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SCHOOL FACILITIES 05.1 AP.1

Construction

CAPITAL CONSTRUCTION PROCESS

The capital construction process shall be conducted in compliance with applicable statutes and
regulations (refer to Policy 05.1).

PAYING FOR BUILDING PROGRAM

When planning a capital construction project, the Superintendent and the Board shall analyze the
District’s financial capabilities to determine debt retirement schedule, state aid available, trend of
property assessment, additional local tax, funds for debt retirement, and method of financing.

Review/Revised:
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SCHOOL FACILITIES 05.11 AP.1
Alterations to Buildings and Grounds

AMENDMENTS TO THE LOCAL FACILITIES PLAN

When there is a major change in enrollment or curriculum or a major disaster or other unforeseen
occurrence that takes place during the District’s planning cycle, the District may request an
amendment to the District Facilities Plan. In making the request, the District shall follow the
amendment process set out in the Kentucky School Facilities Planning Manual.

ALTERATIONS IN GENERAL

Any structural alteration of a building shall require the approval of the Board and appropriate
state agencies.

Any alteration to a building or its grounds that significantly changes the appearance of the
building or grounds shall require Board approval.

A consulting engineer, architect, or other qualified person shall review and/or approve
playground equipment and/or other construction projects for safety in design and construction
techniques.

EQUIPMENT OWNED BY QUTSIDE GROUPS

Equipment owned by a school-related organization such as, but not limited to, PTA/PTO shall
meet all applicable safety standards as verified by the Superintendent/designee.

SIGNS

The Superintendent/designee shall grant prior approval for the erection of new signs or
repainting of existing signs on school property.
Review/Revised:
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SCHOOL FACILITIES 05.11 AP.11
Integrated Pest Management

In compliance with applicable Kentucky Administrative Regulation (302 KAR Chapter 29), the
District will implement a program of Integrated Pest Management (IPM) with the primary goal of
conirolling dangerous and destructive pests with judicious use of pesticides.

The IPM program shall include, but not be limited to, the following components:

e Persons who apply pesticides in any District school building shall be certified in keeping
with applicable statutes and regulations.

e Notification in compliance with Kentucky Administrative Regulation.

Review/Revised:
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SCHOOL FACILITIES 05.11 AP.21
Integrated Pest Management Notification

THIS FORM MAY BE USED TO IMPLEMENT THE DISTRICT’S INTEGRATED PEST MANAGEMENT
PROGRAM AND SHALL BE SENT OR GIVEN AT LEAST TWENTY-FOUR (24) HOURS PRIOR TO A
QUALIFYING PESTICIDE APPLICATION. A MASTER COPY OF EACH NOTIFICATION SHALL BE
MAINTAINED BY THE SCHOOL IN A FILE MARKED IPM FOR TWENTY FOUR (24) MONTHS AFTER THE
NOTICE IS ISSUED AND SHALL BE SUBJECT TO INSPECTION UPON REQUEST BY DIVISION OF
ENVIRONMENTAL SERVICES PERSONNEL.

Date
Dear Parent/Guardian, District Employee, or Health Professional,
Please be advised that

01 A pesticide will be applied in or around the school while school is in session under the
calendar set by the Board or when students or others are to be in the building during the
application or within twenty-four (24) hours after the application.

O Due to special circumstances, we were unable to provide the required advance notice ofa
pesticide application because

(why advance notice was not provided).
Please note the following information:

Date of pesticide application:

General location of pesticide application:

Pest(s) treated:

Pesticide(s) applied (brand name):

Active ingredients of pesticide(s) applied:

Method of pesticide application:

For more information, please contact at
Name Phone Number

Review/Revised:
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SCHOOL FACILITIES 05.2 AP.1
Maintenance

The mainienance program is designed to keep school property in good repair in order that the
instructional program can be carried out efficiently, students can have a safe environment in
which to work, and maintenance costs are minimized.

SUPERINTENDENT

The Superintendent/designee coordinates the maintenance program and approves all major
maintenance projects.

PRINCIPALS

The Principal shall report needed repairs and/or maintenance problems to the
Superintendent/designee.

MAINTENANCE PERSONNEL

The school custodian and Superintendent shall examine the District buildings monthly to
determine the need for repairs and preventive maintenance. General maintenance personnel and
the custodial staff shall make repairs and perform minor maintenance in keeping with the
responsibilities specified in their job descriptions.

