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A brighter future through better public schools"

May 17, 2013

Dear Superintendent/Policy Contact,

As the Policy Service proudly celebrates its 30" anniversary, we are enclosing your district’s
customized 2013 policy update (#36) and procedure update (#17) and the respective checklists.
Proposed changes reflect new legal requirements, as well as other suggested changes from KSBA.
Although we do not recommend that Board action be based solely on a summary of explanatory
notes for policy changes, please let us know if you want us to send you such a summary.

At the top of each draft is the rationale for the proposed change. In the body of each draft, new
language is underlined. Language with-strike-throughs is recommended for deletion. These drafts
are for your use. Please do not return them to us, unless you have marked a modification as

approved by the Board.

Please do not retype an amended draft, which increases the time it takes for us to process
your update. Simply indicate the change by writing it in colored ink, circling, etc., or by
emailing it to your district’'s KSBA consultant with the changes highlighted in some manner.
The update checklists are the only documents we need returned to us, unless there are
drafts to be modified. Please complete the checklists (date and order number to indicate your
Board’s decision on policies and date only for procedures), and return them (signed and dated) to
the KSBA Policy Service by September 1 so that final copies can be returned to you for use during
the upcoming school year. If at all possible, please do not return the checklist until all areas
are marked.

As we do each year, we request that your District review the introductory pages in your hard copy
manual for changes to be made to any vision/mission statement and/or District goals found there.

If you have questions or comments about the updating process or need your consultant to prepare
additional drafts, please call us immediately at 1-800-372-2962. If this will be your first experience
with a policy update, we strongly recommend you contact your District's assigned Policy Consultant
for help.

Also, if you have been working with your consultant on a draft to revise any of the update areas,
please contact him/her if you want to substitute that draft or make other changes to a draft enclosed
with this update.

Please be aware that because your District’s policies and procedures belong to your Board of
Education, the choice of language to be adopted rests solely with the Board. The KSBA Policy
Service appreciates the opportunity to serve your District and stands ready to assist the Board with
this important task.

Please note the approved changes go into effect as of the date of Board approval, unless otherwise
noted in your Board meeting minutes.

Sincerely,

Mménﬂmw KSBA POLICY SERVICE
o ) . 260 Democrat Drive

Carol_Ann Jehnsen, Admllnlstratlve Assistant II Frankfort KY 40601

e-mail address: carolann.jehnsen@ksba.org

Enclosures



KSBA Policy Service
08-May-13 2013 Policy Update (#36) Checklist

District: Gallatin County Schools

So that we can track and store your District's policies in our policy database, please indicate below what
action you have taken on the new/revised policies enclosed for your review. We will forward printed or
reproducible copies of the policies when we receive this form.
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*Please attach a copy of the modified policy. DO NOT RETYPE A DRAFT - simply indicate the district-initiated
changes by writing in colored ink, circling, highlighting, etc.

Superintendent's Signature Date

Board Chair's Signature Date

Please return this completed form to KSBA at your earliest opportunity.
Please contact your KSBA Consultant IF you need KSBA to completely reprint all policy pages or
to order additional new manuals, instead of just getting copies of the updated policies.
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LLEGAL: FEDERAL LAW REQUIRES EACIL DISTRICT RECEIVING FEDERAL FUNDS TO ESTABLISH A
NOTICE OF NONDISCRIMINATION, WHICH MAY BE ASKED FOR AS PART OF A FEDERAL AUDIT.
THE PROPOSED NEW LANGUAGE IS DESIGNED TO MEET REQUIREMENTS FOR SUCH A NOTICE
AND DESIGNATIONS OF CONTACTS FOR TITLE TX AND 504/ADA COMPLARNTS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.1
Legal Status of the Board

CORPORATE POWERS

1. The school district is under the management and control of the Board of Education
consisting of five (5) members.

2. The Board is a body politic and corporate with perpetual succession.
The Board shall be known as the “Board of Education of Gallatin County, Kentucky.”

4. The Board may sue and he sued; make contracts; expend funds necessary for lability
insurance premiums and for the defense of any civil action breught against an
individual Board member in his official or individual capacity, or both, on account of
an act made in the scope and course of his performance of legal duties as a Board
member; purchase, receive, hold, and sell property; issuc its bonds to build and
construct improvements; and do zll things necessary to accomplish the purposes for
which it is created.!

STUDENT BOARD REPRESENTATIVE

In order to ensure appropriate information and participation from students in the system, one (1)
Student Board Representative and (1) alternative Student Board Representative shall be elected
annually from the high school to sit as a non-voting member of the Board of Education. The
Student Board Representatives shall be entitied to attend and participate in Board meetings held
in open session and may express opinions and advise the Board on all issues which come before
it

FLIGIRILITY

The Student Board Representatives must be a senior in good standing in the District. The Student
Board Representatives will be elected from the junior class members of the Student Councit to
scrve during their senior year. They must have and maintain an overall grade point average of 3.5
or higher both before the tine of their election and during their senior year. They may not have
any uncxcused absences during their junior year and must have maintained an exemplary
discipline record during their academic career.

ELECTION OF STUDENT BOARD REPRESENTATIVE

The election of the Student Board Representative will occur during the month of May of each
school year prior to the last day of school. Nomination forms will be avatlable trom the Student
Council Sponsors and returned 1o the Student Council Sponsors at a time determined by the
Student Council in each school. The Student Council will coordinatc and establish the
procedurcs for the election of the representative by majority vote.

The IHigh School Guidance Counselor wilt validate the eligibility of each nominee and submit
them to the Principal for final approval prior to submission to the Student Council as Nominees.

Students in grades 9, 10, and 11 will be eligible to vote for the election of a Student
Representative to the Board of Education.




POWERS AND DUTIES OI THE BOARD OF EDUCATION 01.1
(CONTINUED)

Legal Status of the Board

NOTICE OF NONDISCRIMINATION

As required by federal law. the District does not discriminate on the basis of race. color. national
oriein. sex. genetic information. disability. or age in ils programs and activities and provides
equal access to its facilities to the Boy Scouts and other designated youth groups.

Notice of the name. work address and telephone number of the Title IX Coordinator and the
Section 504 Coordinator for the District shall be provided to employees. applicants for
employment, students, parents/guardians. and other beneficiaries such as participants in activities
offered to the public.

REFERENCES:

KRS 160.160

KRS 160.370

Americans with Disabilitics Act

Section 504 of the Rehabilitation Act of 1973

Title VI of the Civil Rights Act of 1964

42 U.S.C. 200c. Civil Rights Act of 1964. Title VII

20 U.S.C. 1681. Education Amendments of 1972, Title IX
Genelic Information Nondiserimination Act of 2008

20 U.S.C. § 7905 (Boy Scouts of America Equal Access Act)

RELATED POLICIES:

03.113. 03.212. 09.13
03.162. 03.262. 09.42811

05.3.09.3211 «~ - - Formatted: Justified




LEGAL: CHANGES NOTED ARE SUGGESTED TO REFLECT REQUIREMENTS OF RECENTLY REVISED
703 KAR 5:225. THESE CHANGES HAVE BEEN REVIEWED BY THE KDE OFFICE OF NEXT
GENERATION SCHOOLS AND DISTRICTS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.111

District Planning

PLANNING COMMITTEE

A District planning committee, representative of the community and the school district, shall be
appointed by the Supecrintendent and approved by the Board to develop, monitor, and annually
update a District Improvement Plan (DIP) as stated herein. The committee shall include teachers,
Principals, council members, Central Office administrators, Board member(s), classified staff,
parents, community representatives, and high school students. The Superintendent shall develop,
and present to the Board for review, procedures for appointment and training of the planning
committee. The Superintendent shall make the procedures known to the community and school
personnel.

Selection of commitiee members shall reflect reasonable minority representation and encourage
active minority participation.'

The Superintendent shall present to the Board for review and approval the form and function of
the District planning process, including format and timelines.

PLANNING CYCLE
The District’s planning cycle shall run from January 1-December 31.
PLAN REQUIREMENTS
The primary purposes of the District Improvement Plan shall be:
o To improve student achievement information—ineluding-sehool-and-District-performanee

on state and federal mandated testing/accountability instruments;

e To eliminate achievement gaps among groups of students: and = [ Formatted: Bullets and Numbering

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

The plan structure shall include;-at-a-minisum; the foHewing-components_sel out in 703 KAR
5:225: :
ea-mission-statement <— - - -| Formatted: Bullets and Numbering J

sshort—and long-term-geals-and-objeetives;
spriority-needs-resulting-from-a-comprehensive needs-assessment;
sestablished-gap targets;
ssirategiesand-activities-along-with-supperting-budgetary-information;
sopportunities—to-collaborate-with-businesses—ecolleges—and-community-organizations-in-providing-servicesas
part-oforaligned-with-the Distriet’s-extended school-serviees (ESS) pregram:-and
+a-method—of-and—schedule—for—evaluatine—the—plan—that—includes—implementation—and—impaet—eheeks—en
completion-efplan-activities-and-achievement of plan-goals-and-objeetives:
The plan shall be updated on an annual basis, provide assistance in reducing physical, mental
health, and academic barriers to learning, and address student equity.
Planning activities shall draw on information from a variety of sources that shall include an
opportunity for parents and other citizens of the community to have input into the plan.



