
PERSONNEL 03.1 

.. CERTIFIED PERSONNEL -

Certified Personnel 

[DEFINITION 

ertified personnel are those etnployees holding QOSitions for \Vhich Kentucky teacher 
ertification is required. 1 

;BARGAINED CONTRACTS 

Personnel provisions of contracts negotiated between the Board and local en1ployee associations 
recognized by the Board shall be followed. 

REFERENCES: 

1KRS 161.720 (1) 
KRS 161.020 
KRS 161.030 

RELATED POLICIES: 

See Chapter 11 

Page 1 of 1 

Adopted/ Amended: 01/01 I 1900 
Order#: 



PERSONNEL 03.11 

- CERTIFIED PERSONNEL -

Hiring 

1t is the goal of the Jefierson County Public Sebool District to employ qualified personBaJ fur all 
positions to establish fair tmd equitable proeedw=es for transfers and flFOmotiens within the 
system; and to pro\'ide to the exteat possil3)e working conditions aad resources to enable each 
employee to fJerform to the greatest potential 'Nithifl the employee's assigAed position. 

SUPERINTENDENT'S RESPONSIBILITIES 

All appointments. pron1otions, and transfers of certified personnel for positions authorized by th 
Board shall be made by the Supetintendent who, at the first meeting following ffiesuch actions, 
shall notify the Board of satne. Such notification shall be recorded in the Board minutes. 
Applicants fur positions shall be employed by the s_S_uperintendent subject to the notifieatioR of 
the b!!oard ofed\ieatioa. 

The s,S.uperintendent shall determine, pursuant to state law, when vacancies exist and shall post 
such staff vacancies as necessary to recruit applicants for positions. 

When a vacancy occurs, the Superintendent shall notifY the Cmnmissioner of Education thirty 
(30) days before the position is to be ti1led. 

When a vacru1cy needs to be filled in less than thirty (30) days to prevent disruption of necessary 
instructional or support senrices of the school District, the Superintendent may seek a waiver o 
the thirty (30)-day advance notice requirement from the Conunissioner of Education. If the 
waiver is approved, the appointment shall not be n1ade until the person selected by the 
Superintendent has been a proved by the Comn1issioner of Education. 

The s£Hperinteadent shall implement proeedures fur emergeaey hiring of staff to prevent 
tlisruptioa ofaeeessary iH:Stn-lctioaa-1 or suptJort serviees. 

EFFECTIVE DATE 

Personnel actions shall not be effective until the en1ployee receives written notice of such action 
from the Superintendent. Certified employees may be appointed by the Superintendent for any 
school year at any time after February 1-HeM-_preceding the beginning of the ne_·t school year. 

QLJALJFICA TIONS 

The Superintendent shall employ only individuals who are certified for the positions they will 
old and who possess qualifications established by law, regulation and Board policy, except in 

the case where no individual applies who is properly certified and/or who meets established 
qualifications set by Board policy. n all cases, +the most qualified candidate shall be hired. 

Hiring of certified personnel who have previously retired under KTRS shall be in compliance 
with a plicable legal requirements? _ 

=._eachers of core academic subjects shall be '"highly qualified,'' as defined by state and 
federal regulation. 3 
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PERSONNEL 

- CERTTFlED PERSONNEL-

PRE-EMPLOYMENT INQUIRJES 

Hiring 

03.11 

(CONTINUED) 

Pre-employment inquiries may include, but are not llinited to, requests for licensure/certification, 
conviction and criminal history records, references, job attendance data, traffic/accident records, 
and physical exmninations, where applicable. Infom1ation obtained fron1 pre-e1nployment 
inquiries concerning an applicant's conviction and criminal history record, toxicology screens, 
results of job-related competency/skills assessments and other pre-employment inquiry 
infonnation shall be kept ia strict confidence confidential asto the extent permitted by law, but 
shall be considered in determining employment status. 

CRIMINAL BACKGROtJND CHECK AND TESTING 

Applicants, employees~ and student teachers assigned within the District shall undergo records 
checks and testing as required by applicable statutes and regulations. 1 

Each application or renewal form provided !.Q_applicants for a certitied position shall 
conspicuously state the following: "FOR THIS TYPE OF EMPLOYMENT, STATE LAW 
REQUIRES A NATIONAL AND STATE CRIMINAL HISTORY BACKGROUND CHECK 
AS A CONDITION OF EMPLOYMENT". 1 

As pe1111itted by KRS 160.380, e.E_mployment shall be contingent on receipt of records 
documenting that the individual does not have a conviction for a sexual offense. a dru~ offense 
ielon) ~~'t( crinle or as a violent oftt!nse oftendcr as defined in KRS 17.165. an\' telon" offenc or 
othe.r conviction determined by the Superintendent to bear a reasonable relationship to the ability 
of the individual to perform the job. Probauona~ e.E_mployment shall terminate on receipt of a 
criminal history background check documenting a conviction for a telort) se~ crime- or as a 
¥-iolent o!Tentier an offense liskd above. 

A.pplieants eonYieted of or pleading gailt)r to sexual or drug offenses or any feloay offense shall 
not be employed. l\ny costs of requesting and obtaini:B:g reeords eheeks will he paid by the 
applicant. 

SeK:Hal offenses inchtde a violation or attempted Yiolation of Rape (1st, 2ad a:ed 3rd degree) 
Sodomy (lst, 2ad, 3rd and 4th degree) Sexual Abuse (lst, 2nd and 3rel degree) SeKual 
~cfiseonduet meeeent Bxposl:lfe~ Prostitt:1tion, Promoting Prostitution (1st, ·2nd and 3rd degree), 
Ineest Use of a -~4inor in a Sexual Performance, Promoting a SeKUal Perfonaance by a }.4inor, 
Promotillg Sale of }.4ateriaJ Portrayiflg a Sexual Perfom1ance by a Minor Advertising l\4aterial 
Portraying a Sexual Performance by a Minor Using ~4inors to DistribHte ~4aterial PortrayiRg a 
SeKUal Performcmee by a ~4inor" and sueh other sex crimes as defmed by Kentucky Revised 
Statutes 17.Hi0 at1d 17~165 . -

Jli:ug ofrenses melade a vio±ation of Unla'lrful Trafficking andfor Unlavlful Rossession of 
Narcotics and Non narcotics included in the Kentuclcy · ConlroHed Substances .A.ct, Kentucky 
Revised Statutes Chapter 2l-8A and Kentucky Administrati-ve Regl:llations, Title 902, 
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PERSONNEL 

- CERTIFIED PERSONNEL -

VACANCIES POSTEDJOB REGISTER 

Hiring 

03.11 

(CONTINUED) 

A job register listing vacancies to be filled shall be posted on the aDistrict's website.: and shall be 
a"'"'ailabJe ia hafd copy as needed. Tke job register shall list aU carreflt staff vacancies as they 
oceur and shall include qt:tal ificatieas fur the f'OSitiofl , a deseriptien: ofjob duties~ and d:Qistriet 
employment polieies. 

VACANCIES POSTEll 

Employment Of>eaings shall be posted in each school building on a timely basis 'With reference to 
the eentml office job register for additional information. Vacancies 1nay also be posted and 
advertised outside the District. All central office administrative positions and all principal 
positions shall be advertised nationally. 

When a vacancy for a teaching position occurs in the District, the Superintendent shall conduct a 
search to locate minority candidates to be considered for the position. 

REVIE'W OF APPLICATIONS 

Under procedures developed by the Superintendent, each application shall be reviewed :.--tm+-~ 

applicant so nottfied upoFt mitiul Bf:1plication. Applications for candidates not employed shall be 
retained for three (3) years. 

References are required on applicants for all positions wfti£.hand will be carefully reviewed as a 
part of_ making the decision to employ or re emplo)' the employment decision. 

RELATIONSHJPS 

All applications shall require~ response concerning the relationship (:as defined in KRS 160.180 
and KRS 160.3801 of each applicant to the s~uperintendent, other aDistrict employees;_m: a 
b};!oard member_:__, or other elected publie official . The hiring of relatives of the s.S.uperintendent, 
aBoard members and principals of the Jefiersoa CoHflty Publie Sehool the District is subject to 
the restrictions provided in KRS 160.180 and KRS 160.380. 

The Superintendent shall not ernploy a relative of a member of tht' Board tnernbcr a ~ Jcfincd 'n 
KR, 160.3HO unless the relative was initially employed by the District prior to the tenure of the 
Board member and the member was seated on the Board prior to July 13 , 1990. 

A relative of the Superintendent shall not be employed except as provided by KRS 160.380. 

No employee may use his/her employment stah1s to influence the employment in the Jefferson 
Coooty Poolic School District of a relative which is defined as the employee's father, n1other} 
brother, sister, husband, wife, son, daughter, grandparent, aunt, uncle, niece, nephew, son-in-law, 
daughter-in-law, mother-in-law, father-i11-law, sister-in-law, or brother-in-law. Employees shall 
not be assignedto a schoot office, or unit where an employee must be direetly or it=u:lireetly 
SUf"CPt'ised or e'la:lt:tateEl b~· a relati·ve. If such a siklatioa occurs, or mav poteRtially eecur through 
hire, tJ:ansfer. marriage or other arrangement, the employee(s) shall Ratify the Hun1an Resout=ces 
Departmeat. The SuperintendeRt shall make a final determination as to the appropriate actioa to 
be taken. 

The s~uperintendent shall de';elop procedures to impletnent this policy for all personnel 
assignmeats. 

l\ny ..-iolatiofl of this policy Hepotism provision shall resHit iA discip1iRary aetioo. 
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PERSONNEL 

-CERTIFIED P ERSONNEL -

RELATIONSHIPS (CONTINUED) 

Hiring 

03.11 

(CONTINUED) 

No employee shall be assigned to a school. office. work group or other unit if the ass1grunent 
would cause a relative of such employee to be a supervisor of such en1ployee. For purposes of 
this policy. a supervisor is defined as a person who has authority to oversee and direct work 
assignments, assign tasks, schedule hours of work~ evaluate work performance~ or recommend . 
the hiring, discipline or termination of an employee. This policy shall apply even if the status of 
relative results from a marriage after an initial assignment. or if the supervision authoritv results 
from a promotion. reorganization or other administrative action after an initial assignment. It is 
the responsibility of the employees having the relationship to notify the Human Resources 
Department as soon as an assignment or employment status covered bv this policy exists or mav 
exist. Any failure to give such notice shall result in disciplinary action. The Superintendent 
shall develop procedures to implement this policy for all personnel assignments and shall make a 
final determination as to the appropriate action to hnplement this policv. 

CONTRACT 

Except for Aefl€Bfttfm..~substitute teachers, all certified personnel shall enter into \vritten 
contracts with the District. 

.JOB DESCRJPTION 

All employees shall receive a copy of their job description and responsibilities. 

INTENT 

Under procedures developed by the Superintendent, employees may be requested to indicate 
their availability for employment for the next school year. 

REASONABLE ASSURANCE OF CONTINUED EMPLOYMENT 

ach year all full-time and part-time certified employees shall be notified in writing by the last 
day of the school~ · whe her they have reasonable assurance of continued employment for 
the following school year. 

Certified employees assigned extra duties such as coaching shall be notified in writing by the last 
day of that assigned duty if they have reasonable assurance of continued employment in that or a 
sitnilar capacity for the following school year. 

JOB SHARING 

Jeffersefl Coanty :P1:1blic School District employees may be permitted to participate in a job 
~h~'!gg_ program in accordance ·with procedures established by the s~uperintendent. However, 
-!initial probationary, temperary, seasonal and--substitute en1ployees -and student workers are not 
eligible for th job sharing program. 

EXCHANGE OF TEACHERS 

The s£uperintendent may approve the exchange of teachers with other countries, states, and 
programs outside the JetJerson County Pt:~blic School District. All arrangements for such 
exchanges shall adhere to state laws and regulations. 

REFERENCES: 
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PERSONNEL 
- CERTIFIED PERSONNEL-

Hiring 

1KRS 160.380 
2KRS 161.605; 702 KAR 001:150 
3P. L. 107-110 (No Child Left Behind Act of2001) 
34 CFR200.55-200.56; KRS 17.160, KRS 17.165 
KRS 156.106; KRS 160.345; KRS 160.390; KRS 161.042; KRS 161.611 
KRS 161.750, KRS 335B.020, KRS 405.435, 704 KAR 007:130 
OAG 73-333, OAG 91-10, OAG 91-149, OAG 91-206 
OAG 92-1 ; OAG 92-59, OAG 92-78, OAG 92-131, OAG 97-6 
Records Retention/Public School District Schedule 

RELATED POLICIES: 

01.11 
02.4244 
03.132 

03.11 

(CONTINUED) 

Adopted/ Amended: 01/01/1900 
Order#: 
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PERSONNEL 03.111 

-CERTIFIED PERSONN EL-

Medical Examination 

NEWLY EMPLOYED PERSONNEL 

All newly employed certified personnel, including substitute teachers. hall present 

docm11entation in the form of a medical examination performed by a designated licensed 

physician, physician assistant (PA). or advanced registered nurse practitioner or by a licensed 

n1edical practitioner of the employee's choice. Through appropriate personnel documents. such 

as handbooks and/or job applications, employees shall be notitied as to who will pay for 1nedical 

examinations required for initial employment. Medical examinations performed within a ninety 

(90)-day period prior to initial en1ployment will be accepted . 

REPORT 

The medical examination shall be reported on the form required by Kentucky Adrninistrative 
Regulation. A copy of the term and a statement indicating the employee's medical status must be 
filed with the Superintendent prior to assuming assigned duties. 

TUBERCll LOSJS SCREENING/TESTING 

Each em13loyee of the Jefferson County Public School District shall be required to have a TB 
eKat=ninatioa upon initial employment 

Each medical examination shall include a risk assessment for tuberculosis as required by 
Kentucky Adrninistrative Regulation. Evidence of such tests shall be kept on file. Individuals 
identified by that assessment as being high risk for TB shall be required to undergo a tuber~ulin 
skin test as required by 70 I KAR 00 I :02070.., ~ ·\R l: 160. A person who tests positive for TB 
shall be required to comply with the directives of the local board of health and the Kentucky 
Depattment for Public Health, Cabinet for Health and Fanlily Services, for further evaluation and 
treatment of the tuberculosis infection. 1

&
2 

The d.Qistriet may requiie an emflloyee to sul:)lnit to additional medical e)mminations. 

PRESENT PERSONNEL 

When, in the opinion of the Superintendent there is evidence that an employee is no longer able 
to perfom1 satisfactorily the assigned duties because of health problen1s or when the employee 
poses a health threat to students or other employees, the Superintendent may require the 
etnployee to provide evidence of fitness in the form of an exan1ination and report by a physician 
of the Superintendent's choosing. 

The Board shall bear the cost of this examination. 1 

SCHOOL TO REPORT 

Local school authorities shall report immediately all known or suspected cases of communicable 
disease to the local health departn1ent. Diseases to be reported shaH not include those considered 
confidential. such as HIV /AIDS~ as set forth in Kentucky Administrative Regulation.2 
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PERSONNEL 

MEDICAL CONFlDENTIALlTY 

Medical Examination 

03.111 
(Co TINUED) 

Signed consent of the employee designating persom1el to be infonned shall be required before 
the Superintendent advises persom1el of the employee's medical condition. 

The Superintendent shall detetmine which employees are to have access to medical infon11ation. 
This detennination shall be made on a need-to-know basis. 

REFERENCES: 

2704 KAR 004:020, 902 KAR 002:020 
OAG 65-560 
Genetic Information Nondiscrimination Act of2008 

RELATED POLICIES: 

103.1234, 03 . 14, 03.24 
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PERSONNEL 03 .1 12 

- CERTIFIED PERSONNEL -

Certification and Recot·ds 

Staff employed b~· the Jefferson County Public · School District sha.ll be properly ceiiified as 
required by law· and regulation at the tin1e of employment~!I employed by the Jefferson 
Coooty Public School District shall nreet---a4ii-t-iooa-l-quaHfications for each pesition. To 
imple~ent this policy the Superintendent shall develop objective criteria to screen applicants for 
vacant positions . 

CERTIFICATION 

The Board shall set ~et1itication requiren1ents for teachers of all grades/courses., including 
elective courses. in compliance \vith applicable legal requiren1ents. 

No person shall enter upon the duties of a posrtion requiring certification qualifications until the 
eertificate l1-as been filed or credentials registered 'Nith the District. No person shall be eligible to 
hold the position of -sS.uperintendent, principal, teacher, director of pupil personnel, or other 
public school position for which ce1iificates may be issued, or receive salary for services 
rendered in such position, unless the person holds a certificate of legal qualifications for such 
position. 

All persons appointed to positions requiring Kcntuckj ce1iificahon shall present to the 
Superintendent a copy 1f the required certificate prior to assun1ing the duties of the position. I 
shall be the re ponsibility of the employee to see that the required certification is on fue in the 
Superintendent's Otiice and is kept current at all times. The validity and terms for the renewal of 
any certificate shall be determined hy the lmvs and regulations in effect at the tin1e the certificate 
·was issueJ. 

NOTICE TO PARENTS OF TEACIIER'S Qt ALIFICATIONS/CERTIFICATION 

If the school receives Title l runds. the District shall notify parents of students attending the 
school amntally that they may request the District to provide information regarding the 
profe ~sional qualifications of their child ' s classroom teachers. ln complying \Vith such requests 
the District shall pro' ide the information desionat d by federallav/ . 

Schools receiving Title I funds shall notify parents when their child has been assigned to, or has 
been taught for four (4) or more consecutive wee] s by, a teacher who is not ·highly ualified.~· as 
defined by state and federa.l regulation. 

CERTIHCATION FOR TEACHING ELECTIVE COL'RSES 

The Principal/designee shall forward to the Superintendent the course description for proposed 
1\::W or revised elective courses, with a proposal for certification requirements for teacher of the 
(;Ourse. The Superintendent shall present this information, along with a recon11nendation for 
certification requirements. to the Board for its approval. 

In detern1ining cet1ification requirements for elective courses. the Board shall observe the 
f<.1llowing standards: 

l. A teacher's preparation rogram should align with the basic struchn-e of the elective 
course. 

? Teachers of interdisciplinary elcctiv s should be certified i11 at least one ( 1) of the 
disciplines included in the course. 
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PERSONNEL 

Certification and Records 

REFERENCES: 

KRS 160.350; KRS 161.020; KRS 161.048 
KRS 161.730; KRS 161.740; KRS 161.750 
KRS 161.760; KRS 161.780; KRS 161.790 
KRS 161.800; KRS 161.810 
016 KAR 001 :030; 34 CFR 200.61 
P. L. 107-110 (No Child Left Behind Act of2001) 

RELATED POLICIES: 

02.4241 
03.11 
03.5 
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(CONTINUED) 

Adopted/ Alnended: 01/0 l/1900 
Order#: 



PERSONNEL 03.114 

-CERTIFIED PERSONNEL-

Contract 

CONTRACT 

The Jefferson County Public School District shall entet into written contracts, either limited or 
continuing, for the employtnent of cetiified persom1el as deemed -necessaryrequired by law. 1 The 
contract shall designate the number of davs of emplovment which shall be worked pursuant to a 
working calendar approved by the Superintendent. 

Contracts for certitied personnel shall not exceed t\VO hundred sixty-e-netwo (26-l-262) days per 
fiscal year. 2 

VOCATIONAL 

Vocational agriculture teachers shall be allotted sufficient days of extended employment to 
provide for twelve 12) tnonths instn1ctional salary per year. as required bv law.3 

TENURE STATUS 

Certified staff shall gain tentrre as teachers in accordance with the provisions of KRS 161.7 40, 
and tenure as administrators in accordance with the provisions of KRS 161.765. Continuing 
service contracts, issuance of four (4) limited contracts in a six (6) year period, shall re1nain in 
effect until the teacher resigns or retires. 

REFERENCES: 

1KRS 161.730 
2KRS 161.220 
3KRS 157.360 
KRS 161.740 
K.RS 161.765 
016 KAR 004:040 

RELATED POLICY: 

03.121 
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PERSONNEL 03.115 

-CERTIFIED 'PERSONNEL-

Transfer of Tenure 

Certified staff shall gain teB\:lre as teachers in accordance v,·ith the provisiens of KRS 161.740., 
and teame as administrators in accordance Vt'ith the provisions of KRS 161.765. Continuing 
sen· ice contracts, is~ance of four (4) limited c.ontracts )n a six. (6) year period, shall remain in 
effect until the teacher resigns or retiJ:es. Teachers who have attained continuing contract status 
in another Kentucky school district and are employed in the Jefferson County Public Schools 
District shall serve a one-year probationary period of service before continuing contract status is 
granted. This applies only when continuing contract status is transfened ·within seven (7) tnonths 
fro1n the time employment in the other school district is terminated. 

REFERENCE: 

KRS 161.740 
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PERSONNEL 03.12 

-CERTlFIED PERSONNEL-

Cotnpensation and Benefits 

ESTABLISHMEN'fi 

The Board shall annually' establish annual salary schedules and employee benefits for all 
certified personnel. 

Insm·ance and other fringe benefits shall be provided to employees of the Jefferson County 
Puelic School District as recommended by the s.S.uperintendent. This n1ay include state and 
EiDistrict paid fringe and insurance plansj_ as well as optional e1nployee-paid programs. 

COBRA 

At the tin1e of initial employment an employee shall be given the first COBRA notification. 
Second notification and continuation of benefits shall be contingent upon the employee's 
notifying the district of a qualifying event. 1 

REFERENCES: 

1 Consolidated Omnibus Budget Reconciliation Act 
26 CFRPart 1 
KRS 157.320 (12) 
KRS 160.290 (1) 
KRS 160.340 (2e) 
702 KAR 003:070 
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PERSONNEL 03.121 

- CERTIFIED PERSONNEL -

Salaries 

SINGLE-SALARY BASIS 

The Board of education shall estaalishapprove salaty schedules for all employees based on job 
qualifications, duties, and responsibilities for each position. 

· ~tupensatton fur ail f\ 11 salaries for ce11ified personnel shall be based on a single-salary 
schedule pro\'iding at minimum. for the numb~r o v.orkm1! Ja, r~quired hv la\ and/or any 
relevant addendums as adopted by the Board ef Hdl:lcation. 

DETERMINATION OF EXPERJENCE 

N e'vly employed teachers ·may receive credit for a tnaximmn of ten (1 0) year~ teaching 
experience recognized by the ~Kentucky l:lfioard of eEducation!. including up to two (2) 
years for active pre-employtnent military experience. Credit may be given for a Inaxitnu1n of 
four ( 4) years of teaching/work experience prior to ten ( 1 0) years itnmediately preceding 
employment. Up to four (4) years experience credit will be deducted from the total years of 
experience of technology+-&-! teachers not holding a Bachelor's Degree. 

The dDistrict shall recognize Rank III + 15 hours and Rank II + 15 hours for advancement on the 
salary schedule, upon successful completion of appropriate coursework. 

Only bona fide college credit as determined by the Education Professional Standards Board- shall 
be recognized in advancing frmn one salary rank to another. Non.:college credit shall not apply to 
salary rank advancement. 

A minimwn of one hunch·ed fo1tv { 140} days of employment and the equivalent of at least 
seventy (70) full school days of perfonning teaching duties in any one {lLschool year shall be 
required for one 1 year!s of experience credit. 

Part time e*perieaee A teacher will be credited for a year of experience when athe teacher is 
employed for at least one hw1dred forty (140) days of a school year and performs teaching duties 
for the equivalent of at least seventy (70) full school days during that school year or is employed 
at least one hundred forty (140) days during each of two (2) school~years and performs-teaching 
duties for the equivalent of at least (70) full school days dtU'ing those years. 

Experience credit shall not be given for the following: 

• Substitute teaching 

• S ununer school teaching 

• Nursery/Pre-school teaching (unless teaching certification was required) 

• Student er--cadet teaching 
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PERSONNEL 

Salaries 

03.121 
(CONTINUED) 

In no event shall more than one (1) year of experience be credited for professional experience 
during a given school year. 

EXTENDED EMPLO\'I\1ENT 

Cotnpensation for en1ployment 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 addendmn to the employee's contract. 

Addition of days to be worked beyond the original contract or additional days of extended 
em loyn1ent for a position require prior Board approval before the change goes into effect. 

EXTRA SERVICES-, AND SUPPLEJ\1ENTARV PA Y8 AND SUPERV1SION 

The Board of education shall provide supplementary pay plans for positions where justified for 
added responsibilities. ~ such cases the job descriptions 1nust reflect added responsibilities and 
must have prior approval of the bBoard of education .. The Board shall approve a schedule of 
compensation for extra services . 

As provided under law, teachers who attain cetiification from the National Board for 
Professional Teaching Standards shall be given an annual salary supplement of $2000 for the life 
of the certificate. 

RANK AND EXPERIENCE 

fhe rank and experience of certified personnel shall be clete1n1ined at ti1ne of hire. The Board 
shall direct the Superintendent to validate all experience of professional persom1el employed in 
the District. 

Changes in rank and experience hall be determined on September 15 of each year. 

To assist with the budgeting process, candidates for National Board ce1iification shall notify the 
Superintendent/designee in \\rriting prior to September 15 that certification is pending in order 
for the en1ployee to receive any rank-related increase retroactive to th~ beginning of the school 
year. 

SENIORITY 

Seniority shall be computed frotu the first con1pensable day of employn1ent as a pe1manent 
etnployee in the Jefferson Co1mty Public School District follo·wing last break in service, if any. 

EXCEPTION 

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

}:lAYROLL DISTRIBllTI0:-.1 

:All-eE_mployees shall be aid according to a schedule apJ?roved annually by the Board e';ery tr.vo 
v;eeks on the-ealendar approved by the board of education. 

At the close of the school year employees who have completed all responsibilities and duties 
n1ay request to be paid their ren1aining salary prior to the end of the fiscal year. 
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PERSONNEL 

QUALIFICATIONS 

Salaries 

03.121 
(CONTINUED) 

Employees shall be responsible for providing the Superintendent with all required cet1ificates, 
health exarninations, and verifications of experience prior to begim1ing work. 

NOTICE OF SALARY 

Not later than fm1y-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 
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 Inail to a newspaper qualified under 
KRS 424.220 to publish advertisen1ents 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 157.391 ; KRS 157.395; KRS 157.420 
KRS 160.290, KRS 160.291 
KRS 161.1211 , KRS 161.134, KRS 161.168; KRS 161.760 
KRS 424.220; 016 KAR 001:040; OAG 97-25 
702 KAR 003:060, 702 KAR 003 :070, 702 KAR 003 :100, 702 KAR 003:310 
29 C.F.R. Section 541.303,29 C.F.R. Section 541.602,29 C.F.R Section 541.710 

RELATED POLICfES: 

03.114; 03.1211; 03.4 
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PERSONNEL 03.1211 

-CERTIFIED PERSONNEL-

Salary Deductions . 

llayfe-ll dedHctions may be 1nade \Vflef1--13reperly authori2:ed by an employee or group of 
employees including but not linlitecl to the fullo'.ving : 

'loluntary msuranee Plans: 

• Hospitalization 

• Income Pro!ection 

• Life 

• Legal 8et1;iees 

TaK Sheltered Annuity 

~4utual Fand 

U. S. Savings Bond 

Credit Union 

Organization or Union Dues 

Vt)l~ Contributions·: 

• I\tfetro United \Vay 

.. Fund for the Arts 

Homeov,rners 

• .Automobile 

• Accidental Deat11and Disability 

• United Negro College Fund 

Cru-sade for Children 

T.>\X SIIELTER lA.tNNUIT\'/DEFER:..rtED COJ\lPENSATlON PROG RA!VIS 

The Jefferson County Public School District shall rnake available to its employees, lhe means 
,.·.'hereby tax sheltered rumuities ntay be purchased and compensation may be defened through 
payroll deductions. 

The payroll deductions for tax sheltered armuities and deferred conwensation plans shall comply 
~with all applicable legal rel]Utret'fle:nts. including the Internal Revenue cCode:. of l95·q, as 
runended, and as provided in KR~ 161.158. and KR8 l&A.230.The pa)TOll deductions for 
deferred con1pensation plans shall comply ·.vith the Inten1al Ri3venue code of 195 4, as amene:ieth 
and as provided for in KRS 161.158 (2) and (3) and KRS 18A.230 through 18A •. 350. 