AUTHORIZATION TO CALL OUTSIDE SERVICE

Superintendent/designee is authorized to call outside service agencies (from a list approved by
the Superintendent) for minor maintenance work beyond the maintenance team’s level of training
and expertise.

Review/Revised:
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SCHOOL FACILITIES 05.2 AP.22
Maintenance Request Form

To report needed maintenance, notify the Superintendent in writing or by email.
Review/Revised:
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SCHOOL FACILITIES

Playground Inspection Checklist

05.21 AP.2

r This checklist shall be submitted as directed to the Superintendent/designee. J

NAME OF INSPECTOR:

DATE OF INSPECTION:

SCHOOL SITE:

AREA/ITEM

Benches/Seating

Merry-go-round

Swings

See - Saws

Monkey Bars
Basketball Goal

|Chin-up Bars
Slides

Jungle Gym

Paved Areas

OTHER (Specify):

[Playscape

Concrete footings exposed

Supports/anchors broken or missing

Handrails, rungs/steps/seats are broken/
loose/missing

Nails, screws, bolts, etc., exposed

Nuts/bolts, caps, etc., loose or missing

Bearings worn

Parts need lubrication

Graffiti/vandalism

Paint needed

Wood splintered

Surface materials insufficient

Cannot be repaired

Unauthorized equipment present

Other, specify:

COMMENTS:

Signature of Inspector

Page 1 of 1
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SCHOOL FACILITIES 05.31 AP.21
Application and Agreement for Use of District Property

NOTE: Please complete this form in duplicate and submit both copies to the School Office designee for approval. If the
application is approved, one (1} copy of the signed agreement will be returned to the using. The required form shall be signed
by the designated representative of the using organization and returned to the School Office designee. If the application is not
approved, both copies will be returned.

Name of Sponsoring Organization/Activity Telephone

Representative’s Name

Address

The above organization/individual requests the use of:

O auditorium [ gymnasium O dining room/kitchen

O classroom(s) [ other, specify
Is the organization planning to use District-owned equipment? Oyes CONO
If yes, specify equipment Operator’s Name
Is the organization planning to conduct sales on school premises? Oves OwNo

If yes, give a complete description of what is being sold and how the proceeds will be used.

Building/school/facility

Purpose

Date(s) requested Time(s) Requested
Wilt public be admitted? Oves [Owno

Will advertisement(s) be used? Oves OnNo

Will admission be charged? Oyes OnNo

When using school facilities, this organization agrees to observe the following:

1. To schedule with the building Principal the time(s) District property is to be used. It is
understood that the Superintendent/designee may cancel the use of the room or building at any time
such use interferes with regular school activities.

2. To be legally responsible for any and all damage to individuals and school equipment,
building(s), grounds, or facilities, resulting from use by the organization, To this end, the
organization will procure sufficient liability insurance to indemnify the Board, schoo! officers and
employees for any injuries or property damage which might occur during the organization's use of the
facilities. This insurance shall contain limits of $1,000,000 for bodily injury and $10,000 for property
damage. A copy of the organization’s insurance certificate shall be filed with the Board prior to the
date the organization uses the building. The Board shall require the renting organization to assume all
liability for injury to individuals by reason of the lease of Board property and that the organization
indemnify and save harmless the Board from any loss or damage thereby.

3. To provide appropriate equipment for the use of District property. When gymnasiums are used,
the organization agrees to permit on the gym floor only those persons wearing shoes that will not
mark the floor.

4. To abide by the requirements of Board policies 05.3 and 05.31 (see attached). Disregard of the
rules and regulations governing the use of the school buildings, equipment and facilitics shall result in
the refusal of the Board to grant the offending organization further use.

5. To acknowledge that approval of this request does not signify District sponsorship, endorsement or
approval of your organization or the activity.

Page 1 of 3




SCHOOL FACILITIES

05.31 AP.21
(CONTINUED)

Application and Agreement for Use of District Property

FEE SCHEDULE

The organization agrees to pay the applicable fee(s) for the use of District facilities.