POWERS AND DUTIES OF TIHE BOARD OF EDUCATION 01.111
(CONTINUED)

District Planning

PLAN REQUIREMENTS (CONTINUED)

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

PuBLIC REVIEW

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

BOARD APPROVAL
The plan shall be presented to the Board for approval by December 1. If revisions are needed, the
District planning committee shall forward proposed revisions to the Superintendent. Revisions
must reflect requirements of No Child Left Behind and KRS 158.649. All recommendations for
revisions require approval by the Board.

o

oation sicsto-the Super fort ond Boesd Chaikaanigh

The Superintendent shall submit required assurances to the Kentucky Department of Education
via e-mail no later than July | of each year.

IMPLEMENTATION

The District shall maintain a copy of each plan for at least five (5) years and, consistent with the
District’s planning cycle, post the current plan on the District’s web site.

The plan shall serve as a resource for Board decision making.

SCHOOL PLANS

The District plan shall be broad enough to allow each school to develop its own plan, within the
goals and objectives of the District.

REFERENCES:

KRS 156.500
KRS 158.649
KRS 160.290; KRS 160.345; 703 KAR 5:225: 704 KAR 3:390

RELATED POLICIES:
02.44, 02.442, 09.21



RECOMMENDED: THIS CHANGE IS SUGGESTED TO CLARIFY THAT IF THERE ARE GROUPS OR
DELEGATIONS WISHING TO ADDRESS THE BOARD WITH MORE THAN ONE POSITION ON AN ISSUE,
THEY SIOULD BE GIVEN AN OPPORTUNITY 1O BE HEARD.

THIS CHANGE IS NOT REQUIRED BY LAW.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.421
Public Participation in Open Meetings

PuBLIC ATTENDANCE

The public and the news media are permitted to attend all open meetings of the Board. No person
may be required to identify himself in order to attend any such meeting."

EXCEPTION
The chairperson may impose conditions upon attendance at a given meeting only if such
conditions arc required for the maintenance of order.’

PUBLIC PARTICIPATION
Persons wishing to address the Board must first be recognized by the chairperson.

SPEAKERS

| An individual or groups promoting the same position on an issue and granted the privilege of
being heard at any regular or special meeting shall appoint a spokesperson. The chairperson may
require the name and address of the speaker. The chairperson may rule on the relevance of the
topic to the Board's agenda. The chairperson may limit presentations to five (5) minutes in
length. The chairperson may grant extension of speaking time. However, the Board reserves the
right to limit or terminate discussion on any subject.

REFERENCE:
'KRS 61.840
RELATED POLICIES:

01.45
10.2



LEGAL: THE 2013 GENERAL ASSEMBLY AMENDED KRS 160.705 TO ESTABLISIT REQUIREMENTS
FOR DISTRICT RETENTION OF DIGITAL, VIDEQ, AND AUDIO RECORDINGS.
FINANCIAL IMPLICATIONS: ADDITIONAL RECORD-KEEPING DUTIES

POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.61
Records Management

RECORDS OFFICER

The Superintendent shall designate a Records Officer who shall inventory, analyze and schedule
disposition of District records, as well as maintain a destruction record, noting the authorization
for said destruction and the amount of records to be destroyed. Each year, the Records Officer
shall provide a copy of this record to the Board (Superintendent) and to the Director of the
Division of Archives and Records.'

An inventory of all public records kept by the District shall be taken, these records to include
those made or received by the District in connection with the transaction of school business.
Records shall refer to those documents specified in KRS 171.410 and in the Records Retention
Schedule, Public School District.

SUPERINTENDENT'S RESPONSIBILITIES

Pursuant to statutory requirements, the Superintendent shall establish procedures to safeguard
against the unlawful destruction, removal or loss of records.? The Superintendent shall notify the
Department of Libraries and Archives of any actual, impending or threatened unlawful
disposition of records and shall initiate action through the Attorney General for recovery of such
records.®

RETENTION AND DISPOSAL OF RECORDS

The District shall follow the Records Retention Schedule. Public School District in its
management of school records. If a record in question is not listed in this schedule, a written

request for disposal of records must be submitted by the Superintendent to the Division of
Archives and Records and the request must be approved in writing by the State Librarian.*

For record and archival purposes, the Superintendent shall place on permanent file one (1) copy
of each Board policy that is rescinded or amended in any manner.

When there is a question whether a particular record or group of records should be destroyed, the
state archives and records commission shall have exclusive authority to make this decision.”

LITIGATION
After consultation with the Board Attorney as deemed appropriate, the Superintendent should

direct that records relevant to pending or threatened litigation, administrative proceedings, or
investigations shall not be destroyed even if the retention period for such records has passed.

RETENTION OF RECORDINGS

School officials shall retain any digital, video, or audio recording according to the following: —_+..- { Formatted: ksba normal, Font color: Auto

o Retain for a minimum period of one (1) week a master copy of any digital. video, 01*\»\{F°rma“e‘" pollcytext )
b Formatted: policytext, Indent: Left: 0.25", J

io recordings of scho ivities withc iting. ‘ing, or destroying any porti v
audio lecud. o ol activities wit ‘)L|1 editing. altering. or destroy ng any portion Bt Lok Lor Alonsat A"+ T
of the recordings, although secondary copies of the master copy may be edited; and ', |aRer: 165"+ Indentat: 1.65", Tab stops:

% 0.5", List tab + Notat 1.65"
¥ (Formatted: Bullets and Numbering

.
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POWERS AND DUTIES O THE BOARD OF EDUCATION 01.61
(CONTINUED)

Records Management

RETENTION OF RECORDINGS (CONTINUED)

o Retain for a minimum of one (1) month in an appropriate format. a master copy of any= . _ - -{ Formatted: ksba normal, Font color: Auto B

digital, video. or audio recordings of activities that include. or allegedly include. injury to h ‘@maued: Bullets and Numbering ]

. [}
recordings.”

Il an incident is being investigated. retain_recordings until investigation and legal activity are .- - Formatted: ksba normal, Font color: Auto
completed.
REFERENCES: s *[?ormarted: sideheading

1725 KAR 1:010

KRS 171.710

KRS 171,720

4795 KAR 1:030; KRS 171.420; KRS 171.570

SKRS 171.670; KRS 171.410; KRS 171.660; 725 KAR 1:020
‘KRS 160.705

702 KAR 1:025; 725 KAR 1:025

Records Retention Schedule, Public School District

RELATED POLICIES:
01.5; 04.81



RECOMMENDED: TIHE KENTUCKY STATE AUDITOR RECOMMENDS THAT BOARD POLICY
ADDRESS BOARD MEMBER EXPENSES AND THAT THOSE WHICH ARE NOT IN COMPLIANCE WITH
POLICY SHALL NOT BE REIMBURSED BY THE BOARD.

THIS CHANGE 1S NOT REQUIRED BY LAW.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.821

Board Member Expense Reimbursement

PER DIEM

Board members shall receive a per diem of seventy-five dollars ($75) per regular or special
Board meeting or training session attended as required by law, not to exceed $3,000 per calendar
year per member,

IN-DISTRICT EXPENSES

Members shall be reimbursed for actual and necessary expenses incurred within the District
while attending to Board business, not lo exceed $3,000 per calendar year per member,

Actual mileage shall be reimbursed at the same rate as that for employees of the District.

Meals incurred inside the District shall not be reimbursed, except for banquets that members
attend representing the District.

DEDUCTIONS

At the request of a Board member, deductions from per diem and expense reimbursement may be
| made for, but not be limited to, membership dues that provide a reasonable business benefit, .- ( Formatted: ksba normal, Font: 12 pt _]

health insurance purchases, scholarship funds, and contributions to a political action committee.

QUT-OF-DISTRICT TRAVEL

Members of the Board shall be reimbursed for actual and nccessary expenditures incurred
outside the District. Board members shall obtain Board approval prior to incurring out-of-district

| expenses. Reimbursement shall be at the same rates and allowable time frames as_that for__ . - Formatted: ksba normal
employces of the District and be documented by receipts. Advancements for anticipated ~ ~ -{ Formatted: ksba normal _]

expenses shall not be made.

Expenses for personal entertainment shall not be reimbursed.

l Expenses not in compliance with this policy shall not be reimbursed or paid by the Board.
CRrREDIT CARDS
Board members shall not be issued District credit cards.
SPOUSE'S TRAVEL

All travel expenses of spouses shall be paid by the Board member at the time the expense is
incurred. There shall be no reimbursement of such expenditures.

REFERENCES:
| KRS 160.280: KRS 161,158 ... - Formatted: ksba normal )
OAG 76-329; OAG 80-393; OAG 85-53; OAG 92-136
RELATED POLICIESY!
TET 0Lk O —— :,—ﬁrmatted:ksbanormal )
i ‘@matted: ksba normal ]




RECOMMENDED: THE KENTUCKY STATE AUDITOR RECOMMENDS THAT THE BOARD APPROVE
THE SUPERINTENDENT’S COMPENSATION PACKAGE AND CONSIDER THE DISTRICT’S FINANCIAL
RESOURCES, CURRENT ECONOMIC CONDITIONS, EMPLOYEE PERFORMANCE, AND SALARY DATA
FOR SIMILAR POSITIONS AT RELEVANT ORGANIZATIONS WITHIN THE REGION.

THIS CHANGE 1S NOT REQUIRED BY LAW.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

ADMINISTRATION 02.131

Contract of Superintendent

CONTRACT

Except for individuals serving in an interim or acting capacity, the Superintendent shall be
granted a contract by the Board for a term of one (1), two (2), three (3), or four (4) years in
accordance with statutory requirements.