Tax sheltered annuity plans shall be approved by the s.S.uperin1endent and-t-he bH_oard. 

lVlANDATORY DEDUCTIONS 

Mandatory payroll deductions 111ade bv the Board include: 

1. State and federal incotne taxes; 

2:-Dccupaiional-taxes; when appiicabte~ 

3. The Teachers' Retirement System of the State of Kentucky: 

4 . Any deductions required as a resul of judicial process. e .g .. salary attaclm1ents. etc.: 
and 

5. Medicare {FICA)- applicable to personnel newly hired after 3/31/86. 
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PERSONNEL 03.1211 

-CERTIFIED PERSONNEL-

Salary Deductions 

OPTIONAL DEDUCTIONS 

Pursuant to the provisions of I<RS 161 .158. the following optional payroll deductions are 
authorized bv the Board for those e1nployees who choose to participate: 

1. Board approved Tax Sheltered Annnitv progran1s~ 

2. Board approved Mutual Fund programs: 

3. Board approved voluntary insurance plans: 

4. Class Act Federal Credit Union: 

5. State-designated Flexible Spending Account CFSA) and Health Rein1burse1nent 
Account (HRA) plans: 

6. Me1nbership dues tor professional teachers' or!!anizations or Unions.: 

7.. Charitable contributions for Metro United \Vav. Fund for the Arts. United Negro 
College Fund or CnlSade for Children. 

No other pa roH deductions shall be tnade unless authorized by the Board. 

No optional payroll deduction, authorized by the Board, shall be deducted fron1 an individual 
employee's salary without a signed request or electronic authOiization fron1 that employee 
affirmatively reque ting the optional deduction:-&uffi--request must he tlled on an an tHai h._l';;c;; 011' 

'ktrRl54&-~ · Jeped by the S~~rin!C!JdetH-:- The Superintendent shall develop the manner and 
time for filing such requests. 

CHANGES IN DEDUCTIONS 

Designated payroll deductions shall remain . in effect for the scheduled deduction period Wltil a 
change or cancellation notice is received in the payroll departn1ent. Upon receipt of such notice, 
the pavroU officer ¥ill put into etJect such changes on the ne. ·t appropriate scheduled pav date, 
unless contrary to state or federal regulations. 

REFERENCES! 

-KRS 18A.2TO, KRS 161.1 58, KRS 160.291 
102 KAR 001 :035 , OAG 72-802 
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PERSONNEL 03.1212 

- CERTIFIED PERSONNEL-

Reduction in Salaay and Responsibility 

Salaries for teachers shall not be less than the preceding year unless such reduction is part of a 
1ifonn plan affecting all teachers in the entire District or unless there is a reduction of 

esponsibilhies. 

eduction of responsibility for teachers rnay be accompanied by a conesponding reduction in 
salary. Written notice that states the specific reason(s) for the reduction shall be ftn11ished 
teachers no later than ninety (90) days before the first student attendance day of the school year 
or May 15, whichever occurs earlier. 

REFERENCE: 

KRS 161.760 
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;pERSONNEL 03.1213 

- CERTIFIED PERSONNEL-

Cafeteria Plan 

Certified personnel shall be eligible to pat1icipate in a cafeteria plan of benefits. 

The Superintendent shall develop and make available to employees a list of benefits and 
procedures consistent with the regulations as listed in 26 C.F .R_, Part I, 1 . 1~5~ 1. This listing!! or 
any amen~ents thereto, shall be subject to review ru~d final approval by the Board. 

REFERENCE: 

26 C.F.R., Part I, 1.125.1 
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PERSONNEL 03.122 

-CERTiFIED PERSONNEL -

Holidays and Vacation Leave 

HOLIDAYS 

Holidays Vt':ill ae desigaated All certified employees who work less than 260 days per year shall 
be paid for four (4) holidays. All certified emplovees \Vho work 260/261/262 .days per year shall 
be paid for. nine {9) holidays. The paid holidays v.·ruch shal l be designated annually by the 
s~uperintendent-1--and ~proved by the bBoard of education and included in the an:nual official 
school calendar. These holidays are part of the school year required by state law. 1 

VACATION 

Afly-p~ermanent;: full~time 12 month certified e1nployee§ of the Jeffersoa County P1:1blie School 
District who work 260/2611262 days per year shall be granted earn paid vacation leave pursuant 
to the approved vacation leave procedures and shall be entitled to accumulate a maximmn of 
~·. · ·forty (6__10) days of vacation. Requests for vacation lea\'e must be approved bv the 
tnployee's supervisor who mav deny such leave if the en'lplovee·s absence wiil interrupt or 

unpede the work program. Cmnpensation for accrued vacation shall be made at the time of 
retiren1ent at a rate not to exceed the daily salary rate calculated from the employee' s last annual 

• ? 
cotnQensatwn.-

Recognition of annual leave for KTRS purposes shall be governed by applicable statutes and 
regulations. For an individual who became a member ofKTRS on or after July l 2008, payment 
for annual or com ensatory leave shall not be included in determining the member' s last annual 
compensation. 

REFERENCES: 

1KRS 158.070 
2KRS 160.291 
KRS 161.540 
KRS 2.110 
KRS 2.190 
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PERSONNEL 03.123 

-CERTIFIED PERSONNEL-

Leaves and Absences 

The sS.uperintendent shall establish procedures for granting leaves of absence authorized by 
law/b}!oard policy. 

APPROVAL 

Authorization of leave and time taken off from one's job shall be in accordance with specific 
leave olicy. An absence from duty not associated with a1i approved leave shall be treated as job 
abandonment regardless of intent to retun1 to work and may result in termination. 

NOTIFICATION OF RETllR: 

En1ployees on leave covered by the related policies listed below shall notify the 
Superintendent/designee in 'Nriting by April 1 of the year the leave terminates of the date of their 
intent to return to the seheBl systen1District. Employees who fail to notify the 
Superintendentide ignee of their return by April 1 cannot be guaranteed employment for the 
following school year. If an employee on leave has not contacted the Superintendent/de ~ it!nee by 
April I, the: Superintendent is authorized to fill the position for the following school year. \Vhere 
an en1ployee in lhe final year of leave fails to contact the Superintendentldesiunee by April 1, to 
either request an extension of leave or to provide a date of return~ the Superintendent may 
detem1ine whether personnel action is required. 

LEAVE fOLLO\VING ASSAULT 

The District shall provide leave with pay for etnployees assaulted while pertmming their 
. assigned duties when the assault results in injuries that qualify the employee for workers' 
compensation benefits. The period of leave shall not exceed one ( 1) calendar year following the 
assault. During that period~ the employee shall not experience loss of income or benefits~ 

including sick leave, under tenus and conditions set forth in KRS 161.155. 

PLACEl\·tENT UPON RETURN 

Employees taking any long term leave will be entitled on return to a comparable position for 
\vhich they are qualified. Placement in the same position or the satne school catmot be 
guaranteed. 

FMLA 

Eligible en1ployees may apply for leave under the provisions of the Family and rvledical Leave 
Act of 1993. 

REFERENCES: 

KRS 161.155; I<RS 161.770 
~OAG-0-1 -9-

Family and Medical Leave Act of 1993 

RELATED POLICIES: 

03.1232, 03.12322, 03.1233,03.1234, 03.123S, 03.124,03.17 
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PERSONNEL 03.1231 

- CERTIFIED P ERSONNEL-

Personal Leave 

Jefferson County Public Sehool District employees may be credited with paid personal leave 
which 1nay be used at the etnployee's discretion as perpursuant to procedures established by the 
s~uperintendent and any applicable negotiated agree1nent. 

Except as expressly provided in negotiated labor agreements, part-ti1ne, temporar y, seasonal, 
probationary and substitute en1ployees and student workers are excluded fron1 paid personal 
leave. 

APPROVAL 

Personal leave shall be approved by the en1ployee's h1m1ediate supervisor or the appropriate 
administrator if the e1nployee's absence will not interrupt or impede the work program or violate 
any applicable negotiated labor agreement:_ must ap11rove the leave date. 

t\ppro\·at shall be contingent upon the availability of qualified substitute employees. These 
en1ployee5--tllttlcint; earliest ap~tte&-Sl=tnl l be gtveH-preferenee. 

No reasons shall be required for t-h€Qersonal leave . 

.AFFJDA VlT 

En1ployees taking personal leave must tile a personal affidavit tJa--tlwir rdum to \veffi:-stating that 
the leave was personal in nature. 

ACCUl\lULATION 

Unused personal leave days mayshall 

REFERENCE! 

KRS 161.154 

Page 1 of 1 

onve1ied to sick leave at the end of each fiscal year. 
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PERSONNEL 03.1232 

- CERTIFIED PERSONNEL-

Sick Leave 

Sick leave shall be granted to employees in accordance with the limits and 1·estrictions set by law 
provided the employee has not exhausted the cunent and accmnulated sick leave credit. 
Employees 1nust be in active pay status or on an approved leave dm·ing their scheduled work 
year in order to utilize sick leave. 

Te1nporary, seasonal and substitute employees and student workers shall be excluded from paid 
sick leave. 

AFFIDAVIT 

Sick leave may be gra11ted to an employee upon presentation of a personal affidavit or a 
certificate of a physician stating that the e1nployee or n1ember of employee's unn1ediate fmnily 
was ill on the day or days absent from duty and providing the employee has not exhausted the 
current and accumulated sick leave credit. 1 

ACClll\llJLATION 

Sick leave days not taken during the school year in which they were granted shall accumulate 
without limitation to the credit of the certified employee to whom they \Vere granted. 

J)EFINITION 

Sickness shal1 mean personal illness, including illness or temporary disabilities arisino frotn 
pregnancy. 

FA!\JILV ILLNESS!I\tiOURNING 

Sick kave can also be taken for illness in the i1nmediate fan1ily or for the purpose of mourning a 
n1en1ber of the ernployee's imn1ediate family. Im1nediate fami ly shall mean the employee's 
spouse children (including stepchi ldren ::u1d foster children), grandchildren, daughters-in-la\v 
and :sons-in-la\\, brothers and sisters~ parents, spouse's parents, grandparents, and spouse's 
grandparents. \vithout reference to the location or residence of said relative and a11y other blood 
relative \Vho resides in the etn lo) ee's hon1e. 

TRANSFER OF SICK LEAVE 

Teachers coming to the Di. trict from another Kentucky school district or from the Kentucky 
Department of Education shall transfer aocumulated sick leave to which the employee \Va • 

ent itk ion the date nt traru;fer to the District. 

SICK LEAVE Do ATION PROGRAM 

A sick Ieav~ donation Jrot!ram shall b~ cstnblishL~d .ls re uiret1 b · lt1w. The Su erintendent ..,hall 
Je 'dop procedures to implcn1 ~nt this pro!:!.ram .~m~~eloped by tl 
Superintende~rtitietl t!Htpteyec::; whe---fl,<ve a~:crueti more tin. n li fteer~ 1-§.}tlays of sie~:.-.....j.t-J.r+-\"+1 

may-feqttest to transfer 3ick leave days to another employee \vho is auth~eeP. 
donation . rhe flUfl'~ber of dny:-; de-Rated shall nffi-i:educe th~H!tJloyee's sick leave balance to les~l 
HH~~~~~~ 
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PERSONNEL 

Sick Leave 

Sick Leave Bank 

Sick leave banks may be established as pem1itted bv la,v. 

REFERENCES: 

1KRS 161.155, Sec. 2, KRS 161.152, OAG 79-148 
OAG 93-39 
Family & Medical Leave Act of 1993 

.RELATED POLICIES: 

03.12322 
03.1233 
03.124 
03.175 
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PERSONNEL 03.12322 

-CERTIFIED PERSONNEL-

Family and Medical Leaye 

REASONS 

In con1pliance with the Fanuly and 1viedical Leave Act of 1993, as amended (F1viLA), and under 
procedures developed by the Superintendent eligible employees may take up to tw·elve (1 2) 
workweeks of unpaid frunily and medical leave each rolling 12 rnonth period for the following 
reasons: 

1. For the birth and care of an employee's newborn child within twelve 0 2} tnonths of the 
blith or for the placement of a child with the e1nployee for adoption or foster care Vlithin 
t\velve (12} months of the placement; 

2. To care for the employee's spouse, son, daughter child, or parent who has a serious health 
condition4 as defined by federal law; 

3. For an the-e1nployee's own serious health condition, as defined by federal law, that makes 
the employee unable to perf01m the functions of his/her job· 

4 . To address a qualifying exigency (need) defined bv federal regulation arising 11-om the 
covered active duty or call to active dutv involving deplo)'lnent to a foreign country of a 
covered family member (the employee~s spouse, son, daughter, or parent:! who serves in a 
reserve component or as an active or retired n1ember of the Regular Armed Forces or 
Reserve in support of a contingency operation; and 

5. To care for a co\·ered service frunily member (spouse. son. daughter. parent or next of kin) 
who has incurred or aggravated aa a serious injury or illi1ess in the Jine of duty while on 
active duty in the Armed Forces that has rendered or may render the family member 
medically uni1t to perform his/her duties of his/her oftice. gfade. rank or rating:- or to care 
for a e-overed veteran with a serious iniury or illness as define bv federal rei!ulations. 

{f both husband atJ:d 1i1lifu are District employees ~ they may take a combined total of up 1:o 12 
v.-ork·.veeks of leaye under pa:ragraphs 1, 2 and 3 above. 

NOTICES AND DE \DUNES 

G~ Employees' ho may be eligible for or \Vho request leave for any of the above reasons shall be 
provided an FfV1LA 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 lh 
imn1ediate supervisor or other designated adrninistrator who shall then document the request. 
The District may require that a request for leave be supported by a health care provider's 
certification when such a request is permitted sy tederal regulations certification for health 
care or militarv-related situations as permitted by federal law, but such requirements must be 
set out in the required notice~ 

Deadline for Notice ro be Provided: Absent extenuating circun1stances, Yvithin t"he (5) 
business days of District recei t of~· request or the District being made aware of a otentially 
qualifying reason. 

NOTE: Onlv the District's humnn resources professional. le~ .. aJministrator, ur pcL'onncL 
Uirector mav contact an employce~s health Glre provider to darify :1r authenticate · 
,t.:\!rtifkation of healthcure pn 'iJer fon11 subn1ittcd in ~ upport or a famil ' anti mcdicat ll::avc 
request about which there arc questions. fhe employc:e ·s direct super isor shall not contact 
the provider. 
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PERSONNEL 

Fa111Hy aJid Medical Leave 

03.12322 
(CONTINUED) 

The District hall designate an employee's leave. paid or unpaid. as FIVlLA-qualifying and 
shall provide a de ignation notice jndicating whether the request is approved or if additional 
infonnation is needed. L ave 1nay be delayed if the employee does not provide proper notice 
30 days advance notice for a foreseeable leave); othenvise notice as soon as the need 

becomes known). When leave is needed for planned 1nedical treatn1cnt the employee must 
consult ·with the District about the leave schedule. 

Deadline for \otice to be Provided: Absent ext nuating circumstances_, within five (5) 
JU iness days of learning that an Ftv1LA reason stpports the leave. 

Employees shall pro·vide 30 days advance notice \Vhen the need for leave is foreseeable · 
othenvise, employees shall provide notice as · soon as practicable. When--l~needed fet· 
~ medical treatn1ent, the employee tilt:lSt consult with the District about the leave sche~ 

ELIGIBILITY 

Etnployees are eligible for FMLA leave if they have been employed by the District for twelve 
{12} months! and-have worked at least 1,250 hours dt1ri11g the twelve 0 2} months preceding the 
start of the leave. and otherwise gualifv for fanuly and n1edicalleave. 

Full-time teachers are deen1ed to meet the 1,250 hour test. In cleten11ining whether returning 
veteran. meet the minimum 1 ~250 hour standard hours actually vv·orked for the District during the 
tvvelve-month period are to be ~.;ombin d with hours they would ha e \NOrked for the District had 
they not been call.ed for ~11ilitary sen:ice. 

\Vhen farnily and medical mi1itarv t:aregiver leave is taken to care for a serYicc meinh:?r's 
fc:cov~ry trorn based on a ser1 us illnes' or injury :lU'ltet1ned in the tine e . .' Hty of a ~o\ "red 
~c rv i ce mem "~t!r , an eligible en1ployee may take up to twenty-six (26) workv.:eeks of leave during 
a single tvv·elve-month period. This provision also applies to covered service members/ etexans 
that have been on active duty within the past five (5) years as detined bv federal ·cuulation ·. 

An en1ployee n1ay take up. to 26 \Vorkv;eeks of unpaid leave during a single 1~ n1onth perietl--ffi 
care for the en1ployee s spouse) child, parent or neKt of kin 1tVho incurred a serious injury or 
illness while on active duty in the l'..nned Forces. If beth hl:lsbaad and wife are District 
employees) thej' may take a combined total of up to 26 \Vork\v~eks of leave. 

In situations involving both the Americans with Disabilities Act (ADA) and FM A, the Distric1l 
shall a )ply the Ia\, · affording the employee the greater benefit. 

RESTRICTIONS 

Leave that is taken by an eligible employee for any of the above designated reasons shall be 
counted as FMLA, fan1ily and medical leave, even if the employee does not request leave under 
the FMLA. If an etnployee is entitled to paid- leave- under--ariy Kelitiieky statute, other District 
policy, or collective bargaining agree1nent, the ernployee may elect to substitute the paid leave for 
unpaid FlVILA leave, and the paid leave shall run concunently with the FMLA leave. 

+e-t-R~ru-tflat an employee is entitled to any paid leaYe, such leave shall be taken and it shalt 
run concurrently v•1th family and medical lea..-e, except that the employee may-rettt~est (o r · _ 
ten (10) day~ of sick leave. ('lhis xequirement .-;hall not apply to e1t1ployees tatcm

0 
Yore-fb: ~ 

compensatiuR lr·ave.) How -. ·\Vhen an employee's \Vork-related injury/n1edical state qualifies 
as a serious health condition, v .. :orker's compensation leave shall run concurrently with the t-\-v~ 
~-'-4-'~"*'--'~~- faiJlil) and medical leave entitlement. 
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PERSONNEL 

Familv and Medical Leave 

03.12322 
(CONTINUED) 

Paid lea'<e used by the etnployee as required und r this policy shall count. as app1icabl , against 
the nYelve ( 12) or tw·enty-six (26) FMLA workv.:eek entitle1nent. 

Entitlement to· fan1ily and medical leave forth "' birth and care of a nevvborn child or lacetnent of 
a child shaH expire twelve ( 12) n1onths after the date of such birih or placetnent. 

U.ESTRJCTIONS (CONTlNtlED) 

\Vhen both husband and wife are employed by the District the combined anlotmt of futnily and 
tnedicalleave 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 s ouse is ntitled to tv·:eh e 
(12 workweeks offrunily and Inedica] leave. 

Exception: The litnit on the combined an1otmt of fa1nily and medical leave shall be twenty-six 
~26) \·Vorkweek when both an eligible husband and vvife are employed by the District and are 
eligible for leave that involves a covered An11ed Forces service member/veteran. 

Depending on the date family and medical leave is 10 begin ~ instructional employees as 
designated b) federal regulation nmy be required to continue on leave unt il the end of the school 
tern1 to avoid disru tion . 

Unused family and medical I ave ~ hall not accumulate from year to year. 

I NTERMITTENT LEAV EIR£DUCED HOl lRS 

Family and n1edical leave mav be taken interm.ittently (when n1edically neccssarv} or on a 
reduced hours basis Leave n1ay be taken iltteffnittently or on a reduced lea·ve schedule when 
medically necessary for a serious health condition of the employee' or a fatnily 1nember. 
Intennittent leave ot a reduced leave schedule may be taken for other reasons only at the 
District's discretion. The District may temporarily transfer an employee to an available alten1ative 
position or may alter an existing job to better accmnmodate intermittent or reduced schedule 
leave. 

Special Limitations on f.:'l:Inily and ~4edieal Lea,,re for InstrHctional Employees 

When leave is taken near the end ot a sen~ester the District may require an instructional 
employee to coRtinue the leave to the ead of the seme:..ter in accordance with fede.ral regulat~ 
If intennittent leave or reduced schedule leave is requested for planned medical treatn1ent, and if 
the leave would cover more than twenty (20) percent of the working days in the period of leave, 
the District 1nay require the employee either to take leave for a period or periods not greater than 
the duration of the treatment, or to transfer te1nporarily to an alternative equivalent position which 
better accmnmodates such leave. 

CoNTINl.J~TION OF ])ENEFITS 

While on family and tnedical leave, en1ployees shall be entitled to all en1ployn1ent benefits 
accrued before the leave began. Health insm·ance for an employee on family and medical leave 
shall continue to be provided on the same terms as before the leave by the state on the srune basis 
bad the employee not taken leave. Employees on leave shall pay their portion of health insurance 
premiums unless they choose to terminate health insurance. If an e1nployee substitutes paid leave 
for fMLtA_.. family and medical leave, the employee' s p01iion of health insurance pre1niun1s will 
be paid by payroll deduction during the period of paid leave. 
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PERSON1--fEL 

Family and l\1edical Leave 

03.12322 
(CONTINUED) 

Other en1ployn1ent benefits and seniority shall not accrue d 1ring unpaid fan1ily and medical 
leave. 

RETURN TO WORK 

As noted by the required notice of eligibility and rights and responsibilities:. \Vhen family and 
n1edical leave is taken due to an employee's own serious health condition the en1 loyee shall 
provide fitnes~-for-duty certification before returning to work. Vlhen leave is 1alcen for an 
employee s own serious health condition .Qllilbefore--tbe ernployee returns to vt'ork, the Distrid 
may require a fitness for duty certification that tl1e c:mployee is dhle te perfonn e~,s~ntial 
functions specific to the job. as noted hy the Dintrict in .a list :Htaehed to the certification form . 

Upon retutn to work, the e1nployee shall be rentrned entitled to his/her same position (oT a 
position with equivalent pay, benefits!. and tern1s and working-conditions of emplovment), El:S 
determined by established District policies, practices and collective bargaining agreements. 
However, the e1nployee has no greater right to reinstatement or benefits than if the employee had 
not taken any leave. 

NOTICE 

The District shall notify employee .. of family and mt;dicalleave provisions by posting appropriate 
notices in conspicuous )laces in the Central Ot11ce and each worksite and distributing notices as 
re uired by law. 

MISCELLANEOUS 

Except as set forth in this policy, the District reserves the right to exercise all discretion afforded 
to it under the F:rv1LA and tee-federal regulations. This policy shall not expand eligibility for leave 
beyond what is required by federal law. To the extent that tllis policy fails to state any linlitations 
or requirements set forth in the FMLA and fedeial regulations, such lilnitations or requirements 
shall apply. If greater rights are provided under any collective bargaining agreen1ent, such rights 
shall apply. 

REFERENCES: 

Family and Iv1edica1 Leave Act of 1993, 29 U.S.C. 2601-2654 
Title I of the FMLA, as amended by the National Defense Authorization.._.t\ct 
Code of Federal Regulations Title 29, Part 825 

RELATED POLICIES: 

03.12-3, 03.12-32-,03.1233,03-.1234,. 03.1238,03.124 
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PERSONNEL 03.1233 

- ·CERTIFIED PERSONNEL-

MateFsityChild Rearing/ Adoption Leave 

PAID SICK LEAVE 

Childbirth and recovery therefrom, which prevent~ the employee fron1 perfonning assigned 
duties, shall entitle the employee to sick leave benefits as provided in Board Policy 03.1232. An 
en1pJovee n:av use up to thirty (10} dav , of sick lea ·e inunediatelv following the birth on 
adoption of a child or children. 

An illness ot the newborn shall entitle the employee to sick leave benefits as provided in Board 
Policy 03.1232. 

Additional sick lea :e days ma-v· be used when the need is verifieJ '~V a uhv~ ician ' s ' taten1enl. 
Part time, initial probationaey, temporary seasoaal and substitute employees and st1:1dent v,·orkers 
are aot eligible fur ehitd rearingladoptiea leave, e*eef)t as proyided ay federalla'+\r. 

UNPAID l\'IATER:NIT\'CIIIl.D REARJNf.;/ADOPTIOl' LEAVE (.~r~~~t:Jj!J 

An employee of the JeffersoR County Pub lie School District may be granted upon written request 
an unpaid leave of absence for the purpose of fulfilling adoption requirements or for rearing the 
en1ployee's pre-school child(ren). 

A single child rearing/adoption leave n1ay be granted for a period of no less than thirty (30) days 
and no more than two (2) consecutive school years or a major portion thereof. Part-time. initial 
probationarv~ temporary. seasonal and substitute employees and student \Vorkers are not eligible 
for child rearing/adoption leave. except as provided by federal law. 

Etnployees on matern~child rcruinl!ladoptiou leave shall notify the Superintendent/CJesicnee in 
writing of their intent to return to the school system on or before the date prescribed in Policy 
03.123. En1ployees who fail to notify the Superintendent/desiQnee of their retW11 by the date 
prescribed in Policy 03.123 cannot be guaranteed employment for the following school year. 

Employees taking a matemitychild rea:rinu/udoption leave will be entitled on return to a 
comparable position for which they are qualified. Placement in the same position or the sarne 
school cannot be guaranteed. 

FMLA 

In compliance with the Family and Medical Leave Act of 1993, eligible employees are entitled to 
up to twelve ( 12) workweeks of tmpaid leave to care for the employee's child after birth or 
placement of a child with the employee for adoption or foster care. Leave to care for an 
employees healthy newborn baby or minor child \Jv'ho is adopted or accepted for foster care must 
be taken Vvrithin twelve (12) months of the birth or receipt of the child. 

REFERENCES: 

KRS 161.155; KRS 161.770 
OAG 80-151 ; OAG 84-43 ; OAG 86-66 
Family and Medical Leave Act of 1993 

RELATED POLICIES: 

03.123; 03.1232; 03.12322 

Page 1 of 1 

Adopted/Amended: 01/01/1900 
Order#: 



PERSONNEL 03.1234 

-CERTIFIED PERSONNEL-

ExteBded Disability Medical Leave 

This policy shall be applied in a manner consistent with policy 03.113 and the Americans with 
Disabilities Act (ADA , when those provisions are applicable. 

UNPAID LEAVE 

A11 em}31oyee of the Jefferson County Public Sehool District n1ay be granted a medical leave 
upon ·Mitten request Unpaid disabilitytnedical leave may be granted by the Board, upon \Nritten 
request for tfie rt!mainJer of the school year-whenever an employee has been advised by a 
physician that, for medical reasons, the employee will not be able to work. The written request 
shall include the 'Cetiification of Health Care Provider" form cotnpleted by the attending 
physician. 

An medieaJ ex~ended disability medical leave of absence may be granted for a period of not n1ore 
than two ill_ consecutive years. At the end of the second year, if the employee is unable to return 
to work, he/she may request renewal. Such a-renewal is .subject to approval by the bBoard upon 
recommendation of the s~upetintendent. 

An en1ployee who qualifies for vvorkers compensation payment while on medical extended 
disabiliv, n1edical leave directly resulting from an accident sustained in the course of fulfilling 
job responsibilities may receive service credit for the purpose of salary step placement. 

Initial probationary., temporary, seasonal, and substitute employees and student workers shall not 
be eligible for medical exteaded disability medical leave except for those qualifying for ·workers 
compensation payments directly resulting from accidents sustained in the course of fulfilling job 
responsibilities. 

(FMLA 

In compliance with the Farnily and Medical Leave Act of 1993, medical leave shall be granted in 
accordance with Board Policy 03.12322. 

NOTIFICATION OF RETLIRN 

Employees on c"itended disability 1edil:al leave shall notify the Superintendent , design~e in 
writing of their intent to return to the school system on or before the date prescribed in Policy 
03.123. Employees who fail to notify the Superintendent/designt!e of their return by the date 
prescribed in Policy 03.123 cannot be guaranteed employment for the following school year. 

VERIFICATION 

'fhe Superintendent may require the employee to secure a licensed physkian's verification of 
disability. 

J>LACEMENT UPON RETllRN 

Ernployees taking Ji5a.blittwmedical leave will be entitled on return to a comparable position fo 
which they are qualified. Placement in the same position or the same school cannot be 
guaranteed jf the leave t!xcu.:ds ninet\ ( 91)) da\ s or if thc_position has bt:en elimin..1tt.J. 
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PERSONNEL 
~CERTIFIED PERSONNEL -

Exteatled DisahilitvMedical Leave 

] NVOLUNT ARY DIS;,BILITV 1\-lEDICAL LEAVE 

03 .1234 
(CONTINUED) 

When, in the opinion of the Board, there is evidence that a teacher or the Superintendent is no 
longer able to perfonn satisfactorily the assigned duties, the Board may require the employee to 
provide evidence of ability to perform the essential functions of the position in the fo1m of an 
examination and report by a physician of the Board's choosing. The Board shall bear the cost ofi 
this examination. 

The Board n1ay suspend the employee temporarily pending the physician's exan1ination and may 
grant an involuntary leave of absence and renewals thereof following the physician's 
examination. 

The etnployee shall have the right to a hearing on such involtmtary leave and its renewal o 
extension in accordance with the provisions for hearing and appeal in KRS 16 1.790.1 

RETIREMENT D ISABILITY 

Retirement disability shall be handled in accordance with KRS 161.662? 

