PERSONNEL 03.221
(CONTINUED)

Salaries

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 DISTRIBUTION

All District employees with the exception of students who work for the District, shall participate
in direct deposit of payroll. Direct deposits will be made according to a schedule approved
annually by the Board._

gcnud gbgl be pmd !hcu' earnings in twenty-four (24) equal mslnl[mcnts Absences without pay

shall be docked on the pay date following the pay period in which the absence occurred.

Classified hourly employees working a flexible schedule shall be paid per the hours reported on
their timesheet. The employee shall receive their pay for hours worked on the pay date following
the pay period ending date.

Classified hourly emplovees contracted to work a set schedule each week. but experiencing
frequent absenteeism without pay, shall be deemed 10 be working a flexible schedule and paid
accordingly.,

At the close of the school year, employees who have completed all responsibilities and duties

may tequest to be paid their remaining salary no later than June 30.
PAYROLL DEDUCTION

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

COMPENSATORY LEAVE TIME 5

leave time must meet the regulations of the Fair Labor Standards Act and Kt:muck\ Labor Laws
before it can be approved,
OVERTIME

Except in cases of emergency, the Superintendent or the Superintendent's designee shall approve in
advance all required/requested overtime.

Hourly employees required to work in excess of forty (40) hours per week will be paid at the rate of
1 1/2 times the regular rate for all hours beyond 40 as provided by law for overtime work.

REFERENCES:

KRS 78.615; KRS 161.158; KRS 160.291; KRS 161.011

KRS 337.285; KRS 424.120; KRS 424.220

702 KAR 3:060, 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
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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 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 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 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 county of a
covered-family-memberthe 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 family-service 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-ofhisther-officergrade-rank-orrating
or to care for a covered veteran with a serious injury or illness as defined by federal
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 entitlement should be made in writing. 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 aware of a
potentially qualifying reason.

arily or authenticate an FML
re questions. The employee’s

director may contact an employee's health care provider to ¢l
certification in support of an FML request about which the
direct supervisor shall not contact the provider.
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PERSONNEL 03.22322
(CONTINUED)

Family and Medical Leave

NOTICES AND DEADLINES (CONTINUED)

e 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.

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
on to-carefor-aservice-member s recovery-from-a serious illness or injury sustained-in-thetine-of
dutyof 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) years_as_defined
by federat regulation.

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 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
to twelve (12) workweeks of family and medical leave.

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 District and are
eligible for leave that involves a covered Armed Forces service member/veteran.

Unused family and medical leave shall not accumulate from year to year.



PERSONNEL 03.22322
(CONTINUED)

Family and Medical Leave

INTERMITTENT LEAVE/REDUCED HOURS

Family and medical leave may be taken intermittently (when medically necessary) or on a
reduced hours basis. 5 - s .

CONTINUATION OF BENEFITS

While on family and medical leave, employees shall be entitled to all employment benefits
accrued prior to the date 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 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 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 his/her same position (or an equivalent
position with equivalent pay) with corresponding benefits and other terms and conditions of
employment.

NOTICE

The District shall 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 law.

REFERENCES:

Family and Medical Leave Act of 1993, 29 U.S.C. 2601-2654
Title I of the FMLA, as amended by the National Defense 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 THE
KENTUCKY STATE AUDITOR (FOCUS ON NECESSARY AND ACTUAL EXPENSES, DOCUMENTING
FUNDING SOURCE FOR TRIP EXPENSES, AND PROPER DOCUMENTATION FOR 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 THE TRAVEL.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

DRAFT (07/10/13)
PERSONNEL 03.225

- CLASSIFIED 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 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 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,

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 form and accompanied by the
properitemized receipts. Receipts shall be required for all expenditures with the exception of
meals which are paid on a per diem basis. A receipt must show the date of service, the amount
charged for the service, the location where the service was provided and a description of the
expenditure.

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,

The Board will be responsible only for 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 the rate of forty cents (.40) per mile when the employee uses
a personal vehicle.

Mileage outside the school system shall be based on the MapQuest website.
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.
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PERSONNEL 03.225
(CONTINUED)

Expense Reimbursement

CAR RENTAL

Car rental charges when approved by the Superintendent and the Council in SBDM schools.
Charges must be substantiated by a receipt. Additional expense for luxury vehicle rental shall not
be reimbursed by the District.

COMMON CARRIERS

All charges or fares for necessaty travel on common carriers (plane, bus, train, subway, taxi, ferry,
etc.). Sightseeing and pleasure tours are not reimbursable. Additional expense for first-class travel
shall not be reimbursed by the District.

OUT-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, Mileage shall be based on the
MapQuest website.

LODGING

Actual monies spent for lodging while on school related travel shall be reimbursed at the cost of
a single room rate, except that if employees share lodging, each employee shall be reimbursed
the lesser of the single room rate or one-half (1/2) the double rate. Lodging shall be reasonable
and necessary, determined by considering the location of the lodging, as determined by the
Superintendent.