The Board shall establish and approve the Superintendent’s salary and length of term before
entering into a contract for his/her employment. [n determining _compensation for_the

Superintendent. the Board shall consider the District’s financial resources. current cconomic _

conditions. employee performance. and salary data for similar positions at relevant organizations
within the region.

VACANCY
In case of a vacancy in the office of Superintendent prior to the expiration of the term set by the
Board, the term shall expire on the date the vacancy occurs.

When a vacancy occurs between a school Board eclection and the time that new members take
office, the vacancy may not be filled until the new members take office. The Board may appoint
an acting Superintendent during that period for a term not to exceed six (6) months. Such term
may be renewed once for a period not to exceed three (3) months.
RESIGNATION
No Superintendent may resign his/her term prior to its expiration date and accept a new ferm
from the same Board.
REFERENCE:

'KRS 160.350
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LEGAL: THE 2013 GENERAL ASSEMBLY ENACTED A NEW SECTION OF KRS CHAPTER 158 TO
REQUIRE EACH COUNCIL TO ADOPT A SCHOOT. EMERGENCY PLLAN.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

ADMINISTRATION 024241

School Council Policies (SBDM)

ADOPTION OF POLICY

The school council shall adopt policy to be implemented by the Principal in each of the
following arcas of responsibilily:

1.

6.

Determination of curriculum including needs assessment and cutriculum development;

Such policies shall determine the writing program for the school, including use of writing
portfolios consistent with KRS 158.6453, to be submitted to the Kentucky Department of
Education for review and comment.

Assignment of all instructional and non-instructional staft time;
Assignment of students lo classes and programs within the school;

o Placement of students from the household of an active duty service member or
civilian military employee transferring into the District before or during the school
year shall be based inilially on enrollment in courses offered at the sending school
and/or educational assessments conducted at that school. Cousse placement
includes, but is not limited to, Honors, International Baccalaurcate, Advance
Placement, vocational, technical, and career pathways courses. Initial placcment
does not preclude the District/school from performing subsequent evaluations to
ensure appropriate placement and continued enrollment of students in the course(s).

e Each secondary school-based decision making council shall establish a pelicy on
the recruitment and assignmenl of siudents lo advanced placement {AD),
International Baccalaureate (IB), dual envollment, and dual credit courses that
recognizes that all students have the right to participale in a rigorous and
academically challenging curriculum,

Determination of the schedule of the school day and week, subject to the beginning and
ending times of the school day and school calendar, and transportation requirements
cstablished by the Board;

Determination of the use of school space during the school day;
Planning and resolution of issues regarding instructional practices;

Selection and implementation of discipline and classroom management techniques as a
parl of a comprehensive school safety plan, including responsibilities of the student,
parent, teacher, counselor, and Principal; :

As reflected in the District Code of Acceptable Behavior and Discipline, loss of physical
activity periods shall not be uscd as a disciplinary consequence.

Selection of extracurricular programs and determination of policies relating to student
participation based on academic qualifications and attendance requirements, program
evaluation, and supervision;

Fhe school shall facilitate the opportunity for transitioning mititary children’s inclusion in
extracutricular activities fo the extent they arc otherwise qualified, regardless of
application deadlines.




ADMINISTRATION 02.4241

(CONTINUED)
School Council Policies (SBDM)
ADOPTION OF POLICY (CONTINUED)
o Adaption of a school emergency plan and implementation of salety practices required by+---

KRS 158.  :

9.10.  Procedures, consistent with local Board policy, for determining alignment with state
standards, technology utilization, and program appraisal;

10.11. Commitment to a parent involvement process that provides for:
a. FEstablishing an open, parent-friendly environment;
b. Increasing parental participation;

c. Improving two-way communication between school and home, including what their
child will be expected to learn; and

d. Developing parental outreach programs.

H12. Procedures to assist the council with consultation in the selection of personnel by the
Principal, including, but not limited to, meetings, timelines, interviews, review of written
applications, and review of references. Procedures shall address situations in which
members of the council are not available for consultation.

12.13. Schools with K-5 organization, or any configuration thercof, shall develop and
implement, in compliance with requirements of federal and state law and board policy. a
wellness policy that includes moderate to vigorous physical activity cach day, encourages
healthy choices among students, and incorporates an assessment tool to determine each
child's level of physical activity on an annual basis. The policy may permit physical
activity to be considered part of the instructional day, not to exceed thirty (30) minutes
per day, or one hundred and fifty (150) minutes per week. (In the absence of a council,
the Principal of the school shall develop and implement the required wellness policy.)

The Superintendent/designee shall provide assistance in identifying strategies and options
to promote daily moderate to vigorous physical activity for students, which may include
those that increase strength and flexibility, speed hearl rate and breathing and stress
activities such as stretching, walking, running, jumping rope, dancing, and competitive
endeavors that involve all students.

As an alternative to adopting separate policies, school councils may adopt Board policy or

standards established by the Board as council policy in the above areas, or they may delegate

responsibility for developing a policy to the Principal.

OTHER POLICIES

Councils may adopt policics for arcas other than those listed above to provide an environment

that enhances student achicvement and to help the school meet goals established by law and by
the Board, provided the policies adopted are consistent with Board policies in those areas.
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ADMINISTRATION 02.4241
(CONTINUED)

School Council Policies (SBDM)

REVIEW OF POLICIES

Before final adoption of a council pelicy, it shafl be revicwed by the Superintendent who may
request that the propoesed policy be reviewed by the Board Aftorney. Any concerns shall be
shared with the council within ten (10) working days of the Superintendent's receipt of the draft
policy. If there arc concerns, the Superintendent shall provide a copy of the council policy to the
Board for review, along with any concerns s/he and the Board Attorney may have noted, such as
possible conflicts with state and federal taws or contractual obligations, liability and/or health
and safety questions, and budgetary issues.

The review process is not intended to interfere with a council's aulhority to adopt and implement
legally and operationally permissible policies. Therefore, it is the Board's intent that information
resulting from the review. process be shared with the council in a timely manner.

COMPLIANCE WITH BOoARD POLICY

In the development and application of school policies as permitted by statute, schools operating
under SBDM shall comply with those policies that fall within the authority of the Board,
including but not limited to thosc prohibiting discrimination based on age, race, sex, color,
religion, national origin, political affiliation, or disability.

WAIVER OF STATE REGULATIONS

School councils who decide o roquest a waiver of state regulations and/or reporting
requirements established by a Kentucky Revised Statute requiring paperwork to be submitted to
the Kentucky Board of Education or the Department of Education shall submit the supporting
information to the Superintendent as required by faw. The Superintendent shall then forward the
request to the Kentucky Board of Education.

SCHOOLS OF INNOVATION

In a designated school of innovation participating in a district of innovation application and plan,
the council may request a waiver from KRS 160,345 or specific provisions within that statute by
conducting a vole as set out in KRS 160.107.

The school council shall be responsible for conducting a vote to determine it the school shall be
an applicant as a schoof of innovation in the District’s application for district of innovation status
and to approve the school’s plan of innovation before it is submitted to the District. The vote
shall be taken by sccret batlot among eligible employees as defined in KRS 160.107. At least
sevenly percent (70%) of thosc casling votes in the affirmative shall be required before the
school requests to be included in the District’s plan and to approve the school’s plan of
innovation,




ADMINISTRATION 02.4241
(CONTINUED)

School Council Policies (SBDM)

REFERENCES:

KRS 156.072; KRS 156.160; KRS 156.730; KRS 156.735

KRS 158.197; KRS 158.645; KRS 158.6451; KRS 158.6453

A New Section of KRS Chapter 158

KRS 160.345; KRS 160.348

KRS 156.108; KRS 160.107; 701 KAR 5:140

OAG 93-55; OAG 94-29; 702 KAR 7:140; 704 KAR 3:510

Board of Educ. of Boone County v. Bushee, Ky., 889 S.W. 2d 809 (1994)
U. S. Dept. of Agriculture's Dietary Guidelines for Americans

RELATED POLICIES:

01.11; 02.422; 02.4231; 03.112; 08.1
09.126 (re requircments/exceptions for students from military families)



LEGAL: CHANGES NOTED ARE SUGGESTED TO REFLECT REQUIREMENTS OF RECENTLY REVISED
703 KAR 5225. THESE CHANGES HAVE BEEN REVIEWED BY THE KDE OFFICE OF NEXT
GENERATION SCIIOOLS AND DISTRICTS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

ADMINISTRATION 02.442

School Improvement Plan

RESPONSIBILITY

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

In an SBDM school, the school council shall organize a planning process, consistent with
District’s established planning process. \

In a school without a council, the Principal shall appoint a School Planning Committee
comprised, at a minimum, of four (4) teachers, four (4) parents, and a community representative.
The high school(s) shall include a student on the committee. The community representative shall
not be a teacher, spouse of a teacher, or a parent of child(ren) attending the District schools.

The primary purposes of the SIP shall be:

e To improve student achievement on state and federal mandated testing/accountability+~ -~ - Formatted: Bullets and Numbering )
instruments: and
e To eliminate achievement gaps among groups of students, +~ - - - Formatted: Bulleted + Level: 1 + Aligned at:
EESEEmmmEER SIS T T s 0.25" + Tab after: 0.5" + Indent at: 0.5", Font
Form > | Alignment: Auto

ﬁurmatted: Not Expanded by / Condensed byJ

Unless the school planning commitiee requests and is granted a waiver by the Board, the school
committee shall use any improvement plan format that has been established and approved by the

5 { Formatted: ksba normal 3 ‘

sa-mission-statement; - -@rmatted: Bullets and Numbering J ‘
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In addition, the school council, or school planning committee appointed by the Principal if there
is no council, shall review annually the school’s disaggregated student data and revise the ‘
school’s comprehensive improvement plan, as required by applicable statute and regulation, to

address any achievement gaps between various groups of students.