# of Employees Required | # of Hours | Hourly Rate (Overtime at 1.5 times) Total
Custodians
Food Service
Employees
Supervisory
Personnel
Other
TOTAL PERSONNEL CHARGE
Proprty Usd hadlly | Feronmed | Jamwoeis | o
Fee applicable applicable Use
Gymnasium
at school
Auditorium
at school
Cafeteria - 0 Dining Room [I Kitchen [J Both
at school
Classroom(s) Number
at school
Other Property
at school
Signature - Representative of User Group Date
Date

Signature - Superintendent/designee

IN THE EVENT SCHOOL IS CLOSED DUE TO WEATHER CONDITIONS, ALL SCHEDULED
ACTIVITIES, WITH THE EXCEPTION OF DINNER MEETINGS, WILL BE CANCELED AND
OPPORTUNITY TO RESCHEDULE OR REFUND RENTAL FEE(S) WILL BE MADE.

Page 2 of 3




SCHOOL FACILITIES 05.31 AP21
(CONTINUED)

Application and Agreement for Use of District Property

For Office Use Only - To be Completed by School Official

Cost for ase of District property $ Cost for school employee $ Total cost $

Deposit $ Is deposit refundable? OYes [No

Date Deposit Received Balance Due $

Board employee(s) assigned:

Board Action Date, if applicable Board Order #
Review/Revised:
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SCHOOL FACILITIES

Name of Sponsoring Organization/Activity

Representative’s Name

Facilities used

Reporting Form for Employee Extra Pay

05.31 AP.22

by organization: [ gymnasium [ dining room/kitchen
[ classrooms(s) [ other , specify

Personnel assigned to the event:

1 Supervisory personnel will be paid at not less than their regular hourly rate or regular overtime
pay with pay beginning 30 minutes before and ending one (1) hour after the event or whenever
the facility is in good, useable order for the next day.

SIGNATURES BELOW VERIFY SERVICE FOR THIS EVENT

O Custodian(s)

O auditorium

O Food Service Employee(s)

Employee’s Signature Date of Service # of Hours Worked
Employee’s Signature Date of Service # of Hours Worked
Employee’s Signature Date of Service # of Hours Worked
Employee’s Signature Date of Service # of Hours Worked
Employee’s Signature Date of Service # of Hours Worked

Employee Name

For Central Office use only

Employee Name

Employee Name

Employee Name

Employee Name

Employee Name

# of Hours @ $
# of Hours @ $
# of Hours @ $
# of Hours @ $
# of Hours @ $
# of Hours @ $

per hour Total$
per hour Total$
per hour Total$_____
per hour Total§_
per hour Total$
per hour Total$_

Superintendent/designee’s Signature

Date

Submit this form to the Central Office within one (1) week of the event.

Page 1 of 1
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SCHOOL FACILITIES 05.32 AP.1
Public Sales on School Premises

Public sales on school premises must be approved in accordance with Procedure 05.3 AP.1.

The rules for conducting public sales are as follows:
1. The official application for use of school facilities must be completed.

2. No sales shall be scheduled during the school day or at any time that may interfere with
the school program.
3. All sales activities shall be conducted in a manner that does not threaten the safety of
participants or the security of District property.
4. All sales must be conducted within the time frame and at the location designated in the
contract for usage.
RELATED PROCEDURES:

05.3 AP.1

05.31 AP.21
Review/Revised:
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FACILITIES 05.41 AP.1

Fire Drills
DRILLS
The Principal shall schedule fire drills according to Policy 05.41 and shall complete Procedure
05.41 AP.2.

RESPONSIBILITIES OF PRINCIPAL/DESIGNEE
The Principal/designee shall:

1.
2.

3.

7.

Plan/coordinate all drills to minimize disruption of the educational process.

Provide plan of predrill and pretraining instruction, including but not limited to, warning
signals and safe areas, for all staff and students.

Use a distinctive fire alarm for fire drills only and an “all-clear” signal to indicate a return
to the classroom.

Designate an outdoor evacuatjon area for each classroom at least 100 feet away from the
building and out of doorways.

Prepare and keep on file a report on all drills and forward a copy to the
Superintendent/designee, as required.

