District “attendance” includes, but is not limited to, attendance in person or by paper correspondence, videoconference, satellite, Internet, or other electronic information and telecommunication technologies for students who are not physically present in the classroom; and the period during which a person is working under a work-study program.

Disclosure - Refers to permitting access to, or release or transfer of, personally identifiable information contained in a student’s education record to any party, except the party identified as the provider or creator of the record, by any means, including oral, written, or electronic.

STUDENTS
$09.14 AP.1


(Continued)
Family Educational Rights and Privacy Act Definitions

Education Program - Programs principally engaged in the provision of education, including, but not limited to, early childhood education, elementary and secondary education, postsecondary education, special education, job training, career and technical education and adult education, and any program that is administered by an educational agency or institution.
Early Childhood Education Program - A Head Start program, a state licensed or regulated child care program, or a program that serves children from birth through age six (6) that addresses the children’s cognitive, social, emotional and physical development and is a (a) state prekindergarten program; (b) a program authorized under the Individuals with Disabilities Education Act; or (c) a program operated by a local education agency.
References:

34 CFR Part 99, 20 U.S.C. 1232g

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

     
     
EXPLANATION: these changes are recommended to clarify and update this notice as recommended by KSBA legal staff.

FINANCIAL IMPLICATIONS: none anticipated

STUDENTS
$09.14 AP.111

Notification of FERPA Rights

Distribute this notice annually to parents and students.

The Family Educational Rights and Privacy Act (FERPA) affords parents and “eligible students” (students over 18 years of age or students who are attending a postsecondary institution) certain rights with respect to the student’s education records. They are:

1. The right to inspect and review the student’s education records within forty-five (45) days of the day the District receives a request for access.
Parents or eligible students should submit to the school Principal/designee a written request that identifies the record(s) they wish to inspect. The Principal will make arrangements for access and notify the parent or eligible student of the time and place where the record(s) may be inspected.

2. The right to inspect and review logs documenting disclosures of the student’s education records.
Except for disclosure to school officials, disclosures related to some judicial orders or lawfully issued subpoenas, disclosures of directory information, and disclosure to the parent or eligible student, FERPA regulations require the District to record the disclosure.
3. The right to request the amendment of the student’s education records that the parent or eligible student believes are inaccurate, misleading, or in violation of the student’s privacy or other rights.
Parents or eligible students may ask the District to amend a record that they believe is inaccurate, misleading, or in violation of privacy or other rights. They should write the school Principal, clearly identify the part of the record they want changed, and specify why it is inaccurate, misleading, or in violation of their privacy or other rights.

If the District decides not to amend the record as requested by the parent or eligible student, the District will notify the parent or eligible student of the decision and advise him\her of the right to a hearing regarding the request for amendment. Additional information regarding the hearing procedures will be provided to the parent or eligible student when notified of the right to a hearing.

4. The right to provide written consent prior to disclosure of personally identifiable information contained in the student’s education records, except to the extent that FERPA authorizes disclosure without consent.
Exceptions that permit disclosure without consent include:

a.
Disclosure to school officials with legitimate educational interests. A “school official” is a person employed by the District as an administrator, supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit personnel); a person serving on the school Board; a volunteer, or an outside person or company with whom the District has contracted to perform a special task (such as an attorney, auditor, medical consultant, or therapist); or a parent or student serving on an official committee, such as a disciplinary or grievance committee, or assisting another school official in performing his/her tasks.
STUDENTS
$09.14 AP.111


(Continued)

Notification of FERPA Rights
A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his/her professional responsibility to the District.
b. Upon request, disclosure of education records without parent/eligible student notice or consent to officials of another school district or post-secondary institution in which a student seeks or intends to enroll or is already enrolled or to other entities authorized by law so long as the disclosure is for purposes related to the student’s enrollment or transfer.
c.
Disclosure of information to those whose knowledge of such information is necessary to respond to an actual, impending, or imminent articulable and significant health/safety threat.
d. Disclosure to state and local educational authorities and accrediting organizations, subject to requirements of FERPA regulations.

5. The right to notify the District in writing to withhold information the Board has designated as directory information as listed in the annual directory information notice the District provides to parents/eligible students.
To exercise this right, parents/eligible students shall notify the District by the deadline designated by the District.

6) The right to prohibit the disclosure of personally identifiable information concerning the student to recruiting representatives of the U. S. Armed Forces and its service academies, the Kentucky Air National Guard, and the Kentucky Army National Guard.
Unless the parent or secondary school student requests in writing that the District not release information, the student’s name, address, and telephone number (if listed) shall be released to Armed Forces recruiters upon their request.