Cost of lodging within fasts—sixty (4860) miles of the employee’s work site or home shall be
reimbursed if approved in advance by the employee’s immediate supervisor or the
Superintendent.

F06D-MEALS AND INCIDENTALS

Actual monies spent for feed-meals while on out-of-District trips shall be reimbursed at the per-
diem amount established by the Board. Allowable expenses shall be reasonable and necessary as
determined by the Superintendent. The per diem rates include: basic cost of meal, sales tax,
customary tip/gratuity and incidentals. The total per diem rate for meals and incidentals shall be
the federal standard meal rate of $46 per day, broken down as follows:

The-tetal-alotted-for-menls-shal-be-$35-with-per-diem-rates-as-foHows:
Breakfast $79.00
Lunch $1014.00
Dinner $1823.00

IRC 162 (a) (2) allows reimbursement for meals when an overnight stay occurs. There will be no
reimbursement for meals for a one (1)-day workshop without an overnight stay. The meals per
diem shall not be reimbursed when the meal is included in the price of lodging or included in a
registration fee. Meals shall not be reimbursed when attending a function where the meal is
served. regardless of whether or not it was included in the registration fee, except when medical
conditions require special dietary constraints,
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PERSONNEL 03.225
(CONTINUED)

Expense Reimbursement

CELL PHONE ALLOWANCE AND RESPONSIBILITIES = { Formatted: sldeheading

provider as soon as possible,
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.

REFERENCES:

KRS 160.290; KRS 160.410; KRS 175.525
OAG 80-395
United States v. Correll, 389 U.S. 299 (1967)

Accounting Procedures for Kentucky School Activity Funds
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LEGAL: THE 2013 GENERAL ASSEMBLY AMENDED KRS 157.350 TO ALLOW DISTRICTS ENROLLING
CHILDREN OF NONRESIDENT EMPLOYEES TO RECEIVE ADA FUNDS THE REVISED STATUTE
ALLOWS THE DISTRICT TO RECEIVE ADA FOR THE EMPLOYEE’S CHILD, WITHOUT THE NECESSITY
OF A RECIPROCAL WRITTEN AGREEMENT

FINANCIAL IMPLICATIONS: THE DISTRICT SHOULD REVIEW RAMIFICATIONS OF THE AMENDED
LAW IN REFERENCE TO EXISTING RECIPROCAL AGREEMENTS.

PERSONNEL 03.226
- CLASSIFIED PERSONNEL -
Enrollment of Children

EMPLOYEES’ CHILDREN RESIDING OUTSIDE THE DISTRICT

Upon written request of the parent/guardian, students whose parent/guardian resides outside of
the District and whose parent/guardian is a full-time employee of the District may be admitted
with permission of the Superintendent/designee. Attendance shall be declined if enrollment
meets or exceeds the maximum class size. The tuition for these students shall be waived,
contingent on the District receiving ADA as provided by law-previded-their-distriet-of residence
signs—a—contractto—transfer-the - ADAto—the Beard. Out-of-state residents are responsible for

payment of an amount equal to the SEEK allocation.

EMPLOYEES’ CHILDREN RESIDING INSIDE THE DISTRICT

Students living within the District shall not be permitted to enroll in a school outside their
geographic attendance zone/area if the class in which they would enroll meets or exceeds the
maximum class size. The parent/guardian must provide transportation. If these students are
enrolled in a class whose membership increases to exceed the maximum class size within the
first two (2) weeks of the school year, they shall be reassigned according to the following
options:

¢ Student to be reassigned immediately to another class/school.
e Student to be reassigned to the school that serves his/her attendance zone.

When other factors are equal, date of enrollment shall determine order of assignment and
reassignment.

REFERENCES:

KRS 158.120
KRS 157.350
OAG 72-154

RELATED POLICIES:

09.11
09.12
09.124
09.125



RECOMMENDED: THE KENTUCKY STATE AUDITOR RECOMMENDS THAT 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.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

DRAFT (07/10/13)

PERSONNEL 03.2321
- CLASSIFIED PERSONNEL -
Use of School Property

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

In addition. emplovees shall not perform personal services for themselves or for others for pay or
profit during work time and/or using District property or tacilities. 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. 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.

USE OF VEHICLES

With prior approval of the Superintendent or designee, designated employees shall be assigned
Board-owned vehicles to use in the performance of job-related duties. When the performance of
job-related duties includes an employee’s daily commute, the value of the daily commute shall be
calculated monthly for daily commute use and annually for periodic commute use and included in
the employee’s earned income per Internal Revenue Service guidelines.

students.