Implement the following procedures when reporting fires:

a) Ring alarm, evacuate building, and call Fire Department.

b) Notify Superintendent/designec.

c) In conjunction with Fire Department personnel, ascertain whether or not building
is safe to re-enter. Immediately notify Superintendent/designee of any damage.
d) Notify Superintendent/designee if transportation or evacuation to another facility

may be necessary.
Determine, in conjunction with the Superintendent, the need for school o be dismissed
early. ,

FACULTY/STAFF RESPONSIBILITIES
Faculty/staff shail:

1.

Post in each room and discuss with each class rules for fire evacuation, including student
responsibilities. These will include directions on the exits, alternative exits, and the
outdoor evacuation area(s).

2. Close all classroom windows and doors before leaving.

3. Turn off all lights and gas jets in the room.

4. Maintain order during the evacuation and arrange assistance for students with disabilities.

5. Take roll book and check roll when the class is in its evacuation area. No person is to
remain in the building during a fire drill.

6. Report to the Principal any student who is missing.

RELATED PROCEDURE:

05.41 AP.2

Review/Revised:
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SCHOOQL FACILITIES 05.41 AP.2
Drill and/or Disaster Report ’

THIS FORM IS TO BE USED TO REPORT ALL FIRE, TORNADO, BOMS,
LOCKDOWN, AND EARTHQUAKE DRILLS.

O Dl [ Actual Event
TypeorF DrRiLL: [ Fire O Tornado [ Earthquake [ Bomb Threat [0 Lockdown
Date of Drill/Event Time of Drill/Event

Time taken to evacuate building or to seek shelter

Time elapsed during drill/event, if appropriate

Number of students using 00 Crutches [0 Wheelchairs___ Other, specify _
Was building safety ascertained? O Yes O No

By whom? O Superintendent L1 Law enforcement O Fire Department personnel
Were students transported to another facility? O Yes LI No

Was there a decision to dismiss school early? O Yes [ No

COMMENTS: (Include any comments about safety or problems encountered during the drill.)

For each drill, the Principal/designee shall complete and keep on file this form and provide
copy (ies) to the Superintendent/designee, as required.

Principal/designee’s Signature Date

THIS FORM IS TC BE USED WITH THE FOLLOWING PROCEDURES:

05.41 AP.1
05.42 AP.1
05.43 AP.1

05.47 AP.1
Review/Revised:
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SCHOOL FACILITIES 05.42 AP.1
Severe Weather Drills

DRILLS

The Principal/designee shall schedule severe weather drills according to Policy 05.42 and shall
complete Procedure 05.41 AP.2.

DEFINITIONS

Severe weather - Tornadoes, destructive winds, severe thunderstorms, severe snow or freezing
rain shall be considered to be severe weather.

Drop procedure — an activity during which each student and staff member takes cover under a
table or desk, dropping to his or her knees, with the head protected by the arms, and the back to
the windows.

Safe area — a designated space including an enclosed area with no windows, a basement or the
lowest floor using the interior hallway or rooms, or taking shelter under sturdy furniture.
RESPONSIBILITIES OF PRINCIPAL/DESIGNEE

Implementation of the school building disaster plan shall be the responsibility of the Principal or
designee. As part of the implementation process, the Principal/designee shall:

1. Plan/coordinate all evacuation drills to minimize disruption of the educational process.

2. Provide plan of predrill and pretraining instruction, including but not limited to, warning
signals, the approved drop procedure, and safe areas, for all staff and students.

3. Assure that the school can receive and understand communications for severe weather
watches and warnings.

4, Sound the severe weather alert signal that is different from the fire alarm and the “all-
clear” signal.

5. Designate, mark, and post assigned and alternate safe areas as follows:
a) Students/personnel who are housed in one-story buildings, shops, and in portable

buildings shall be brought into interior halls or corridors of the main buildings.

b) Students/personnel who are housed in two-story buildings should be evacuated

from the top floor to interior halls of the lower floor. If this space does not
accommodate all students, the smallest number of students possible should be
kept in corridors of the second floor southwest area.

c) Students/personnel shall not be placed in auditoriums, gymnasiums, cafeterias, or
other large areas with a wide, free span roof or in boiler or furnace rooms.