7) The right to file a complaint with the U.S. Department of Education concerning alleged failures by the District to comply with the requirements of FERPA. The name and address of the Office that administers FERPA is:

Family Policy Compliance Office

U.S. Department of Education

400 Maryland Avenue, SW

Washington, DC 20202-4605
     
     
EXPLANATION: CHANGES REFLECT REVISED FERPA REGULATIONS.

NOTE: FERPA REGULATIONS NOW PERMIT A DISTRICT TO LIMIT DISCLOSURE OF DIRECTORY INFORMATION TO SPECIFIC PARTIES OR FOR SPECIFIC PURPOSES. CONTACT YOUR KSBA POLICY CONSULTANT IF YOUR DISTRICT DESIRES TO ADD ADDITIONAL LIMITS TO THIS NOTICE.

FINANCIAL IMPLICATIONS: COST ASSOCIATED WITH REPRINTING FORM
STUDENTS
G09.14 AP.12

Student Directory Information Notification

Consistent with the Family Educational Rights and Privacy Act (FERPA), parents (or students 18 or older) may direct the District not to disclose directory information listed below. We are required to disclose a student’s name, address, and telephone listing at the request of Armed Forces recruiters, unless a parent or secondary school student, regardless of age, requests that this information not be disclosed.

Dear Parent/Eligible Student,
_______________________


Date

This letter informs you of your right to direct the District to withhold release of student directory information for _______________________________________________.

Student’s Name
Following is a list of items that the District considers student directory information. If you wish information to be withheld, please choose one (1) of the two (2) options below in both Sections I and II. Choose Option 1 if the District may not release any item of directory information; Option 2, if the District may release only selected items of information. Then check those items that may be released. Please be advised that parents cannot prevent the school from using directory information on District-issued ID cards or badges.
If we receive no response within thirty (30) days of the date of this letter, all student directory information will be subject to release without your consent. If you return this signed form on time, we will withhold the directory information consistent with your written directions, unless disclosure is otherwise required or permitted by law. Once there has been an opt-out of directory information disclosure, the District will continue to honor that opt-out until the parent or the eligible student rescinds it, even after the student is no longer in attendance.
	Student Directory Information Listing

	Section I

Third Parties, Limited to Institutions of Higher Education & Potential Employers

(Parent or student 18 or older may sign below to direct the District to withhold information in this section.)
	Section II

Armed Forces Recruiters

(Parent or secondary school student, regardless of age, may sign below to direct the District to withhold information in this section.)

	Choose one of the Options below:

( Option 1: The District MAY NOT RELEASE ANY information listed below.

( Option 2: The District MAY RELEASE ONLY the information checked below.
	Choose one of the Options below:

( Option 1: The District MAY NOT RELEASE ANY information listed below.

( Option 2: The District MAY RELEASE ONLY the information checked below.

	If you choose Option 2, check the item(s) of information listed below that the District may release.
	If you choose Option 2, check the item(s) of information listed below that the District may release.

	( Student’s name
( Student’s school email address
( Information about the student’s participation in officially recognized activities and sports
	( Student’s weight and height (if a member of an athletic team)

( Student’s photograph/picture

( Grade level
	( Student’s name

( Student’s address

( Student’s telephone number (if listed)


NOTE: If a student’s name, grade level, or photograph is to be withheld, the student will not be included in the school’s yearbook, program events, or other such publications.

_________________________________________________
__________________

Parent/ Student Signature
Date

     
     
EXPLANATION: This form has being completely redesigned based on revised Family Educational Rights and Privacy Act (FERPA) regulations that went into effect January 3, 2012.
FINANCIAL IMPLICATIONS: none anticipated
STUDENTS
$09.14 AP.231

Designation and Agreement for Disclosure to Authorized Representatives

This designation and agreement form shall be completed prior to District release of personally identifiable student record information to outside individuals/entities concerning Federal or State supported programs.
Authorized Representative: _____________________________

Personally Identifiable Information (PII) to be Disclosed:
Purpose:

The purpose of records release is to carry out activities in connection with Federal or State supported education programs as indicated below:

( Audit
( Evaluation
( Enforcement
( Compliance

Description of the Activity for Which Records Will Be Used: Description of How the Information will be Used:

NOTE: The authorized representative designated herein shall not release the subject information to anyone other than its authorized representatives who have a legitimate interest in the activity set out in this agreement.