REFERENCES: 

1KRS 161.790; OAG 65-560, KRS 161.770 
2KRS 161.662, OAG 80-151 
OAG 84-43 
Consolidated Omnibus Budget Reconciliation Act 
Family & Medical Leave Act of 1993 
Americans with Disabilities Act of 1990 

RELATED P OLICIES: 

03.111 
03.1 13 
03.123 
03.12322 
03.173 
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-PERSONNEL 03.1235 

- CERTlFJED PERSONNEL ... 

Educational/Professional Leave 

EDUCATIONAL/PROFESSIONAl, PURPOSE 

Long-term staff ae'lelopment educational/professional leave may be granted to employees of the 
Jefferson Co:anty Public School District for educational or professional purposes for a period of 
not more than two (2) consecutive years. The en1ployee tnay request a renewal. Such a renewal is 
subject to approval by the bBoard upon recommendation of the s~upe.rintendent. 

When the leave is requested; the intended educational and/or professional 
aecomJ)lishmeatpurpose of the leave shall be included with the request. Evidence of such 
educational/professional work rnust be presented upon return from leave. Time spent on 
educational/professional leave shall not cotmt toward continuing contract status. 

Leave may be granted for full-tin1e attendance at universities or other training or professional 
activities approved by the Board when those activities are related to the employee's job or to 
other jobs an employee might hold in the school syste1n. Leave will not be granted for part-ti1ne 
educational activities. 

STAFF VISITATIONS AND CONFERENCES 

Jefferson CoHnty Publie Sehool District employees may apply for and be granted a leave of 
absence by the Superintendent/designee for the purpose of attending professional meetings, 
conferences and workshops outside the dDistrict ·which are adjudged to be in the interest of the 
eiDistrict. Adnllnistrative procedures may cover assignment, payment of expenses, waiving of 
salary deductions andlef other board adopted pertineflt relevant matters. 

Payment of allowable expenses of individuals attending such meetings and the cost of necessary 
substitutes may be made upon approval of the appropriate authority. 

LIMITATIO; 'S 

Part-time cetiified, temporary, seasonal and substitute employees are not eligible for 
conference/vworkshop educational/professional leave unless approved by the 
s,S.uperintendent/ designee. 

b JMIT!cTIONS 

Ne Rlefe than tlt'r'B pefeent t2'!'(,~ ef ~Re eeFtifiea eRlple~·ees ma~· be eA eeueatienalfJ3ftlfeSSlE!Hal 
h~a\1e at eBe time. \\1hen requests exeeed t'No percent (2~'0), those submitting t.he earliest requests 
v.·ill be 4iven first coe~:iuerntioFt:-

leitial pmaalioRary. J3ttft: time classi lted, te-H~f'9ffifJ' . seasonal and substituE~ emplo)ees and 
sntdent 'NOFkers are nol eligible t()r staff development leaYe . 

TIME OF APPLICATION 

\lJriHeB applisa\ieR fef edueational/pro fessi onal h~U\' C must be made at least siKt) (601 Ja~s 
~be fare lAe lea~y·e is te begia. 
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PERSONNEL 

- CERTIFIED PERSONNEL-

NOTIFICATION OF RETURN 

Educational/Professional Leave 

03.1235 

(CONTINUED) 

Employees on educationaVprofessionalleave shall notify the Superintendent/designee in writing 
of their intent to return to the school system on or before the date prescribed in Policy 03.123. 
Employees who fail to notify the Superintendent/desi2:nee of their return by the date prescribed in 
Policy 03.123 cannot be guaranteed employment for the following school year. 

PLACEMENT UPON RETURN 

Employees taking an educational/professional leave will be entitled on return to a comparable 
position for which they are qualified. Placen1ent in the same position or the same school cannot 
be guaranteed. 

REFERENCES: 

KRS 161.770 
OAG 79-106 
OAG 84-43 
OAG 91-134 
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PERSONNEL 03.1236 

-CERTIFIED PERSONNEL-

Emer2:ency Leave 

NUMBER OF DAYS 

Fwll-tin1e certiJied employees shaH be entitled to B~mergency leave, not to exceed two (2) days 
of leave with pav each school y~a . as perpursuant to procedures established by the 
sSuperintendent. 

Part-time, initial probationary, tetnporary, seasonal and substitute employees and student 
vrorkers m·e excluded fron1 not eligible for emergency leave. 

REASONS FORLEAVE 

Reasons for granting emergency leave may include the follovving: 

BEREAVEMENT 

L.___Death or funeral of a relative by blood or marriage. 

DI:SASTERS 

L_En1ergency situations resulting frmn natural disasters> such as flood, tornado, or prunary 
dwelling fire. This applies only in cases not covered by sick leave. 

AppeArances aJ a Vi'itness Oi to pr-etit.f€-e-fieetffilents V•ihen tht" em-f*e · e's pres Hs-fet:t~ 

stiDfTB~-Hti-s-i~-not to indu ~pean-ui ·t:s iH a€tiens-tfl---Wflicil the emplo) ee iJ a party-antl--Hte 
s-ubpoena is obt-a-ine4-e-y-uf-6&-13 hatf-ef-tlte-enlpluyee. T-lti5-abt+tl-oc~1ot inclwJe jury--duty. (See 
P-ohuy 03 .1.,37.) 

l:__Such other reasons of an emergency or extraordinary nature as approved by the 
s.S.uperintendent!designee 

REQllEST FOR LEAVE 

Emergency leave must be requested through the Superintendent or designee who will determine 
if the leave requested meets the Board's criteria. 

AFFIDAVIT 

Persons taking emergency leave must file a personal affidavit upon their retun1 to work stating 
the specific reasons for their absence. 

ACCUMLLA TION 

Emergency leave day, not taken during the school year shall not accumulate_ 

REFERENCES: 

KRS 161.152, KRS 161.155 
OAG 76-427, OAG 72-348 

RELATED POLICIES: 

03.1232, 03.1237 
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PERSONNEL 03.1237 

- CERTIFIED PERSONNEL -

Court Appearances/Jury Leave 

COURT APPEARANCES 

En1ployees of the Jefferson Co~nty Public School District '~rho are legally required to appear in 
comt or to be away fron1 regular school duties for school-related legal obligations and who are 
not covered under any other leave policy shall be granted paid leave when such appearance is 
properly certified. The dDistrict may provide legal counsel to employees in any legal action 
taken against them in connection ·with the discharge of their duties when sanctioned by the 
s~uperintendent. The employee must, however, prmnptly deliver the original or copy of a 
sumrnons~ cotnplaint) or other legal paper to the immediate supervisor. 

Such leave shall not be granted when the employee is a plaintiff or -vvitness against the bBoard or 
its agents, or when the employee is a plaintiff in cases without the sanction of the 
s£uperintendent. 

JDRYDlJTY 

.A.ny employee of the JetThi'son County Public School District who serves on a jury shall be 
granted jury duty leave with regular pay, less any compensation received as jury pay. Any 
reimbursement for expenses may be retained by the en1ployee. 

NOTICE 

advance notice to their inunediate supervisort:; . 

REFERENCES: 

KRS 161.153 
OAG 78-696 
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PERSONNEL 03.1238 

- CERTIFIED PERSONNEL-

Military/Disaster Services Leave 

Military leave shall be granted to any en1ployee of the Jefferson Co1:1nty Public School District 
pursuant to KRS 61.371-61.379 and 61.394. 

Employees who are members of the National Guard or of any reserve con1ponent of the Armed 
Forces of the United States, or the reserve corps of the United States Public Health Service shalL 
be entitled to tnilitary leave, without loss of tin1e, pay, regular leave, i1npairment of efficiency 
rating, or of any other rights or benefits to which they are entitled. In any one ( 1) federal fiscal 
year employees, while on military leave, shall be paid their salaries or con1pensations for a 
period or periods not exceeding twenty-one (21) calendar days (no more than 15 work days). 
Any unused n1ilitary leave in a federal fiscal year shall be carried over to the next year. Any 

used military leave shall expire two (2) years after it has accrued. Determination of the period 
of military leave to be granted shall be made according to statutory requiren1ents. 

he employee is responsible for notifying his/her in1n1ediate supervisor as soon as s/he is notitied 
of an impending n1ilitary-related absence.1 

he Board may grant disaster services leave to requesting eligible en1ployees. An ··eligible 
employee'' n1eans one who is a cei1it1ed disaster services voltmteer of the American Red Cross. 
Disaster services leave shall be with pay and shall not exceed thirty (30) work days in any twelve 
(12)-month period? 

REFERENCES: 

1KRS 61.373 , KRS 61.375 ~ KRS 61.377, KRS 61.394, KRS 61.396 
2KRS 61.395 
KRS 161.168 
KRS 161.740 (3) 
702 KAR 003 :070 
OAG 76-316 
OAG74-258 
OAG 82-305 
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PERSONNEL 03.1239 

- CERTIFIED PERSONNEL-

Leave for Political Activities 

Upon the recmnmendation of the Superintendent the board of education n1ay grant any 
employee, upon written request, an unpaid leave for the purpose of engaging in political 
activities. 

REFERENCES: 

KRS 160.291 
KRS 161.164 
KRS 161.990 
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PERSONNEL 03.124 

-CERTIFIED PERSONNEL· 

Insurance 

INSURA CE 

The Board shall provide l!nsurance and other fringe benefits shall be provided to District 
employees ef the Jefferson Col:lflty Public School Distriet as reconunended by the 
s.S.uperintendent. This may include state and &District paid friege aad insurance plans as well as 
optional employee~paid programs. 

The Jetierson CoUBty Public Schools District shall issue a master.group policy ,,rith an insl:lfance 
carrier selected m compliance '•¥ith preYailing state law, for accident coverage of studeats and all 
~oard of education employees. 

This group plan shall be offe£ed as a public service, and enrollment shall be Of)tionaJ. lRSurance 
enroHment material shall be distributed to all schools and offices at the beginning of the school 
year. 

The Board shall provide unemployment insurance', \Jv'orkers' cmnpensation2 and liability 
insurance for all certitied personnel. In addition, the State provides group health and life 
insurance to employees vlho are eligible as determined by Kentucky Administrative Regulation:3 

WORKERS' COMPENSATION 

Ernployees who qualify for workers' con1pensation benefits following an assault and injury while 
perfom1ing assigned duties should refer to policy 03.123. 

Employees who qualify tor Workers' Compensation may be offered the opportunity to 
participate in an Early Return to Work Program. Transition en1ploytnent need not be in the same 
job classification or location ~ but must comply with the treating physician's restrictions and 
amendments until the .Participating employee achieves maximum medical recovery. 

REFERENCES: 

1KRS 341.050 
2K.RS 342.630 
3702 KAR 001 :035 
OAG 83-151 
Consolidated Omnibus Budget Reconciliation Act 
Kentucky Constitution (Section 3); KRS 161.155; KRS 342.730(6) 

RELATED POLICIES: 

03.1211, 03.123,03.12322, 03.14 
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PERSONNEL 03.1241 

- CERTIFIED PERSONNEL -

Workers' Compensation Payments 

COORDINATION WITH SICK LEAVE 

fmployees shall not be required to use siek leave in connection 'Nith a work related 
injury. Howe\·er. e~1nployees claiming workers ' compensation incmne benefits who 
have sick leave available may choose to shall use sick leave in order to n1aintain the 
equivalent of full salary for the days they are unable to work. Employees shall not be 
entitled to payment in excess of one hw1dred percent (1 OOo/o) of contracted salary. 
En1ployees \Vith no accumulated sick leave shall be eligible for compensation as re4.uired 
bv law. 

In order to maintain full salary. employees rna,· voluntarilY elect to use sick leave to 

l·ruell they are_ eatitledi : ::;:~=s :: :::::: :!~~: ::~ 
election to ttse stck leave , --e --+-~~-· sh -----' t--h-- --~- 1---£.. s--------1 -~-·~ 
compensation income bene!its received for the same period that the employee uses sid<s 
leave. The en1ployee may make such pay1nent by endorsing the '>'t'orkers' compensation 
f enefits ehecl' to the District or by paying the District by personal check or cash. The 
~n"!ployee ~s sick leaye balance shall then be reinstated to tl}~ ~xtent of such 13ayment. 

REFERENCES: 

1KRS 161.155, KRS 342.730 

RELATED POLICIES: 

03.1232 
03.12322 



PERSONNEL 03.125 

-CERTIFIED PERSONNEL-

Expense Reimbursement 

Provided the Superintendent/designee has authorized the expenditure. actual and Nnecessary 
expenses incurred by Board employees of tile board of education in the performance of their 
official duties shall be reimbursed upon submission of claims filed tmder approved procedures. 
i ravel exQenses for guests of employees shall not be rein1bursed 

The expense reimbursement process shall require documentation of the funding sourcc/cate,gon 
us~d to pay expenses for all approved trips . 

Actual mileage betw·een official work stations within the school system and actual mileage for 
trips outside the school systen1 which have been approved by the Superintendent/de..iunee;: and 
the Council in SBDM schools will be reimbursed at the State mileage reimbursement rate in 
effect a£ that time ·when the emplo)·ee uses his/her o·Nn Tebicl )n J ulv l l)f each fiscal "t'u . 

rravel vouchers shall be subn1itted within one ( 1) weeii 111 111th of the travel. Travel voucher for 
travel during the month of June must be submitted by July 5. 

\Vithout proper documentation. individuals shalt llOt rel:cive reimbursement. and. if it i.~ 

deten11in~d tha rein1bur. ement Vvas maJe ba ed on incomplete or improger dm.:umentatiun. th 
individua] mav be required to reimburse the DistriL:t. 

With prior Superintendent/designee approvaL expenses such as airfare and hotel costs may be 
paid directly to the vendor. No other advances for anticipated expenses shall be made. 

for fl:lrthcr guidance on Tht: Superintendent ·hall nnst procedures tor reimbursement fufor' 
mileage and other authorized expenses, travel reimb 1rsen1ent guidelines and the us of vouchers 
proeeE:Iures are posted on the District web site 

SUPERINTENDENT'S TRAVEL EXPENSES 

Prior to granting approval for payment the Board shall review itemized reimbursen1ent requests 
tor the Superintendenfs travel expenses in an open Board meeting. With prior Board approval ~ 

expenses such as airfare and hotel costs may be paid directly to the vendor. No other advances 
for antici ated ex_12enses shall be made. 

REFERENCES: 

KRS 160.290; KRS 160.410; KRS 175.5?5 
OAG 80-395 
United States v. Correll, 389 U.S. 299 (f967) 
Accounting Procedures for Kentucky School Activity Funds 

- Adopted/Amended: 01/01/1900 
Order#: 
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PERSONNEL 03.131 

- C ERTIFIED PERSONNEL ... 

Assignment 

AY e~1oyees of the Jefferson County Public School District shall be assigaed b~· the 
superintendeat slibject to the notification of the boa1d of edueation. The adm:injstration of the 
school system mtlst be respoasive to ehangiag conditions. The assignr1?-ent of all certified 
personnel shall be made by the Superintendent und PJI assignments of employees shall be n1ade 
in accordance with state Jaw, Kentucky Administrative Regulations, and/or other legal 
agreements. 1 The Superintendent shall make all appointments. pron1otions, and transfers of 
certified personnel for positions authorized by the Board and, at the first meeting following the 
actions, shall notify the Board of same. Such notification shall be recorded in the Board minutes. 
The s,S_uperintendent may designate Personnel ServicesHurnan Resourc,es to provide notice of 
assignment. No personnel action shall be effective prior to receipt of written notice of the action 
by the affected e~loyee from the Superintendent 

The Superintendent shall assign personnel who are certified for the positions they wilJ hold and 
who possess qualifications established by Board policy, except in the case where no individual 
applies vvho is properly certitied and/or who meets qualit1cations set by Board policy. 

The Superintendent shall not assign the relative of a school Principal to the school where the 
Principal is assigned unless the relati e is not the spouse and was employed in that school during 
the 1989-90 school year. No spouse of a Principal shall be assigned to the school where the 
Principal is assigned unless the spouse was assigned in that school during the 1989-90 school year 
and there is no other position in the District for which the spouse is certified:-~ spouse 
was emplo;-ed in the l <1&9 90 school year and the District ha5 no mort! than one (1 ) elementary 
school. oRe (1) middlt:: s..:houl. anti one (I) high ·,chool. A Principars spouse employed in the 
Principal's school shall be evaluated by another school administrator. 1 

Employees shall not be assigR:ed to a schooL oft1ce or unit \Vhere an employee must be directly 
Sl:lpeA'ised er evaluated by a re]ati't'e as defmed i:a Board policy 03 .11 . If such a simatioa oceurs 
through hire. transfer, marriage or other armngement. the emeloyee(s) shall notify the Human 
Resources Department The Superintendent shall make a final determination as to the appropriate 
actioa to Be takea. 

The eurriculum of the Jefferson County Public School District shall include regHlar programs, 
special edlleation programs, and optioaal schools/prograrns. The special cl1araeteristics and 
requiremems of these programs shall be used to develop criteria for assigning teachers to 
progrruns/optioas witfliR sehools and program/schools v--ithin the d;Qistriet . 

No employee shall be assigned to a school, office. work group or other unit if the assignment 
would cause a relative ot such employee to be a supervisor ofsuch emplovee. For purp ses of 
this policy. a supervisor is defined as a person who has authority to oversee and direct work 
assignments. assign tasks, schedulei1ours of work, evaluate work performance. or recommend tne 
hiring, discipline or termination of an e1nployee. This policy shall apply even if the status of 
relative results from a marriage after an initial assignment, or if the supervision authority results 
from a promotion. reorganization or other administrative action after an initial assignment. It is 
the responsibilitv of the employees having the relationship to notifv the Human Resources 
Department as soon as an assignment or employment status covered bv this policv exists or may 
exist. Any failure to give such notice shall result in disciplinary action. The Superintendent shall 
develop procedures to implement this policy for all personnel assigmnents and shall make a final 
determination as to the appropriate action to implement this policy. 
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PERSONNEL 03.131 

-CERTIFIED PERSONNEL-

Assignment 

The sliuperintendent shall provide for an orientation and/or workshop type aetivity before the 
employee assumes the new responsibilities. 

l-\ll assignments of employees shall be made in accordance with state lav(, Kentucky 
Admimstrative Regulations, and/or otfle£ legal agi="eements. 

The Superintendent shall not assit:,rtl a certified employee to an alternative education program as 
defined in KRS 160.380 as part of any disciplinary action pursuant to KRS 161.790 or as part of a 
corrective action plan established pm·suant to the Distlict's evaluation plan. 

REFERENCES: 

1KRS 160.380; OAG 76-360 
KRS 156.095; KRS 158.060 
KRS 160.345; KRS 160.390 
KRS 161.760; KRS 161.790 
OAG 11-001; OAG 78-266; OAG 91-28; OAG 91-149 
OAG 92-1; OAG 92-135 

RELATED POLICY: 

02.4244 
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PERSONNEL 03.1311 

-CERTIFIED PERSONNEL-

Transfer 

The s~uperintendent shall establish assignn1ent and transfer procedures for effecting voluntary 
and involuntary transfer/reassigrunents which n1ay be applied at the request of the en1ployee or 
which n1ay be initiated by the school dDistrict. All voluntary and involuntary 
transfers/reassignments shall be approved by the s£uperintendent. 

aAt the first meeting following the transfer the Superintendent shall notify the Board of san1e. 
Such notitication shall be recorded in the Board 1ninutes. No personnel action hall be effective 
prior to receipt of written notice of the action by the atTected en1ployee from the Superintendent. 

A teacher elected to a school cotmcil shall not be involuntarily transferred during his or her te1n1 
of office. 

Transfer or reassignn1ent of ce1iiiied persmmel will be made no later than thirty (30) days before 
the first student attendance day ot th school year except to fill vacancies created by illness) 
death, or resignations~ to reduce or increase personnel because of a shift in school population- to 
make personnel adjustments atter consolidation or tnerger; or to a ~sign Jersonnel according to 
their major or minor lields of training.' 

Teachers and adn1inistrators seeking a different position of responsibility shall have recent 
training, pr~ferably a field experience or inten1ship in w·hich the person is given related job 
experiences. The training shall be designed to prepare the individual to assume a position of 
authority and responsibility and to provide an opportunity for evaluating his/her readiness to 
assume such a position. The Superintendent shall provide for an orientation and/or workshop
type activity before the en1ployee assumes the new responsibilities. 

E1\1PLOYEE REQUESTS 

Jeffursoa County Public School District employees may request and be considered for transfer 
within the same job classification from one \Vork location to another and for reassignment fi·on1 
one position/job classification to another at the same salary grade having the same level of 
responsibility vlithin the Jefferson County P'=lblic Scheel District. Areassigrunent may be an 
intra-school or an intra-systern action. The employee must request reassignments and transfers in 
v.;riting. Such requests 'A'ill be deetned to have been made on a voluntary basis and once a 
reassignment or transfer has been made there shall be no appeal. The employee shall lneet the 
minimum qualifications of the job classification to which reassigned or transferred. 

TEI\fPORARY DUTY 

I 
Any employee may be te1nporarily appointed or assigned by the s.S.uperintendent to duties other 

. than the employee's. regular duties subject to the notification of the hBoard of education. Ther_e_ 
shall be no change in con1pensation or benefits during the temporary appointn1eut or assign1nent 
unless authorized by the sliuperintendent. 

RANSFER OF EI\'IPLOYEE.S CHARGED WIT H A FELONY 

Notwithstanding any other policy provision, the Superintendent may transfer an employee 
charged with a felony offense as pennitted W1der KRS 160.3 80. 
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PERSONNEL 

- CERTIFIED PERSONNEL-

REFERENCES: 

1KRS 161.760; OAG 78-266 
KRS 160.380; OAG 76-360 
OAG 91-149 
OAG 92-1 
OAG 91-115 
OAG 92-135 
OAG 92-78 

RELATED POLICY: 

02.4244 
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PERSONNEL 03.1312 

- CERTIFIED PERSONNEL-

Promotion 

Positions established by the aBoard of education "vhich require administrative or supervisory 
certification may be dee1ned as promotional opportunities. Promotional opportunities shall also 
include administrative positions/job classifications which are paid at a higher salary range than 
the one to ·which currently assigned. · , 

The prmnotion of ce1tified persom1el shall be made by the Superintendent, who at the first 
n1eeting following the actions shall notify the Board of same. Such notification shall be recorded 
in Board minutes. No personnel action shall be effective prior to receipt of written notice of the 
action by the affected employee :frmn the Su erintendent. 

After all adn1inistrative personnel in active status are deployedassigned, vacancies shall be 
advertised and staffed, in accordanc.e \\7ith affirmative action, equal employment opportunity, and 
state and federal laws. All EfUalifieations being equal. preference fur fiJling such vacaneies shall 
be gh·ea to personnel earrently employed by the b.fioard ofedueation. 

The Superintendent shall not promote a personal relative or the relative of a Board men1ber who 
continues en1 loyment in the District under revisions of KRS 160.380. 

The prmnotion of personnel shall be based on t ualifications~ success in ast assigmnents and 
otential for success in the new position. In addition, A~ttendance data shall be considered in the 

promotion of employees. References and job attendance data are required of all applicants and 
these will be carefully considered in making decisions on promotions. 

REFERENCES: 

KRS 160.380 
OAG 76-360 
OAG91-149 
OAG92-1 

RELATED POLICY: 

02.4244 
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PERSONNEL 03.1 313 

- CERTIFIED PERSONNEL-

Demotion 

~n accordance with statutory provisions, the detnotion of certified personnel shall be n1ade by the 
Superintendent, who at the first meeting following the actions, shall notify the Board of sa1ne. 
Such notification shall be recorded in Board 1ninutes. No personnel action shall be effective _Rrior 
to receiPt of written notice of the action by the affected etnployee fr01n the Superintendent. 

REFERENCES: 

KRS 161.760 
KRS 161.765 
KRS 161.164 
OAG 76-360 
OAG 91-149 
OAG92- l 
OAG 92-135 

Page 1 of 1 
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PERSONNEL 03.132 

-CERTIFIED PERSONNEL-

Supervision 

ll\'IMEDIATE SUPERVISOR 

The s£uperintendent shaH have the authority to assign administrative staff to tem-porary or 
interim positions to carry out the day to day operation of the school system; Persons acting in 
such positions shall be infonned of 'rt'ho their immediate supervisor shall be and v1hat 
responsibilities are inch:Ided ifl the job description. 

The Superintendent shall be responsible for clearly specifving requirements and expectations for 
all other administrators and holding each of them accountable for satisfactorily con1pleting their 
assigned duties. In doing so. T_the s.S.uperintendent shallmay delegate the responsibility of 
supervision for improvement of instruction to those persons who have been identified for the task 
within the organizational structure. All staff shall be informed of the nw=ne of their immediate 
supervisor. _The goal of supervision shall be to rnaxirnize etnployee capabilities in the pursuit of 
educational excellence. 

Supervision shall be provided for all . certified employees. All etnployees shall be informed of 
the natne of their inunediate supervisor. 

JOB DESCRIPTION 

Each employee shall be provided a job description, which shall delineate all essential functions 
and the general duties and responsibilities of the position held by the employee. Job descriptions 
shall not be considered all inclusive descriptions of the job but shall indicate the general 
parameters of the duties and responsibilities of the positioa. The inunediate supervisor 1nay, as 
needea, assign other reasonable duties to the en1p!oyee. 

REFERENCE: 

KRS 160.290(1) 

RELATED POLICY: 

03.133 
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PERSONNEL 03.1321 

- CERTIFIED PERSONNEL-

Use of School Property 

All personnel shall be responsible for sl:hool equiptnent, supplies. books. furniture, and apparatus 
under their care and use. The \:mplovee shall repm1 anv dan1aged. Io t, stolen, or vandalized 
propcrtv to his/her itnn1ediate supcrvi or. ~ho shall then report it to lht: Superintendentlde~ i'=!nee 
once it is contim1ed that the item cannot be re~overetl . [ 

In addition. emplovees shall not perfom1 per~ onal en·ices tor themselves or for others for pavor 
profit during work tin1e and/or using Di trict propcrtv or facilities . District propertv being used 
for unauthorized purposes shall be reported to the emplovee's in1mediate sugcrvi.,or. 

OUTSIDE WORK 

An en1ployee shall not use any District facility vehicle, electronic conununication system, 
equipment, or materials in performing outside wefficmploymcnt. These items (including security 
codes and electronic records, such as E-mail) are property of the District and shall .!l..!Lbe used 
solel~' for job related puF_poses for outside cmplu ·tnent. 

RESOURCES DEVELOPED AT D1STRICT EXPENSE 

Royalties and profits derived from the sale or use of articles, writings, publications, audio-visual 
aids, and other materials developed at eDistrict expense for school use or as a result of officially 
assigned duties shall accrue to the fillistrict's general fund. 

Residuals shall not be paid to any person who, while employed by the dDistrict, produced or 
participated in the developtnent of such materials at &District expense. 

ELECTRON1C COI\'fMlJNICA TIONS 

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 
tnonitor the use of electronic equipment fron1 time to time. 

The JCPS Networks are provided to assist employees in carrying out the educational business of 
the District conducting research, and communicating with others in regard to school work. 
Along with this access comes the availability of materials that may not be considered appropriate 
for use in the workplace. Because it is impossible to control all materials available through the 
Internet. each employee is ultimately responsible for observing the JCPS standards outlined 
below, as well as other applicable school and District rules for behavior and communications. 

Access is a privilege, not a right. 

Access to this bared resource is given to employees who agree to utilize the JCPS Networks to 
support th educational business of JCPS and to act in a considerate and responsible manner. 

Employees will: 

Use the JCPS Networks for the educational business of JCPS such as conducting research 
and communicating with others in regard to school business: and 

• l.fse appropriate language, avoiding swearing. vulgarities. or abusive language. 
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PERSONNEL 

- CERTIFIED PERSONNEL-

Emnloyees will NOT: 

Use of School Property 

03.1321 

(CONTINUED) 

• Transmit or receive materials in violation of federal or state laws or regulations pertaining to 
copyrighted or threatening materials; or transmit or receive obscene or sexually explicit 
materials; 

• Use the JCPS Networks for personal or commercial activities, product promotion. political 
lobbying, or illegal activities; 

• Break into/attempt to break into another con1puter network; 

• Damage/attempt to damage, move. or remove software, hardware or files; 

• Use unauthorized multi-user games; 

• Send or forward chain letters: 

• Download or use unauthorized oftware products; 

• Create or share computer vll-uses; 

• Share ac.cess to their JCPS Network account, fail to reasonably protect their JCPS Network 
account, share passwords provided to access District information, or use another person' s 
account; or. 

• Use the JCPS Networks to disrupt the efficient operation and/o educational programs of the 
District. 