Board owned vehicles shall be used for authorized District business purposes only. The District

requires employees to comply with all applicable local and state laws while driving,

DRIVING RECORD

Employees who have occasion to drive any Board-owned vehicle and/or transport students shall
provide the Superintendent upon request 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. Employees

shall have a current valid driver’s license and proof of insurance on file at the Central
Office before they may drive a Board-owned vehicle and/or transport students.
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PERSONNEL 03.2321
(CONTINUED)

Use of School Property

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 ability to communicate frequently and
access to a District or public telephone is not readily available.

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.

4. The job function of the employee requires him/her to be accessible outside of<....-

scheduled or normal working hours.

District-owned telecommunication devices shall be used primarily for authorized District

business purposes. However, occasional personal use of such equipment is permitted.

Should personal use of the telecommunication device cause an additional charge to be added to
the monthly basic plan charge, the excess charge is to be reimbursed to the District by the
employee.

REFERENCE:

KRS 160.290; KRS 189.292: KRS180:204
KRS 281A.205; 702 KAR 5:080
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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 CHANGE IS NOT REQUIRED BY LAW
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

DRAFT (07/10/13)
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 statemenl-at-eash-regular-Board
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,

CREDIT CARDS

The Board does not anlhorlze the use of school or District credit cards, Use-ol-the Board-

sotree-of-all-purehuases:
REVIEW OF CREBIF-CARDVENDOR CARD TRANSACTIONS

The Superintendent shall establish a process consistent with Board policy to regulate use of
ereditvendor cards (i.e, Wal-Mart, Lowe’s, and Costeo) and ereditvendor card accounts, This -

process will include procedures for recovery of District funds for any unauthorized purchases.

Employees shall report immediately any District/school eseditvendor card that is lost. Personal { Formatted:
purchases on District/school greditvendor cards are prohibited. Unauthonzcd _char es made by

employees to District/school ereditvendor cards may result in dlsclﬁ[lh
BOARD APPROVAL REQUIRED

action

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.
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FISCAL MANAGEMENT 04.31
(CONTINUED)

Authority to Encumber and Expend Funds

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
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RECOMMENDED: SUGGESTION REFLECTS RECOMMENDATION FROM THE KENTUCKY STATE
AUDITOR.

THIS CHANGE IS NOT REQUIRED BY LAW

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

DRAFT (07/10/13)

FISCAL MANAGEMENT 04.3111
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.

The Board shall inguire into and/or review any bills before a meeting that may need clarification
prior to presentation for final approval for payment. The Board may designate one (1) or more
Board members to review bills.

The Board shall give subsequent approval to all budgeted disbursements made between meetings
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 for approved employee travel expense reimbursements made in accordance
with District policy to avoid delay in reimbursing the employee for District expenses,

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

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,

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 meetings
of the Board. Payments made between regular Board meetings shall be confined to contract
salaries, payments to take advantage of discounts, authorized travel expense reimbursements,
payments made to prevent penalties and disruption of services, and 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.
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FISCAL MANAGEMENT 04.3111
(CONTINUED)

District Issuance of Checks

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 out in Accounting
Procedures for Kentucky School Activity Funds. 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 Regulation.

TwoO SIGNATURES REQUIRED

The Principal 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 may only be expended as authorized in the Accounting Procedures for Kentucky
School Activity Funds.

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

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 submit to the SuperintendentDistrict Finance Officer an annual financial report for
those accounts.

DEFINITION OF SCHOOL 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
come under the direct supervision of school authorities shall not be considered activity funds.

AUDIT OF FUNDS

All school activity funds shall be audited annually by a certified public accountant. All audit
reports shall be reviewed and appropriate action taken as required by Kentucky Administrative
Regulation.

Page 1 of 3



FISCAL MANAGEMENT 04.312
(CONTINUED)

School Activity Funds

EXTERNAL SUPPORT/BOOSTER CLUBSFuaBs

External parent-teacher associations and booster club funds are not subject to deposit and
accounting procedures as school activity funds.’ However, each year the Principal shall ebtainbe
provided the following from all support/booster club organizations as required by the state
activity fund accounting procedures:

1. Within the first thirty (30) days of the school vear or within thirty (30) days of the first
transaction for the group:

a. Names of club officers;

b. Eederal Employer Identification “Number (FEIN);

c. A copy of the annual budget; wﬂhmﬂ#wmhr&{%@—)ﬁays-m—ﬂmehef#—yeaf—ef
weithire thire {304 davs o Fthe-Hrsttranseetion for-the sronp=and

d. Proof of treasurer’s bond: and

€. Proof of IRS letter of d;m:rmmauun wnﬁrmmg Ll‘lﬂrllﬂblc um~|.xc.mpl status.

2. An annual financial report by July 25-15 for the year ending June 30 reporting receipts,«

expenditures, and beginning and ending balances:;' and

3. All other information required by Accounting Procedures for Kentucky School Activity
Funds, RS
External parent- teacher assomatlons and booster clubs shall

1. Not use the state tax exempt or federal identification number of the District;
2. Ensure funds are expended in accordance with the purpose and intended use only; and,
3. Ensure compliance with Title IX issues as it relates to fund-raising and expenditures.