Records Destruction:

The authorized representative shall destroy the PII when no longer needed for the purpose specified herein.

· The method used to destroy records shall be by physical destruction.

· The subject information shall be destroyed by: ___________________________ (date)

Please sign, date and return to our District a copy of this document, which shall signify your individual or your entity’s agreement with all terms set out in this document.

_________________________________________________
_______________________

Signature of Custodian of District Records
Date

_________________________________________________
_______________________

Signature of Individual/Entity Representative
Date

     
     
EXPLANATION: the 2012 General Assembly amended KRS 160.445 to establish new training requirements for school personnel concerning identifying and addressing possible concussions sustained by student athletes.

financial implication: costs for additional training

STUDENTS
$09.311 AP.2

Safety (Athletics)

School administrators and coaches shall take appropriate measures to provide a safe, healthy experience for participants and helpers in the athletic program to minimize the number and degree of seriousness of athletic injuries and related illnesses. For all athletic practices and competitions, safety procedures shall be implemented that comply with Board policy, state law and regulations, and requirements of the Kentucky Board of Education and the Kentucky High School Athletics Association (KHSAA).

Participation After Injury

When a player has sustained serious injury that may be aggravated by continued participation in the game or practice, the coach shall receive permission from a physician before the player re-enters the game or participates in practice. If it is suspected that a student has sustained a concussion, the process set out in policy shall be followed.
     
     
EXPLANATION: based on district requests, ksba is providing this optional new form for districts to use to document Reports of bullying.

financial implications: NONE ANtiCIPATED

STUDENTS
$09.422 AP.21

Bullying Reporting Form

(for internal administrative tracking and documentation purposes only)
· When additional room is needed for a section entry, please attach a separate sheet.
· Use of information documented on this form shall comply with confidentiality requirements of applicable privacy law including, but not limited to, state and federal Family Educational Rights and Privacy Act (FERPA) laws.
Reporter Information:
Date: ____________________
( Anonymous 

( Staff Member
Name: ____________________________________________

( Parent/guardian
Name: ____________________________________________

( Student
Name: ____________________________________________

Student(s) Reported as Committing Acts:

Name: ______________________________
School: ________________________________

Name: ______________________________
School: ________________________________

Student(s) Reported as Victim(s):

Name: ______________________________
School: ________________________________

Name: ______________________________
School: ________________________________

Description of Alleged Acts: _______________________________________________________
____________________________________________________________________________________

Times and Places: __________________________________________________________________

____________________________________________________________________________________

Names of Potential Witnesses: 

Name: ______________________________
School: ________________________________

Name: ______________________________
School: ________________________________

Action Taken by Reporter (if any): __________________________________________________

Administrative Investigation Notes: ________________________________________________
____________________________________________________________________________________

Bullying Verified?
( Yes
( No

Corrective Action(s) Taken: ________________________________________________________

	If the act of bullying is such that it must be reported as required by KRS 158.154, KRS 158.155, or KRS 158.156, see policies 09.2211 and 09.438 and related procedures.
If bullying is related to a federally protected harassment/discrimination area, see policy 09.42811 and related procedures.


If Bullying Verified, Report Sent to Parents of Students? ( Yes
( No

Parent Name: ____________________________
Date Sent: ______________________________

Parent Name: ____________________________
Date Sent: ______________________________

STUDENTS
$09.422 AP.21


(Continued)

Bullying Reporting Form

Parent Notification of Alleged Bullying

_______________

Date

Dear parent/guardian,

On ________________________, your child, ________________________________________,
Date
Student’s Name
was reportedly involved in a bullying incident that took place at _______________________.

Location

Because student safety is our utmost concern, we take this information very seriously and have taken appropriate action.

Bullying Verified?
( Yes
( No

If yes, we have taken appropriate disciplinary action and measures to assure your student’s well-being.

Please contact me directly if you have questions about this information. I can be reached at

_____________________________________.

Telephone Number

Sincerely,

_______________________________, Principal

     
     
EXPLANATION: THESE CHANGES ARE RECOMMENDED BY KSBA LEGAL TO CLARIFY REQUIRED REPORTING.