The plan shall also address reduction of physical and mental health barriers to learning, student
equily, District safety and student discipline assessments, and District goals established by the
Board.

The school plan shall serve as a resource for school/council decision making and shall be posted _ . - - Formatted: ksba normal |
to the school’s web site.




ADMINISTRATION 02.442
(CONTINUED)

School Improvement Plan (SBDM)

BOARD REVIEW

The school’s plan for eliminating achievement gaps among various groups ol students shall be
presented to the Board for its review and comment. The Board may share its comments, in
writing, with the council.

In keeping with Board Policy 02.44, each Scheol Council or School Planning Committee shall
annually report to the Board regarding the progress toward achicving the goals and desired
outcomes and meeting the needs identified in the improvement/plan, including those for student
groups for whom data indicate an achievement gap exists.

REFERENCES:

KRS 158.645; KRS 158.6451; KRS 158.649
KRS158.650: KRS 160.290; KRS 160.345

703 KAR 5:225 e { Formatted: ksba normal

RELATED POLICIES:
01.111;02.432; 02.44



LEGAL: IF THE DISTRICT OBTAINS MEDICAL INFORMATION FROM EMPLOYEES AS PART OF THEIR
REQUEST FOR AN ACCOMMODATION UNDER SECTION 504 OF THE REHABILITATION ACT, THAT
INFORMATION MUST BY LAW BE KEPT CONFIDENTIAL.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.113
- CERTIFIED PERSONNEL -

Equal Employment Opportunity

NONDISCRIMINATION

The Superintendent shall adhere to a policy of equal employment opportunity in all personnel
matters. No person shall be subjected to discrimination in regard to employment, retention,
promotion, demotion, transfer or dismissal because of race, color, religion, sex, genetic
information, national or ethnic origin, political affiliation, age or disabling condition.'

INDIVIDUALS WITH DISABILITIES

No qualified person with a disability, as defined by law, shall, on the basis of the disability, be
subject to discrimination in employment.

District employment practices shall be in accordance with the Board-approved procedures
addressing requirements of the Americans with Disabilities Act of1996-and Section 504 of the
Rehabilitation Act of 1973.

No human immunodeficiency virus (HIV) related test shall be required as a condition of hiring,
promotion, or continued employment, unless the absence of HIV infection is a bona fide
occupational qualification for the job in question as defined in KRS 207.135.

REASONABLE ACCOMMODATION

Employees who have a long-term or permanent disability may request the District supervisor to
plOVldC 1easonahle ﬂccommodatiom necessaly for them to pc1f0im the eqqenllal dutles of the

If assistive technology is deemcd necessary for an cmp!oyee, every effoﬂ w:ll be made to obtain
that technology in a timely fashion.

Reasonable accommodation shall be provided as required by law.
ADVISING EMPLOYEES

The Superintendent shall inform all school employees of the provisions of this policy.'

- ‘[Formatted: ksba normal
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PERSONNEL

F.qual Employment Opportunity

REFERENCES:

KRS 161.164
229 U.S.C.A. 794
29 USC,section 1630.14
KRS 207.135
34 CF.R. 1043 -104.14
42 U.8.C. 200¢, Civil Rights Act of 1964, Title VII, KRS Chapter 344
42 C.F.R. 2000e-2; 42 C.I.R. 2000(k)
Americans with Disabilities Act-e£1990
Kentucky Education Technology System (KETS)
Section 504 of the Rehabilitation Act of 1973
Title IX of the Education Amendments of 1972
Genetic Information Nondiscrimination Act of 2008

RELATED POLICIES:
03.133, 05.11

03.113
(CONTINUED)
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RECOMMENDED: THE KENTUCKY STATE AUDITOR RECOMMENDS THAT PRIOR APPROVAL OF
THE BOARD BE REQUIRED BEFORE THE NUMBER OF DAYS TO BE WORKED IN A CONTRACT OR
AN EXTENDED EMPLOYMENT JOB DESCRIPTION FOR A POSITION GO INTO EFFECT.

THIS CHANGE IS NOT REQUIRED BY LAW.

LEGAL: 702 KAR 3:070 SPECITIES THAT ONLY THE BOARD HAS LEGAL AUTHORITY TO APPROVE A
SALARY INCREMENT FOR EXTRA SERVICES

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEIL 03.121
- CERTIFIED PERSONNEL -

Salaries

SINGLE-SALARY BASIS

All salaries for certified personnel shall be based on a single-salary schedule providing, at
minimum, for the number of working days required by law.

Although a school may submit a request for an increment for an extended employment position.

extra service, or related adjustments. the Board must set increments in pay for positions requiring _ - { Formatted: ksba normal, Mo Highight )

services bevond those normally expected of other positions if the duties rendered extend beyond "<+ Formatted: ksba normal )

the regular school day or require extended days. \\[ Formatted: ksba normal

EXTENDED EMPLOYMENT

Compensation for employment contracted beyond the minimum number of working days

required by law shall be prorated.

Extended employment positions shall be established in a position job description, funded in the

District budget, and specified in an addendum to the employee's contract.

Addition_of days_to_be worked beyond the original contract or additional days of extended _-- { Formatted: ksba normal )

employment for a position require prior Board approval before the change goes into effect, _ ™ Formatted: ksba normal )

EXTRA SERVICES, SUPPLEMENTS AND SUPERVISION ‘?\\:[[F“’"’a“e* ksba normal )
. 8 v \ | Formatted: ksba normal

The Board shall annually establish a schedule of compensation for extra services, hazardous duty p 4]

i Formatted: ksba normal J

supplements and supervision. As provided under law, teachers who altain certification from the
National Board for Professional Teaching Standards shall be given an annual salary supplement
of $2000 for the life of the certificale.

RANK AND EXPERIENCE

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

Changes in rank and expericnee shall be determined on September 15 of each year.

To assist with the budgeting process, candidates for Nalional Board certification shall notify the
Superintendent/designee in wriling prior to September 15 that certification is pending in order
for the employce to receive any rank-related increasc relroactive to the beginning of the school
year.

EXCEPTION

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




PERSONNEL 03.121
(CONTINUED)

Salaries

PAYROLL DISTRIBUTION
Checks will be issued according to a schedule approved annually by the Board.

At the close of the school year, employees who have completed all responsibilities and duties
may request to be paid their remaining salary prior to the end of the fiscal year.

QUALIFICATIONS

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

NOTICE OF SALARY
Not later than forty-five (45) days before the first student attendance day of the succeeding

school year or June 15, whichever occurs earlier, the Superintendent shall notify all certified - - Formatted: ksba normal

personnel of the best estimate of the salary for the coming year.

LIST OF SALARIES

The Board shall maintain for public scrutiny a factual list of individual salaries of its employees
for the fiscal year just closed and shall furnish that list by mail to a newspaper qualified under
KRS 424.2120 to publish advertisements for the District.

PAYROLL DEDUCTIONS

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

REFERENCES:
KRS 157.075; KRS 157.320; KRS 157.350; KRS 157.360

KRS 157.390: KRS 157.395; KRS 157.397; KRS 157.420 - 'Ermatted: ksba normal

KRS 160.290, KRS 160.291

KRS 161.1211, KRS 161.134, KRS 161.168; KRS 161.760

KRS 424.120: KRS 424.220; 16 KAR 1:040; OAG 97-25

702 KAR 3:060, 702 KAR 3:070, 702 KAR 3:100, 702 KAR 3:310

29 C.F.R. Section 541.303, 29 C.F.R. Section 541.602, 29 C.F.R Section 541.710

RELATED POLICIES:
03.114;03.1211; 03.4



LEGAL: AMENDED FEDERAL FAMILY AND MEDICAL LEAVE REGULATIONS WENT INTO EFFECT IN
MARCH CONCERNING MILITARY CAREGIVER LEAVE AND QUALIFYING EXIGENCY REQUESTS. IN
ADDITION, THE FAMILY AND MEDICAL LEAVE ACT PROHIBITS AN EMPLOYEE'S DIRECT
SUPERVISOR FROM CONTACTING THE: EMPLOYEL’S HEALTH CARE PROVIDER FOR INFORMATION
CONCERNING A CERTIFICATION IN SUPPORT OF A REQUEST FOR FAMILY AND MEDICAL LEAVE.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.12322

- CERTIFIED PERSONNEL =~
Family and Medical Leave

REASONS
In compliance with the Family and Medical Leave Act of 1993 and under procedures developed
by the Superintendent, leave shall be granted to eligible employees for the following reasons:

1. For the birth and care of an employee’s newborn child or for placement of a child with
the employee for adoption or foster care;

2. To care for the employee's spouse, child, or parent who has a serious health condition,
as defined by federal law;

3. For an employee's own serious health condition, as delined by federal law, that makes
the employee unable to perform the employee's job;

4. 'T'o address a qualifying exigency (need) defined by federal regulation arising out of the
covered active duty or call to active duty involving deployment to a foreign country of
acoveredfamily-—member-the employee's (spouse, son, daughter, or parent) who serves
in a reserve component or as an active or retired member of the Regular Armed Forces
or Reserve in support of a contingency operation; and

5. To care for a covered familyservice member (spouse, son, daughter, parent or next of
kin) who has incurred or aggravated an serious 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 his/her duties ef-histher—otfice,—pgrade—rank—or
ratingor to care for a covered veteran with a serious injury or illness as defined by
tederal regulations.