All booster groups wishing to be recognized by and/or affiliated with the District shall comply
with the following:

o Adhere to applicable state and federal laws, including taxable income reporting
requirements, when conducting fund-raising activities to benefit the school or District;

e Conduct only fund-raising activities that are Board approved activities; and

e Conduct fund-raising activities to benefit the entire group and not permit credit to be
earned through fund-raising for an individual student in lieu of participation fees or
related activity costs.

Each vear the Superintendent shall report to the Board when all booster organizations have been
informed of requirements from the Accounting Procedures for Kentucky School Activity Funds
that apply to them.

External support/booster organizations shall obtain prior Board approval 1o establish and lend
support, seek assistance, and/or raise funds in the name of the District or school or students or a
District or school program.

orgamzatlon.
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FISCAL MANAGEMENT 04.312
(CONTINUED)

School Activity Funds

FUND-RAISING PROJECTS/ACTIVITIES
Fund-raising projects/activities must be approved by the Board.*

Proof of general liability insurance for external support/booster organizations must be submitted
to the Principal prior to commencing any fund-raising activities.

All fund-raising projects/activities conducted by school-sponsored groups shall be for the benefit
of the entire school or group.

REFERENCES:

1702 KAR 3:130; Accounting Procedures for Kentucky School Activity Funds
2702 KAR 3:120

*0AG 79-556

*KRS 158.290

KRS 139.497; KRS 156.070; KRS 160.290; KRS 160.340

RELATED PoLICY:
09.33
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ALLNEW LANGUAGE (07/11/13)
FISCAL MANAGEMENT 04.3121

Food and Refreshments for District Meetings

{ Formatted: Bullets and Numbering

.Student Academic Functions: Food be ided at functi that
contribute to the academic mission of the District.

during travel
LIMITATIONS
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RECOMMENDED: SUGGESTION REFLECTS RECOMMENDATION FROM THE KENTUCKY STATE
AUDITOR

THIS CHANGE IS NOT REQUIRED BY LAW

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

FISCAL MANAGEMENT 04.41

Fraud Prevention

All employees, Board members, consultants, vendbrs, contractors and other parties maintaining a
business relationship with the District shall act with integrity and due diligence in matters
involving District fiscal resources.

DEFINITION

As used in this policy, “fraud” refers to intentionally misrepresenting, concealing, or misusing
information in an attempt to commit fiscal wrongdoing. Fraudulent actions include, but are not
limited to:

« Behaving in a dishonest or false manner in relation to District assets, including theft of
funds, securities, supplies, or other District properties.

= TForging or altering financial documents or accounts illegally or without proper
authorization.

= Improper handling or reporting of financial transactions.

= Personally profiting as a result of insider knowledge.

= Disregarding confidentiality safeguards concerning financial information.

= Violating Board conflict of interest policies.

» Mishandling financial records or District assets (destroying, removing, or misusing).

STAFF RESPONSIBILITIES

Employees who suspect that financial fraud, impropriety or irregularity has occurred shail
immediately report those suspicions to their immediate supervisor and/or the
Superintendent/designee who shall have the primary responsibility for initiating necessary

made for addressing the complaint to the Board chairperson.

Investigations shall be conducted in coordination with legal counsel and other internal or
external departinents and agencies as appropriate.

The Superintendent/designee shall inform employees with financial/accounting responsibilities
of the following anti-fraud standards established by the Board:

1. The District shall operate in a culture of honesty and ethical behavior with employees
doing all within their power to further that goal.

2. Employees shall comply with all laws, rules, regulations and court orders of the
Commonwealth of Kentucky and of the United States, as well as Board policy
addressing fiscal matters.

3. Employees shall practice good stewardship of District financial resources, including
timely reporting of fraudulent expenditures.

4. Employees with financial/accounting responsibilities shall support and follow sound
business practices to the best of their ability and in keeping with their assigned
responsibilities and job-related training by:



FISCAL MANAGEMENT 04.41
(CONTINUED)

Fraud Prevention

STAFF RESPONSIBILITIES (CONTINUED)
Maintaining and protecting District financial records;

b. Performing one’s job with the highest attention to detail to minimize and prevent
error, falsification of accounting records, and omission of transactions;

c. Reporting knowledge of fraud or suspected fraud, including intentional
misstatements and omissions of amounts or disclosures;

d. Guarding against misappropriation of assets;

e. Refusing to reveal investment activities engaged in or contemplated by the District
to unauthorized persons or agencies; and

f. Resisting incentives, pressures, and negative attitudes that detract from performance
of assigned responsibilities.

INTERNAL CONTROLS/INVESTIGATIONS

The Superintendent/designee shall be responsible for developing internal controls to aid in
preventing and detecting fraud or financial impropriety or irregularity within the District.
Reports of suspected fraudulent activities shall be investigated in a manner that protects the
confidentiality of the parties and avoid unfounded accusations. Employees involved in the
investigation shall be advised to keep information about the investigation confidential.