En1plovees are encouraged to use electronic 1nail and other District technologv resource:s to 
rrotnote student learnim.!. and for conununication with parents and education·relmed entities. If 
those resources are used. they hall b"' used for purposes directly related to work-related 

lndividualsEmplovees who refuse to sign required acceptable use documents or who violate 
District rules governing the use of District technology shall be subject to loss or restriction of the 

rivilege of using equipment, software, information access systems or other computing and 
telecommunications teclmologies. 

I 
En1ployees and students shall be subject to disciplinary action, up to and including te1111ination 

_ (employees) and expulswn (_~,tud ~for violating this policy and acceptable use rules and 
regulations established by the school or District. 

DRJ\ I~G RECORD USE OF BOARD-0 \ ','EO 'EHICLES 

The Superintendent/designee shall issue operational and management procedures tbr all Board
O\vned vehicles used by District en1ployees. 

~mployees who have occasion to drive any Board-o~med vehicle and/or transport students shall 
atmually 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 transponing students. 
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PERSONNEL 

- CERTIFIED PERSONNEL ... 

Use of School Property 

llSE OF 80AU:ll OWNED VEHICLES 

03.1321 

(CONTINUED) 

The sB_uperintendentfdesignee sfiall issae OJ3erational and management procedures fur all 
b}!ea:Fd O'NH:eel Yehiele.s used by empla-yees of the Jeffersofl County Puelic Schools District. 

USE OF ASSIGNED TELECOMI\UJNICATION DEVICES 

The Board authorizes the purchase and employee use of telecomn1tmication devices, as deemed 
appropriate by the Superintendent. These devices shall include, but are not 1in1ited to, pagers and 
digital or cell phones. A uniform and controJled system shall be established for monitoring use 
~d appropriate reimbursement to the District, based on ite1nized billing statetnents for each 
device. 

elecommunication 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. 

The employee's job responsibilities require the ability to communicate frequently and 
access to a District or ublic telephone is not readily available. 

S. The en1ployee's job involves situations where iminediate communication is necessar)'J 
to ensure the security of District prope11y or safety of students staff or others while on 
District property or engaged in District-sponsored activities. 

UsE oF A.ssl<iNEB TELECOMMl'NtC.~TION Ot:VICES (CONliP\(jED) 

District ov;ned telecmnml!H:i€-a-tion dc•.-it·es shaH be used for .. mthori.ced Difi.t.t:ic+--9tEi-WS5 
situations. 

RESPONSIBILITY FOR DAMAGES 

Jndividuals shall reimburse the Board for repair or replacement of District property lost, stolen, 
damaged, or vandalized while under their care. "tudents or statf n1en1bersE 11plo rees 'Who deface 
a District web site or otherwise make unauthorized changes to a web site shall be subject to 
disci linary action, up to and including expuk•ion and tennination~ _ ~· 

REFERENCES: 

KRS 160.290 
KRS 189.292; KRS 189.294 
KRS 281 A.205 
702 KAR 005 :080 

RELATED POLICY: 

03.1721 
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PERSONNEL 03.1322 

-CERTIFIED PERSONNEL-

Gifts 

No employee of the Jefferson County Publie School District shall receive, directly or indirectly, 
any gift, revvard, or pron1ise of reward in exchange for influence in recomn1ending or procuring 
the use of any goods, services, property, or merchandise of any kind for \vhich sebee!District 
funds are expended. 

Appeals by comn1u.aity organiz:ations for support shall be authorized by the 
s£uperiatendent/designee prior to collection of funds. ;\11 donationskontributions will be 
voluntary. 

REFERENCE: 

KRS 160.580 
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PERSONNEL 03.1323 

- CERTIFIED PERSONNEL-

Solicitations 

Appeals by cmnmunity organizations for support shall be authorized by the 
s.S.uperintendent/designee prior to collection of funds. All donations/contributions -willshall be 
voluntary. 
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PERSONNEL 03.1324 

- CERTIFlED PERSONNEL-

Political Activities 

Employees of the Jefferson CoHBty Paelic School District shall not r01note, oroanize or engage 
in political activities on Jefferson County Puelie S§.chool property during school/office hours. At 
no time shall school equipn1ent be used for . olitical y oses by employees. Promoting, 
organizing or engaging in QOlitical activities shall include, but not be limited to, the follo\\ting: 

1. Encouraging students to ado t or support a articular political position party, or 
candidate; or 

2. Using school property or materials to advance the SUP. ort of a pmticular political 
position, arty, or candidate. 

Any employee engaging in political activity during school/office hours shall be subject to 
disciplinary action, including termination. w-hich could resl:llt in discharge. 

"Political positions" shall not be defined to include cmrununications approved by the 
Superintendent to be distributed to parents or the community concerning District needs or 
proposed actions by the Board. Examples of such con1munications may include, but not be 
lirnited to, those addressing designation of attendance zones/areas the District's legislative 

riorities and District facility and financial needs. 

Employees shall not be prohibited from renting school property for use at appropriate times for 
political purposes. Upoa the :reeomtTlendation of the Saperinteadeat the aH_oard ofed1:1eation may 
grnnt any employee, l:lpOD ·.vritten request an -...mpaid lea\'e of absence for the pmpose of 
engaging in political activities. 

SCHOOL BOARD ELECTIONS 

The Superintendent shall inforn1 all District employees of the provisions of KRS 161.164. 

REFERENCES: 

KRS 16 L 164; K.RS 161.990 
OAG 72-700; OAG 63-572 
OAG 92-145 

RELATED POLICY: 

03.113 
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PERSONNEL 03.1325 

- CERTIFIED PERSONNEL-

Dist~upting the Educational Process 

Any employee who participates in or encourages activities that disrupt the educational process, 
Vv'hether on school propetty or at school-sponsored events and activities, 1nay be subject to 
disci 1inary action~ including tern1ination-e.f..€ontract. 

For purposes of this section, behavior which disrupts the educational process shall include, buti 
not be li1nited to: 

l. Conduct that threatens the health, safety, or welfare of others; 

2. Conduct that may damage public or private property, including the ro · erty of students 
or staff; 

.). Illegal activity; 

4. Conduct that interferes with a student's access to educational opportunities or. 
programs including ability to attend, mticipate in, and benefit from instructional and 
extracun-icular activities; or 

5. Conduct that disrupts delivery of instructional services or interferes with the orderly 
administration of the school and school-related activities or District operations. 

()THER .Gb\IM-SCO!\'JPLt\INTS 

When a complaint is received that does not appear to be covered by this policy, administrators 
shall review other policies that may govern the allegations, including but not limited to, 09.422 
and/or 03.162, \Vhich addresses harassn1ent/discrimination allegations. 

REFERENCES: 

KRS 160.290 
KRS 161.790 

RELATED POLICIES: 

03.113, 03.162, 03.17, 09.422, 10.21 
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PERSONNEL 03.13251 

- CERTIFIED PERSONNEL-

Drug-Free/ Alcoho_I-:Free Schools 

DRUGS, ALCOHOL AND OTHER PROHmiTED SU BSTANCES 

The Jefferson Co1:l11ty Public 8c.bool District is conrmitted to maintaining a drug-free workplace. 
The HalaVIful manafactl:lfe distribution, dispensing, possession or use of alcohol, intoxicants, 
inhalants narcotics, non narcotics that do not have a legitimate tnedieal use, or any othe£ 
controlled substance~ as defined in schedule l tbrough \ 7 of Section 202 of the Controlled 
Substances Aet (21 U.S.C. 812) or Kentucky Re'lised Statutes Chapter 218A, is prohieited in the 
worhpJace. Failure to comply ·11ith this prohibition is grounds fof discipliaary action up to and 
including termination. 

District employees shall not 1nanufacture, distribute dispense, be under the influence of 
purchase, possess, use, or attempt to purchase or obtain~ s€11 or transfer any of the following in the 
workplace or in the perfonnance of duties: 

1. Alc.oholic beverages; 

2. Controlled substances. prohibited drugs and substances ~ and dn1g paraphernalia~ and 

3. Substances that look like a controlled substance. In instances involving look-alike 
substances, there must be evidence of th~ employee's intent to pass off the item as a 
controlled substance. 

In addition) employees shall not possess prescription drugs for the purpose of sale or distribution. 

DEFINITIONS 

Controlled substance shall mean any substance or im1nediate precursor listed in Chapter 218A of 
the Kentucky Revised Statutes or any other substance added by the Kentucky Cabinet for Health 
and Hwnan Services w1der regulations pursuant to KRS 218A.020. 

Prohibited drugs include, but are not limited to any substance that an individual may not sell , 
possess, use, distribute or purchase under Federal or Kentucky law. 

Prohibited substances include: 

1. All prescription drugs obtained without authorization, and 

2. All prohibited substances however taken or used, including but not limited to, inhaling, 
ingesting, and/or injecting. These include, but are not limited to, prescribed and over
the-counter drugs prohibited volatile substances as defined in KRS 217.900 or synthetic 
con1pounds/substances that are used or intended for use for an abusive and/or 
intoxicating p ose. 

AUTHORIZED DRlJGS 

Employees who personally use or who are designated to administer to a student a drug authorized 
by and adn1inistered in accordance with a prescription from a health professional shall not be 
considered in violation of this policy. 

WORKPLACE DEFINED~ 

For purposes of this policy, "workplace-" shall include any site where dDistrict work is performed, 
including school buildings, school premises, property owned, leased or used by the dDistrict for 
educational or business pm-poses, school-owned vehicles, or other school-approved vehicles used 
for school business or to transport staff rnembers or students to and from school or school 
activities. "Workplace" also includes any school-sponsored or school-approved activity, event or 
function such as a field trip or athletic event where students or staff metnbers are tmder the 
jurisdiction of the dDistrict. 
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PERSONNEL 

- CERTIFIED PERSONNEL-

Drug-Free/ Alcohol-Free Schools 

SUSPENSIONITKRMINATIONINON-RENEWAL 

03.13251 

(CONTINUED) 

Any employee who violates the tem1s of this policy may be suspended, non-renewed or 
terminated. In addition, violations may result in notification of ap_propriate legal officials. 

Employees shall be subject to disciplinary actioa.l up to and including terminationl if convicted of 
offenses related to sex,.W nlisconduct or drugs as defined in Board Poli~r GCDB, 03 .11 , or for 
alcohol, Yiolent erime or felony offenses eoratuitteEl en or off seliool d;Qistriet ~roperty . Each 
employee shall notify his or her supervisor of any criminal con't'iction for tl-lese offenses no later 
than five ffi:days after the eon~liction . Fa-ilw=e to ~rovide notice of a erinunal con'liction for these 
offenses may result in disciplmary actioa.l Ufl to and including termination. 

ALTERNATIVE 

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

RE:PORTING 

Employees of the District shall protnptly n1ake a report to the local police department, sheriff, or 
Kentucky State Police, by telephone or otherw·ise, if they know or have reasonable cause to 
believe that conduct has occurred which constitutes the use, possession, or sale of controlled 
substances 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. 

POST-DISCJPLINE DRUG TESTING 

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

AWARENESS AN~ PREVENTION PROGRAM 

The Superintendent shall establish a comprehensive and on-going drug-free/alcohol-free 
a\.vareness and prevention progrrun for all to infonn employees about t'Re dangers of drug abuse in 
the ·workplace· the district s policy of n1aintaining a drug free 'Norkplace; any aYailable drug 
counseling,_ rehaJ;lili:tJtt!on and employee assistance programs· and tae ·penalties that may be 
imposedljpen emplOyees Tor drug abuse't'iotattons occurring in the '.vorlcplaceWl1ielfSUalrinCluae 
notice of the following :"; 

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

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

3 . The requiren1ent for mandatory compliance with the District's established standards of 
c.onduct, including those that prohjbit use of alcohol, dntgs and other controlled and 
prohibited substances; 
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PERSONNEL 

- CERTIFIED PERSONNEL-

Drug .. Free/ Alcohol-Free Schools 

03.13251 

(CONTINUED) 

AWARENESS AND PREVENTION PROGRAM {CONTINUED) 

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

5. Penalties that may be imposed u on em loyees for violations of this olicy. 

REFERENCES: 

KRS 160.290; KRS 160.380; KRS 161.120; KRS 161.175· New Section of218A 
701 KAR 005:130; KRS 161 .790; KRS 217.900; 016 KAR 001 :030; 34 CFR Part 85 
P. L. 101-226 (In1proving America's Schools Act of 1994 (Title IV): Safe and Drug-Free 

Schools and Comn1unities) 

RELATED POLICIES: 

03.1325 
08.1345 
09.2241 . 
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PERSONNEL 03.133 

- CERTIFIED PERSONNEL -

Duties 

Each employee of the Jefferson County Public School District shall carry out the duties and 
responsibilities under such standards as will assure ethical perforn1ance of duty. As public 
employees working for the Jefferson County Public School District, all en1ployees are expected, 
to the best of their ability, to perfo1m their duties honestly and faithfully. Employees shall not 
place thetnselves in positions that will cause thetn to act in any mrumer other than in the best 
interest of the public and the school dDistrict. 

All en1ployees are expected to use sound j udgn1ent in the perfom1ance of their duties and to take 
reasonable n1 asure to protect the health, safety and well-being of others as well as Distric 

rope1iy. 

JOB DESCRIPTION 

The b~oard of education shall establish such positions as necessary for the efficient and orderly 
operation of the school syste1n. The board of education and shall prescribe the duties for all 
employees by establishingapproving job descriptions, and organizational charts. The Board~ 
shall approve classifications of employees for compensation purposes-; 

Prior to the authorization of any persmmel position in the District bud&et, the Su erintendent7 
~ratinn with other District uuthoritie-s-: vtt-lt-pCf5f)fffie-h:lssignnu?nt rtr;~ihlti~ shall 
develop, for Board approval a job description which establishes all essential functions of the 
position. There shall be V{fitten job descriptions for all en1ployees of the Jeffersoa County Pul:ili.v 
8cliool District. . There shall be a \Nritten job desc ·iption for each employee of the District. 

Job descriptions shall include_;_ 

• A descriptive title; 

• Qualifications and competencies: 

• A detailed explanation of pe1formance responsibilities; 

• Assignment to a Board adopted salarv schedule and the ntm1ber of days to be \Vorked 
each year: 

• Physical den1ands: 

• Fair Labor Standards Act (FLSA) status- exetnpt or non-exempt 

• The inunediate links to the chain of conu11and. a staten1ent identifving the supervisor and 
a statement identifying all the positions supervised by the employee holditul the position 
or that the employee has no supervisees~ 

A description of the alignment to staff appraisal instrun1ents that reflect the ompetencies 
and responsibilities of th\; \vritten job descriptions. The iob de cription and related 
appraisal instruments should include the responsibility for the implementation of Board 
policies and District strategic priorities as well as the relationship of the position to 
professional development. and teaching and learning in the District. AU job descriptions 
and related appraisal instrutnents should detail precise duties {performance and products) 
and expectations against which the employee will be evaluated and the time fran1e(s) 
when formal evaluations will be conducted; 

• The ratio of teachers to students shall be flexible depending upon grade levels, course 
offerings. accrediting standards. other applicable state laws and regulations and 
provisions of negotiated agreen1ents~ and 

• The date approved or n1ost recently re ised. 
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PERSONNEL 03.133 

-CERTIFIED PERSONNEL- (CONTINUED) 

Duties 

The Superintendent shall conduct a periodic revie v of iob. descript1ons to be sure they are 
accurate~ complete. and consistent with the table of organization and include accountabilitv for 
both the design and deliverv of aligned written. tauJ:!ht and tested curricula. The Superintendent 
shall recomtnend revisions to the Board for approval. 

qualitications) perforn1anee responsibilities salary schedt:de, and -physical demands._It also shalt 
eReen1pa~•s supervision re,;ponsihilities, completion of re...:ords and r~ports . anJ achievement of 

1 

profet.sional geai£-l~t~fl€e-Sfttt:lettt-achievernent and help the schee-l-iu1G4:tf-District 
meet goals estahltsfted by ·>tatute and/or He-ar-d-~~rt-ifiet-~~mLl ~;hall also be held 
reSl"Jonsible fur coo~~~!l ')'i lh ?t!!d~~ ~ssional asse;ciates, parents, staff. and eonlAH1nity 

Any person who is designated to be an acting administrator in the absence of the administrative 
head shall be identified in the job description or by written memorandum. In case of extended 
absences of the unit administrator, the s~uperintendent shall notify the ~Board of the action 
taken. 

School employees, within the limitations of training and con1petency, n1ay be assigned by the 
imn1ediate supervisor/p~rincipal to such non-classrootn duties as deemed necessary for the 
proper functioning of the schools:. by the Jefferson County Public School District or its 
administrative staff. ~ shall include, but-P.-st:--ec limited to, t11e followiag-:-

1. bus duty 

2. playground duty 

3. cafeteria duty 

4. chaperoning field trips 

~ hall monitoring 

INVESTIGATIONS 

All employees shall cooperate fully with all investigations conducted by the District as 
authorized by policy or law. Failure to comply may be considered insubordination. 

ACCOMMODATION 

Reasonable acconunodation shall be provided each qualifying employee with a disability to 
con1 ly with the require1nents of law and regulation. 1 

REFERENCES: 

lAmericans With Disabilities Act (ADA); Rehabilitation Act of 1973 
- -- · -- ---------KRS 158 .645;KRS-1-$8 .6451 ,-GAG-9-l~l-O 

P. L. 93-12 Sec. 504; P. L. 101-336 

RELATED POLICIES: 

03.113, 09.221 

Page 2 o£2 

Adopted/ Alnended: 0 I /01/1900 
Order#: 



·J 

PERSONNEL 03.1331 

- CERTfFIED PERSONNEL-

Outside Emplov1nent or Activities 

OUTSIDE EMPLOYMENT 

Employees shall not perform any duties related to an outside job during their regular \'tOrking 
hours. [n addition. E~1nployees shall refrain from outside ·n1plovm~nt or activities that interfere 
with the proper discharge of their duties and obligations to the school dDist:rich Jefferson County 
Public School District employees shaH be enpected to give priority to all school/work related 
duties befure engaging in LLiY non school employment. Such duties shall includeing daily job 
responsibilitiesy and/or attendance at any ether-job-related meetings or events. 

PROFESSIONAL RESEARCH AND PUBLJSHING 

Professional researeh and publication by en1ployees that ifl\'olve local school infurn1ation about 
students and staff and other resep;ed data shall be done Vt'ith pernrission of the 
s£uperintendent/designee and shall reflect the confidentiality of records school resea.Tch and/or 
other sud1 pertinent information. 

An e1nployee tnust receive authorization from the s£uperintendent/designee to have access to or 
to utilize any school related information, school systen't records, or data from the school syste1n 
in professional reseaicb or publishing. Such resea ·ch and publisl1ing shall maintain the 
confidentiality of student education records and staff infonnation of a personal nature. 

CONSULTING ACTIVITIES 

E1nployees of the Jefferson County Public School District n1ay not serve as consultants to 
outside public or private agencies!' public and/or private on school dDistrict tilne. Paid consultant 
vvork shall be done on the employee's O\Vn time or on vacation or personal leave days. 

Progran1s and/or mate1·ials developed by the Jefferson County Public Schools District or on 
Jefferson County Public Schools District '.Vork time shall not be used in a consulting capacity 
unless approvad by the s~uperintendent Violation of this policy may result in disciplinary 
ootion, up to and including te.nnination. 

TUTORING FoR PAY 

Untess it is approved in advance bv the Board as part of a Board-approved progran1, no eacher 
shal1: 

_. _No teacher shall rReceive compensation for tutoring a student currently enrolled in that 
teacher's class~ess as a part of a program approved ey the Jefferson County Board 
of Education: or 

• No teacher shall tiutor a student for pay on school property and/or no teacher shall 
utUiz_e scbo.ol materials in_tutoring a student for pay, unless:::as-:a:part of a program 
appo:oved by the Jefferson County Board of Education. 

USE OF DISTRJCT PROGRAMS AND/OR MATERIALS 

Programs and/or n1aterials developed by the District, fo use in the District or as part of an 
en1ployee's iob duties shall not be used in outside employment or in a consulting capacity unless 
approved by the Superintendent. 
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PERSONNEL 

- CERTIFIED PERSONNEL .. 

03.1331 

(CONTINUED) 

Outside Employment Q! Activities 

EXCEPTION 

\Vhile performing service or undergoing training~ employees who are members of the National 
Guard, any reserve component of the U.S. armed torces, or reserve corps of the U.S. Public 
Health Service shall be entitled to leave of absence frmn their respective duties.1 

Violation of this policy may result in disciplinary action. including termination. 

REFERENCES: 

1KRS 61.394, KRS 61.396 
KRS 160.290 
KRS 160.291 (4) 

RELATED POLICIES: 

01.6 
03.122 
03.1238 
09.14 
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PERSONNEL 03.1332 

- CERTIFIED PERSONNEL -

Hours of Duty 

Good attendance is necessary and e~cpected in order to maintain an efficient school system; 
therefore, tihe Jefferson Col:Hlty Public School District encourages requires its employees to 
attend work daily as required by the employee's working calendar unless the employee is on an 
approved leave. develophave satisfactory attendance performance in pursuit of that the goal of 
regular attendance. All employees shall be apprised of this gealrequirement and a plan for 
improving staff attendance shall be developed, as needed. 

REGULAR HOURS 

Certified employees shall be prompt in attendance and shall remain on duty as specified by 
school policy or their immediate supervisor. 

Jefferson County Public School DistrictCertified employees shall adhere and conform to time 
schedules for duty hours applicable to their job classification, and to appropriate procedures for 
accounting for time and attendance as set by the s~uperintendent. 

No certified employee shall leave his/her job assignment during duty hours without the express 
approval of his/her immediate supervisor. 

z~DDITIONAL HOURS 

Certified employees may be required to perform additional duties as directed by school policy or 
assigned by their immediate supervisor. 

PARENT CONFERENCES 

TeachersCertified employees shall be available for conferences requested by parents. Reports to 
parents shall include provision for a parent or teacher request for a conference. Such conferences 
shall be scheduled at a mutually agreeable time to the extent possible. The bBoard of education 
shall endeavorencourage to provide for parent-teacher conference§ be provided within the school 
calendar. 

REFERENCES: 

KRS 160.290 (2) 
KRS 158.060 
OAG 77-718 
OAG 65-179 
OAG 55-37, 675 

RELATED POLICY: 

03.121 
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PERSONNEL 03.14 

- CERTIFIED PERSONNEL-

Health and Safety 

SAFETY 

The Jefferson County Public School District Board shall provide every e1nployee with :safe and 
healthful working conditions and tools which adhere to standards and regulations set by the 
Occupational Safety and Health Act, Kentucky Occupational Safety and Health Act, and 
Environmental Protection Agency requiretnents. Where safety and health requiretnents of a 
particular job mandate specific action on the part of the en1ployee (e.g., annual health 
exatninations ), procedures to ensure that such action takes place shall be developed tmder the 
direction of the s§.uperintendent. 

Each school administrator shall docun1ent all accidents and any loss of titne for students and 
employees on proper accident report fonns. The appropriate director shall review the reports in 
order to monitor the system-·wide accident prevention program. 

Employees shall report any conditions they believe to be unsafe to their irnmediate supervisor, 
who shall examine the situation and take appropriate action. 

The District shall develop maintain and implement health and safety plans in compliance with 
state and federal law. 

HAZARD COMMllNICATION PLAN 

The Superintendent/designee shall develop a District Hazard Communication Plan. The plan 
shall include: 

I. The assignment of a District etnployee to be responsible for the implementation and 
coordination of the Hazard Connnunication Plan; 

2. The inventory of all chemicals used at each school and worksite; 

3. The identit1cation of each chemical in the inventory that is covered by the OSHA 
Hazard Conununication Standard; 

4. Maintenance of a Material Safety Data Sheet (MSDS) for each substance on the 
chernical inventory list for as long as the District uses the substance, plus thirty (30) 
years; 

5. Labeling of all containers of each chemical identified as required by the Hazard 
Con1mw1ication St<Uldard; 

6. 1l1e development of an employee Hazard Comnnmication [nfonnation and Training 
Program: and 

7. The develop1nent, in1plementation and maintenance of a written Hazard 
Conununication Progratn. 
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PERSONNEL 

- CE.RTJFJED PERSONNEL -

BLOODBORNE PATHOGEN CONTROL 

Health and Safety 

03.14 

(CONTINUED) 

The Superintendent/designee shall develop an Exposure Control Plan to elirrunate or n1inimize 
District occupational ex osure to bloodbome pathogens. The plan shall address: 

1. Identification of employees at-risk of occupational exposure and their assigned tasks 
and procedures which could lead to such exposure; 

2. Communication of hazards to employees; 

3. Vaccinations of at-risk employees for Hepatitis Bat no cost to these employees· 

4. Determination of universal precautions to be observed, including adequate engineering 
controls and housekeeping procedures; 

5. Appropriate training of employees; 

6. Provision of personal protective equipment including an opportunity provided annually 
for en1ployees who use medical sharps in perfonuance of their duties to identify, 
evaluate and select engineering and work practice controls to be in1ple1nented by the 
District, as appropriate~ 

7. Maintenance of a sharps injury log; 

8. Ivledical follow-up and counseling for employees after a work-site exposure; 

9. l\ttaintenance of confidential records of each exposure incident~ and 

10. A schedule for im len1enting all provisions required by the OSHA standard. 

The Superintendent/designee shall review and update the Exposure Control Plan at least once 
each year and when needed to reflect new or modified tasks and procedures that affect 
occupational expostrre or new or revised employee positions vrith occupational exposure. The 
review and update shall also address: 

1. Changes in technology that eli1ninate or reduce exposure to bloodbome pathogens; and 

2. Annual documentation that appropriate. conunercially available and effective safer 
medical devices that are designed to eliminate or minitnize occupational exposure have 
been obtained and are now in use. 

LOCKOUT IT AGOUT 

The Superintendent/designee shall develop a lockout/tagout program to elin1inate or minimize 
the tmexpected startup or release of stored energy in mechanical or electrically powered 
equipn1ent. The plan shall address: 

1. Assigmnent of a District employee to be responsible for impletnentation and 
coordination of the lockoutl tagout progratn; 

2. A vrritten program consisting of energy control procedures; 

3. Development, docmnentation and utilization of energy control procedures for the 
control of potentially hazardous energy when en1ployees are engaged in servicing and 
maintaining equipment; 

4. Periodic review of the lockout!tagout program to assure authorized employees are 
properly controlling unexpected startup or release of stored energy· and 

5. Annual training of en1ployees authorized to use lockout/tagout to en1phasize program 
procedures and retraining whenever a periodic review reveaJs deficiencies in employee 
perfmmance. 
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PERSONNEL 03.14 

- CER1TFTED PERSONNEL- (CONTINUED) 

Health and Safety 

PERSONAL PROTECTIVE EQUIPMENT (PPE) 

Each year, the Superintendent/designee shall conduct a hazard assessment to detennine when 
and where the use of personal protective equipment (PPE) is necessary. The hazard assesstnent 
shall address: 

1. Assignment of a District employee responsible for assessing the workplace for hazards; 

2. Selection of appropriate PPE to safeguard employees from hazards that cannot be 
elitninated; 

3. A training program to be conducted to educate employees about the need for PPE and 
when it must be wotn; 

4. Training of employees on the use and care of PPE, how to recognize deterioration and 
failure and the need for replacement; and 

5. Requiring employees to wear designated PPE as deemed necessary by the hazard 
assessment. 

ASBESTOS MANAGEMENT 

The District shall conduct school inspection and re-inspection activities as required by state and 
federal law1 to identify the status of asbestos. The District shall maintain an updated asbestos 
management plan that shall include, but not be limited to, applicable current and/or future 
inspection activities, response actions and surveillance activities and a description of steps take 
to inform staff and parents about any such activities. Each school shalJ n1aintain in its 
adtninistrative office an updated copy of the management plan for that school. Annual written 
notice of the availability of the plan shall be provided to parent, teacher and employee 
organizations. In the absence of any such organizations, the District shall provide written notice 
of plan availability to parents, teachers or employees~ as aiJ licable. 

REFERENCES: 
1 . 
401 KAR 058:010,40 C.P.R. Part 763 
Kentucky Department for Public Health 
Centers for Disease Control and Prevention 
l(entucky Labor Cabinet, 803 KAR 002:308, 803 KAR 002:404, 803 KAR 002 :500 
OSHA 29 CFR 1910 

132 PPE Hazard Assesstnent 
14 7 Lockout/Tagout 
1200 Hazard Co1TI111Unication 
1030 Bloodborne Pathogens 
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PERSONNEL 03.15 

- CERTIFIED PERSONNEL -

Personnel Records 

Tbe Jefferson County Public Sehool Distrkt shall maintain files on individual etnployees a.Bd 
shall permit employees to examine the contents of the personnel files, in the preseaee of 
approtJriate Distriet personnel. 