NOTICES AND DEADLINES

e Employees who may be eligible for or who request leave for any of the above reasons
shall be provided an FMLA notice of eligibility and rights and responsibilities. Requests
for family and medical leave should be made in writing but verbal requests may be made
to the immediate supervisor or other designated administrator who shall then document
the request. The District may require thal a request for leave be supported by a
certification for health care or military-related situations as permitted by federal law, but
such requirements must be set out in the required notice.

Deadline for Notice to be Provided: Absent extenuating circumstances, within five (5)
business days of District receipt of a request or the District being made aware of a
potentially qualifying rcason.

__________________________________________ -
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PERSONNEL 03.12322
(CONTINUED)

Family and Medical Leave

NOTICES AND DEADLINES (CONTINUED)

o The District shall designate an employee's leave, paid or unpaid, as FMLA-qualifying
and shall provide a designation notice indicating whether the request is approved or if
additional information is needed. l.eave may be delayed if the employee does not provide
proper notice (30 days advance notice for a foreseeable leave); otherwise, notice as soon
as the need becomes known).

Deadline for Notice to be Provided: Absent extenuating circumstances, within five (5)
business days of learning that an FMLA reason supports the leave.

ELIGIBILITY

Employees are eligible for up to twelve (12) workweeks of family and medical leave each school
year, if they have been employed by the District for twelve (12) months, have worked at least
1,250 hours during the twelve (12) months preceding the start of the leave, and otherwise qualify
for family and medical leave. When family and medical military caregiver leave is taken based
onto-care-for-a-service-members-recovery-from a serious illness or injury sustained-in-the-tine-of
dutyol a covered service member, an eligible employce may take up to twenty-six (26)
workweeks of leave during a single twelve-month period. This provision also applies to covered
service members/veterans that have been on active duty within the past five (5) years as defined
by federal regulation,

Full-time teachers are presumed Lo have worked at least 1,250 hours during a school year. In
determining whether returning veterans meet the minimum 1,250 hour standard, hours actually
worked for the District during the twelve-month period are to be combined with hours they
would have worked for the District had they not been called for military service.

In situations involving both the Americans with Disabilities Act (ADA) and FMLA, the District
shall apply the law affording the employee the greater benefit.

RESTRICTIONS

To the extent that an employee is entitled to any paid leave, such leave shall be taken and it shall
run concurrently with family and medical leave, except that the employee may request to reserve
ten (10) days of sick leave. (This requirement shall not apply to employees taking workers’
compensation leave.) However, when an employee's work-related injury/medical state qualifics
as a serious health condition, worker's compensation leave shall run concurrently with the twelve
(12) work weck entitlement.

Paid leave used by the employee as required under this policy shall count, as applicable, against
the twelve (12) or twenty-six (26) FMLA workweek entitlement.

Entitlement to family and medical leave for the birth and care of a newborn child or placement of
a child shall expire twelve (12) months after the date of such birth or placement.

When both husband and wife are employed by the District, the combined amount of family and
medical leave for reasons other than personal illness or illness of a child shall be limited to
twelve (12) workweeks, In cases of personal illness or illness of a child, each spouse is entitled
1o twelve (12) workweeks of family and medical leave.

= »Ermatted: Default Paragraph Font, Font:

Bold




PERSONNEL 03.12322
(CONTINUED)

Family and Medical Leave

RESTRICTIONS (CONTINUED)

Exception: The limit on the combined amount of family and medical feave shall be twenty-six
{26} workwecks when both an cligible husband and wife are employed by the District and are
cligible for leave that involves a covered Armed Forces service member/veteran.

Depending on the date family and medical leave is to begin, instructional employees as
designated by federal regulation may be required to continue on leave until the end of the school
term Lo avoid disruption.

Unused family and medical leave shall not accumulate from year to year.
INTERMITTENT LEAVE/REPUCED HOURS

Family and medical leave may be taken intermittentiy (when medically necessary) or on a
reduced hours basis,

CONTINUATION OF BENEFITS

While on family and medical leave, employees shall be entitled to all employment benefits
accrued prior to the datc on which the leave commenced. Health insurance for an employee on
family and medical leave shall continue to be provided by the state on the same basis had the
employee not taken leave. Other employment benefits and seniority shall not acerue during
unpaid family and medical leave.

RETURN TO WORK

As noted by the required notice of eligibility and rights and responsibilities when family and
medical leave is taken due to an employee's own serious health condition, the employee shall
provide fitness-for-duty certification before reluening to work. This may include certification by
the health care provider that the employee is able to perform essential functions specific to the
job, as noted by the District in a list attached to the certification form.

Upon return to work, the employee shall be entitled to hisfher same position (or an equivalent
position with equivalent pay} with corresponding benefits and other terms and conditions of
employment.

NOTICE

The District shaill notify employees of family and medical leave provisions by posting
appropriate notices in conspicuous places in the Central Office and each worksite and
distributing notices as required by faw.

REFERENCES:

Family and Medical Leave Act of 1993, 29 U.S.C. 2601-2654
Title T of the FMLA, as amended by the National Defense Authorization Act
Code of Federal Regulations, Title 29, Part §25

RELATED POLICIES:
03,123, 03.1232, 03,1233, 03.1234, 03.1233, 03,124




RECOMMENDED: SEVERAL SUGGESTIONS REFLECT SUGGESTED PRACTICES TROM THE
KENTUCKY STATE AUDITOR (FOCUS ON NECESSARY AND ACTUAL EXPENSES, DOCUMENTING
FUNDING SOURCE FOR TRIP EXPENSES, PROPER DOCUMENTATION FOR REIMBURSEMENT; AND
REVIEW OF SUPERINTENDENT’S TRAVEL EXPENSES IN AN OPEN MEETING PRIOR TO APPROVING
REIMBURSEMENT).

‘THIS CHANGE IS NOT REQUIRED BY LAW

LEGAL: ACCOUNTING PROCEDURES FOR KENTUCKY SCHOOL ACTIVITY FUNDS REQUIRES THAT
TRAVEL VOUCHERS BE SUBMITTED WITHIN ONE (1) WEEK OF TIIE TRAVEL.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.125
- CERTIFIED PERSONNEL -

Expense Reimbursement

Provided the Superintendent/designee has given prior approval to incur thenecessary and
appropriate expenses, the Board shall reimburse school personnel for school-related travel when
such travel is a required part of the duties of the employee or for school-related activitics
approved by the Supexmtcndenl and, when appropriate the School Council. Travel expenses of
school-based personnel in SBDM schools shall be paid from Council funds. In the case of
expenses reimbursed from internal accounts, the Principal shall be the author ity for approving
reimbursement. Travel expenses for guests of employees shall not be reimbursed.

The expense reimbursement process shall require documentation of the funding source/category
used to pay expenses for all approved trips.

The Board will reimburse only actual expenses. Allowable expenses are:

MILEAGE

Actual mileage between official work stations within the school system and actual mileage for
trips outside the school system which have been approved by the Superintendent and the Council
in SBDM schools will be reimbursed at forty-eight cents(.48) per mile when the employce uses
his/her own vehicle.

GASOLINE

Actual cost of gasoline and oil purchased and placed in a Board-owned vehicle by an employee
while engaged in school-related travel. Purchase must be substantiated by a receipt showing total
gallons and total charges.

ToLLS AND FEES

All tolls and parking fees incurred in school-related travel. Parking fees must be substantiated by
a ticket or receipt. (Tolls are not to be charged for District vehicles being operated in state in an
official capacity.)

CAR RENTAL

Car rental charges when approved by the Superintendent and the Council in SBDM schools.
Charges must be substantiated by a receipt.

CoMMON CARRIERS

All charges or fares for necessary travel on common carriers (plane, bus, train, subway, taxi,
ferry, etc.). Sight-seeing and pleasure tours are not reimbursable.



PERSONNEL ' 03.125
(CONTINUED)

Expense Reimbursement

OuT-OF-STATE TRAVEL

Reimbursement for out-of-stale travel by privately owned vehicles shall be made on the basis of
airplane coach fare or mileage rate, whichever is the lesser amount.

Foon

Actual monices spent for food while on out-of-District trips, when an overnight stay is required.
All meal charges must be substantiated by an itemized receipt. Maximum allowable food
expenditure per day shall be $40 unless an exception is approved by the Board.

LopcInG

Hotel or motel charges (not including food or other charges) incurred in school-related travel.
Charges must be substantiated by an itemized receipt.

EMERGENCY REPAIRS TO VEHICLES

Reimbursement will be made for emergency repairs or road service to Board-owned vehicles if
incapacitated while out of District. Drivers may not obligate the Board for major repairs without
the permission of the Director of Transportation or Superintendent.

REIMBURSEMENT FORM

Travel vouchers shall be submitted within one (1) week of the travel. No requests for travel
reimbursement will be considered unless filed on the proper purchase order form and

accompanied by the-preperhy-itemized receipts.

Without proper documentation, individuals shall not receive reimbursement. and. if it is
determined that reimbursement was made based on incomplete or improper documentation. the
individual may be required to reimburse the District.

SUPERINTENDENT’S TRAVEL EXPENSES

Prior to granting approval for payment. the Board shall review itemized reimbursement requests
for the Superintendent’s travel expenses in an open board meeting.