6. Maintain in the Principal’s office a master chart of the safe areas.

7. Prepare and keep on file a report on all drills and forward a copy to the Superintendent, as
required.

8. Notify Superintendent/designee if transportation or evacuation to another facility may be
necessary.

9. Determine, in conjunction with the Superintendent, the need for schools to be dismissed
early.

Page 1 of 2



SCHOOL FACILITIES 0542 AP.1

(CONTINUED)

Severe Weather Drills

FACULTY/STAFF RESPONSIBILITIES

The faculty and staff shall:

1. Utilize designated safe areas during a severe weather drill or warning.

2. Instruct students in the procedures to be used during a severe weather drill, watch, or
warning.

3. Maintain order during the drill, watch, or warning and arrange assistance for students
with disabilities.

4. Require students to use one of the following positions, as appropriate:l

a) Rest on knees, lean forward, cover face by crossing arms above face.

b) Sit on floor, cross legs, cover face with folded arms.

c) If space does not permit use of the first or second suggested position, stand and
cover face with crossed arms. Wraps or coats, when readily available, should be
used as a covering.

5. Remain in the assigned safety area with students until the “all-clear” signal or recall
signal is given.
6. Report to the Principal any student who is missing.

CUSTODIANS® RESPONSIBILITIES

When a tornado warning has been received, the Principal/designee shall notify the head
custodian/designee to:

1. Tum off all gas and electrical appliances.
2. Turn off all motor-operated equipment and pilot lights to hot water heaters or stoves n

furnace rooms, cafeterias, home economics rooms, and shops.

! Kneeling and sitting pesitions should be maintained for only a short period of time. If the alert must be kept for a

longer time, students should be permitted to stand for a brief period and then resume kneeling or sitting positions.

RELATED PROCEDURE:

05.41 AP2

Review/Revised:
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SCHOOL FACILITIES 05.43 AP.1
Bomb Threat Response

RESPONSIBILITIES OF PRINCIPAL/DESIGNEE
The Principal/designee shall:
Plan/Coordinate all drills to minimize disruption of the educational process.

2. Provide a plan of pre-drill and pre-training instruction, including but not limited to,
warning signals, assessment of threat protocol, and designation of safe areas for all staff
and students.

3. Prepare and keep on file a report on all drills and forward a copy to the Superintendent, as
required.

4. Put into action the following procedures when a bomb threat has been received:
a) Implement assessment process to determine whether to evacuate the building.

b) Evacuate building if so indicated by the assessment process, and call 911/local
emergency, fire department, and law enforcement personnel, as appropriate.

Make building accessible to agency representatives who respond by providing the
search team with a floor plan and keys to unlock rooms.

c) Notify Superintendent/designee.

d) If the decision is made to evacuate the building, ascertain in conjunction with law
enforcement officials whether or not building is safe to re-enter, Immediately
notify Superintendent/designee if any damage occurs.

e) Notify Superintendent/designee if transportation or evacuation to another facility
may be necessary.
5. If an actual bomb is discovered on school grounds:
a) Immediately report the bomb by calling 911, local/state police and the fire
department.

b) Evacuate the bomb site to at least 850 feet away; do not permit re-entry by
employees or students until each device has been removed or disarmed by the

bomb squad.
c) Remind all persons that cell phones or radios are not to be used as this may cause
detonation.
6. Determine, in conjunction with the Superintendent, the need for school to be dismissed

carly.
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SCHOOL FACILITIES 05.43 AP.1

(CONTINUED)

Bomb Threat Drills/Response

FACULTY/STAFF RESPONSIBILITIES
The faculty and staff shall:

1.

Post in cach room and discuss with each class rules for bomb threat evacuation, including
student responsibilities. These will include directions on the designated exits, alternative
exilts, assigned evacuation area(s), and designated safety precautions such as a ban on cell
phone or radio use during a bomb threat drill or evacuation.

If 2 written bomb threat is received, the employee receiving it should preserve it for
investigation by the police for possible fingerprints by handling it as little as possible while
placing it in a protective envelope.

Maintain order during the evacuation and arrange for the assistance of stadents with
disabilities. Leave doors and windows open.

Direct students to take all personal items with them when an evacuation is ordered.

5. Scan the area noting any items that appear to be out of place, and report same to

7.

Principal/designee. Do not touch or move any unusual items, but notify the head of the search
team.

Take roll book and check roll when the class is in its evacuation area. Other than adults
authorized to check the premises, no person shall remain in the building during a bomb threat
or bomb threat drill.

Report to the Principal any student who is missing.