FINANCIAL IMPLICATIONS: NONE
STUDENTS
C09.42811 AP.21

Harassment/Discrimination Investigation and Appeals

(for internal administrative tracking purposes only)

Student Complainant _____________________________ ___________________________


Last Name
First Name
Middle Initial

Student’s School ____________ Grade ______ Homeroom/Classroom _____________

The Superintendent shall appoint an investigator who is not an alleged party in the complaint to investigate allegations of harassment/discrimination. The investigator shall be trained in this area, and her/his duties shall be assigned by the Superintendent/designee or, for contractors, set out in a contract, as appropriate. If the Superintendent is the alleged party, the Board shall designate an outside investigator and, after presentation of the final investigative report, determine when and how it is to be released. All instances involving suspected child abuse or criminal conduct shall be reported as required by law.

Alleged Harasser/Discriminating Party: ______________________________________

Investigator: _________________________
Date Complaint Form is Received: _____________

Informal Procedure

If both parties agree, prior to a formal grievance process an administrator may facilitate a conversation between the complainant and the party alleged to have harassed or discriminated against the complainant. Both the complainant and the accused party may be accompanied by a person of their choice. If both parties feel that a resolution has been achieved, no further action need be taken. The results of an informal resolution shall be reported by the facilitator, in writing, to the Principal, along with a signed agreement, if one is reached. If any of the interested parties choose not to utilize the informal procedure, or feel that it has been unsuccessful, s/he may opt to proceed to the formal grievance procedure. However, any complaints directed at District employees or alleging criminal acts must be formally investigated and/or reported to state authorities as required by law.

Was this complaint resolved informally, as indicated by an agreement signed by both parties?

( Yes
( No
Date: _______ Facilitator ________________________

Formal Procedure

Students should make their complaint to their Principal or other designated administrator, who shall immediately, without screening or beginning an investigation, inform the Superintendent of receipt of the complaint. Otherwise, the complaint can be filed directly with the Superintendent or, in cases involving sexual harassment/discrimination, with the Title IX/Equity Coordinator. Employees who have knowledge of alleged or observed student harassment/discrimination shall immediately notify the alleged victim’s Principal. 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.
The Superintendent shall designate an individual to investigate the complaint. If necessary, the investigator will seek assistance from District administrators. In some instances it may be necessary to involve legal counsel, when authorized by the Superintendent, or by the Board if the Superintendent is the subject of the complaint.

STUDENTS
C09.42811 AP.21


(Continued)

Harassment/Discrimination Investigation and Appeals

Timeline

The investigator shall provide the complainant and the accused with a copy of the District’s Policy 09.42811 and inform the complainant and the accused of required timelines that have been established for initiation and completion of an investigation.
Corrective action 

If corrective action is needed, the investigator shall recommend to the Superintendent, or to the Superintendent’s designee if the alleged harasser is a classified employee, and, if so instructed by the Superintendent, the type of corrective action and methods to prevent reoccurrence of the harassment/discrimination. 

Using the designated form (09.42811 AP.24), a response shall be presented to the complainant and the accused (and to their parents/guardians if student is under age eighteen or if student has reached age eighteen and has a legal guardian) within ten (10) school days of completion of this level of investigation.

=====================================================================

Board policy allows for appeal of the investigator’s decision and the opportunity to address the complaint to a higher level of authority. An appeal must be made within ten (10) school days of receipt of a response at this level.

Is this complaint to be referred/appealed to a higher level of authority?
( Yes
( No

If yes, to whom will the complaint be referred? _____________________ Date: _____________

First Appeal Level

Student Complainant _____________________________ ___________________________


Last Name
First Name
Middle Initial

Student’s School ___________________ Grade _____ Homeroom/Classroom _______

Alleged Harasser/Discriminating Party: ______________________________________

Superintendent/designee who will consider appeal: ____________________________________

Date appeal and related data received by Superintendent/designee: _____________________

In some instances it may be necessary to involve legal counsel at the appeal level, when authorized by the Superintendent or by the Board if the Superintendent is the subject of the complaint.

Corrective action 

If corrective action is needed, the investigator shall recommend to the Superintendent, or to the Superintendent’s designee if the alleged harasser is a classified employee, and, if so instructed by the Superintendent, the type of corrective action and methods to prevent reoccurrence of the harassment/discrimination. 

Using the designated form (09.42811 AP.24), a response shall be presented to the complainant and the accused (and to their parents/guardians if the student is under age eighteen or if student has reached age eighteen and has a legal guardian) within ten (10) school days of completion of this level of investigation.
=====================================================================

Board policy allows for appeal of the decision made at this level and the opportunity to address the complaint to the Board of Education. An appeal must be made within ten (10) school days of receipt of a response at this level.