REFERENCES:

KRS 160.290; KRS 160.410; KRS 175.525

0AG 80-395

United States v. Correll, 389 U.S. 299 (1967)

Accounting Procedures for Kentucky School Activity Funds




RECOMMENDED: THE KENTUCKY STATE AUDITOR RECOMMENDS THAT BOARD POLICY
ADDRESS MISSING PROPERTY OR PROPERTY BEING USED FOR OTHER THAN SCHOOL OR
DISTRICT BUSINESS. ALSO, I YOUR DISTRICT ASSIGNS A DISTRICT-OWNED VEHICLE TO ONE OR
MORE EMPLOYEES, PLEASE CONTACT YOUR KSBA CONSULTANT FOR SUGGESTED LANGUAGE TO
REQUIRE ADHERENCE TO IRS GUIDELINES FOR THAT TAXABLE BENEFIT.

THIS CHANGE IS NOT REQUIRED BY LAW,

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.1321

- CERTIFIED PERSONNEL -
Use of School Property

All personnel shall be responsible for the school equipment, supplies, books, furniture, and
apparatus under their care and use. Any damaged, lost, stolen. or vandalized property shall be
reported to the ecmployee's immediate supervisor. who shall then report it to the
Superintendent/designee once it is confirmed that the item cannot be recovered.

In addition. employees shall not perform personal services for themselves or for others for pay or
profit during work time and/or using District property or facilities. District property being used
for unauthorized purposes shall be reported to that employee’s immediate supervisor.

OUTSIDE WORK

An employee shall not use any District facility, vehicle, electronic communication system,

equipment or materials in performing outside work wsaless—otherwise—approved—by—the
Superintendent-or-Beard. These items (including security codes and electronic records, such as
E-mail) are property of the District and shall be used solely for job-related purposes.

ELECTRONIC COMMUNICATIONS

Employees shall not use a code, access a file, or retrieve any stored communication unless they
have been given authorization to do so. Employees cannot expect confidentiality or privacy as to
information entered or stored in their E-mail accounts. Authorized District personnel may
monitor the use of electronic equipment from time to time.

DRIVING RECORD

Employees who have occasion to drive any Board-owned vehicle and/or transport students shall
annually provide the Superintendent with a copy of their driving record from the Kentucky
Department of Transportation. Any traffic citation received during the year shall be reported to
the Superintendent prior to driving a Board-owned vehicle or transporting students.

USE OF ASSIGNED TELECOMMUNICATION DEVICES

The Board authorizes the purchase and employee use of telecommunication devices, as deemed
appropriate by the Superintendent. These devices shall include, but are not limited to, pagers and
digital or cell phones.

Telecommunication devices may be assigned or made available on a temporary or on-going basis
when it is determined that:

1. Assignment of a device to an employee is a prudent use of District resources.

2. The employee's job responsibilities require the abilily to communicate frequently and
access to a District or public telephone is not readily available,



PERSONNEL 03.1321
(CONTINUED)

Use of School Property

USE OF ASSIGNED TELECOMMUNICATION DEVICES (CONTINUED)

3. The employee's job involves situations where immediate communication is nccessary
to ensure the security of District property or safety of students, staff or others while
on District property or engaged in District-sponsored activities.

District-owned telecommunication devices shall be used primarily for authorized District
business purposes. However, occasional personal use of such equipment is permitted.

REFERENCES:

702 KAR 5:080; OAG 70-346
KRS 160.190 (1)

KRS 160.290

KRS 162.050

KRS 189.292: KRS189.204
KRS 281A.205




LEGAL: IF TIE DISTRICT OBTAINS MEDICAL INFORMATION FROM EMPLOYEES AS PART OF THEIR
REQUEST FOR AN ACCOMMODATION UNDER SECTION 504 OF THE REHABILITATION ACT, THAT
INFORMATION MUST BY LAW BEE KEPT CONFIDENTIAL.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.212
~ CLASSIFIED PERSONNEL -

Equal Employment Opportunity

NONDISCRIMINATION

The Superintendent shall adhere to a policy of equal employment opportunity in all personnel
matters. No person shall be subjected to discrimination in regard to employment, retention,
promotion, demotion, transfer or dismissal because of race, color, religion, sex, genetic
information, national or ethnic origin, political affiliation, age, or disabling condition.'

INDIVIDUALS WITH DISABILITIES

No qualified person with a disability, as defined by law, shall, on the basis of the disability, be
subject to discrimination in employment.

District employment practices shall be in accordance with the Board-approved procedures
addressing requirements of the Americans with Disabilities Act-ef1990 and Section 504 of the
Rehabilitation Act of 1973,

No human immunodeficiency virus (HIV) related test shall be required as a condition of hiring,
promotion, or continued employment, unless the absence of HIV infection is a bona fide
occupation qualification for the job in question as defined in KRS 207.135.

REASONABLE ACCOMMODATION

LEmployees who have a long-term or permanent disability may request the District supervisor to
provide reasonable accommodations necessary for them to perform the essential duties of the
position. If assistive technology is deemed necessary for an employee, every effort will be made

Reasonable accommodation shall be provided as required by law.
ADVISING EMPLOYEES

The Superintendent shall inform all school employees of the provisions of this policy.
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PERSONNEL

Equal Employment Opportunity

REFERENCES:

'KRS 161.164

29 U.S.C.A. 794
29USC, section 1630.14
KRS 207.135 -
34 CFR. 104.3-104.14

42 U.S.C. 200e, Civil Rights Act of 1964, Title VI, KRS Chapter 344
Americans with Disabilities Act-ef1990

Kentucky Education Technology System (KETS)

Section 504 of the Rehabilitation Act of 1973

Title IX of the Education Amendments of 1972

Genetic Information Nondiscrimination Act of 2008

RELATED POLICIES:

03.212
(CONTINUED)
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RECOMMENDED: THE KENTUCKY STATE AUDITOR RECOMMENDS THAT POLICY SHOULD
ADDRESS HOW EXPERIENCE CREDIT WILL BE GRANTED TO NEW OR TRANSTERRING CLASSIFIED
EMPLOYEES.

THIS CHANGE 1S NOT REQUIRED BY LAW.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.221
- CLASSIFIED PERSONNEL -

Salaries

HOURLY OR SALARY BASIS

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

WORK DAY/WORK WEEK

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

QUALIFICATIONS

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

DETERMINATION OF EXPERIENCE

‘{ Formatted: ksba normal
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2. Previous experience in an cquavalcm position in another school district. - ‘\
\

school district.

3. Previous private sector experience in a job of a similar nature.

In determining whether previous experience is applicable to a District position. similar« '\

experience shall refer Lo the essential functions, licensing/training requircments. and/or
daily job responsibilities of the positions being similat,

LIST OF SALARIES

The Board shall maintain for public scrutiny a factual list of individual salaries of its employces
for the fiscal year just closed and shall furnish that list by mail to a newspaper qualified under
KRS 424.2120 to publish advertisements for the District.
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PERSONNEL 03.221
(CONTINUED)

Salaries

PAYROLL DISTRIBUTION
Checks will be issued according to a schedule approved annually by the Board.

At the close of the school year, employees who have completed all responsibilities and duties
may request fo be paid their remaining salary prior to the end of the fiscal year.

PAYROLL DEDUCTION

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

OVERTIME

Overtime work shall be approved in advance by the Superintendent or designee. Hourly
employees required to work in excess of forty (40) hours per week will be paid at the rate of 1%
times the regular rate for all hours beyond 40 as provided by law for overtime work.

REFERENCES:

KRS 78.615; KRS 160.291; KRS 161.01 1

KRS 337.285; KRS 424.120: KRS 424.220

803 KAR 1:060, 803 KAR 1:070

Fair Labor Standards Act

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

RELATED POLICY:
03.2211




LEGAL: AMENDED FEDERAL FAMILY AND MEDICAL 1L.EAVE REGULATIONS WENT INTO EFFECT IN
MARCH CONCERNING MILITARY CAREGIVER LEAVE AND QUALIFYING EXIGENCY REQUESTS. IN
ADDITION, THE FAMILY AND MEDICAL LEAVE ACT PROHIBITS AN EMPLOYEE'S DIRECT
SUPERVISOR FROM CONTACTING THE EMPLOYEE’S HEALTH CARE PROVIDER FOR INFORMATION
CONCERNING A CERTIFICATION IN SUPPORT OF A REQUEST FOR FAMILY AND MEDICAL LEAVE.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.22322
- CLASSIFIED PERSONNEL -

Family and Medieal Leave

REASONS
In compliance with the Family and Medical Leave Act of 1993 and under procedures developed
by the Superintendent, leave shall be granted to eligible employees for the following reasons:

1. TFor the birth and care of an employcc’s newborn child or for placement of a child with
the employee for adoption or foster care;

2. To care for the employee's spouse, child, or parent who has a serious health condition, as
defined by federal law;

3. For an employee's own serious health condition, as defined by federal law, that makes the
employee unable to perform the employee's job;

4. To address a qualifying exigency (need) defined by federal regulation arising out of the
covered active duty or call to active duty involving deployment to a foreign country of a
covered-famib-member-the employee's (spouse, son, daughter, or parent) who serves in a
reserve component or as an active or retired member of the Regular Armed Forces or
Reserve in support of a contingency operation; and

5. To care for a covered familyservice member (spouse, son, daughter, parent or next of kin)
who has incurred or aggravated an serious 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 his/her duties ef-histher-officesgrade—rank-orratingor to care
for a covered veteran with a serious injury or illness as defined by federal regulations.