If an investigation substantiates occurrence of a fraudulent activity, the Superintendent/designee
shall issue a report to appropriate personnel and to the Board of Education. Final disposition of
the matter and any decision to file a criminal complaint or refer the matter to the appropriate law
enforcement and/or regulatory agency for independent investigation shall be made in
consultation with legal counsel. Results of the investigation shall not be disclosed to or discussed
with anyone other than those individuals with a legitimate need to know.

REFERENCES:

Governmental Accounting Standards

KRS 7.410; KRS 158.155

725 KAR 1:030; KRS 171.420

Records Retention Schedule, Public School District

RELATED POLICIES:

01.61
03.17/03.27
03.1721/03.2721
04.8; 04.81



LEGAL: THE 2013 GENERAL ASSEMBLY ENACTED A NEW SECTION OF KRS CHAPTER 158 TO
REQUIRE EACH SCHOOL TO DEVELOP AN EMERGENCY PLAN
FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

SCHOOL FACILITIES 05.4
Safety

BOARD TO ADOPT

The Board shall adopt a plan for immediate and long-term strategies to address school safety and
discipline, which shall be reviewed annually and revised, as needed. This plan shall utilize
information gathered from the District assessment of school safety and student discipline
required by law and shall include the Board’s code of acceptable behavior and discipline and a
description of instructional placement options for threatening or violent students. The committee
that develops the plan for Board consideration shall include at least one (1) representative from
each school in the District, as well as representatives from the community as required by law.

SCHOOL EMERGENCY PLANNING

I'he school council or. if none exists, the Principal shall adopt an emergency plan for the school
that_shall include procedures to be followed in cases of fire, severe weather, earthquake or a

building lockdown as defined in KRS 158.164. A copy of the emergency plan, including a

diagram of the facilities shall be given to first responders, including local fire, police, and
emergency medical personnel.

Following the end of each school year, the school council, or if none exists. the Principal. and
first responders shall review the emergency plan and revise it as needed.

Schoolsafety—plansThe school emergency plan shall address staff responsibilities for safely
evacuating students needing special assistance during safety drills and actual emergency
situations, including students with disabilities and those with 504 plans._The Principal shall
discuss the emergency plan with all school staff prior to the first instructional day annually and
shall document the date and time.

Whenever possible, first responders shall be invited to observe emergency response drills,

In addition. the school council or, if none exists. the Principal shall:

1. Establish and post primary and secondary evacuation routes in each room by any-

doorway used for evacuation;

I

Identify severe weathier safe zones and post the location of the safe zones in cach room.
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These sale zones are to be reviewed by the local fire marshal or fire chief

3. Develop school procedures to follow during an earthquake: and

4. Develop and adhere to practices lo control access Lo the school.

No later than November 1 of each school year, the Superintendent shall send verification to the
Kentucky Departmeint of Education that all schools are in compliance with' school emergency
planning requirements.

PRECAUTIONS

Precautions will be taken for the safety of the students, employees, and visitors.
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SCHOOL FACILITIES 05.4
(CONTINUED)
Safety
REPORTING HAZARDS
Each employee observing a polential safety or security hazard shall report such hazard in writing

1o his/her immediate supervisor who shall cause the situation to be remedied or reported 1o the
proper authority lor remedy.

COMMUNICATION SYSTEM

The Board shall establish a process for a two-way communication system for employees to
nolify the Principal, supervisor or other administrator of an existing emergency. The process may
inelude, but is not limited to, use of intercoms, telephones, and two-way radios.

REFERENCES:

KRS 158.148; KRS 158.445; KRS 160.290; KRS 160.445
KRS 311.667, KRS 411.148

RELATED POLICIES:

03.14; 03.24; 05.2; 05.21; 05.41; 05.411; 05.42; 05.45; 05.47
09.22; 09.221; 09.4 (entire section)




LEGAL:.THE 2013 GENERAL ASSEMBLY ENACTED A NEW SECTION OF KRS CHAPTER 158 TO
ESTABLISH NEW REQUIREMENTS FOR LOCKDOWN DRILLS AND PROCEDURES.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

SCHOOL FACILITIES 05.411
Building Lockdowns

DEFINITION

Building lockdown means to restrict the mobility of building occupants to maintain their safety
and care.

ANNUAL PRACTICES
A building lockdown practice shall be implemented at least eneetwice during each school year,
Ata minimum, lockdown drills are to be held during the first thirty (30) instructional days of the

supervisor shall document that the practice has occurred.

PROCEDURE REQUIRED

The school council or, if none exists, the Principal shall establish procedures to perform a
building lockdown, including protective measures to be taken during and immediately following

procedures. Each school year, the school sha
procedures to students, parents; guardians; certified staff, and classified staff.