Is this complaint to be referred/appealed to a higher level of authority?
( Yes
( No

If yes, to whom will the complaint be referred? _________________
Date: _____________
STUDENTS
C09.42811 AP.21


(Continued)

Harassment/Discrimination Investigation and Appeals

Second Appeal Level

Student Complainant _____________________________ ___________________________


Last Name
First Name
Middle Initial

Student’s School ___________________ Grade _____ Homeroom/Classroom _______

Alleged Harasser/Discriminating Party: ______________________________________

Board Chairperson: _____________________________________________________________

Date appeal and related data received by the Chairperson on behalf of the Board: ___________
Corrective Action 

If corrective action is needed, the investigator shall recommend to the Superintendent, or to the Superintendent’s designee if the alleged harasser is a classified employee, and, if so instructed by the Superintendent, the type of corrective action and methods to prevent reoccurrence of the harassment/discrimination. 

Using the designated form (09.42811 AP.24), a response shall be presented to the complainant and the accused (and to their parents/guardians if student is under age eighteen or if student has reached age eighteen and has a legal guardian) within ten (10) school days of completion of this level of investigation.
Guidelines

1. The Board shall not hear grievances concerning personnel actions taken by the Superintendent/designee, unless the grievance is based on an alleged violation of constitutional, statutory, regulatory, or policy provisions.

2. In some instances it may be necessary to involve legal counsel, when authorized by the Board.

3. The Superintendent/designee shall implement corrective action as determined by the Superintendent or by the Board, as appropriate under law, after appeal rights have been exhausted. If the Superintendent is subject to corrective action, the Board shall implement the action.

4. The District is prohibited from disclosing personally identifiable information contained in student discipline records under the Federal Educational Rights and Privacy Act and corresponding state law.
5. Employee evaluation and private reprimand information generally confidential and may require consent of the employee prior to release.
Related Policies: 

09.2211; 09.227

Related Procedures: 

09.227 AP.1, 09.42811 (all procedures)
     
     
EXPLANATION: THESE CHANGES ARE SUGGESTED TO CLARIFY REQUIREMENTS FOR ACCOMMODATION REQUESTS, INCLUDING RECOGNITION THAT THE 10-DAY PRIOR REQUEST REQUIREMENT DOES NOT APPLY TO SERVICE DOGS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
COMMUNITY RELATIONS
$10.5 AP.22

Request for Activity/Program Accommodation

to be completed by requesting individual

_______________________________________________
______________________

Print Full Name (first, middle initial, last)
Phone Number

_______________________________________________
______________________

Address
eMail Address

I am a
( student
( employee
( visitor

If you marked “student,” does this request also apply to programs provided within the academic school day?
( Yes
( No

I request the following accommodation(s):

( Effective communication
Type requested: ________________________________

_____________________________________
___________________
____________

Activity
Location
Date

( Event ticket sales/accessible seating

_____________________________________
______________________
_______________
Activity
Location
Date

( Companion seating requested

_____________________________________
______________________
_______________
Activity
Location
Date

( Use of power driven mobility device

_____________________________________
______________________
_______________
Activity
Location
Date

( Use of service animal*
Check one:
( Service dog
( Miniature horse

_____________________________________
______________________
_______________
Activity
Location
Date

*For animals accompanying students on the bus during school, and/or on school trips, proof of vaccination(s) is required per KRS 258.015.

_______________________________________________
______________________

Signature
Date

Please attach other information explaining the reason for this request, and submit this form to the school/Central Office as soon as possible and, except for service dogs, at least ten (10) days prior to the date of the activity.

=====================================================================

for school/district use

Date Received: ______________
Date of Response: ____________

Response: _____________________________________________________________________

District/school employee who contacted applicant: ____________________________________




NOTE: The Board has the option to retain this section if it decides employees are to continue reimbursement for personal use.	(





The district is to mark their choice and return a copy of this draft to KSBA along with the completed checklist.





To: _____________________________	From: _____________________________


Parent’s Name	School Name


Date: _____________	Re: _____________________________	Grade: ____________


Student’s Name





To: _____________________________	From: _____________________________


Parent’s Name	School Name


Date: _____________	Re: _____________________________	Grade: ____________


Student’s Name





To: _____________________________	From: _____________________________


Parent’s Name	School Name


Date: _____________	Re: _____________________________	Grade: ____________


Student’s Name





To: _____________________________	From: _____________________________


Parent’s Name	School Name


Date: _____________	Re: _____________________________	Grade: ____________


Student’s Name