NOTICES AND DEADLINES

o Employees who may be eligible for or who request leave for any of the above reasons shall
be provided an FMLA notice of eligibility and nghts and responsibilities. Requests for
family and medical leave entitlement should be made in writing but verbal requests may be
made to the immediate supervisor or other designated administrator who shall then
document the request. The District may require that a request for leave be supported by a
certification for health care or military-related situations as permitted by federal law, but
such requirements must be set out in the required notice.
Deadline for Notice to be Provided: Absent extenuating circumstances, within five (5)
business days of District receipt of a request or the District being made awarc of a
potentially qualifying reason.

NOTE: Only the District’s human resources professional, leave administrator, or personnel [ Formatted: Default Paragraph Font, Font: ﬂ
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PERSONNEL 03.22322
{CONTINUED)

Family and Medical Leave

NOTICES AND DEADLINES (CONTINUED)

s The District shall designate an employee's leave, paid or unpaid, as FMLA-qualifying and
shall provide a designation notice indicating whether the request is approved or if
additional information is needed. Leave may be delayed if the employee does not provide
proper notice (30 days advance notice for a foreseeable leave; otherwise, notice as soon as
the need becomes known).

Deadline for Notice to be Provided: Absent extenuating circumstances, within five (5)
business days of learning that an FMLA reason supports the leave,

EL1GIBILITY

Employees are eligible for up to twelve (12) workweeks of family and medical leave each school
year, if they have been employed by the District for twelve (12) months, have worked at feast
1,250 hours during the twelve {12) months preceding the start of the leave, and otherwise qualify
for family and medical leave. When family and medical military carcgiver leave is taken based
ante-eare-for-a-service-members-recovery-from a serious illness or injury sustained-inthe Hane-of
dutyvof a covered service member, an eligible employee may take up to twenty-six (26)
workweeks of leave during a single twelve-month period. This provision also applies to covered
service members/veterans that have been on active duty within the past five (5) ycars_as defined
by federal reguiation,

In determining whether returning veterans meet the minimum 1,250 hour standard, hours
actually worked for the District during the twelve-month period are to be combined with hours
they would have worked for the District had they not been called for military service.

In situations involving both the Americans with Disabilities Act (ADA) and FMLA, the District
shall apply the law affording the employee the greater benefit.

RESTRICTIONS

To the extent that an employee is entitled to any paid leave, such leave shall be taken and it shall
run concurrently with family and medical leave, except that the employee may request to reserve
ten (10) days of sick leave. (This requirement shall not apply to employees taking workers’
compensation leave.) However, when an employee's work-related injury/medical state qualifies
as a serious health condition, worker's compensation leave shall run concurrently with the twelve
(12) workweek entitlement.

Paid leave used by the employee as required under this policy shall count, as applicable, against
the twelve (12) or twenty-six (26) FMLA workweek entitlement,

Entitlement to family and medical feave for the birth and care of a newborn child or placement of
a child shall expire twelve (12) months after the date of such birth or placement.

When both husband and wifc are employed by the District, the combined amount of family and
medical leave for reasons other than personal illness or illness of a child shall be limited to
lwelve (12} workweeks. In cases of personal illacss or iflness of a child, each spouse is entitled
to twelve (12) workweeks of family and medical leave.




PERSONNEL 03.22322
{CONTINUED)

Family and Medical Leave

RESTRICTIONS {(CONTINUED)

Exception: The limit on the combined amount of family and medical leave shall be twenty-six
(26) workweeks when both an eligible husband and wife are employed by the Dislrict and are
eligible for leave that involves a covered Armed Forces service member/veteran.

Unused family and medical [eave shall not accumulate from year to year.
INTERMITTENT LEAVE/REDUCED HOURS

Family and medical lcave may be taken intermittently (when medically necessary) or on a
reduced hours basis.

CONTINUATION OF BENEFITS

While on family and medical leave, employces shall be entitled to all employment benefits
acerued prior to the date on which the leave commenced. Health insurance for an employee on
family and medical leave shali continue to be provided by the state on the same basis had the
employee not taken feave. Other employment benefits and seniority shall not accrue during
unpaid family and medical leave,

RETURN TO WORK

As noted by the required notice of eligibility and rights and responsibilities, when family and
medical leave is taken due to an employee's own serious health condition, the employee shall
provide fitness-for-duty certification before returning to work. This may include certification by
the health care provider that the cmployee is able to perform essential functions specitic to the
job, as noted by the District in a list atlached to the certification form,

Upon return to work, the employee shall be entitled to his/her same position (or an equivalent

position with equivalent pay) with corresponding benefits and other terms and conditions of
employment.

NoTict

The District shail notify employees of family and medical leave provisions by posting
appropriate notices in conspicuous places in the Central Office and each worksile and
distributing notices as required by law.

REFERENCES:
Family and Medical Leave Act of 1993, 29 U.S.C. 2601-2654

Title [ of the FMLA, as amended by the National Defonse Authorization Act
Code of Federal Regulations, Title 29, Part 825

RELATED POLICIES:

03.223; 03.2232
03.2233; 03.2234
03.2238; 03.224




RECOMMENDED: SEVERAL SUGGESTIONS REFLECT SUGGESTED PRACTICES FROM TIHE
KENTUCKY STATE AUDITOR (FOCUS ON NECESSARY AND ACTUAL EXPENSES, DOCUMENTING
FUNDING SOURCE TFOR TRTP EXPENSES, AND PROPER DOCUMENTATION FOR REIMBURSEMENT).
THIS CHANGE 1S NOT REQUIRED BY LAW

LEGAL: ACCOUNTING PROCEDURES FOR KENTUCKY SCHOOI ACTIVITY FUNDS REQUIRES THAT
TRAVEL VOUCHERS BE SUBMITTED WITHIN ONE (1) WEEK OF THE TRAVEL.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.225
- CLASSIFIED PERSONNEL -

Expense Reimbursement

appropriale expenses, the Board shall reimburse classified employees for job-related travel when
such travel is a required part of the duties of the employee or for job-related activities approved
by the Superintendent and, when appropriate, the School Council. Travel expenses of school-
based personnel in SBDM schools shall be paid from Council funds. In the case of expenses
reimbursed from internal accounts, the Principal shall be the authority for approving
reimbursement. Travel expenses for guesis of emplovees shall not be reimbursed.

The expense reimbursement process shall reguire documentation of the funding source/category
used to pay expenses for all approved trips.

The Board will reimburse only actual expenses. Allowable cxpenses are:

MILEAGE

Actual mileage between official work stations within the District and actual mileage for trips
outside the District which have been approved by the Superintendent and the Council in SBDM
schools will be reimbursed at forty-eight cents ((48) per mile when the employce uses his/her
own vehicle.

GASOLINE

Actual costs of gasoline and oil purchased and placed in a Board-owned vehicle by an employee
while engaged in job-related travel. Purchase must be substantiated by a receipt showing total
gallons and total charges.

ToLLs ANP FEES

All tolls and parking fees incurred in job-related travel. Parking fees must be substantiated by a
ticket ar reccipt. (Tolls are not to be charged for District vehicles being operated in state in an
official capacity.)

CAR RENTAL

Car rental charges when approved by the Superintendent and the Council in SBDM scheols.
Charges must be substantiated by a receipt.

COMMON CARRIERS

All charges or fares for nccessary travel on common carriers (plane, bus, train, subway, taxi,
ferry, etc.). Sight-seeing and pleasurce tours arc not reimbursabje.

QUT-OF-STATE TRAVEL

Reimbursement for out-of-state travel by privately owned vehicles shall be made on the basis of
airplane coach fare or mileage rate, whichever is the lesser amount.




PERSONNEL 03.225
(CONTINUED)

Expense Reimbursement

Foon

Any monies spent for food while on out-of-District trips, when an overnight stay is required. All
meal charges must be substantiated by an Hemized reccipt. Maximum allowablc food
expenditure per day shall be $40 unless an exception is approved by the Board.

LODGING

Hotel or motel charges (not including food or other charges) incurred in school-related travel.
Charges must be substantiated by an itemized receipt,

EMERGENCY REPAIRS TO VEHICLES

Reimbursement will be made for emergency repairs or road service to Board-owned vehicles if
incapacitated while out-of-District. Drivers may not obligate the Board for major repairs without
the perinission of the Director of Transportation or Superintendent.

REIMBURSEMENT FORMS

Travel vouchers shall be submitied within one (1} week of the travel. No reqguest for travel
reimbursement will be considered unless filed on the proper purchase order form and
accompanied by the properly itemized reccipts.

Without proper documentation, individuals shall not receive reimbursement, and, if it is
determined thal reimbursement was made based on incomplete or improper documentation, the
individual mayv be reguired to reimburse the District.

REFERENCES:

KRS 160.290, KRS 160.410, KRS [75.525

OAG 80-395

United States v. Correll, 389 U.S. 299 (1967)

Accounting Procedures for Kentucky School Activity Funds




RECOMMENDED: THE KENTUCKY STATE AUDITOR RECOMMENDS TIIAT BOARD POLICY
ADDRESS MISSING PROPERTY OR PROPERTY BEING USED FOR OTHER THAN SCHOOL OR
DISTRICT BUSINESS. ALSO, IF YOUR DISTRICT ASSIGNS A DISTRICT-OWNED VEHICLE TO ONE OR
MORE EMPLOYEES, PLEASE CONTACT YOUR KSBA CONSULTANT FOR SUGGESTED LANGUAGE TO
REQUIRE ADHERENCE TO IRS GUIDELINES FOR THAT TAXABLE BENEFIT.