RELATEDP PROCEDURES:

05.41 AP.2

05.43 AP.2
Review/Revised:
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SCHOOL FACILITIES 05.47 AP.1

DRILLS

Earthquakes

The Principal shall schedule earthquake drills two (2) times during each school year and shall
complete Procedure 05.41 AP.2.

RESPONSIBILITIES OF PRINCIPAL/DESIGNEE

The Principal/designee shall:

L.

Provide a plan of pre-drill and pre-training instruction, including but not limited to,
warning signals and safe areas for all staff and students.

Plan/coordinate all drills to minimize disruption of the educational process.

Prepare and keep on file a report on all drills and forward a copy to the
Superintendent, as required.

Notify Superintendent/designee if transportation or evacuation to another facility may
be necessary.

Determine, in conjunction with the Superintendent, the need for school to be
dismissed early.

FACULTY/STAFF RESPONSIBILITIES

Faculty/staff shall post in each room and discuss with each class rules for earthquake
preparedness, including student responsibilities; maintain order during the drill or quake and
arrange for the assistance of students with disabilities; and report to the Principal any student
who is missing.

If indoors

1.

Drop and take cover under desks, tables, or other heavy furniture, in interior
doorways or narrow halls, or against weight-bearing inside walls.

2. Stay away from windows, light fixtures, and suspended objects.

3. Under no circumstances should persons rush through or outside the building,
exposing themselves to falling debris, live wires, etc.

4. After the tremors have ceased, evacuate the building and move all personne! to safe
areas.

If outdoors

1. As appropriate, move away from building.

2. Avoid utility poles and over-head wires.

3. Do not enter any building that has sustained damage until competent personnel have
examined the building and declared it safe.

4, Before students and stafl are permitted to re-enter a building, the building must be
checked for structural soundness, including but not limited to, the integrity of
electrical wiring, heating and fuel systems, and water distribution system.

RELATED PROCEDURE:
05.41 AP.2
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SCHOOL FACILITIES 05.5AP.1

Building Security

In order to ensure reasonable security of District property the following procedures shall be
implemented:

1.

Only those entrances designated by the Principal shall be left open to outside access
during the school day.

Windows and outside doors will be properly secured after the close of the school day.
AlL, but the main entrance, will be locked at that time.

The mumber of keys to outside doors will be limited and issued only to those persons
required to enter the building after hours on a regular basis.

3. Outside security lights will be placed in strategic locations.

Tnside lighting, in corridors, administrative areas, and other strategic locations, will be
turned on when custodians complete their schedule.

The custodial work schedule will be arranged to have a custodian working in the
building as late as possible.

6. Money shall not be left in classrooms or vending machines overnight.

7. The Principal will see that bank deposits are made daily and night deposits are utilized

8.

when feasible.

The local police and/or sheriff will be requested to place the school buildings on their
security rounds.

ADDITIONAL SECURITY MEASURES

With approval of the Board, the Superintendent may direct the installation of a security system
and/or the employment of security personnel.

Review/Revised:
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SCHOOL FACILITIES 05.6 AP.1

Property Insurance

REPLACEMENT COST

Fire and extended coverage on all nonsurplus buildings shall be carried in the amount of the
replacement cost.

APPRAISAL OF BUILDINGS ’

An appraisal of nonsurplus buildings may be made every five (5) years. The professional
appraiser shall estimate the replacement cost, and an adjustment will be made each year to
compensate for any increased labor and material costs.

INVENTORY OF CONTENTS

An inventory of the contents of the school shall be made each year as specified in Policy 04.7.
The inventory will show the description, cost, date of purchase, condition, quantity, and location
of each item inventoried. Inventory lists shall be maintained in the Superintendent’s office.

CO-INSURANCE AND DEDUCTIBLE

Each building and its contents shall be insured for an amount equal to 100% of the replacement
cost as shown on the schedule of values certified by the Kentucky Department of Education or as
determined through a certified replacement cost appraisal of the building and its contents
performed by an appraiser experienced in appraising commercial or governmental property and
properly licensed to perform appraisal services in Kentucky. A NO co-insurance plan with a per-
occurrence deductible will be specified. The maximum allowable deductible per occurrence is
five percent (5%) of the prior year’s capital outlay allotment or $25,000, whichever amount is
smaller.

Review/Revised:
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