One (1) n1aster personnel ·file, documenting employ1nent history and including information 
n1aintained in electronic format, shall be maintained for each employee. This file shall be 
maintained in the Central Office and shall be under the custody of the Superintendent or the 
Superintendent's designee. This tile n1ay be inspected b~ the employee.' The Superintendent 
shall develop rocedures to ensure the security of the files.-

The dDistrict shall grant reasonable requests from the employee for copies of the contents of 
his/her personnel file, for which a r,easonable charge may be established. ReeoffHllendations and 
refet=enees obtained prier to employment and refereaees obtained for ·promotions shall remain 
confidential and may not ee examined by the employee. The confidential section shall be 
removed from the file prior to employee' s examination of said contents. 

The employee shall be notified when any material is added to the personnel file. No anonymous 
material shall be placed in personnel files . All material placed in the fi le shall be job-related. 

The employee shall have the right to furnish a written response to any material filed, and that 
document shall be revie·wed by the appropriate administrator and entered into the employee's 
record. The employee shall have the right to request an amendment to records maintained by the 
district, subject to procedures established by the s~uperintendent. 

The Principal/supervisor may maintain an administrative personnel folder for each person under 
his/her supervision. These folders may contain: 

1. Items used as reference and not forwarded to the tnaster personnel file in the Central 
Office~ 

2. The employee 's evaluation and other school-related coiTespondence to or from the 
employee and 

3. Other infonnational items that may or may not be maintained in the Central Office 
master personnel tile. 

PtlBLIC INSPECTION 

Those portions of personnel records containing material of a personal nature, the disclosure of 
which would constitute a~ i~vasio~ of privacy, 11 I ortions otherwise "Xcmpt from disclosure b' 
law. are not open for public mspectwn: 

MEDICAL INFORMATION 

Medical information shall be maintained separately from an ernployee ·s personnel file. 

District acquisition and disclosure of applicant and employee genetic information shall comply 
\Vith applicable legal re uirements.4 
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PERSONNEL 

- CERTIFIED PERSONNEL .. 

REFERENCES: 

1KRS 61.884 
2KRS 61.876 
3KRS 61.878 

Personnel Records 

4Genetic Infotmation Nondiscrimination Act of2008 
KRS 161.151 ; KRS 61.870, KRS 61.872, KRS 61.874 
704 KAR 003 :345 

03.15 

(CONTINUED) 

OAG 77~394, OAG 85-109, OAG 86-15 , OAG 89-90. OAG 91-161 , OAG 91~ 176 
Kentucky Education Technology System (KETS) 
Records Retention/Public School District Schedule 
Americans with Disabilities Act of 1990 (P.L. 101-336), 42 U.S.C. 12112 

RELATED POLICIES: 

01 . 6~ 
03.111 
10.11 
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PERSONNEL 03.16 

- CERTIFIED PERSONNEL-

Grievances 

The Jefferson County Public School District shall guarantee provide due process to ernployees 
for con1plaints and grievances concerning e1nployment. 

PROCEDURES 

A -grievance process shall be provided through negotiated agreements wi1h recognized en1ployee 
organizations. All eEmployees of the Jeffe1·son County Public School District shall be informed 
ef.-.a::fJpreved Lines of co1nn1unication. AH entplOj'ees QillLshall ma:lce eve .. -y reasonable effort to 
follow these lines of comn1unication in caffying out their duties. 

The Superintendent shall develop specific grievance procedures for emplovees exempt frmn 
representation . to include. ~t be litnited to. the opportunity for brrievmw -s-te-be addres~ed 
and resolved at each le't·el ef Lhe chain of comtnand from the point of ori~in. t~ltt~~ 
the-filing and the appeal of-a-.gfievance, and procedures tor the orderly review and a~al af eadt 
indi·tidual grievance. 

Gfle•,rances arc individual in nature and must be brought by tl1c individual ::;rievufth 

The Board shall take ae-tH:m only on those grievaru.::e&-t-haH.ft+l-within the authority of the Board . 

~Hff~ 

+fie Board 'Nill hear ::-rrit:·:ances only after unsucce:.l!;il-Jt-Fe-sel~l7y-H~~ ~~ 

Persormel Issues 

+lie Board \\ill net-lrear any grit! vance cont:emirtF- pe-FSe-rnld- a€-t-+en:; taken by t~1e 

~erintendentidesignee1 unless the p ·ievancc is buued-fm-a.ft alleged viotat-H:m-ef-.ceBst:itutiunal, 
statutory. regulatory. or policy pro·.·isions. 

Before aceeptin~fie:vanee appeaL the Board shall seek lhe ad·, iee of the Bttaft:!-:\-t-hffi1t'Y as to 
~e-ther the appeal falls vfithffi-the requirements of th·i!i--palit:y. ~\ny per-seH:Hel grievafl€€---HBi 
falling ·,-.·ithin those requi ren1ents shall be appealetl-efi!y-to the level of the Superi ,-ttendetlt-

The Board shall not hear grievances coneemi»g-stmple disagreet~f dissalisfae-tton with a 

~ 
E~icept:iOfl 

REFERENCE: 

OAG 78-204 

--REt..A:TED POLICY: 

03.162 
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PERSONNEL 03.17 

- CERTlFIED PERSONNEL

;!T:!efFIH!!!!i!!B!&!!ti:!!e!!nD!!!Jis~cail!l!!i!!n~e/N~or!_!n[!Jr~e~n~e:!lw~a!,!!l/~~~~~~!l!]~a~tl!!]·o~n ~ Employee 

TERMINATION AND NONRENEWAL 

The Superintendent shall exercise hislhet poWer and authority to tenninate or non-renew any 
employment contract in accordance with the limits set by law. The Principal/immediate 
supervisor shall provide the Superintendent with notice of recom1nended nonrenewals by Tvfarch 
15. Non-renewal of limited contracts of certified personnel shall be n1ade no later than May 15, 
in cmnpliance with the requirements of KRS 161.750. The Superintendent shall , at the first 
meeting fo1lowing the actions, notity the Board ot tem1inations or non-renewals. Such 
notitication shall be recorded in the Board minutes. No personnel action sha11 be effective prior 
to receipt of written notice of t~e action by the affected employee fron1 the Superintendent. 

The tennination of certified staff-employment contracts shaH be governed by the provisions of 
KRS 161 .790. The non renewal of certified staff oR limited cofltracts shall be go,;emed by the 
pro .. ilsioas ofKRSH16L750. A certified emplovee may be terminated for the foUowingreasons : 

1. Insubordination~ 

2. Immoral character or conduct unbecoming a teacher which may include being convicted 
of or entering an 'Alford ~ · plea or plea of nolo contendere to crimes related including 
but not limited to sexual 1nisconduct drugs. alcohoL violent crime, crimes ilnrof?t'ing 
moral turpitude. illegal transaction with a minor or anv felony offense·: 

3. Physical or mental disability; or 

4. lnefficiencv. incompetency. or neglect of duty. 

Prior to notification of the Board, the Superintendent shall furnish the teacher with a wTitten 
statement specifying in detail the charge against the teacher.' 

The s.S.uperintendent shall develop procedures to afford employees due process as required by 
law. 

ALTERNATI\.'ES TO TERMINATION0THER 0JSCIPLI:'iAR\ ACTION 

A~• an altematiYe to termination. the Superinte~ Uf*JH notit)·ing the Board and pro\'tdiJtg 
1,wittea notifieation to the teacher, may iinpu£,e sanctions in accordance ·.vith KRS 161.790 . 

The Superintendent may suspend a certified employee without pay. Such suspension shall not be 
effective prior to receipt of written notice of the action by the employee from the Superintendent. 
At the ftrst meeting following the action. the Superintendent shall notifv the Board of the action 
taken? An employee may also be issued a public or private reprimand. 

RESIGNATION 

In compliance with KRS 16 I. 780, +!he s~uperintendent may accept resignations submitted to the 
Jeffersoa Co1;1nty P1:1bl:ie Sekool District by its employees. This action by the s.ffuperintendent 
shall be subject only to notification ofthe a)1oard ofedueation. 

Certified employees seeking to resign or ~enninate coatracts in force shall do so in: compliaace 
\vith KRS 161.780. 
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PERSONNEL 03.17 

-CERTIFIED PERSONNEL- (CONTINUED) 

:!T~ef:rm~i!!B!!Rt!!i~on!!D~is~c~i l!JI!!Jin~e~!Nruounur~e!!n~e~,v~awl/~· ~!:!j!!!~!'!&~~nl!a~ti~o1!n ~ Employee 

CODE OF ETHICS 

The Professional Code of Ethics for Kentucky School Certitted Personnel provides that 

Section I. Cet1ified personnel in the Conunonwealth: 

( l) Shall strive to\vard excellence, recognize the in1portance of the pursuit of truth, nurtur . 
democratic citizenship. and safeguard the freedon1 to lean1 and to teach: 

(2) Shall believe in the wodh and dignitv of each human being and in educational opportunities 
for alJ; 

(3) Shall strive to uphold the responsibilities of the education profession. including the 
follo\ving obligations to students. to parents. and to the education profession: 

(a) To students: 

L Shall provide students with p1~ofessional education services in a nondiscriminatory maru1er 
and in consonance with accepted best practice known to the educator: 

2. Shall respect the constitutional rights of all shtdents: 
3. Shall take reasonable . measures to protect the health, safety, and emotional well-being of 

students; 
4. Shall not use professional relationships or authoritv with students for personal advantahe; 
5. Shall keep in conil.dence infom1ation about students which has been obtained in tl1e course 

of professional service. unless disclosure serves professional 1 urooses or is required by 
Jaw: 

6. Shall not kno\vingly make false or tnalicious staten1ents about students or colleagues~ 
7. Shall refrain fron1 subjecting students to embarrassment or disparage1nent; and 
8. Shall not engage in any sexually related behavior with a student with or without consent, but 

shall maintain a professional approach with sh1dents. Sex--ually related behavior shall 
include such behaviors as sexual jokes: sexual r marks; se;-,.'ltal kidding or teasing: sexual 
innuendo: pressure for dates or sexual favors: inappropriate phvsical touching~ I issin!!. or 
~rrabbing: rape~ threats of physical ham1: and sexual assault. 

(b) To parents: 

1. ShalL make reasonable effort to cmmnlmicate . to parents infonnation which should be 
revealed in the interest of the student; 

2. Shall endeavor to understand con1munity culture and diverse home environments 01 

students; 
3. ShaH not lolo\vingly distort or misrepresent facts concerning educational issues: 
4. Shall distinguish between personal views and the views of the empJoving educational 

agency; 
5. Shall not intertere in the exercise of political and citizenship rights and responsibilities of 

others; 
6. Shall not use institutional privileges for private gain. for the pron1otion of political 

candidates. or for partisan political activities: and 
7. Shall not accept gratuities. gifts. or favors that might itnpair or appear to impair professional 

iudgment. and shall not offer any of these to obtain special advcmtage. 

(c) To the education profession: 

1. Shall exemplify behaviors which maintain the dignity and integrity of the profession: 
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PERSONNEL 03.17 

- CERTIFIED PERSONNEL- (CONTINUED) 

2. Shall accord just and equitable treatment to all members of the profession in the exercise of 
their professional rights and responsibilities: , 

3. Shall keep in confidence information acquired about colleagues in the course of 
en1plovment unless disclosure serves professional purposes or is required by law; 

4. Shall not use coercive n1eans or give special treatment in order to influence professional 
decisions; 

5. Shall applv for. accept, offer, or assign a position or responsibility only on the basis of 
professional preparation and legal qualifications: and 

6. Shall not knowingly falsi:fv or misrepresent records of facts relating to the educator's own 
qualifications or those of other professionals. 

Section 2. Violation of this administrative regulation 1nay result in cause to initiate proceedings for 
revocation or suspension of Kentucky certification as provided in I<RS 161.120 and 704 KAR 
20:585. 3 

tooE OF ~THICS 

Employees who violate provisions of the Professional Code of Ethics for Kentucky School 
Certified Persom1el n1ay be subject to disciplinary action, up to and including termination. 

REPORT§_ lNG TO EPSB 

The Superintendent shall cornply with the reporting requiren1ents of KRS 161. 120. 

REFERENCES: 

1KRS 161.790 
2KRS 160.390 
3 16 I<AR 1:020 
KRS 161.120; KRS 161 .750; KRS 161 .780 
QJ-6--KA.R 001 :020 (Code of Ethics) 
Consolidated Omnibus Budget Reconciliation Act 
701 KAR 005:090 
OAG 83-362; OAG 92-135 

RELATED POLICY: 

03.172 
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PERSONNEL 03.171 

- CERTIFIED PERSONNEL -

Reduction in Force 

When, by reasons noted in KRS 161.800 1 it becon1es necessary to reduce the mnnber of certified 
personnel, the Superintendent shall do so in con1pliance with the statute. The Superintendent, at 
the first meeting following the reduction in force, shall notify the Board of same. uch 
notification shall be recorded in the Board n1inutes. 

When If_it becomes necessary to reduce the ·work force the Jefferson Count)' Public School 
District shall make such reductions i-n the fullo:Y.'ing order: 

1. Those on ten1porary status having least seniority within the job category affected. 
2. Those on probationary stat1:1s having the least--senierity within the job category affected. 

~ose o.n permanent status having the least senioiity \Vithin the job category affected. 

Before vacant positions are filled by ne'.v applicaBts :r.vithin Q:job category, employees vtho v;ero 
tet=n1inated non reeev;ed shall have the restoration be considered for stafting such vacancies 
·nrithin tlle job category in the foUovd:ng order: 

l . Those on pem1anent status having greater seniority \Yithin the job category affected. 

2. Those on probationary status having greater seniority v,ithln the job category affected. 

3. Those on temporru·y status having greater seniority within the job category affected. 

Seniority shall be compated from the first compensable day of employment as a pennanent 
einployee in the Jefferson County Public School District follov:iag last break in service:t if any-:
For purposes of effecting redl:lctien in force, seniority shall be computed frotn an employee1s frrst 
eompensable day as a probationary, or--j}fffillanent full ti1ne employee whichever is applicable 
v.'ithin the joe category affected. In the event that more than one flLemployee subject to 
redl:le.tion in staff are affected b]· employees having the san1e seniority datet tie breakers 'Nill be 
utilized. 

~/ll:ile the employee is subject to reduction in force the employee v.rill have the option at his/her 
expense to reHlB:in a:n active f)articipant ia all bJ2oard and state paid friage benefit programs to 
the e>ctent they are available to the employee frora the carriers. 

REFERENCES: 

1KRS 161.800 
OAG 82-135 

~ OAG-80-150 

RELATED POLICY: 

03.1212 
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PERSONNEL 03.1721 

- CERTIFIED PERSONNEL-

Conflict of Interests 

In complying with this policy employees shall strictly adhere to the provisioHs afKR8 '15}·.t.455, 
Conflicts of Interest Gratuities and Kickbacl~s Use of Conftdential InfonnatioA, and KRS 
156.480(2). Employees of School District Vt'ith Decision },4aking Authority Prohlbited from 
Supplying Goods or Sen·ices for Which School Funds are Expended. 

Ftel:.fN RY I~JT£R£ST PRf»HIH-ffiD 

No en1ployee of the Jefferson County Public School District shall E-tt-violate any of the standards 
of ethical conduct applicable to such employee. as stated in the Procurement Regulations issued 
by the Jefferson County Board~ of Education, or (2) if thev have 

No employee of the District with ecision-making authority ov~r the financial position of the 
school Distric : shall ha'\e a financialany pecw1iarv interest, directly or indh·ect1y, in an amount 
exceeding $25.00 per year, ill supplying to the or purchasing from the school dDistrict any 
books, stationery or any-other goods. services. prope1iy, ~erishables., materials, supplies, 
equipment or servicesor merchandise for which school funds are or were expended, except W 
personal services that are in addition to those required by such en1ployee's contract for 
employtnent~ or (tD goods or merchandise sold by-c~etit-ive-bid or at pub lie auelion. Nor shall 
any 'illeR persunemployet! receive,. directly or indirectly_ any gift, reward or promise of rewar 
for such emplovee's int1uence in recommenJin 1 or procuring the u 'e bv the District of anv 
goods, services,j)roperty or merchandise of any l· ind for which school funds are expended. 

No employee ofthe District with procurement authority shall participate in any proceeding or 
application. request for ·uling or determination daitn or controversy, or other matter pertaining 
to any existing Board contract. or any solicitation or proposal for anv proposed Board contract, if 
(1) he or she or any men1ber of his or her immediate fan1ilv has or will have a financial interest 
in such contract: (2) a business or organization in which he or she or anv member of his or her 
itm11ediate family has a financial interest in or 'vill be a party to such contract: or (3) any other 
person, business or organization with whom he or she or anv men1ber of his or her ilntnediate 
family is negotiating or has an arrangement concerning prospective employment is or will be a 
party to such contract. 

No administrator o.r other employee of the District shall solicit for personal hnanEiat 
re-mtrneration from students~ parents a-OOor other s-ta-t=fetnpl )\'et:S or the District during the ~Chool 
day or during 5tfleol evt!ntsan .1fter-school event. if such emplo ree has a pecuninrv interest 
directly r indirectly, in tht:: proce~ds from su~h solicitation. 

Unless !!_prior ~s-are--written agreement is made with the Board, any device 
publication design, writing. cmnposition, artwork or any other ite1n to be copyrightedlwork that 
is developed by a District empl 1yee during tbesuch employee's paid time !bat n1ay be the st!!?jcct 
of ·1 pah.:nt . copyright. ttadcn1ark or trade secret shall be District property. 

~~No District mplove~ shall Jlet,obtain a profit ffHffi€-taril~· Lllfough dire~.:tlv or 
indirectly. from the use of confidential infonnation gained in the course of or by reason of 
tfl€.H: uch emplovee ' s position of employment with the District. 

EXCEPTIG."'t 

:~iey--shali-Ret;m~iHlle-Bourd 1l·oHHlf7p-Fe¥tfig-ooH-t-ttAifn&~Je r:.onal !lerv ices fo F-tl:-1~ 
eenefiL of tht! District. 
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PERSONNEL 

- CERTIFIED PERSONNEL-

REFERENCES: 

"1<Rs 156.480 
KRS 45A.455 
OAG 77-228 
OAG 71-474 
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Conflict of Interests 

03.1721 

Adopted/ Amended: 01/01/1900 
Order#: 



PERSONNEL 03.174 

- CERTIFIED PERSONNEL-

Reinstatement 

The s,S.uperintendent may immediately reinstate persom1el upon receipt of information which the 
s.S,uperintendent believes justifies reinstatetnent. The s.S.uperintendent shall notify the aBoard a.f 
education at the next meeting following the reinstatement. 

REFERENCES: 

KRS 161.790 
938 S.W.2d 880 (Ky. 1996) 

RELATED POLICIES: 

03.172 
03.173 
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PERSOJ\TNEL 03J75 

-CERTIFIED PERSONNEL-

Retirement 

DEFINlT ION 

Retiren1ent means retirm11ent as detennined by Kentucky Teachers' Retirernent System 
guidelines. 

OTICE 

ersons retiring should give the Superintendent notice as far in advance as possible but not less 
than twBfour (~_ weeks )Tior to retirement. 

ESPONSIBILITY1 

Retirement bene'flts hall be solely a matter of contract between the etnployee and the Kentucky 
Teachers' Retirement System and shall not be the responsibility of the Board except that the 
Board shall deduct and send to the Kentucky Teachers' Retirernent System in the manner 
prescribed, those an1ounts required under law. 

fUNliSED SICK DAYS 

The Board shall compensate ce1iified employees only upon initial retirement from the Distnct, '* 
their estate . for each unused sick day at the rate of thirty percent (30o/o) of the daily salary. The 
_rpaximun1 nun1ber of days on which this calculation shall be based will be the current balance of 
unu:?ed sick days at the time of retirement or the balance as of thirty (30) years of etnployn1ent, 
whichever is less. This calculation shall be based on the employee's last aru1ual salary. For 
persom1el who begin employment with a lut:al ichool district on or after July 1, 2008 unus d 
sick leave days to be recognized in calculating reimbursen1e11t under KRS 161.155 shall not 
xceed 300 days. 1 

he District . hall provide compensation for unused sick leave days at the rate ot thirty percen 
(3()fl;l.) of the t:mplove~ · s dailv rate when the employee provides proof s/he qualifies as an 
annuitant who will receive a retirement or disability allowance from the Kentucky Teachers~ 
Retirement System~ ath of an en1p!oyee in acti·. e contributing status v;ho v,as el:h;:!frl.e.--.ffi 
etire by reason of servic0, H1Wistrict shall c~:!!!J?ensak the estate of the-em~. 

,ESCROW ACCOUNT 

The Board shall create an escrow account to maintain the funds necessary to reimburse teachers 
or em loyees who qualiJy for the retirernent benefit. 

REFERENCES: 

1KRS 161.155 
KRS 161.220; KRS 161.540 
Iffi.S-161 .545 ;-K:RS 161-:5 55 
KRS 161.560; KRS 161.600 
OAG 81-1 , 0 G 83-191, 0 G 97-28 
29 U.S.C. 631 
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PERSONNEL 03.19 

.. CERTIFIED PERSONNEL-

Staff Meetings and Professional Development 

The Jefferson Coanty PHalic School -District Board expects all employees to participate in 
meetings or activities which are designed to increase their skills and competenCies or to 
contribute to their professional growth or to pro'lide information. Aceordingly, Tthe Jefferson 
Cotl:flty Public School District shall provide · de\relopment Of:Jport'Wl:ities for its etnployees ta 
develop their skills and to receive train:i-Hg a:ecessary for performance of duties as reEfHil=ecL 

In service shall be pro .. lided for the specific purpose of inYol•ring local school staffs, individually 
or in cooperation Vlith other schools, in plamliug and executing professioHal groVith activities. 
Develoflment opf)ortunities shall be pro"lided for all staffmem.bers. 

STAFF ORIENTATION 

The kfferson County PUblic School District shall provide otientation for all new and/or selected 
personnel at the beginning of the school year. The orientation shall provide infonnation ai1d 
activities to enhance effective job perfonnance. Orientation may be held at other titnes as 
necessary. 

PROfi'ESSIONAL DEVELOPMENT PROGRAM TO B£ PROVIDED 

he Board shall provide for its instructional and administrative statT an efficient. systematic and 
igh-quality professional development (PD) program. At the direction of the Superintendent or 

designee and in conjunction vvith each school. the PO coordinator shall facilitate the 
develop1nent and ixnplementation of this progrrun for all certified employees. Programs may also 
include classified staff and parent me1nbers of school councils and cmnmittees. 

The PD progran1 for the District and each school shall be incorporated into the school/District 
itnprovement plan. Prior to the implementation of the prograrn the school PD plan shall be n1ade 
public, and the District PO plan shall be QOsted to the District web site. 

DISTRICT-\VIDE PLAN 

'fhe program shall be based on a Board-approved PD plan for the District~ which is designed ( 1) 
to help achieve student capacities established by KRS 158.645 and goals established by KRS 
158.6451 ; (2) to suppoti the District's mission, goals and assessed needs; and (3) to increase 
leachers' understanding of curriculum content and methods of instn1ction appropriate for each 
content area based on individual school plans. The PD plan shall reflect individual needs of 
schools and shall be aligned -vvith the school/District im rovement plan and teacher growth lans. 

SCHOOL RESPONSIBILITIES 

ach school shall plan high quality professional developn1ent experiences with the PO 
coordinator and, when appropriate with other schools to maximize training opportunities. ill 
i.ffii3:Hi:ett~:t€f~~~Tt't:J-i;tttt~flttlt-t-e~t:telfflti~t:drtl'fOHtrHh-ee-tB~o:n:at-FrdB--f<fornrHrevi ew and cemntenL 

DOCll MENTATION 

he school/District PD plan shall include the method for evaluating each professional 
development experience for its imRact on student lean1ing and for im roving professiona 
development initiatives. 

Documentation of completed professional developn1ent experiences, including a vvritten 
valuation~ shall be required. Unless an ernployee is granted leave under an appropriate Board 

policy. failure to complete and document the required hours of professional developn1ent dming 
· the acadetnic year shall result in a reduction in salary and tnay be reflected in the e1n loyee's 
evaluation. 
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PERSONNEL 03.19 
(CONTINUED) 

Staff Meetings and Professional Development 

REFERENCES: 

704 KAR 003:035 
704 KAR 003:325 
KRS 156.095 
KRS 156.553 
KRS 158.070 
KRS 160.345 

RELATED POLICY: 

03.1911 
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Adopted! Atnended: 01101/1900 
Order#: 



'PERSONNEL 03.1911 

-CERTIFIED PERSONNEL -

Professional Meetings 

DEFINITION 

rofessional meeting shall refer to any meeting that is not included in the schooVDistric 
professional developn1ent plan and that relates to the condition, improvement and/or operation of 
the schools or any meeting held by a professional education organization which specifically 
addresses job efficiency, safety or erformance. 

AUTHORlZATION TO ATTEND 

Jefferson County Public School District employees tnay apply for and be granted a leave of 
absence for the purpose of attending authorized professional meetings, conferences and 
workshops outside the dDistrict which are -adjudged to be in the interest of the dDish·ict. 
A::dministrative· procedures tnay coyer assignn1ent payment of expenses, waiving of salaty 
deductions and/or other pei1iaent bBoard reguirementsadopted pertinent n1atters . 

Employees shall obtain prior authorization to attend professional meetings as specified by 
council policy and District procedures. The requesting employee shall submit a WF-~~ 

applieatifffl-profess10nal leav request to attend the meeting, with or without pay and/or expense 
reimbursement to the Principalliimnediate supervisor who shall fonvard awroved requests to 
the Superintendent/designee. 

Approval ofthe Superintendent/designee shaLl be contingent on: 

1. \Vhether the meeting meets the definition established by tlus policy~ 

SkilL· required b the en1 loyee ~job descd Jtion or goals of his/her growth plan; and 

3. Availability of funds and substitutes. 

Temporary, seasonal and substitute employees are not eligible for eenference/v;orl~leave to 
attend professional meetings unless approved by the s§_uperintendent/designee. 

EXPENSES 

Payment of allowable expenses of individuals attending such meetings and the cost of necessary 
substitutes may be made upon approval of the appropriate authority. 

REFERENCES: 

KRS 156.190, KRS 156.095, KRS 160.3453 KRS 160.410 
702 KAR 003 :246 

RELATED POLICIES: 

03-.125 
03.19 
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PERSONNEL 03.1912 

- CERTIFIED PERSONNEL -

Instructional Leaders' Training 

Jnstructional leaders, as defined by the Educational Professional Standards Board (EPSB), shall 
participate in a continuing intensive training progran1 designed especially for instructional 
leaders. 

REQUIRED HOURS 

Each school year an instructional leader shall complete no less than twenty-one (21) pm1icipanu 
hours in an intensive training progrmn approved by the Kentucky Board of Education. As 
required by Kentucky Administrative Regulation, the District shall report the nan1e of any 
· nstructionalleader who fails to c01nplete the required twenty-one (21) hours of training. 1 

PROBATION 

Failure to participate in the required tranung shall result in a one-year probation. Those 
instructional leaders who fail to complete the training hours for the prior year and the cunent 
!)'ear during the probationary period shall have their ad1ninistrative cet1ificates revoked by the 
!Education Professional Standards Board? 

REFERENCES: 
1KRS 156.101 
2704 KAR 003:325 
704 KAR 003:035 
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PERSONNEL 03.192 

- CERTIFIED PERSONNEL-

Professional Organizations 

The bBoard of education and the s~uperintendent shal-l-encourage n1embership of personnel in 
organizations conducive to professional growth and development of the individuat and the 
system. However, membership in professional organizations is an individual professional 
matter. and the choice should be made independently by the individual emplovee. Membership 
or participation in professional organizations shall not be c_onsidered a part of an employee's job 
duties unless approved in writing by the Superintendent. 

The aBoard of edueation and the s_S_uperintendent shall \vork with professional organizations in a 
cooperative manner in order to ensure the best interests of the students. 
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PERSONNEL 03.21 

- C LASSIFIED PERSONN EL .. 

Hiring 

It is the goal of the Jefferson County Public School Distriet to employ qualified persormel for all 
positioas to estaali.sh fair and eqt:litable procedu-res for transfers and promotions vlitllin the 
system· and te pro"'tride to the extent possible) working conditioftS ana Fesolifees to enable eaeh 
employee to perfonn to the greatest potential within the employee's assigned position. 

SliPERINTENDENT'S RESPONSIBILITIES 

All appointments, promotions, and transfers of classified persom1el for positions authorized by 
the Board shall be n1ade by the Superi11tendent who, at the first meeting following Hiesuch 
actions~ shall notify the Board of same. Such notification shall be recorded in the Board minutes. 
;\,pplieants for positions shall be e1npH3yed by the s~uperintenden£ subject to the notitlcatim1 uf 
the bf!oard of education. 