REFERENCES:

KRS 158.164
A New Section of KRS Chapter 158

RELATED POLICY:
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LEGAL: THE 2013 GENERAL ASSEMBLY ENACTED A NEW SECTION OF KRS CHAPTER 158 TO
ESTABLISH NEW REQUIREMENTS FOR SEVERE WEATHER DRILLS
FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

SCHOOL FACILITIES 05.42
Severe Weather/Tornado Drills

PROCEDURE SYSTEM

To maintain the safety and care of students and employees, a severe weather/tornado emergency
procedure system shall be established to include, but not be limited to, the following

components:

1. A school building disaster plan that provides for a drop procedure and safe arca
evacuation practiceS'

each room ofthe school;

3. Protective measures to be taken before,
weather/tornado; and

4. Training of staff and students in the system, including use of a drop procedure.

TIMES FOR DRILLS

evacuation.

IMPLEMENTATION
The Principal is responsible for implementing this policy.
REFERENCES:

A New Section of KRS Chapter 158
KRS 158.163

RELATED POLICY:

—
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LEGAL: KRS 527.070 (3) REFLECTS THAT POLICE AND PEACE OFFICERS ARE EXCEPTED FROM THE
GENERAL BAN ON WEAPONS ON SCHOOL GROUNDS
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

SCHOOL FACILITIES 05.48
Weapons

This policy applies to students, staff members, and visitors to-the school.
WEAPONS PROHIBITED

Except where expressly and specifically permitted by Kentucky Revised Statute, the carrying,
bringing, using, or possessing any weapon or dangerous instrument in any school building, on
school grounds, in any school vehicle or at any school-sponsored activity is prohibited.3

Violation of this policy by staff members shall constitute reason for disciplinary action, including
possible termination.

Violation of this policy by students shall require that the Principal immediately make a report to
the Superintendent, who shall determine if charges for expulsion from the District schools should
be filed under Policy 09.435. In addition, when they have reasonable belief that a violation has
taken place, principals shall immediately report to law enforcement officials when an act has
occurred on school property or at a school-sponsored function that involves student possession of
a firearm in violation of the law or assault involving the use of a weapon.

Violations by visitors shall be reported to a law enforcement agency.
Exceptions:

e An exception may be made for students participating in an authorized curricular or
extracurricular activity or team involving the use of firearms and to those persons listed
in KRS 527.070.

» Law enforcement officials, including peace officers and police as _provided in KRS
527.070 and KRS 527.020, are authorized to bring weapons onto school property in
performance of their duties.

FEDERAL REQUIREMENTS REGARDING STUDENTS

The penalty for students possessing a firearm at school or bringing a firearm or other deadly
weapon, destructive device, or booby trap device' to school or onto the school campus/property
under jurisdiction of the District shall be expulsion for a minimum of twelve (12) months under
Policy 09.435. However, the Board may modify such expulsions on a case-by-case basis. Any
case-by-case modification of the one (1)-year expulsion requirement, including those made for
students with disabilities to meet the requirements of IDEA and Section 504, shall be in writing
and may be based upon a recommendation of the Superintendent/designee.

Any student who possesses a firearm at school or brings to school a firearm or other deadly
weapon, destructive device, or booby trap device shall be referred to the criminal justice or
juvenile delinquency system.?

Although students are subject to disciplinary action for violating any restriction in this policy, the
twelve (12) month expulsion penalty mandated by the Federal Gun-Free Schools Act does not
apply to a firearm lawfully stored in a locked vehicle on school property.!

STATE POSTING REQUIREMENTS

The Superintendent shall post the following notice in prominent locations in the schools,

including, but not limited to, sports arenas, gymnasiums, stadiums, and cafeterias. The notice
shall be at least six (6) inches high and fourteen (14) inches wide and shall state:



SCHOOL FACILITIES 05.48
(CONTINUED)

Weapons

STATE POSTING REQUIREMENTS (CONTINUED)

UNLAWFUL POSSESSION OF A WEAPON ON SCHOOL PROPERTY IN KENTUCKY IS
A FELONY PUNISHABLE BY A MAXIMUM OF FIVE (5) YEARS IN PRISON AND A
TEN THOUSAND DOLLAR ($10,000) FINE.*?

The above criminal penalty shall not apply to those persons llsted in KRS 527.070 (3).
STATE REPORTING REQUIREMENTS

Employees of the District shall promptly make a report to the local police department, sheriff, or
Kentucky State Police, by telephone or otherwise, if they know or have reasonable cause to
believe that conduct has occurred which constitutes the carrying, possession, or use of a deadly
weapon on the school premises or within one thousand (1,000) feet of school premises, on a
school bus, or at a school sponsored or sanctioned event.