THIS CHANGE IS NOT REQUIRED BY LAW,

FINANCIAT IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.2321
- CLASSIFIED PERSONNEL -

Use of School Property

All personnel shall be responsible for the school equipment, supplies, books, furniture, and
apparatus under their care and use. Any damaged, lost, stolen, or vandalized property shall be
reported to the employee's immediate supervisor. _who shall then report it to the
Superintendent/designee once it is confirmed that the item cannot be recovered.

In addition. employees shall not perform personal services for themselves or for others for pay or
profit during work time and/or using District property or facilities. District property being used
for unauthorized purposes shall be reported to that employee’s immediate supervisor.

OuTsIDE WORK

An employee shall not use any District facility, vehicle, electronic communication system,
equipment or materials in performing outside work tse—apPE : :
Superintendent-orBoard. These items (including security codes and clectronic records, such as
IE-mail) are property of the District and shall be used solely for job-related purposes.
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ELECTRONIC COMMUNICATIONS
Employees shall not use a code, access a file, or retricve any stored communication unless they
have been given authorization to do so. Employees cannot expect confidentiality or privacy as to
information entered or stored in their E-mail accounts. Authorized District personnel may
monitor the use of electronic equipment from time to time.
DRIVING RECORD
Employees who have occasion to drive any Board-owned vehicle and/or transport students shall
annually provide the Superintendent with a copy of their driving record from the Kentucky
Department of Transportation. Any {raffic citation received during the year shall be reported to
the Superintendent prior to driving a Board-owned vehicle or transporting students.
USE OF ASSIGNED TELECOMMUNICATION DEVICES
The Board authorizes the purchase and employce use of telecommunication devices, as deemed
appropriate by the Superintendent. These devices shall include, but are not limited to, pagers and
digital or cell phones.
Telecommunication devices may be assigned or made available on a temporary or on-going basis
when it is determined that:

1. Assignment of a device to an employee is a prudent use of District resources.

2. The employee's job responsibilities require the ability to communicate frequently and

access to a District or public telephone is not readily available.



PERSONNEL 03.2321
(CONTINUED)

Use of School Property

USE Or ASSIGNED TELECOMMUNICATION DEVICES (CONTINUED)

3. The employee's job involves situations where immediate communication is necessary
to ensure the security of District property or safety of students, staff or others while on
District property or engaged in District-sponsored activities.
District-owned telecommunication devices shall be used primarily for authorized District
business purposcs. However, occasional Personal use of such equipment is permitted.

REFERENCES:

KRS 160.290

KRS 189.292:KRS1-89:294
KRS 281A.205

702 KAR 5:080




RECOMMENDED: SEVERAL SUGGESTIONS REFLECT RECOMMENDATIONS FROM THE KENTUCKY
STATE AUDITOR. IF YOUR DISTRICT HAS NOT AUTHORIZED SCHOOL OR DISTRICT CREDIT CARDS,
PLEASE MARK THROUGH THAT SECTION, MARK “ADOPT WITH MODIFICATION” ON THE UPDATE
CHECKLIST, AND RETURN A COPY OF THIS DRAFT TO KSBA WITH YOUR CHECKLIST.

THIS CHHANGE IS NOT REQUIRED BY LAW

FINANCTAL IMPLICATIONS: NONE ANTICIPATED

FISCAL MANAGEMENT 04.31
Authority to Encumber and Expend Funds

FINANCIAL STATEMENT

The daily administration of the budget shall be the responsibility of the Superintendent. The

Superintendent shall provide the Board with a monthly financial statement-at-each-regularBoard __ - { Formatted: ksba normal _]
meeting, This shall include a report of receipts and disbursements and estimated status by major

budget category, the cash balance on hand, and the amount of invested funds at the end of the

immediate preceding month,

EXPENDITURE OF FUNDS

Expenditures from any District fund shall be made in accordance with the budgets approved by

the Board. All purchases shall require the prior approval of the Superintendent or the

Superintendent's designee.

AUTHORITY TO OBLIGATE

Administrators designated by the Superintendent may initiate a purchase order. subject to the |
limits of their designated budgeted funds and approval by their supervisor.

The Board shall not be responsible for expenditures not properly authorized and not made

according to the purchasing procedures developed by the Superintendent.

REVIEW OF CREDIT CARD TRANSACTIONS <~ -~ - Formatted: sideheading, Space After: 3pt )

The Superintendent shall establish a process consistent with Board policy to regulate use of
credit cards and credit card accounts. This process will include procedures for recovery of
District funds for any unauthorized purchases.

Employees shall report immediately any District/school credit card that is lost. Personal
purchases on District/school credit cards are prohibited. Unauthorized charges made by
employees to District/school credit cards may result in disciplinary action.

BOARD APPROVAL REQUIRED

Prior Board approval shall be required in order for the District to participate in any cash
management, bond issuance, tax revenue anticipation note, or other program involving
commitment of District funds. The Board shall designate the fiscal agent and bond counsel.

REFERENCES:

KRS 160.340; KRS 160.370
KRS 160.390; KRS 160.470
KRS 160.530; KRS 160.550

702 KAR 3:050; 702 KAR 3:120
702 KAR 3:246; 702 KAR 3:300
School Council Allocation

RELATED POLICIES:
02.4242; 04.311; 04.3111




RECOMMENDED: SUGGESTION REFLECTS RECOMMENDATION FROM THE KENTUCKY STATE
AUDITOR.

THIS CHANGE 1S NOT REQUIRED BY LAW

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

FISCAL MANAGEMENT 043111

District Issuance of Checks

AUTHORIZATION

The treasurer shall prepare warrants or "Orders of the Treasurer” to be acted upon at each regular
Board meeting. Except for situations as defined below providing for subsequent Board approval,
before checks are issued, the treasurer shall have received the approved warrant or “Orders”, or
approved equivalent properly executed, which shall include signatures of the chairperson and
secretary of the Board.

PAYMENT OF BILLS

With the exception of recurring monthly payments such as utilities and fixed charges, no bill
shall be paid without the following supportive information:

1. A purchase order signed by the Superintendent or his designated representative;
2. Aninvoice as to goods or services received; and
3. Confirmation that invoiced materials were received in accurate quantity and in good
order. ’
BOARD MINUTES

The original copy of warrants or “Orders™ shall be maintained on file as a part of the official
Board minutes,

SUBSEQUENT APPROVAL

The Board shall give subsequent approval to all budgeted disbursements made between mectings
of the Board. Payments made between regular Board meetings shall be confined to the
following:

1. contract salaries,

2. payments to take advantage of discounts,

3. payments made to prevent penalties and disruption of services, and
4

payments for approved purchases made in accordance with District policy and procedures
to avoid invoices being more than thirty (30) days past due as of the date of the Board
meeting.

REFERENCES:

KRS 160.290; KRS 160.340

KRS 160.370; KRS 160.560

OAG 79-321; 702 KAR 3:120

Accounting Procedures for Kentucky School Activity Funds
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LEGAL: REQUIREMENTS FOR BOOSTER CLUBS AND NUMEROUS SCHOOL ACTIVITY FUNDS HAVE
BEEN UPDATED IN THE REVISED ACCOUNTING PROCEDURES FOR KENTUCKY SCHOOL ACTIVITY
FUNDS ISSUED BY THE KENTUCKY DEPARTMENT OF EDUCATION, WHICH WILL GO INTO EFFECT
JULY 1, 2013.

FINANCIAL IMPLICATIONS: ADDITIONAL STAFF TIME TO MONITOR/DOCUMENT NEW
REQUIREMENTS AND POSSIBLE LOSS OF REVENUE FROM ANY EXTERNAL ORGANIZATIONS
UNABLE TO COMPLY.

FISCAL MANAGEMENT 04.312
School Activity Funds

School activity funds may be expended for purposes which contribute generally to the benefit of
the students, provided expenditures are consistent with requirements set oul in Accounting
Procedures for Kentucky School Activity Iunds. Based on a schedule developed by the
Superintendent, the Board shall review the status of school activity funds at least twice each
fiscal year.

UNIFORM ACCOUNTING

All personnel shall comply with the uniform financial accounting system' and activity fund
accounting procedures set out in Kentucky Administrative Regula‘[ion.2

TwO SIGNATURES REQUIRED

The Principal, or school councils in SBDM schools, shall be responsible for the manner in which
accounts are kept and preserved. Two (2) signatures shall be required on each check drawn against
school activity funds, neither of which may be a signature stamp. The two (2) signatures shall be
the manual signatures of the Principal/designee and the school treasurer.

PURCHASE ORDERS

Activity funds mav only be expended as authorized in the Accounting Procedures for Kentucky
School Activity Funds.

Activity fund purchases must be supported by a properly cxccuted purchase request and
authorization for payment by the Principal.

Because no school activity fund is permitted to end the fiscal year with a deficil balance, the
school shall not expend or commit to expend any activity fund in excess of revenue received for
the fiscal year, Should this occur, the employee(s) responsible shall be subject to appropriate
disciplinary action, and the Superintendent may require the school/council to present for Board
approval a plan for reimbursement of any deficit amount.

FINANCIAL REPORTS

Each month the Principal shall provide the SuperintendentDistrict Finance Officer with a financial
report for activity fund accounts. On or before July 25, following the end of the fiscal year, the
Principal shall submil to the SuperintendentDistrict Finance Officer an annual financial report for
those accounts.

DEFINITION OF SCIIOOL ACTIVITY FUNDS

School activity funds refer to all school funds including funds derived from fund-raising activities
sponsored under the auspices of the school. Funds raised or received by organizations that do not
comne under the direct supervision of school authorities shall not be considered activity funds.