The ss_uperintendent shall determine, purs11:ant to state law, when vacancies exist and shall post 
such staff vacancies as necessary to recruit applicants for positions. 

EFFECTlVE DATE 

Personnel actions shall not be effective w1til the employee receives wTitten notice of such action 
fron1 the Su erintendent. 

PRE-EMPLOYMENT I NQUIRIES 

Pre-employment inquiries n1ay include, but are not limited to,' requests for licensure/certification, 
conviction and criminal history records, references, job attendance data, traffic/accident records; 
and physical examinations, 'A-here applicable. Information obtained from pre-employment 
inquiries concerning an applicant's conviction and criminal history record~ toxicology screens, 
results of job-related competency/skills assessn1ents and other pre-employment inquiry 
infonnation shall be ke:Pt in skiet eonfidenee confidential asto the eA."tent permitted by law. but 
shall be considered in detetmining employ1uent status. 

CRJMINAL BACKGROUND CHECK AND TESTING 

Applicants and employees shall undergo records checks and testing as required by applicable 
statutes and regulations. 1 & 2 

Each application or renewal form provided applicants for a classified position shall 
conspicuously state the following: ''FOR THIS TYPE OF EMPLOYMENT, STATE LAW 
REQUIRES A STATE CRIMINAL HISTORY BACKGROUND CHECK AS A CONDITION 
OF EMPLOYMENT. UNDER CERTAIN CIRCUMSTANCES A NATIONAL CRIMfNAL 
HISTORY BACKGROUND CHECK MAY BE REQUIRED AS A CONDITION OF 
EMPLOYMENT" .1 

_ 1\s permitted by KRS 160.380;----e~nlploylnent shall be contingent on receipt of records 
documenting that the individual does not have a conviction for a sexual offense, a drug ofltnse. 
telony seN t:rit11e or as a violent o!lense offender as defmed in KRS 17. t 65. anv felon\: offense or 
other conviction determined by the Superintendent to bear a reasonable relationshjp to the ability 
of th~; individual to perform the job. Probationar} et_mployment shall terminate on receipt of a 
crhninal history background check docw11enting a conviction for a fe.ony seJ.: t:rime *~ 
violent offender an offense listed above. 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

Hiring 

CRIMINAL BACKGROUND CJJECK AND TESTlNG (CONTINUED) 

03.21 

(CONTINUED) 

l\pplieants coevieted of or pleading guilty to se>mal or dn:ig offeases or any felony offense shall 
not be employed. Any costs of requesting and obtainmg records elieeks v.rill be paid by the 
applicant. 

8e>tual offenses inehule a violation or attempted "''iolation of Rape (1st, 2R:d and 3rd degree) 
Sodonlj' ( 1st, 2nd, 3rd and 4th degree), Sexual Abuse (lst, 2nd and 3rd degree), Sexual 
~4isconduct lHdeeent Expostl!e PrestitutioB Promoting Prostimtion (lst 2nd and 3rd degree) 
Incest Use of a }.4ino:r in a Sexaal Performance, Promoting a Sex-ual Performance by a ~tfinor 
Promoting Sale of ~4aterial Portraying a Sexual Perfom1ance by a ~4-inor, Advertising Material 
Portraying a Sexaal Performance by a ~finer~ Using 1\4inors to Distribute Material Portraying a 
Sexual Perfoflflanee by a Minor, and sueh other se~E crimes as aefieed by Kentucky Re,'ised 
Statutes 17.160 and 17.165 . 

Drug offeeses include a violation of Unla·.vful Trafficking and/or UB:la~#fu! Possessioa of 
Narcotics and Non narcotics included in the Kentueky Controlled Substaaees Act, Kean.tclC)· 
ReYised Statates Cha13ter 21 &A a:ad KeHtucky Administrative Regulatim1s, Title 902. 

EDUCATIONAL REQUIREMENTS 

No person shall be initially hired unless s/he holds at least a high school diplo1na or high school 
certific-ate of completion or OED certificate or unless s!he shows progress, as defined by 
Administrative Regulations of the State Board for Adult, and Teclmical Education, toward 
obtaining a certificate of high school equivalency. Employees shall hold the qualifications for the 
position as established by the Con1n1issioner of Education.3 

B Existing and nevt' paraprofessionals '.vho provide instructional ~•erviee or support in progratns 
supported by Title I funds B - All paraprofessionals shall satisfy educational require1nents 
specified by federallaw.4 

VACANCIES POSTEDJOB REGISTER 

A job register listing vacancies to be filled shall be posted on the t!District s \Vebsite.:. and shall be 
available in hard copy as needed. The job register sllall list · aU current staff vaeaneies as they 
oeeur and shall include qaalifications for the pesition, a deseriptioe of job duties, aad dJlistrict 
employment policies._ 

Vacancies Posted 

Brnployment openings shall be posted in eaeh school buildie.g on a timely basis with reference to 
the central office job register for additional infonnatioa. Vacancies may also be posted and 
advertised outside the District. 

REVIEW OF APPLICATlONS 

Under procedures developed by the Superintendent, each application shall be reviewed~ and each 
applieant so notified. Applications for candidates not employed shall be retained for three (3) 
years. 

References are required on applicants for all positions and will be carefully reviewed as part of 
the employment decision. 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

RELATIONSHIPS 

Hiring 

03.21 

(CONTINUED) 

All applications shall require a response concerning the relationship as defined in.KRS_160.180 
and KRS 160.380 of each applicant to the Superintendent other District employees or a Board 
men1ber. The hiring of relatives of the Superintendent, Board members and principals of the 
District is subject to the restrictions provided in KRS 160.180 and KRS 160.380. 

Referenees at=e required en applicants for · aU positions and ·.¥ill be carefully revie·Ned as pert of 
the employment deeisioa. 

A relative of the Superintendent shall not be ern loyed exc.ept as provided by KRS 160.380.1 

The Superintendent shall not employ a relative of a member of the Board men1bcr as defined in 
KRS 160.380 tmless the relative was initially employed by the District prior to the tenure of the 
Board member and the member v,,;as seated on the Board prior to July 13, 1990. 

No employee may use his/her etnployment status to intluence the e1nployment in the Jefferson 
County School District of a relative which is defmed as the employee's father, mother, brother, 
sister, husband, wife, son, daughter, grandparent, aunt, tmcle, niece, nephew, son-in-law, 
daughter-in-law, mother-in-law, father-in-law, sister-in-law, or brother-in-law. Employees shall 
not be assigaed to a school eftiee or unit 1A'here an employee must be directly or indirectly 
s1:1pervised or ev&ll:lated ey a relati'le. If such a situation ot:curs. or m&'t' potentially occul' throHgh 
hire. tfa.Hsfer. marriage or other atTangeinent the employee(s) ml:lSt notify the Hrnnan Resource§ 
Departn1eat. The SMperiatenEleflt shall R1ake a fiaaJ detem1matios as to the aparoariate action to 
be taken. 

N'o emplovee shall be assigned to a scl1ool. office. work group or other unit if the assignment 
\vould cause a relative of such employee to be a supervisor of such employee. For purposes of 
this policy, a supervisor is defmed as a person who has authority to oversee and direct work 
assignments, assign tasks. schedule hours of work, evaluate work perfonnance, or recomn1end 
the hiring. discipline or termination of an employee. This policy shall apply even if the status of 
relative results from a marriage after an initial assignment, or if the supervision authority results 
from a promotion, reorganization or other adn1inistrative action after an initial assignment. It is 
the responsibility of the employees having the relationship to notify the Hunlall Re ources 
Department as soon as an assignn1ent or employment status covered by this policy exists or mav 
exist. Anv failure to give such notice shall result in disciplinary action. The Superintendent 
shall develop procedures to i1nplement this policy for all persoune) assignments and shall make a 
final determination as to the appropriate action to implement this policy. 

The s£uperinteedent sha-ll deyelop preeedures to implement tllis poliey for aU persoMel. 
assigmueats. 

t<\ny 1/iolatioa of this f'OJiey aepotisn1 provision a1ay shall result in d1sciplina£y action. 

EMERGENCY HIRING 

The sliuperintendent shall implement procedures for emergency hiring of staff to prevent 
disruption of necessary instructional or support services. 

JOB DESCRIPTION 

All employees shall receive a copy of their job description and responsibilities. 
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PERSONNEL 

- CLASSIFIED PERSONNEL-

CONTRACT 

Hiring 

03.21 

(CONTINUED) 

The Jefferson Cotmty Public Sehool District shall enter into written contracts vvith all regular 
full-time and part-time classified staff. 

JoB SHARING 

Jefferson ColHlty Public School District employees may be permitted to participate in a job 
sharing program in accordance with procedures established by the s.S.uperintendent. However, 
!initial probationary, temporary, seasonal and substitute employees and student ·workers are not 
eligible- for the job sharing program. 

REASONABLE ASSURANCE OF CONTINUED EMPLOYMENT 

Each year, all full-time and part-time classified e1nployees, including substitutes, shall be 
notified in \vriting by the last day of the school vear tfwhether they have reasonable assurance of 
continued employment for the following school year. 

Classified en1ployees assigned extra duties such as coaching shall be notified in vvriting by the 
last day of that assigned duty if they have reasonable assurance of continued employment in that 
or a similar capacity for the follo,ving school year. 

REFERENCES: 
1KRS 160.380 
2702 KAR 005:080 
3KRS 161.011 
4P. L. 107-110 (No Child Left Behind Act of2001) 
34 CFR 200.58-200.59 
KRS 17.160, KRS 17.165; KRS 156.070 
KRS 160.345; KRS 160.390; KRS 335B.020; KRS 405.435 
OAG 91-10, OAG91-l49, OAG 91-206 
OAG 92-1 , OAG 92-59, OAG 92-78, OAG 92-131, OAG 97-6 
Kentucky Local District Classification Plan; 785 KAR 001:110 
Records Retention/Public School District Schedule 

RELATED POLICIES: 

01.11, 02.4244,03.232, 03 .27, 03.5, 06.221 
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PERSONNEL 03.211 

- CLASSIFIED PERSONNEL-

Medical Examination 

Through appropriate persom1el documents, such as handbooks and/or job applications_, 
employees shall be notified as to \\rho will ay for medical examinations required for initial 
In loyment. 

As a condition of employn1ent, each school bus driver including substitute drivers!' shall pass a 
medical examination on initial ern loyn1ent and each year thereafter in accordance with 702 
KAR 5:080. 

Before being allowed to drive a bus, the driver must be free of any medica] condition which 
could endanger the health or safety of students in the perfom1ance of duties . 

'OTHER NEWLY EMPLOYED CLASSIFIED PERSONNEL 

As a condition of initial employ1nent, all classified en1ployees (except bus drivers), including 
substitute e1nployees shall pass a n1edical examination as indicated in 70 I KAR 00<1 :020702 
K.A.R 1:160. The exatnination shall be provided by a licensed physician physician assistant (PA), 
or advanced registered nurse practitioner designated by the Board. If the employee elects to bti 
exmnined by a private practitioner, the cost of examination shall be borne by the en1 loyee. 1 

REPORT REQUIREMENTS 

Unless a new employee is hired after the beginning of the school year, examinations shall be 
conducted prior to August I of the school year in which the person is employed. 

I\1edical examinations performed within a ninety (90)-day period prior to initial employment will 
be acce:Pted. 

The medical examination shall be reported on the form required by Kentucky Adn1inistrative 
Regulation. A copy of the form and a staten1ent indicating the employee's medical status n1ust be 
filed with the Superintendent prior to assuming assigned duties. 

TUBERCULOSIS SCREENING/TESTING 

Eaeh employee of the Jefferson County Public School Djstrict shall be required to have a TB 
examinatioa upoa initial emplo~·n1eB:t. 

ach medical exarnination shall include a risk assessn1ent for tuberculosis as required by 
entucky Administrative Regulation. Evidence of such tests shall be kept on file. Individuals 

identit1ed by that assessment as being at hjgh risk for TB shall be required to undergo 
tuberculin skin test as required by 702 KAR 1:160. A person who tests positive for TB shall be 
required to comply with the directives of the local boat·d of health and the Kentucky Department 

~for Public Health, Cabinet for Health and Family Services, for further evaluation and treatment 
of the tuberculosis infection. 1, 2 

& 
3 

The djlistrict may require an employee to submit to additional medieal eKammations. 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

Medical Examination 

REQtrJRED EXAMINATION FOR PRESENT PERSONNEL 

03.211 

(CONTINUED) 

When, in the opinion of the Superintendent, there is evidence that an employee is no longer able 
to perform satisfactorily the assigned duties because of health problems or when the employee 
poses a health threat to students or other en1ployees, the Superintendent n1ay require the 
employee to provide evidence of fitness in the form of an examination and report by a physician 
of the Superintendent's choosing. The Board shall bear the cost of this examination.3 

SCHOOL TO REPORT 

Local school authorities shall report in1mediately all known or suspected cases of cotmnunicable 
disease to the local health departn1ent. Diseases to be reported shall not include those considered 
confidential, such as HIV /AIDS, as set forth in Kentucky Administrative Regulation. 2 

MEDICAL CONFIDENTIALITY 

Signed consent of the employee designating personnel to be informed shall be required before 
the Superintendent advises personnel of the employee's medical condition. 

The Superintendent shall detern1ine which employees are to have access to medical information. 
This determination shall be tnade on a need-to-know basis. 

REFERENCES! 

1KRS 161.145; 702 KAR 005;080 
2704 KAR 004:020, 902 KAR 002:020 
OAG 91-1 ; OAG92-131 
Genetic Information Nondiscrimination Act of2008 

RELATED POLICIES: 

303 .2234 
03.24 
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PERSONNEL 03.22 

-CLASSIFIED PERSONNEL-

Comp~nsation and Benefits 

ESTABLISHMENT 

The Board shall annualLy establish atmual salarv schedules for salaries and emglovee benefits tor 
all classitied personnel. 

Insurance and other fringe benefits shall be provided to etnployees of the Jefferson County 
Public School District as recommended by the s.S.uperintendent. This may include state and 
aDistrict paid fringe and insurance plans~ as well as optional employee-paid progrruns. 

COBRA 

At the titne of initial employment an en1ployee shall be given the first COBRA notification. 
Second notiilcation and continuation of benefits shall be contingent upon the employee's 
notit) ing the district of a ualifying event. 1 

REFERENCES: 

1Consolidated Onnlibus Budget Reconciliation Act 
26 CFRPart 1 
KRS 160.290 (1) 
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PERSONNEL 03.221 

- CLASSIFlED PERSONNEL -

Salaries 

The Board of education shall establishapprove salary schedules for all employees based on job 
qualifications, duties, and responsibilities for each position. 

HOURLY OR SALARY BASIS 

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

\VORK DAY/WORK WEEK 

The length of' the 'iVOrk day shall be established for each position by the Board. The work week 
for hourly (non-exempt) employees shall be Saturdav - Friday and shall not exceed fo1iy ( 40) 
hours per week, unless overtime is authotized as provided by this policy. 

QUALIFICATIONS 

En1ployees shall be responsible for providing the Superintendent with all required certificates, 
other credentials, health examinations, and ve1ifications of experience prior to beginning work. 

DETERMINATlON OF EX11ER1ENCE 

Upon initial employtncnt or transfer of a classified crnplovcc, ihc Superintendent shall dett.:rmin 
experience credit to be grnnteJ from anv previous ernplovment con. Ltent with applicable salan 
schedules adopted by the Board and in compliance with the Salarv Placement Procedures. 

LIST OF SALARIES 

The Board shall n1aintain for public scrutiny a factual list of individual salaries of its employees 
for the fiscal year just closed and shall furnish that list by mail to a newspaper qualified under 
KRS 424.220 to publish advertisements for the District. 

PA \'ROLL DISTRIBUTION 

A-1±-eE_mployees shall be paid according to a schedule ap roved armually by the Board~ 
=weeks en the calendar appioYed by the board of education. 

At the close of the school year~ employees who have completed all responsibilities and duties 
n1ay request to be paid their ren1aining salary prior to the end of the fiscal year. 

PAYROLL DEDUCTION 

The Bocu-d shall approve all payroll deductions as specified by KRS 16l.l58 and Board Policy 
03.221 1. 

EXTRA SE~VIC~~j AND§JJPPLEl\llENT ~y p ~ y ~flD SQP~RVI~N 

he Board shall annually establishapprove a schedule of con1pensation for extra services,:., 
hazardous duty supplements an~ · . ositions where justified for added 
responsibilities In such cases the job descriptions must reflect added responsibil~ 
have prior apf'rova-l ef the bB.oard of education. 

SENIORITY 

Seniority shall be con1puted from the first compensable day of employn1ent as a permanent 
employee in the Jefferson County Public School District following the last break in service, if 
any. 
Page 1 of2 



PERSONNEL 

-CLASSIFIED PERSONNEL ... 

OVERTIME 

Salaries 

03.221 
(CONTINUED) 

Approved overtime for hourly etnployees over forty ( 40) hours shall be paid at one and one-half 
(1 ~)times the nonnal hourly rate of pay as authorized. 

REFERENCES: 

KRS 78.615 ; KRS 160.291 ; KRS 161 .011 
KRS 337 .285 ~ KRS 424.220 
803 KAR 001 :060, 803 KAR 001:070 
Fair Labor Standards Act 
Garcia v. San Antonio Metropolitan Transit Authority. 105 S.Ct. 1005 (1985) 

RELATED POLICY: 

03.2211 
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PERSONNEL 03.2211 

- CLASSIFIED PERSONNEL-

Salary Deductions 

Payroll deductions may be Blade Vlbea flreperlr autt .. -erizea B)' an em~leyee or group of 
emplo)·ees, including but not limited to the fol1owing: 

• 
• 
• 

Volwrtary Insuranee Plans: 

Hospitalimtiee 

Income Proteetion 

Life 

• Legal 8erYiees 

TaK Sheltered x'\mluity 

Mutual Fund 

U . S. Savings Bond 

Credit Uaioa 

• 
• 

Organizatioa or Union Dues 

Voluntary Contributions: 

Metro United Way 

Fl:l:lld fur the Arts 

• 
• 
• 

• 
• 

Homeov .. Bers 

Automobile 

Aeeidental Death and Disability 

United Negro College Fund 

Crusade for Children 

TAX SHELTER A· ... NNUITY!llEFERRED COMPENSATION PROGR:r\M5 

The Jefferson CoURty Public School District shall make available to its employees, the means 
whereby taK shelter:ed annu-ities may be purchased ana compensation may be deferred tlKol:lgh 
pa)'l'oll dedl:letieas. 

The payroll deductiotls fer tax sheltered annuities and deferred con1pensation plans sha-ll comply 
?:ith all f!pplicable legal requirements. inciHding the Iatemal ReveBl:le eCoee_,_ of 1951, as 
amended, and as provid€d in KRS 161.158, and K.RS 18A.230.The payroll deductions for 
deferred compensatioB plans shall con1ply 'tvith the Internal Revenue code of 1954 as amended 
and as proYided fur ie KRS Hil . l58 (2) and (3) and ~8 l8A.230 through 18A.350. 

Tax sheltered annuity plans shaH be approYed by the s§.uperintendent and tbe b,!loard. 

MANDATORY DEDUCTlONS 

Mandatory payroll deductions made bv the Board include: 

1. State and federal incon1e taxes; 

2. Occupat1onal taxes.wnenappl ieaore: 
3. The County Employees' Retirement System or the Kentuckv Teachers' Retiren1ent 

System of the State of Kentaeky: 

4. Union dues~ 

h5.Any deductions required as a· result of JUdic.ial process, e.g. , salaty attaclunents, etc. : 
and 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

Salary Deductions 

03.2211 

(CONTINUED) 

6. Medicare (FICA) - applicable to personnel enrolled m the Kentucky Teachers ' 
Retirement System newlv hired atter 3/31/86· and all employees enrolled in the 
County Employees Retirement System. 

OPTIONAL DEDUCTIONS 

Pursuant to the provisions of KRS 161 .158. the following optional payroll deductions are 
authorized by the Board for those employees who choose to participate: 

L Board approved Tax Sheltered Annuity progran1s; 

2 . Board approved Mutual Fund programs; 

3. Board approved voluntary insurance plans: 

4 . Class Act Federal Credit Union; 

5. State-designated Flexible Spending Account fFSA) and Health Reimbursement 
Account (HRA} plans; 

6. Optional Membership dues for professional organizations or Unions; 

7. Charitable contribu1ions for Metro United Way, Fund for the Arts. United Negro 
College Fund or Crusade for Children. 

No other payroll deductions shall be made unless authorized by the Board. 

SlGNEO REQUEST REQUIRED 

No optional payroll deduction, authorized by the Board, shall be deducted from an individual 
etnployee's salary without a signed request from that employee affirmatively requesting the 
optional deduction. Such request must be tiled en aFt mutual hasis on forms to be developed by 
the Superintendent. The Superintendent shall develop the manner and time for filing such 
requests. 

CHANGES IN DEDUCTIONS 

Designated pavroll deductions shall remain in effect for the scheduled deduction period until a 
change or cancellation notice is received in the pavroll departtnent. Upon receipt of such notice. 
the payroll officer will put into effect such changes on the next appropriate scheduled pay date, 
unless contrary to state or federal regulations. 

REFERENCES: 

.KRS 18A.230, KRS 161.158, KRS 160.291 
702 KAR001 :035 , OAG 72-802 
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PERSONNEL 03.222 

-CLASSIFIED PERSONNEL-

Holidays and Vacation Leave 

HOLIDAYS 

Holidays "Nill be designated AJl classified employees who work 208/209 days per year ( 4 days 
per week/ 10 hours per day) shall be paid for seven (7) holidays. All other classified employees 
who \Vork less than 260 days per year shall be paid for four (4) holidays. All classified 
emplovees \vho work 260/2611262 days per year shall be paid for nine (9) holidays. These 
holidays shall be des~unated annually by the s.S,uperintendent;1 ae.4-approved by the bB_oard ef 
eEil:leatioa and included in the aBmia:l official school calendar. 1 These holidav: are p31i of the 
school year required by state law.' 

VACATION 

AB;t-p~e1manent, full-time 12 month classified employee§ of the Jefferson Co\lnty P1:1blie Sehool 
District who work 260/2611262 days per year and permanent full-time classified employees who 
work 208/209 days per year ( 4 days per weeki I 0 hours per day) shall be grantedeam paid 
vacation leave pursuant to the approved vacation leave procedures and shall be entitled to 
acctunulate a maximwn of ~forty (b_,10) days of vacation. Requests for ·acation leave must 
be approved bv th~ en1plovee ·s supervisor who mav denv :such lea\ e if the cn1plovce · :; absence 
\vill interrupt or impede the work program. Compensation for accn1ed vacation shall be made at 
\he tirne of retiren1ent at a rate not to exceed the daily salary rate calculated frorn the en1ployee' s 
last annual compensation.3 

In the eveat of retirement. resignation; or tem1ination. vueation shall be prorated une ac.:rue on a 
\nonthl~r ba5is at the rate of l /l 0 of the eligible Yacation per month not to exceed total vacation 
titHe aYailable. 

Reco\!nition of annuaJ leave for KTRS purposes shall be govemeJ by applicable ·tatutcs and 
regulations . For an indiYidual who became a metnber of KTRS on or after July l. 2008 pa ·men 
for annual or compensatorv leave shaH not be included in determinin£! the member·s last am1uaJ 
compensation. 

EXCEPTION 

The Superintendent may require for security or other reasons, certain classit!ed persom1el to 
work on holidays. In this case, the employee shall be granted the holiday on another day. 

CONTRACTED DAYS 

En1ployees shall work the days specified in their contracts. Use of noncontracted days must be 
approved in advance by the Superintendent or the Superintendent's designee. Noncontracted days 
shall not accwnulate. 

REFERENCES: 

1702 KAR 007: 125 
2KRS 158.070 
KRS 160.291 
KRS 16 1. 154 
KRS 2.110 
KRS 2.190 
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PERSONNEL 03.223 

- CLASSIFIED PERSONNEL .. 

Leaves and Absences 

The s,S.uperintendent shall establish procedures for granting leaves of absence authorized by 
law/bBoard policy. 

APPROVAL 

Authorization of leave and time taken off from one's job shall be in accordance vvith s ecific 
leave olicy. An absence from duty not associated with an approved leave shall be treated as job 
abandonment regardless of intent to return to work and may result in tetmination. 

NOTIFICATION OF RETUIU'<I 

Etnployees on leave covered by the related policies listed below shaJI notify the 
Superintendent/de,ignee in writing by April 1 of the year the leave tenninates of the date of their 
intent to return to the school svstemDistrict. Failure to do se ·,yiU reAder the positioR '• acant 
Employees who tail to notifv the Superintendent/designee of their retun1 by Apri 1 1 cannot be 
guaranteed emplovment for the following school vear. If an en1ployee on leave bas not contacted 
the Superintendent/designee bv April 1. the Superintendent is authorized to fill the position for 
the followin1! school vear. \Vhere an emplovee in the final year of leaYe fails to l:Ontact th~ 
Superintendent/designee by April 1. to either request an extension of 1eaYe or to provide a date of 
return. the Superintendent may detennine whether personnel action is required. 

LEAVE FOLLOWING ASSAULT 

The District shall provide leave with pay for employees assaulted \Vhile perforn1ing their 
assigned duties when the assault results in injuries that qualify the employee for workers 
compensation bene tits. The period of leave shall not exceed one ( 1) calendar year following the 
assault. During that period, the en1ployee shall not experience loss of incotne or benefits, 
including sick leave under the terms and conditions set forth in KRS 161.15 5. 

PL\CEMENT UPO~ RETL'RN 

Emplovees taking any lono tenn leaYe will he entitled on return to a con1parable position for 
\vhich thev are qualified . Placement in the same position or the satne school cannot be 
guaranteed . 

FMLA 

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

REFERENCES: 

---------------~K~R~S~1~56~.0=2~6; =K~R~S~l~61~.1~5~5 . ___________ _ 
Family and Medical Leave Act of 1993 

RELATED POLICIES: 

03.2232, 03.22322, 03.2233, 03.2234, 03.224 
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PERSONNEL 03.2231 

-CLASSIFIED PERSONNEL-

Personal Leave 

Jefferson County Public Sehool District en1ployees may be credited with paid personal leave 
\Vhich 1nay be used at the employee's discretion ~ procedures established by the 
s~uperintendent and any applicable :negotiated agree1nent. 

Except as expressly provided in negotiated labor agreements, part-time, te1npormy, seasonal) 
probationary and substitute employees and student ·workers are excluded fron1 paid personal 
leave. 

APPROVAL 

Personal leave shall be approved by the etnployee's in1mediate supervisor or the appropriate 
administrator if the employee's absence will not interrupt or impede the work program or violate 
any applicable negotiated labor agreement must appro'le the leave date. 

l\ppro\·al shaH be contingent upon the availability of qua1ified substitute emple-yees. These 
en_:!Ployees making earliest 3f~plication shall be given f!Feferenee:- ___________ ___. 

No reasons shall be required for tltepersonal leave. 

AFFIDAVIT 

Etnployees taking personal leave must file a personal affidavit en their retun1 to \verk-stating that 
the leave was personal in nature. 

ACCUMUL \TION 

Unused personal leave days mayshall be-converted to sick leave at the end of each fiscal year. 

REFERENCE: 

OAG 77-115 
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PERSONNEL 03.2232 

- CLASSIFIED PERSONNEL-

Sick Leave 

Sick leave shall be granted to employees in accordance with the limits and restrictions set by law 
provided the employee has not exhausted the ctuTent and accun1ulated sick leave credit. 
Employees must be in active pay status or on an approved leave during their scheduled work year 
in order to utilize sick leave. 

A new classified employee or a fom1er employee rehired in a classified position shall not be paid 
for sick leave while serving in the ninety (90) day probationary period. A new classified 
employee or a former employee rehired in a classified position may be granted an unpaid leave 
for no more than ten (1 0) davs while serving in the ninetv (90) day probationary period. if a 
certificate of a physician covering the absence(s) is submitted. In the event the eHlj:Jloyee 
beeomes a penna:seBt employee the employee y.1Jl be e;onsiaeFed to ha-ve ea:rned(eae ( 1) day sidt 
leaye for eaeh fuU month of employmeat Fetroaetive to the date of emplo;rmeat. A permanent 
employee placed on probation for disciplinary reasons, shall be paid for any accumulated sick 
leave in the event of illness during this probationary period. 

Part-time classified, tetnponuy, seasonal and substitute employees and student workers shall he 
excluded from paid sick leave. 

AFFIDAVlT 

Except as provided above. S~ick leave may be granted to an etnployee upon presentation of a 
personal affidavit or a certificate of a physician stating that the employee or member of 
employee's im.tnediate family was ill on the day or days absent :frotn duty and providing the 
employee has not exhausted the ctuTent and accumulated sick leave credit.1 

ACCUMULATION 

Sick leave days not taken during the school year in w·hich they were granted shall accumulate 
without limitation to the credit of the classified en1ployee to whom they were granted. 