For state reporting purposes, a deadly weapon shall be defined as:
1. any weapon from which a shot, readily capable of producing death or serious physical
injury, may be discharged;
any knife other than an ordinary pocket knife or hunting knife;
billy, nightstick or club;
blackjack or slapjack;
nunchaku karate sticks;

A U Cal -l L g

shuriken or death star; or
7. artificial knuckles made from metal, plastic, or other similar hard material.

Employees who receive information from a student or other person regarding conduct required to
be reported shall report the conduct in the same manner as stated above.

ENFORCEMENT

In the enforcement of this policy, principals may authorize, if they have reasonable suspicion,
searches in compliance with applicable Board policies.

REFERENCES:

KRS 527.0720; KRS 158.150; 20 U.S.C. §7141 (Gun-Free Schools Act)
18 U.S.C. §921(a)
KRS 527:070; KRS 500:080
*KRS-237:106
KRS 158150;-KRS 158.154

KRS 158. 155 KRS 160. 290 KRS 160.340; KRS 161.790

KRS 508 075 KRS 508. 078 KRS 527020

Individuals with Disabilities Education Improvement Act (IDEA)
Section 504 of the Rehabilitation Act of 1973, as amended

RELATED POLICIES:
09.435; 09.436; 09.4361



RECOMMENDED: PER REVISED 704 KAR 3:340, THE STATE WILL NO LONGER ISSUE A COMMONWEALTH DIPLOMA AFTER
THE CURRENT (2012-2013) SCHOOL YEAR HOWEVER, DISTRICTS HAVE THE OPTION TO CONTINUE TO AWARD A LOCAL
COMMONWEALTH DIPLOMA AT DISTRICT EXPENSE PER REVISED 704 KAR 3:305 AND AT STUDENT REQUEST, THE
DISTRICT HAS THE OPTION TO AWARD AN ALTERNATIVE HIGH SCHOOL DIPLOMA TO FORMER STUDENTS WHO RECEIVED
A CERTIFICATION OF ATTAINMENT AT TIME OF GRADUATION FROM THE DISTRICT
THESE CHANGES ARE NOT REQUIRED BY LAW
LEGAL: THE 2013 GENERAL ASSEMBLY ENACTED KRS 158 142 TO ALLOW STUDENTS TO EARN AN EARLY GRADUATION
SCHOLARSHIP CERTIFICATE BEGINNING WITH THE 2014-2015 SCHOOL YEAR.
FINANCIAL IMPLICATIONS: IF THE DISTRICT AWARDS A LOCAL COMMONWEALTH DIPLOMA, ALL COSTS WILL BE
ABSORBED BY THE DISTRICT

DRAFT (07/10/13)

CURRICULUM AND INSTRUCTION 08.113

Graduation Requirements

In order to graduate from high school or elternative school in the District_and in support of .

=
N
(

(

student development goals set out in KRS 158.6451 :Il"IL| the Kentuc y A Academic Expeclations,
students must complete all other state and local requirements and a minimum of twenty-five (25)
credits, including demonstrated performance-based competency in technology,

Studenti-who-are-enrolled-in-the Spencer-Countv-alternptive-sehoolmust-sompleie-a-mintmum-of
temt y-two—{ 22t -credits—required — by —the —Commonweatth - of—Kentualo—and—euthined—n—the
Lentuelee-CoreropdemicStandards:

Students that do not meet the college readiness benchmarks for English and language arts and/or
mathematics shall take a transitional course or intervention before exiting high school.

PERFORMANCE-BASED CREDITS

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

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

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

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

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

Assessments and the extent to which state-mandated assessments will be used;
4. An objective grading and reporting process; and

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

The school's student handbook contains complete details.
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CURRICULUM AND INSTRUCTION 08.113

(CONTINUED)

Graduation Requirements

PERFORMANCE-BASED CREDITS (CONTINUED)

Students shall complete an individual graduatien/learning plan that focuses i

e [Formatted: ksba normal

emphasis on carcer-development cxploration and related postsecondary education and training .--{ Formatted: ksba normal
needs.

In keeping with statutory requirements, the District shall accept for credit toward graduation and
completion of high school course requirements an advanced placement or a high school
equivalent course taken by a student in grades 5, 6, 7, or 8 if that student attains performance
levels expected of high school students in the District as determined by achieving a score of "3"
or higher on a College Board Advanced Placement examination or a grade of "B" or better in a
high school equivalent.?

The criteria to determine if a course is a high school equivalent course shall be determined by the
high school SBDM council.

COMMONWEALTH-DIPE O

5

OTHER PROVISIONS

e The Board may authorize different diploma programs.

e The Board, Superintendent, Principal, or teacher may award special recognition to students.

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

e Consistent with the District’s graduation practices for all students, an alternative Hhigh
school diplomas shall be awarded to students with disabilities in compliance with applicable
legal requirements. In addition. former students may submit to the Superintendent a reguest
that the District provide them with an alternative high school diploma to replace the
certificate of attainment they received at time of graduation from the District.?

Beginning with the 2014.2015 school vear. students who complete an early high school
graduation program and meet all applicable legal requirements shall be awarded an Early
Graduation Scholarship Certificate. Students planning to _complete an early gradualion
program shall notify the Principal of their intent prior to the beginning of grade nine (9) or as
soon thereafter as the intent is known.”

DIPLOMAS FOR VETERANS

All Spencer County High School seniors are required to complete a minimum of fifteen (15)
hours of community service.

In keeping with statute and regulation, the Board shall award an authentic high school diploma to
an honorably discharged veteran who did not complete high school prior to being inducted into
the United States Armed Forces during World War II, the Korean conflict, or the Vietnam War.'
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CURRICULUM AND INSTRUCTION 08.113

(CONTINUED)

Graduation Requirements

REFERENCES:

'KRS 40.010

KRS 158.622

KRS 156.160;704 KAR 3:305: 20 U.S.C. sec. 1414
ql_ﬁ.'RS 158.142 S _.-{ Formatted: ksba normal, Font color: Auto ]
KRS 158.140; 704 KAR 7:140

KRS 158.645

KRS 158.6451; KRS 158.860
13 KAR 2:020

702 KAR 7:125; 703 KAR 4:060
704 KAR 3:303: AR 2:30s:
OAG 78-348; OAG 82-386
Kentucky Core Academic Standards

i [_Fonnatted: ksba normal ]

RELATED POLICIES:

08.1131; 08.14; 08.22
09.126 (re requirements/exceptions for students from military families)
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RECOMMENDED: THE 2013 GENERAL ASSEMBLY AMENDED KRS 159.010 TO ALLOW DISTRICTS TO
SET THE DROPOUT AGE AT 18 EFFECTIVE WITH THE 20152016 SCHOOL YEAR. DISTRICTS THAT
CHOOSE THIS OPTION SHALL BE REQUIRED TO CERTIFY WITH THE KENTUCKY DEPARTMENT OF
EDUCATION THAT THEY HAVE OR WILL HAVE PROGRAMS IN PLACE TO MEET THE NEEDS OF
POTENTIAL DROPOUTS

THIS CHANGE IS NOT REQUIRED BY LAW AT THIS TIME. HOWEVER, ONCE 55% OF ALL SCHOOL
BOARDS ADOPT SUCH A POLICY, ALL DISTRICTS MUST COMPLY WITHIN FOUR (4) YEARS.
FINANCIAL IMPLICATIONS: ADDITIONAL PROGRAMS FOR STUDENTS AT RISK OF DROPPING OUT
MAY REQUIRE ADDITIONAL STAFFING AND RESOURCES.

DRAFT (12/04/12) :
STUDENTS 09.111

Transfers and Withdrawals

TEACHER TO ASCERTAIN REASON

When a pupil of compulsory school age withdraws from school, the teacher of the pupil shall
ascertain the reason.'

REPORT TO DPP

The teacher shall immediately report the withdrawal and the reason for it to the Superintendent's
office (Director of Pupil Personnel).

CHANGE OF RESIDENCE

If the child has withdrawn because of residence, the next residence shall be ascertained and
included in the report. The District shall notify the Kentucky Department of Education when a
new student enrolls."

MIiSSING CHILDREN

The Director of Pupil Personnel shall notify the Justice Cabinet of any request for the records of
a student who has been flagged as missing.’

STUDENTS WITH DISABILITIES

Any transfer of students with disabilities shall follow the guidelines set forth in Districte

: I( Formatted: policytext

Special Education and 504 Procedures

PERMISSION REQUIRED

Before an unmarried student between the ages of sixteen (16) and eighteen (18) may withdraw
from school and terminate his/her education prior to graduation, sthe shall comply with the
requirements of KRS 159.010.

A written permission for withdrawal shall be required from the parent, guardian, or other person
residing in the state and having custody or charge of the student before the unmarried student
may withdraw. )

No written permission for withdrawal shall be required after the student's eighteenth (18th)
birthday.”

Beginning with the 2015-2016 school year, students between the ages of six_(6) and eighteen
(1 nroll and be in regular attendance in_the schools to which they are assigned and shall
be subject to compulsory atiendance.”

o
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STUDENTS 09.111
(CONTINUED)

Transfers and Withdrawals

ForLLow-Ur BY DISTRICT PERSONNEL

Within six (6) weeks of the date of a student’s withdrawal from school, District personnel
designated by the Superintendent shall contact each student between the ages of sixteen (16) and
eighteen (18) who has withdrawn from school to encourage re-enrollment in a regular,
alternative, or GED preparation program. I the student does not re-enroll at that time, personnel
shall make at least one (1) more attempt toward re-enrollment of the student before the beginning
of the next school year.”

REFERENCES:

KRS 159.170; KRS 158.032
ZKRS 159.010: KRS 159,020

RELATED PoLICY:
09.122