DEFINITION 

SickJ1ess shall mean personal illness, including illness or tem orary disabilities arising from 
pregnancy. 

FAMILY ILLNESS/MOliRNING 

Sick leave can also be taken for illness in the immediate family or for the purpose of mourning a 
member of the e1nployee's imn1ediate fan1ily. hnmediate family shall mean employee's spouse 

hildren (including stepchildren and foster children)~ grandcruldren. daughters-in-lav · and sons
in-Jaw, brothers and sisters parents spouse's parents, grandparents, and spouse's grandparents~ 

·without reference to the location or residence of said relative: and any other blood relative ·who 
·esides in the en1ployee's home. 

TR<\NSFER OF SICK LEAVE 

Classified employees coming to the District from another Kentucky school district or fron1 the 
Kentucky Department of Education shall transfer accmnulated sick leave to \ hich the ,mplovee 
vas entitled on the date of transfer to the District. 
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PERSONNEL 03.2232 

- CLASSIFIED PERSONNEL- (CONTINUED) 

Sick Leave 

SICK LEAVE DONATJON PROGRAM 

Under procedures developed by the Superintendent elassifled employees who ha'le accrued more 
than fifteen (15) days of sick leave may request to transfer sick leave days to another employee' 
who is authorized to receive the donation. The number of days donated shall net reduce th~ 
employee~s sick leave aalaHce to less than fifteen (15) clays. 

~ny ~ck leave not use~d~s~h~a~Ujb~e~re~~~-~a~~~~~~~~~~~~~~~~~~~~ 
donated days. 

A sick leave donation program shall be established as required by law. The Superintendent shall 
establish procedures to implement this program. 

Sick Leave Bank 

Sick leave banks may be established as permitted bv law. 

REFERENCES: 

KRS 161.155 
OAG 79-148 
OAG 93-39 
Family & Medical Leave Act of 1993 

RELATED POLICIES: 

03.22322 
03.2233 
03.224 
03.273 
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PERSONNEL 03.22322 

- CLASSIFIED PERSONNEL -

Family and Medical Leave 

REASONS 

In compliance with the Fanlily and Medical Leave Act of 1993, as amended (FMLA), and unden 
procedures developed by the Superintendent eligible employees may take up to twelve (1 2) 
workweeks of unpaid family and n1edical leave each rol.Ung 12 n1onth period for the. following 
reasons.: 

1. For the birth and care of an employee's newborn child within twelv (1 21 months of the 
birth or for the placen1ent of a child with the employee for adoption or foster care within 
twelve (12} .months ofthe place1nent; 

2. To care for the en1ployee's spouse, son daughter child, or parent who has a serious health 
condition~ as defined by federal law; 

3. For an the-employee's o\vn serious health condition. as defmed by federalla\v, that makes 
the employee unable to perform the functions oflris/her job; 

4. To address a qualifying exigency (need) defined by federal regulation arising from the 
covered active duty or call to active duty involving deplovment to a foreign country of a 
soyered familv member (the employee's spouse, son, daughter, or parentj \Vho serves ina 
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 famijy service member (spouse, son, daughter. parent or next of kin) 
who has incurred or aggravated an a serious injun' or illness in the line of duty while on 
active duty in the Armed Forces that has rendered or mav render the family membet 
medically unfit to perform his/her duties of his/her office. grade, rank or rating. or to care 
for a covered veteran with a erious mjury or illness as defined by federal regulations. 

If both husband aed wife are District employees, they ntay take a eombifted total of up to 12 
\Vorkweeks of lear1e under paragraphs 1 ~ 2 and 3 aboYe. 

NOTICES AND DEADLINES 

• Ernployees 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 n1ade in \\Titing but verbal requests may be made to the 
inunediate supervisor or other designated administrator who shall then document the request. 
The District may require that a request for leave be supported by a .Realth care provider s 
certification, 'Nhen sach a request is permitted by federal regulations certification for health 
care or military-related situations as pennitted by federalla\v, but such requiren1ents must be 
~~t <:>~t 41 ~e r~quired not!c~. 

• 

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

JllOTE: Onl r the Di triers human resources professional. leave administrator. or personnel 
irector n1av contact an ernplovee·s health care provider to clarifv or authenticate a 

, ertitication of healthcare provider fonn submitted in support of a famil\' and tncdh.:a1 leav f 

request about which there are questions. The emplovee's direct supervisor shall not contat:t 
the provider . 

Page 1 of4 



PERSONNEL 

.. CLASSIFIED PERSONNEL -

Family and Medical Leave 

03.22322 

(CONTINUED) 

• The District shall designate an employee's leave, paid or unpaid, as FMLA-qualifying and 
hall provide a designation notice indicating whether the request is approved or if additional 

information is needed. Leave may be delayed if the etnployee does not provide proper notice 
(30 days advance notice for a foreseeable leave); otherwise, notice as soon as the need . 
becomes known). When leave is needed for planned medical treatment, the emplovee must 
consult \vith the District about the leave schedule. 
Deadline for Notice to be Provided: Absent extenuating circumstances, within five (5) 
business days of leatning thai an FMLA reason supports the leave. 

Employees shall provide 30 days advance notice whes the need for ·reave is foreseeable; 
otherwise, employees shall pro'.·ide notice as soon as practicable. \\'hen leave is needed for 
plaa:aed medical treatment, the empleyee mttst eens1:dt with the District about the lea·t'e schedule. 

ELIGIBILITY 

Employees are eligible for FMLA leave if they have been employed by the District for twelve 
(12) n1onths1 aa4-have vvorked at least 1,250 hours during the twelve (1 2) 1nonths preceding the 
start of the leave, and otherwise qualify for family and medical leave. 

In determining \vhether returning veterans meet the minimwn 1 ,250 hour standard, hours 
actually worked for the District during the twelve-n1onth period are to be combined with hours 
they would have worked for the District had they not been called for military service. 

When frunily and medical militan· careuiver leave is taken based on to care for a seF\·iee 
member's recovery fr01n a serious illness or injury su!ltained in the line of dut), of 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 n1embers/veterans 
that have been on active duty within the past t1ve (5) years as defined by federal regulation. 

Afi emt*eyee may tak-e tif! te 26 'NeFkweeks ef l:HlfUHa lea•t'e ElHfiag a single 12 month period to 
care fot the employee's spouse, ehild~ pareat or neh:1: of kin who ineu£Fed a serious injury or 
illness 1•\'hile on active duty in the l' .. fflled Forces. If both husband and wife are District 
e1nployees, they may take a combined total of up to 26 'NOrkv.-eeks of leaye. 

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

iRESTruCTIONS 

Leave that is taken by an eligible employee for any of the above designated reasons shall be 
counted as FMLA. family and n1edical le~ve~ even if the employee does not request leave under 
the FNILA. If an employee IS entitlea to paid reave under any Kentucky statute-, other District 
policy, or collective bargaining .agreement, the employee may elect to substitute the paid leave 
for unpaid FMLA leave, and the paid leave shall run concurrently with the FMLA leave. 

To the e?Ett!nt that an en1ployee is eHtitled te aHy paid leaYc, such leave shall be taken and it shaU 
run concUFFently with family and medical leave. eKcept that the employee n1ay request ~o reserYe 
ten ( l 0) days of sick leaYe. (This reqHirement ~•hall not apply to employees taking v•orkers · 
compensation leave.) Ho·~t·e-..·et w \Vhen an etnployee's work-related injury/medical state 
qua]ifies as a serious health condition, worker's compensation leave shall nm concurrently with 
the twelve H 2") 'Nork week familv and medical leave entitlement. 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

·J 

Family and Medical Leave 

03.22322 

(CONTINUED) 

Paid leave used by the employee as required under this policy shall count as a:Rplicable, against 
the twelve (12) or tvventy-six (26) FMLA workv1eek entitlement. 

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

RESTRICTIONS (CONTJNtJED) 

When both husband and \\~fe are employed by the District, the combined runount 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 Anned Forces service member/veteran. 

Depending on the date family atld medical leave is to begin, instructional employees as 
designated by federal regulation may be re uired to continue on leave until the end of the school 
tenn to avoid disruption. 

Unused family and medical leave shall not accmnulate from 'ear to year. 

INTERMITTENT LEAVEIREDt CED HOURS 

Family and medical leave mav be taken intennittentlv (when n1edicallv necessary) or on a 
reduced hours basis Lea,le may be taken 1nterm1ttently or on a reduced leave schedi:lle when 
medically neeessary for a serious health condition of the employee or a family 1nember. 
Intermittent leave or a reduced leave schedule may be taken for other reasons only at the 
District's discretion. The District may temporarily transfer an en1ployee to an available 
alternative position or may alter an existing job to better accommodate intermittent or reduced 
schedule leave. 

Special Lin1itatioas oa faa1ily and Medical Lea:Ye fer lnstntctional Employees 

'.\lhen leaw is taken ae8f tbe eHEl ot a semester, the District may require an instructional 
employee te eoati:EH:Ie the leav-e to the ead of the semester in accordance Vlith federal regulations. 
If intennittent leave or reduced schedule leave is requested for planned medical treatment, and if 
the leave would cover more than twenty (20) percent of the working days in the period of leave, 
the District n1ay require the employee either to take leave for a period or periods not greater than . 
the dw·ation of the treatm.ent, or to transfer temporarily to an alternative equivalent position 
\vhich better accommodates such leave. 

CONTINUATION OF BENEFITS 

While on family and medical leave, employees shall be entitled to all etnployment benefits 
accrued before the leave began. Health insurance for an employee on fan1ily and medical leave 
shall continue to be provided on the san1e terms as before the lear;e by the state on the san1e basis 
had the etnployee not taken leave. Employees on leave shall pay their portion of health insurance 
premimns unless they choose to terminate health insurance. If an employee substitutes paid leave · 
for FMLi\_.. fanuly and medical leave, the employee s portion of health insur~nce premiums will 
be paid by payroll deduction during the period of paid leave. 
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PERSONNEL 

- CLASSIFIED PERSONNEL ·~ 

Family and Medical Leave 

03.22322 

(CONTINUED) 

Other employn1ent benefits and seniority shall not accrue during unpaid fatnily and medica] 
leave. 

RETURN TO WORK 

As noted by the required notice of eligibility and rights and responsibilitiesl. when fan1ily 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. When leave is taken for aB 

employee's own serious health condition ~before the employee returns to Vt'ork the District 
may require a fitness for duty certification that th~ emplovee is-ttble to perfonn essential 
fttnctions specific to the job, as noted by the District in a list attached to the certitieation fonn. 

Upon return to work, the employee shall be returned entitled to his/her same position {or a 
position with equivalent pay, benefits:1 and terms and workieg conditions of employn1ent)~ as 
determined by established District policies) practices and collective bargaining agreements. 
However, the employee has no greater right to reinstatement or benefits than if the employee had 
not taken any leave. 

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. 

MISCELLANEOUS 

Except as set forth in this policy, the District reserves the right to exercise all discretion afforded 
to it under the FMLA and the-federal regulations. Tllis policy shall not expand eligibility for 
leave beyond what is required by federal law. To the extent that this policy fails to state any 
lin1itations or requirements set forth in the FMLA and federal regulations, such limitations or 
reqliiren1ents shall apply. If greater rights are provided under any collective bargaining 
agreement, su9h rights shall apply. 

REFERENCES! 

Family and Medical Leave Act of 1993, 29 U.S. C. 2601-2654 
Title I of the F:rvtLA, as amended by the National Defense Authorization Act 
Code of Federal Regulations, Title 29, Pali 825 

RELATED POLICIES: 
--------------------- --

03.223 
03.2232 
03.2233 
03.2234 
03.2238 
03.224 
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PERSONNEL 03.2233 

- CLASSIFIED PERSONNEL-

Maternin'Cbild Rearing/Adoption· Leave 

P AJD SICK LEAVE 

Childbirth and recovery therefrom, which prevent the employee fron1 perfonning assigned 
duties, shall entitle the en1ployee to sick leave benefits as provided in Board Policy 03.-l-2_232. 
f\n ernplovee may use up to thirty {30) davs of sick Jeave immediately following the birth or 
adoption of a child or children. 

An illness of the newborn shall entitle the em loyee .to sick ]eave benefits as provided in Board 
Policy 03.-l-J232. 

Additional sick leave days n1ay be used when the need is verified by a hysician s statement. 

Pai1 time, initial probationacy temporary, seasonal and s:ubstitute employees and srndeat 
v.tOrk:ePS are not eligible fur ehild rearing/adoption leave exe.ept as-pro.,lided by federalla;v. 

UNPAID MATERNFA'CHILD REARING/ADOPTIO~ LEAVE 

An employee of the Jeffersea Coenty Pl:lblic School District tnay be granted upon written request 
an unpaid leave of absence for the purpose of fulfilling adoption requirements or for rearing the 
employee's pre-school child(ren). 

A single child rearing/adoption leave n1ay be granted for a period of no less than thirty (30) days 
and no more than two (2) consecutive school years or a major portion thereof. Part-time. initial 
probationary, ten1porarv. seasonal and substitute employees and student workers · are not eligible 
for child rearing/adoption leave, except as provided bv federal law. 

E1nployees on matemitychild rearing/adoption leave shall notify the Superintendent/designee in 
\vriting of their intent to return to the school syste1n on or before the date prescribed in Policy 
03.+J23. Employees who fail to notify the Superintendent/designee of their return by the date 
prescribed in Policy 03.+~23 carmot be guaranteed e1nployment for the following school year. 

Employees taking a rnatemitychi ld rearing/adoption leave will be entitled on return to a 
con1parable position for which they are qualified. Place1nent in the same position or the same 
school cannot be guaranteed. 

FlVILA 

In compliance with the Family and Medical Leave Act of 1993, eligible employees are entitled to 
up to twelve (12) workweeks of tmpaid leave to care for the employee's child after birth or 
placen1ent of a child with the employee for adoption or foster care. Leave to care for an 
employee's healthy newborn baby or minor child who is adopted or accepted for foster care must 
be taken within tvvelve (12) rnonths of the bi11h or lacement of the child. 

REFERENCE: 

Family & Medical Leave Act of 1993 

RELATED POLICIES: 

03.223 
03.2232 
03.22322 

Pagel ofl 

Adopted/Amended: 01/01 I 1900 
Order#: 



PERSONNEL 03.2234 

- CLASSIFIED PERSONNEL -

Exteaded DisabilitvMedical Leave 

This policy shall be applied in a tnanner consistent with policy 03.212 and the Americans with 
Disabilities Act (ADA , when those rovisions are applicable. 

UNPAID LEAVE 

Aft einployee of fue Jefferson County Pl:leJie Scl1ool District may be gmnted a medical leave 
upon written request Unpaid Jisabilitylnedical leave may be granted by the Board u on written 
request, for the remainder of the school year whenever an employee has been advised by a 
physician that, for medical reasons, the employee will not be able to work. The written request 
shall include the 'Certification of Health Care Provider" form completed by the attending 
physician. 

A!! medical eJrteadea disabilitymedical leave of absence may be granted for a period of not more 
than two al_consecutive years. At the end of the second year, if the employee is unable to retmn 
to work, he/she may request renewal. Such a-renewal is subject to approval by the aBoard upon 
recommendation of the s~uperintendent. 

An employee who qualifies for ·workers compensation payment ·while on eKtended disability 
medical leave directly resulting frorn an accident sustained in the couTse of fulfilling job 
responsibilities may receive service credit for the purpose of salary step place_ment. 

Initial probationary, pa1t-time classified, te1nporary, seasonal, and substitute employees and 
student workers shall not be eligible for medical extended disabilitymedical leave except for 
those qualifying for workers compensation payments directly resulting from accidents sustained 
in the course of fulfilling job responsibilities. 

FMLA 
n compliance with the Family and Medical Leave Act of 1993 leave shall be granted tn 

accordance with Board Policy 03.22322. 

VERIFICATION 

ffhe Superintendent may require the employee to secure a licensed physician's verification of 
disability. 

NOTIFICATION OF RETURN 

Employees on e~tended disabilit; medical leave shall notify the Superintendent/designl;!e in 
writing of their intent to return to the school system on or before the date prescribed in Policy 
03.223. Failure to do sfl will render the position ".'ncant. I:mplov~t:: ' who fail to notifv tht.: 

- ,Superintendent/designee of their retun1 bv the date prescribed in Policv 03 .22_ Cimnot b ~ 

guaranteed ctnplovment ior the following school 'Car. 

PLACEMENT UPON RETURN 

Employees taking disabilitymedical ]eave will on return, be entitled to a comparable position fo 
which they are qualified. Placement in the smne position or the same building cannot be 
guaranteed. Placen1ent upon 1 etum shall be Jetermincd b\ the apph~able collecti\ e- bargaining 
agreement. 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

·j 

03.2234 

(CONTINUED) 

Exteaded Disabilitv Medical Leave 

]NVOLUNTARY DISABILIT\'MEDICAL LEAVE 

When, on advice of the Superintendent, there is evidence that an en1ployee is no longer able to 
perform satisfactorily the assigned duties, the Board tnay require the etnployee to provide 
evidenc.e of ability to perform the essential functions of the position in the fonn of an 
examination and re ort by a physician of the Board's choosing. The Board shall bear the cost of 
this examination. 

REFERENCES: 

Consolidated Omnibus Budget Reconciliation Act 
Family & Nledical Leave Act of 1993 
Americans with Disabilities Act of 1990 

RELATED POLICIES: 

03.211 
03.212 
03 .223 
03.22322 
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PERSONNEL 03.2235 

.. CLASSIFJED P'ERSONNEL-

Educational/Professional Leave 

EDUCATIONAL/PROFESSIONAL LEAVE 

Long-term staff de,ielopment educational/professional leave may be granted to employees of the 
Jefferson Couaty Public School District for educational or professional purposes for a period of 
not more than two (2) consecutive years. The employee may request a renewal. Such a renewal is 
subject to approval by the aBoard upon recmmnendation of the s£uperintendent. 

When the leave is requested, the intended educational and/or professional 
aceomplishmentpurpose of the leave shall be included with the request. Evidence of sucl1 
educational/professional '~'ork n1ust be presented upon return from leave. Tin1e spent on 
professwnalleave shall not count toward continuing eon-tract status. 

Initial probationary, part-time classified, temporary, seasonal and substitute employees and 
student \¥orkers are not eligible for staff development leave. 

SUORT TER!U LEAVE 

Upon recomn1cndation of the Superintendent. the Board Leave may granted cJassitied per•orn1el 
short term lea,,·e with pay for the purpose of obtaining training to enhance the skills required i11 
performing tHe-Han emplovee' s job or to obtain training in anticipation of a t.lifferent position 
with the school system. 

STAFF VISITATIONS AND CONFERENCES 

Jefferson . Col:l:B:ty Pub!io Schoo] District etnployees may apply for and be granted a leave of 
absence by the Superintendent/designee for the purpose of attending professional meetings, 
conferences and vvorkshops outside the dDistrict which are adjudged to be in the interest of the 
dDistrict. Administrative procedures may cover assignn1ent, payment of expenses, waiving of 
salary deductions andlef_ other boa£d adopted pertinent relevant matters. 

Payment of allowable expenses of individuals attending such meetings and the cost of necessary 
substitutes may be made upon approval of the appropriate authority. 

LIMIT AT IONS 

Initial probationary, PQart-time classified, ten1porary~ seasonal and substitute employees and 
student \vorkers are not eligible for conkrenee/workshop educational/professional leave unless 
approved by the s.S.uperintendent/designee. 

NOTlF'f('.\TION OF RF..TI JRN 

Employees on educationa1/professional leave shall notifv the Superintendent/designee in ·ntm11 
of their intent to retun1 to the school svstem un or before the date rescribed in Pohcv 03 .223 . 
Employees who fail to notify the Superintend nt/designec of their return bv the date prescribed 
in Policv 03.223 cannot be I!Uaranteed emplovment for tl1e followinQ SLboo{ vear. 

= =----------" 
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PERSONNEL 03.2235 

- CLASSIFJED PERSONNEL -

Ed uca tionai/Professional Leave 

PLACEMENT UPON RETURN 

Employees taking an educational/professional leave will be entitled on return to a comparable 
position for which thev are qualified. Placement in the same position or the same school cannot 
be guaranteed. 

REFERENCE: 

OAG 84-43 
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PERSONNEL 03.2236 

- CLASSIF'IED PERSONNEL -

Emergency Leave 

Nul\'mEROFDAvs 

Full-time €efttfte.dclassi!ied en1ployees shall be entitled to E~mergency leave, not to exceed two 
(2) days of leave with pav each school year, ~ procedures established by the 
s£uperintendent. 

Part~time, initial probationary, temporary, seasonal and substitute employees and student vvorkers 
are excluded from emergency leave. 

REASONS FOR LEAVE 

Reasons for granting emergency leave n1ay include the following: 
IJEREA'lE~fENT 

_l._ Death or funeral of a relative by blood or marriage. 
DIS.~TERS 

b__Emergency situations resulting from natural disasters~ such as flood, tornado, or primary 
dwelling fue. This applies only in cases not covered by sick leave. 

COL'RTILEGAL 

Appearanees as a ·nritness or to produee do~::um~nts wh~R the employee's presence is required b) 
subpoena. This is not to include appearances in actions in ,,.,-hich the empleyee is a party m1d the 
subpoena is obtained by or on behalf of the emplo0,.ee. This also doe::; not include jury duty . (See 
Policy 03 .2237.) 

OTIJER 

~Such other reasons of an emergency or extraordinary nature as approved by the 
s.S.uperintendent/ designee 

REQl EST FOR LEAVE 

Emergency leave must be requested through the Superintendent or designee vvho \vill detennine 
if the leave requested n1eets the Board's criteria. 

AFFIDAVIT 

Persons taking emergency leave must file a personal affidavit u~eir return to v;ork stating 
the specific reasons for their absenc.e. 

ACCUMULATION 

Emergency leave days not taken dm·ing the school year shall not acc.wnulate. 

REFERENCES: 

KRS 161.152; KRS 161.155(3); OAG 76-427; OAG 72-348 

RELATED POLICIES: 

03.2232 
03 .2237 
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PERSONNEL 03.2237 

- CLASSIFIED PERSONNEL-

Court Appearances/Jury Leave 

COURT APPEARANCES 

Employees of the Jefferson County Public Schoa-1--District who are legally required to appear in 
court or to be a\:vay fron1 regular school duties for school~related legal obligations and who are 
not covered under any other leave policy shall be granted paid leave when such appearance is 
properly certified. The d:District may provide legal counsel to employees in any legal action 
taken against them in connection with the discharge of their duties when sanctioned by the 
s~uperintendent. The en1ployee n1ust, ho,~·ever, promptly deliver the original or copy of a 
sUllllnons, cmnplaint, or other legal paper to the immediate supervisor. Such leave shall not be 
granted when the emp.loyee is a plaintiff or witness against the aBoard or its agents, or when the 
etnployee is a plaintiff in cases without the sanction of the s~uperintendent. 

JURY DUTY 

Any e1nployee of the Jefferson County Public School District who serves on a jury shall be 
granted jury duty leave with regular pay, less any compensation received as jury pay. Any 
reimbursement for expenses may be retained by the employee. · 

NOTICE 

PeffienSAn employee who will be absent from work 
advance notice to their immediate supervisors. 

REFERENCES: 

KRS 161.153 
OAG 78-696 

Page 1 of 1 

Adopted/ An1ended: 01/01/1900 
Order#: 



PERSONNEL . 03 .2238 

-CLASSIFIED P ERSONNEL-

Military/Disaster Services Leave 

Military leave shall be granted to any employee of the Jefferson Cmmty Pt:1blic Sehool Dis11ict 
pursuant to KRS 61.371-61.379 and 61.394. 

Employees who are members of the National Guard or of any reserve component of the Am1ed 
Forces of the United States, or ef-the reserve corps of the United States Public Health Service 
shall be entitled to military leave, without loss of time~ pay, regular leave, impain11ent ofl 
fficiency rating or of any other rights or benefits to which they are entitled. In any one ( 1) 
ederal fiscal year, employees, whi le on military leave, shall be paid their salaries or 

'cotnpensations for a period or periods not exceeding twenty-one (21) calendar days (no rnor 
than 15 work days) . Any unused military leave in a federal fiscal year shall be canied over to the 
next year. Any unused n1ilitary leave shall expire t\vo (2) years after it has accrued. 
Determination of the period of military leave to be granted shall be n1ade according to statutory 
requirements. 

The employee is responsible for notifying his/her immediate supervisor as soon as s/he is 
notified of an i1npending nlilitary-related absence. 1 

rrhe Board may grant disaster services leave to requesting eligible employees. An 'eligib1e 
employee" n1eans one who is a certified disaster services volunteer of the Alnerican Red Cross. 
Disaster services le;we shall be with pay and shall not exceed thirtv (30) work days in any twelve 
( 12)-month period.-

REFERENCES: 

1KRS 61.373 . KRS 61.375, KRS 61.377 ~ KRS 61.394, KRS 61.396 
2KRS 61.395 
KRS 161.740 (3) 
702 KAR 003:070 
OAG 76-316 
OAG74-258 
OAG 82-305 

Adopted/Amended: 01/01/1900. 
Order#: 
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PERSONNEL 03.2239 

- CLASSIFIED PERSONNEL -

Leave for Political Activities 

Upon the recommendation of the Superintendent the board of education may grant any etnployee, 
upon written request, an unpaid leave for the purpose of engaging in political activities. 

REFERENCES: 

KRS 160.291 
KRS 161.164 
KRS 161 .990 
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PERSONNEL 03.224 

- CLASSIFIED PERSONNEL-

Insurance 

lNSURt\NCE 

The Board shall provide linstrrance and other :fiinge bene.fits shall be pto'rided to District 
employees of the Jeffersoa Coooty Pablie School District as recom1nended by the 
sS..uperintendent. This may include state and dDistrict paid fringe and insurance plans as well as 
optional employee-paid programs. 

The Jefferson Co1;1nty Pl:l:blic Sehools District shall issue a master group policy '.vith an insu:rance 
carrier, selected in complia-nce '*vitb preyailing state lavll for aceident coverage of students a-nd all 
b,!!eard of educatioa employees. 

This group plan sha:l:l be offered as a pl:lblie service aaa enrollment sbaU be optional. Insurance 
enroliment material shall be distributed to all schools and offices at the begia"liag of the school 
year.-

The Board shall provide tmen1ploy1nent insurance:, worker's compensation\ and liability 
insurance for all classitied personnel. In addition, the State provides group health and life 
insurance to en1ployees who are eligible as determined by Kentucky Administrative 
R 1 . +1 egu atwn. ~ 

\\''ORKERS' COMPENSATION 

Employees who qualify for workers! compensation benefits following an assault and injury, 
while petfom1ing assigned duties, should refer to policy 03 .223. 

Ernployees who qualify for Workers' Compensation 1nay be offered the opportunity to 
participate in an Early Return to Work Progran1. Transition employment need not be in the same 
job classification or location, but must comply with the treating physician's restrictions and 
amendn1ents until the artici ating ernployee achieves maximum medical recovery. 

REFERENCES: 

1KRS 341.050 
2KRS 342.630 
+3702 KAR 001 :035 

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

RELATED POLICIES: 

03.2211, 03.223, 03.22322, 03.2241, 03.24 
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PERSONNEL 03.2241 

- CLASSIFIED PERSONNEL -

Workers' Compensation Pay1t1ents 

COORDINATION WITH SICK LEAVE 

Etnployees shall not be required to use sick leave in conneetion \Yith a work related 
injury. However. e&mployees claiming \Vorkers' compensation income benefits \Vho 
have sick leave available may choose to shall use sick leave in order to maintain the 
equivalent of full salary for the days they are unable to work. En1ployees shall not be 
entitled to payment in excess of one hundred percent (1 OOo/o) of contracted salary. 
En1ployees with no accumulated sick leave shall be eli gible for comgensation as req uired 
by law. 

EMPLOYEE ELECTIONj 

!In order to maintain full salary, employees may voluntarily elect to use sick leave tq 
v.rhich they are entitled. To coordinate benefits in connection \'.'ith the ernployee~s 

ktection to use sick lea\'e+, the employee shall pay to the District a sum equal to Vt'orkers' 
~ensation income benefits received for the same period that the employee uses sick 
ltea:ve. The employee may make such payment by endorsing the 'Norkers' compensation 

t;:~ :'::· to the ::: :: :r =~ :: ~::i: ~- :::::~ ::!· er easll. The I ~ ,;:lHeaw balallee Sh~{1k€ftb;r:Os~ted to thC exten;of sudl~'Inent 
REFERENCES: 

1KRS 161.155, KRS 342.730 

~{ELATED POLICIES: 

03.2232 
03.22322 



PERSONNEL 03.225 

- CLASSIFlED PERSONNEL -

Expense Reimbursement 

Provided the Superintendent/designee has authorized the expenditure, actual and Ngecessary 
expenses incuned by Board en1ployees of the board of education in the perfonnance of their 
official duties shall be reimbursed upon submission of claims filed under approved procedures. 
:Travel expenses for ,guests of employees shall not be reimbursed. 

The expense reimbursement process shall require documentation of the funding source/categQ]}_ 
used to_Qav expenses for all aQProved nips. 

Actual mileage between official work stations within the school system and actual mileage for 
trips outside the school systen1 which have been approved by the Superintendent/designee and 
the Council in SBDM schools will be reimbursed at the State mileage reimbursement rate it 
effect at that time when the employee use§ l}:is!her own vehicle on July 1 of each tiscal vear. 

Travel vouchers shall be submitted within one ( 1) week tnonth of the tra\·eL Travel vouchers for 
travel during the month of June must be submitted by July 5. 

Without proper documentation. individuals shall not receive reitnbw·sement and. if it is 
determined that reimbursement was n1ade based on incomplete or im!2f9per documentation. the

1 

individual mav be required to reimburse the District. 

With prior Superintendent/designee approval. expenses such as airfare and hotel costs may be 
paid directly to the vendor. No other advances for anticipated expenses shaH be made. 

for further guidance on reimbursement for The Superintendent shaH post procedures for 
eimbursement of mileage and other autl1orized expenses. travel rein1bursement guidelines and 

the use of voucher§j)roeedures are posted on the District web site. 

REFERENCES: 

K.RS 160.290; KRS 160.410; KRS 175.525 
OAG 80-395 
United States v. Correll, 389 U.S. 299 (1967) 
Accounting Procedures for KentuckySchoolActivitv Funds 
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PERSONNEL 03.231 

R CLASSIFIED PERSONNEL-

Assignment 

A:ll emplo~'ees of the Jefferson County Public Sehool District shall be assigned by the 
superiateaaeat suejeet to the netit1catioa of the beaid of edacatioa. The administratioa of the 
school s~stem rnust be respoasi'w'e to changing conditions .. The assigmnent of all classified 
personnel shall be made by the Superintendent and 1'\Y assignmeats of employees shall be made 
in accordance with state law, Kentucky Administrative Regulations, and/or other legal 
agreements.' The Superintendent shall make all a(>pointments. promotions, and transfers of 
classified persormel for positions authorized by the Board and, at the first n1eeting following the 
actions, shall notify the Board of same. Such notification shall be recorded in the Board minutes. 
The s.S.uperintendent tnay designate Persoooel Se.rvicesHuman Resources to provide notice of 
assignment. No personnel action shall be effective prior to receipt of written notice of the action 
by the affected em loyee from the Superintendent. 

The Su erintendent shall assign ersom1el only in positions for which they are qualified. 

The Superintendent shall not assign the relative of a school Principal to the school where the 
Principal is assigned unless the relative is not the spouse and \Vas employed in that school durin 
the 1989-90 school year. No spouse of a Principal shall be assigned to the school where the 
Principal is assigned tmless the spouse vvas employed in the 1989-1990 school year and the 
b istrict has no more than one ( 1) elen1entary school~ one (1) 1niddle school~ and one (1) high 
chool. A Principal ' s spouse employed in the Principal's school shall be evaluated by another 
chool administrator. 1 

Emplevees shall not be assigned to a school. office or t1nit 'llhere an ernployee mHst be direetly 
superYised or evaluated by a relati¥e as defined in 03.11 . If Sl:lCh a situation occurs through hire. 
transfer, marriage or otller arrangement the emeloyee(s) shall notify the Human Resources 
DeparJHent. The Superintendent shall make a final determination as to the- appropriate aetion to 
be taken. 

The cw-rieulum of the Jefferson Coanty PUblic School District shall include regular programs_ 
special education prograffls aad Of)tional sehools/program:s. The Sf)eeial characteristics aad 
reguirements of these programs shall be used to de¥elo:13 eriteria tbr assigRiBg teachers to 
programs/options within schools aad program/schools \Vithin the d}2istriet. 

No employee shall be assigned to a schooL office. work group or other unit if the assigm;nent 
would cause a relative of such employee to be a supervisor of such emplovee. For purposes of 
this policy. a supervisor is defined as a person who has authority to oversee and direct work 
assignments. assign tasks. schedule hours of work. evaluate work performance. or recommend 
the hirirrg-.-discipiine or termination ofarremplgyee:-rhiS:POlicyshall-applv-even if the-status-o+-[--
relative results trom a marriage after an initial assignment. or if the supervision authority results 
from a promotion. reorganization or other administrative action after an initial assignment. It is 
the responsibility of the employees having the relationship to notify the Human ResouJces 
Department as soon as an assignment or employment status covered by this policy exists or may 
exist. Any failure to give such notice shall result in disciplinary action. The Superintendent 
shall develop procedures to implement this policy for all personnel assignments and shall make a 
final determination as to the appropriate action to implement this policy. 
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PERSONNEL 03.231 

-CLASSIFIED PERSONNEL-

Assignment 

The s~uperintendent shall provide for an orientation and/or workshop type aetivity before the 
employee assumes the new responsibilities. 

All assigmnents of etnployees shall be made in accordance with state law, Kentucky 
Administrative Regulations, and/or other legal agreetnents. 

The Superintendent shall not assign a classified employee to an alternative education program as 
defined in KRS 160.380 as part of any disciplinary action pursuant to KRS 161.011 or as part of 
a corrective action plan established ursuant to the District's evaluation plan. 

REFERENCES: 

1KRS 160.380 
KRS 160.390 
KRS 161.011 
OAG 91-28 
OAG 92-1 
OAG 92-135 
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PERSONNEL 03.2311 

- CLASSIFIED PERSONNEL-

Transfer 

The s§_uperintendeot shall establish assignment and tTansfer procedures for effecting voluntary 
and involtmtary transfer/reassigmnents which n1ay be applied at the request of the e1nployee or 
which may be initiated by the school dDistrict. All voluntary and involuntru·y 
transfers/reassignments shall be approved by the s£uperintenclent. 

At the first meeting following the transfer~ the Superintendent hall notifY the Board of san1e. 
Such notification shall be recorded in the Board nlinutes. No personnel action shall he effective 
prior to receipt of written notice of the action by the affeGcted employee frmu the Superintendent. 

EMPLOYEE REQllESTS 

J.e.tJerson County Publie School-District employees may request and be considered for transfer 
within the same job classification :fron1 one work location to another and for reassignmetit from 
one (l)_position/job classification to another at the smne salary grade having the srune level of 
responsibility '•'{itl'Hn the JeffersoH Coanty Public 8coool District. A reassignment 111ay be an 
intra-school or an intra-syste1n action. The employee must request reassignments and transfers in 
writing. Such requests will be deemed to have been made on a voluntary basis and once a 
reassigmnent or transfer has been made there shall be no appeal. The employee shall meet the 
minimun1 qualifications of the job classification to which reassigned or transfened. 

TE:MPORARY DUTY 

Any employee may be temporarily appointed or assigned by the s~uperintendent to duties other 
than the employee1

S regular duties subject to the .notification of the aBoard of education. There 
shall be no change in compensation or benefits during the temporary appointment or assigmuent 
1.mless authorized by the s£uperintendent. 

TRANSFER OF EMPLOYEES CHARGED WrfU FELONY 

Notwithstanding any other policy provision, the Superintendent 1nay transfer an empLoyee 
charged with a felony offense as pennitted under KRS 160.3 80. 

REFERENCES: 

I<.RS 160.J 80 
KRS 160.390 
OAG 92-135 
OAG 92-1 
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PERSONNEL 03.2312 

- CLASSIFIED PERSONNEL -

Promotion 

Positions established by the bBoard of education \Vhich require administrative or supervisory 
certifieationresponsibilities may be deemed as promotional opportunities. Promotional 
opportlmities shall also inelude adnlinistrative positions/job classifications which are paid at a 
higher salary range than the one to which currently assigned. 

The promotion of classified personnelemplovees shall be made by the Superintendent who~ at the 
first rneeting following the actions, shall notify the Board of same. Such notification shall be 
recorded in the Board minutes. No personnel action shall be effective prior to receipt of \\rritten 
notice of the action by the affected en1ployee from the Su erintendent. 

After all administrative personnel in active status are deflloyeaassigned, vacancies shall be 
advertised and staffed, in accordance with affirmative action, equal employn1ent opportunity, and 
state and federal laws. 

Cfhe _Rromotion of _personnel shall be based on qualifications, success in past assigm11ents and 
potential for success in the new osition. In addition. A~ttendance data shall be considered in the 
pro1notion of employees. References and job attendance data are required of all applicants and 
these-will be carefully considered in 1naking decisions on promotions. 

P...ll qaalifieations being equal, preferenee fur filliBg sueh \'acancies shall be given to personnel 
currently et:epleyetl l:ly tke b.H_oard ef ed1:1catioa. 

The Superintendent shall not pron1ote a personal relative or the relative of a Board men1ber who 
continues em lo ·ment in the District under the provisions of KRS 160.380. 

REFERENCES: 

KRS 160.380 
OAG 92-1 
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PERSONNEL 03.2313 

- CLASSIFIED PERSONNEL -

Demotion 

he demotion of classified persom1el shall be macle by the Superintendent, who at the first 
meeting following the actions, shall notify the Board of same. Such notification shall be recorded 
in Board minutes. No personnel action shall be etTective Qrior to receipt of written notice of the 
action by the affected employee from the Superintendent. 

REFERENCES: 

KRS 161.164 
OAG 92-1 
OAG 92-135 
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PERSONNEL 03.232 

- CLASSIFIED PERSONNEL-

Supervision 

IMMEDIATE SUPERVISOR 

The s£uperintendent · shaH have tlle authority to assigR adtninistrative staff to tetnporary · or 
interim positions to carry out the day to day operation of the school systen1. Persons acting in 
such positions sha-ll be i.n±onned of who their imtnediate supervisor shall be and what 
responsibilities are included in the job description. 

The Superintendent sl1all be responsible for clearly specifying- requirements and expectations for 
all other administrators and holding each of them accountable for satisfactorily con1pleting their 
assigned duties. In doing so, +!he s,S.uperintendent shalln1av delegate the responsibility of 
supervision for in1p.rovement of instruction to those persons who have been identified for the task 
within the organizational stnlCture. All staff shall be informed of the name of their immediate 
supervisor. The goal of supervision shall be to maximize employee capabilities in the pursuit of 
educational excellence. 

Supervision shall be provided for all classified employees. AIL employees shall be infmmed of 
the name of their inm1ediate supervisor. 

JoB DESCRIPTION 

Each employee shall be flWYideel a job description v;hleh shall delineate all essential functions 
and the general duties and responsibilities of the position. Job descriptions shall not be 
considered all ioolusive descriptions of the job but shall indicate the general parameters of the 
duties and responsibilities of the ·position. The immediate supervisor 1nay, a-s needed, assign 
other reasoaable duties to the ef11Ployee. 

REFERENCE: 

KRS 160.290 

RELATED POLlCY: 

03 .233 
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PERSONNEL 03.2321 

- CLASSIFIED PERSONN-EL -

Use of School Property 

11 personnel shall be responsib! hr schooi equipment21!llpl i ~s, books, ftnniture, and app ratus 
:under their care and use. The employee shall report anv damaged. h st stolen, or randalized 
property to his/he1 in1n1ediate supervisor. who shall then reoo11 it o the uperintendent/de:s iunc _ 
once it is confirmed that the item cannot be recovered. 

OUTSIDE WORK 

An employee shall not use any District facility, vehicle, electronic conmumication system 
equipment, or materials in perfom1ing outside wet=kemplovment. These items (including security 
codes and electronic records, such as E-mail) are property of the District and s.baJl not be used 
solely for JOb relateupu~oses fur uutsidc employment 

RESOURCES DEVELOPED AT DISTRICT EXPENSE 

Royalties and profits derived from the sale or use of articles, writings, publications, audio-visual 
aids, and other n1aterials developed at 4District expense for school use oi· as a result of officially 
assigned duties shall accrue to the £!District's general fund. 

Residuals shall not be paid to any person who, while employed by the dDistrict, produced or 
patticipated in the development of such materials at €!District expense. 

[ELECTRONIC COJ\lM UNICA TIONS 

n1ployees shall not use a code~ access a file or retrieve any stored cotrununication unless they 
have been given authorization to do so. Employees cannot expect confidentiality or privacy as to 
information entered or stored in theiT E-mail accounts. Authorized District personnel may 
n1onitor the use of electronic equjpment from time to ti1ne. 

The JCPS Networks are provided to assist employees in carrving ont the educational business of 
the District, conducting research. and con1municating with others in regard to school work. 
Along \vitl1 this a\;cess comes the availability ofmaterials that may not be considered appropriate 
for use in the workplace. Because it is impossible to control all materials available through the 
Internet. each en1plovee is ultin1ately responsible for observing the JCPS standards outlined 
below. as well as other applicable school and District rules for behavior and communications. 

Access is a privilege. not a right. 

A-ccess to-t hi So-shared-resource is :given~to-etnployees- \vh5-agree-to-uti lize-the-1GPS-N envarks to
support the educational business of JCPS and to act in a considerate and responsible n1anner. 

Employees will: 

• Use the JCPS Networks for the educational business of JCPS such as conducting research 
and commtmicating with others in regard to school business; and 

• lTse appropriate language. avoiding swearing. vul&arities. or abusive language. 

Page 1 of3 
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PERSONNEL 03 .2321 

-CLASSIFIED PERSONNEL-

Use of School Property 

Employees will NOT: 

• Transmit or receive materials in violation of federal or state la\VS or regulations pertaining to 
copyrighted or threaternng materials: or transmit or receive obscene or sexually explicit 
materia ls: 

• Use the JCPS Networks for personal or commercial activities, product promotion. political 
lobbving. or illegal activities ~ 

Break into/attempt to break into another computer network: 

• Damage/attempt to damage. move. or remove software. hardware or files : 

• Use unauthorizedn1ulti-user ;ames~ 

Send or forward chain letters ~ 

Download or use unauthorized software products; 

• Create or share cmnputer viruses: 

Share access to their JCPS Network account. fail to reasonablv protect their JCPS Networl
account. sharer passwords provided to access District infonnation. or use another person's 
account or, 

Use the JCPS Networks to dis1upt the efficient operation and} or educational progran1s of the 
District. 

mplovees are encow·aued to use electronic tnail and other District technologv re ourc , o 
promote student learning and for communication with parents and education-related entities. It 
those resources are used. the ' shall e used for purposes directly related tc work-rdateJ 
activities. 

[echnology-based materials. activities and ~..:01nn1unication tools ,hall be appropriat tQ_t:__aud 
within the rang~.; t f knowledge. understanding. age and rnatnrit.rJz1f students with whon1 lhev L rc 
used. 

::m Jovees who refuse to sign required acceptable use docunwnts or who violate Dit)trict ruJes 
governing the use of District technologv shall be subject to loss or restriction of the privileg o 
using equiprnent software. infom1ation access . ystems. or 1ther computing and 
' tde~..:ommunications technologies. 

Emplo •~.;es shall be subject lo disciplinun aclion. up to and iucluding tetnlim tion for viola ing 
this policv and acceptable use ules and regulations established by the school or Disui t. 

O IU\'ING RECORD UsE OF BOARD~OWNEO VEHICLES 

The Superintendent/designee shall issue operational and managen1ent procedtu-es for all Board
owned vehicles used bv District employees. 

Employees who have occasion to drive a Board-ovmed vehicle and/or to transport students shall 
annually provide the Superintendent with a copy of their driving records fron1 the Kenhtcky 
Deparhnent of Transpotiation. Any traffic citation received dw·ing the year shall be reported to 
the Su_perintendent · rior to driving a Board-owned vehicle or transporting students. 
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PERSONNEL 03.2321 

-CLASSIFIED PERSONNEL-

Use of School Property 

iJs&eF BO.AtRO 0V/NED VEHICLES 

The s£uperintendent'designee shall issue operational and management procedures for aU bB_oar4-
o\\ttled vehicles used by etnployees of the Jefferson County-Puhl4c Schools District. 

USE OF ASSIGNED TELECOMMUNICATION DEVICES 

he Board authorizes the purchase and employee use of telecommunication devices, as deemed 
appropriate by the Superintendent. These devices shall include, but are not litnited to, pagers and 
digital or ceH phones. A unifom1 and controlled system shall be established for monitoring use 
and appropriate rein1bursement to the District, based on ite1nized billing statements for each 
device. 

Telecon1n1unication devices n1ay be assigned or made available on a temporruy or on-going basis 
when it is detem1ined that: ' 

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

2. The employee's job responsibilities require the ability to c01nmunicate fre uently and 
access to a District or public tele hone is not readily available. 

3. The employee's job involves situations where imtnediate communication is necessary 
to ensure the security of District property or safety of students, staff or others while on 

istrict .Property or engaged in District-sponsored activities . 

.Q.ts.t-fl~t 0\lo'lled tefeCOllffi1~R deyices shall ae US :l-tff-.-al:i-t-HH-JOF~iz:t:te~dt--1~~~~*1-FI~ 

purposes. Personal use of such L~ent is prohibit~"€L~t--fe-r .:tnergency 
~.~-~~-' 

~I:!!P.lo)·ees shull reimburse eJ"q~enses incun·eti !l.~~... . · ~ 

REFERENCES: 

KRS 160.290 
KRS 189.292 
KRS 189.294 
K.RS 281A.205 
702 KAR 005 :080 

RELATED POLICIES: 

03.21; 03.2721,06.221 
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PERSONNEL 03.2322 

- CLASSIFIED PERSONNEL-

No employee of the Jefferson County Public School-District shall receive, directly or indirectly, 
any gift, reward, or prmnise of re·ward in exchange for influence in recommending or procuring 
the use of any goods, services, property, or merchandise of any kind for which school funds are 
expended. 

Appeals by community organizations for support shall be authorized by the 
s£uperintendentf€iesigaee tJrior to collection of funds. All donations/contributions 'NiU be 
•roluntary. 

REFERENCE: 

KRS 160.580 
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PERSONNEL 03.2323 

- CLASSIFIED PERSONNEL -

Solicitations 

Appeals by community organizations for support shaH be authorized by the 
s.s_uperintendent/designee prior to collection of funds. All donations/contributions willsha]l be 
voluntary. 
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PERSONNEL 03.2324 

- CLASSIFIED PERSONNEL -

Political Activities 

Employees of the Jefferson Coaaty Paelie Sehool District shall not promote, organize or engage 
in political activities oe Jefferson County Public S.§.chool property during school/office hours. At 
no tin1e shall school equipment be used for political urposes by employees. Promotin0 , 

organizing or engaging in political activities shall include, but not be limited to, the following: 

1. !Encouraging students to adopt or su_pport a articular olitical osition, party, or 
candidate; 0 11 

2. Using school property or materials to advance the support of a pru1ic.ular olitical 
position, party, or candidate. 

Any employee engaging in political activity dm·ing school/office hours shall be subject to 
disciplinary action .. including termination. \V-hieb eould resalt in diseharge. 

''Political positions" shall not be detined to include commtmications approved by the 
Superintendent to be distributed to parents or the conm1unity concerning District needs or 
proposed actions by the Board. Exrunples of such communications 1nay include, but not be 
limited to, those addressing designation of attendance zones/areas the District's legislative 

riorities and District facility and financial needs. 

Employees shall not be prohibited from renting school property for use at approprjate times for 
political purposes. Upon the recommendation: of the Superintend est the bl!oard ef education may 
gra:Rt any employee, upon '•Witten request, Ufl unpaid leav.e of absence for tee purpose of engaging 
ia political aeti\rities. 

SCHOOL BOARD ELECTIONS 

The Superintendent shall inform all District employees of the provisions of KRS 161.164. 

REFERENCES: 

KRS 161.164; KRS 161.990 
OAG 72-700; OAG 63-572 
OAG 92-145 

RELATED POLICY: 

03.212 
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PERSONNEL 03.2325 

- CLASSIFIED PERSONNEL -

Disrupting the Educational Process 

Any employee who, while under the authority of the Superintendent, participates in or 
encourages activities that disrupt the educational process whether on school propetiy or at 
~chool-sponsored events and activities, 1nay be subject to disciplinary action) including 
temunation of contract. 

For purposes of this section, behavior which disru ts the educational process shall include, but 
not be limited to: 

l. Conduct that threatens the health, safety, or welfare of others; 

2. Conduct that may damage ublic or rivate ro )erty, including property of students or 
staff; 

3. Illegal activity; 

4. Conduct that interferes with a student's access to educational opportunities or 
prognuns, including ability to attend, partici ate in, and benefit from instructional and 
extracuiTicular activities; or 

5. Conduct that disrupts delivery of instructional services or inteTferes with the orderly 
administration of the school and school-related activities or District operations. 

0TI-IER CLAIMSCOMPLAJNT 

When a complaint is received that does not appear to be covered by this policy, ad1ninistrators 
shall review other policies that may govern the allegations, including but not limited to, 09.422 
and/or 03.262, which addresses harassment/discrimination allegations. 

REFERENCES: 

KRS 160.290 
KRS 161.790 

RELATED POLICIES: 

03:212,03.262, 03.27, 09.422, 10.21 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

Drug-Free/Alcohol-Free Schools 

DRUGS, ALCOHOL AND OTHER PROHIBITED SUBSTANCES 

03.23251 

The Jefferson County Public School District is conmlitted to 1naintaining a drug-free workplace. 
The unlavrful mm:mfaeture, distribution dispensing, possession, or use of alcohol, intoxicants, 
inhalants, narcotics non narcotics that do not have a legitim.ate medical use, or any other 
controlled substance. as de·fined in schedule I through V of Section 202 of the Controlled 
S1:1bstances Act (21 U.8.C. 812) or Kentucky Revised Statutes Chapter 218A, is prohibited in the 
v;orkplace. Failure to comply \Vith this prohibition is grounds for discif!linary action up to and 
including termination. 

District e1nployees shall not manufacture, distribute~ dispense, be under the influence of 
plu·chase, possess, use or attempt to purchase or obtain, sell or transfer any of the follo'.-ving in 
the workplace or in the )erfom1ance of duti s: 

l. Alcoholic beverages; 

2 . Controlled substances prohibited drugs and ubstances, and drug paraphernalia· and 

3. Substances that look like a controlled substance. In instances involving look-alike 
substances there must be evidence of the employee's intent to pass off the iten1 as a 
controlled substance. 

In addition, enlployt:es shall not possess prescription drugs for the purpose of sale or distribution . 

DEFINITIONS 

Controlled substance shall mean any substance or immediate precursor listed in Chapter 218A of 
the Kentucky Revised Statutes or any other substance added by the Kentucky Cabinet for Health 
and Hun1an Services under regulations pursuant to K.RS 218A.020. 

Prohibited drugs include, but are not limited to any substance that an individual may not sell, 
possess use, distribute or purchase under Federal or Kentucky law. 

Prohibited :)Ubstances include: 

1. All prescription drugs obtained ' ithout authorization and 

2. All prohibited substances however taken or used, including but not limited to, inhaling 
ingesting, and/or injecting. These include, but are not litnited to, prescribed and over
the-counter drugs, prohibited volatile substances as defined in KRS 217 .900 or 
synthetic compounds/substances that are used or intended for use for an abusive andlor 
intoxicating mrpose. 

AllTHORJZE:D DRUGS 

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

WORKPLACE DEFINED 

For purposes of this policy, "workplace" shall include any site where aDistrict work is 
perfon11ed including any place v•here ·.-.'ork on a District program, project or activity is 
performed, including, but not limited to, school buildings, school premises, property owned;> 
leased or used by the dDistrict for educational or business purposes, school-owned vehicles, or 
other school-approved vehicles used for school business or to transport staff members or students 
to and fron1 school or school activities. "Vvorkplace" also includes any school-sponsored or 
school-approved activity, event or function such as a field trip or athletic event v•hich are that is 
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PERSONNEL 03.23251 

- CLASSIFIED PERSONNEL -

(CONTINUED) 

Drug-Free/Alcohol-Free Schools 

held off school property and in which where students or staff members are under the jmiscliction 
of the eDistrict 

StJSPENSION/TERMINATJON/NON-RENEWAL 

A11y en1ployee who violates the terms of tills policy may be suspended, non-renewed or 
terminated. In addition, violations may result in notification of appropriate legal officials. 

Employees shall be subject to discipliHacy action.,. up to and incl:udirig tennination.1. if convicted of 
offenses related to sexual misconduct or drugs, as defined in Board Policy GCDB, 03.21, or foi 
alcohol~ violent crime or felony offenses eommitted on or off school dQistrict property. Each 
employee shall notify his or her supervisor of any criminal con;·ictioB fer these ofrell5es no later 
than five ffidays after the conviction. Failme to provide Botiee of a erimieal conviction for these 
offenses may result in disciplinm)' action-1 up to and including termination. 

ALTEI~ATIVE 

As an alternative, the Superintendent may choose that an en1ployee who violates the tern1s of the 
District's drug-free/alcohol-free vvorkplace policies shall satisfactorily participate in a 
Board-approved drug/alcohol abuse assistance or rehabilitation program. If the etnployee fails to 
satisfactorily par1icipate il1 such a program, the employee tnay be suspended, non-renewed or 
tem1inated. 

REPORTING 

Etnployees of the District shall promptly make a report to the local police depamnent, sheriff, or 
Kentucky State Police, by telephone or otherwise, if they kno\v or have reasonable cause to 
believe that conduct has occurred which constitutes the use, possession, or sale of controlled 
substances 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. 

POST DISCIPLI~E DRUG T-E£HNG 

Following determination by an adn1inistrat i-ve--er judicial proceeding that s/ht: engaged in 
misconduct involving the illegal us~ of controlled substances, a teacher '1\·ho has been 
reprimanded or discipHned---ft:lr misconffilet involving ill~gal use of-€e Hm~k~€e-s-shaU 

subffii.t-te.~r periodic drug tt?sting in accordance wi-t~f1licable K~ 

Administrative ReguJ.a.t.i~net-~~twelve--(~) months from the date of ~meh 
repri1nand or disciplinary act ion. 

AWARENESS AND PREVENTION PROGRAM 

The Superintendent shall establish a comprehensive and on-going drug-free/alcohol-free 
awareness and prevention progratn for all to infonn employees about the dangers of dntg ab\ise 
in the ·uorkplace; the district's policy of maintaining a drug free 1Norkplace; any available drug 
counseliag rehabilitatioa aad employee assistance programs; and the penalties that may be 
im~osed upon employees fer drug abuse violations occurring jn the \Vorkplace\vhich shall 
include notice of the following :~ 

L The dangers of drug/alcohol/substance abuse in the schools· 
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PERSONNEL 03.23251 

- CLASSIFIED PERSONNEL -

(CONTlNUED) 

Drug-Free/Alcohol-Free Schools 

AWARENESS NO PREVENTION PROGRAM (CONTINUED) 

2. The District's olicies and related rocedures on drug-free/alcohol-free schools; 

3. The require1nent for mandatory con1pliance with the District's established standards of 
conduct, including those that prohibit use of alcohol, drugs and other controlled and 
prohibited substances; 

4. Information about available drug/alcohol counseling Qrograms and available 
rehabilitation/em loyee assistance programs; and 

5. Penalties that may be imposed upon employees for violations of this policy. 

REFERENCES: 

KRS 160.290; KRS 217.900; 34 CFRPart 85 
P. L. 101-226 (Improving America's Schools Act of 1994 (Title IV): Safe and Drug-Free 

Schools and Communities) 

RELATED POLICIES! 

03.2325 
08.1345 
09.2241 
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PERSONNEL 03.233 

- CLASSIFIED PERSONNEL -

Duties 

Each employee of the Jetrersan County Public School District shall cany out the duties and 
responsibilities under such -standards as will assure ethical performance of duty. As public 
en1ployees working for the Jefferson Coooty P~;~blie 8ehool District, all e1nployees are expected, 
to the best of their ability, to perform their duties honestly and faithfully. Employees shall not 
place themselves in positions that vvill cause them to act in any manner other than in the best 
interest of the public and the school dDistrict. 

All employees are expected to use sound judgn1ent in the performance of their duties and !Q_take 
reasonable measures to _protect the health saf~ty, and well-being of others, as wei t as District 
pro erty . 

.JOB DESCRIPTION 

The b~oard of edueation shall establish such positions as necessary for the efficient and orderly 
operation of the school systen1.The board of education and shall prescribe the duties for all 
employees by establish:ingapproving job descriptions- and organizational chruis~ The Board 
shall approve classifications of employees for cmnpensation purposes. 

Prior to the authorization of any personnel position in the District budget~ the Superintendent, 
~ollaborating with other District authmities with perso1mel assi6IJUnent responsibilities shal~ 

develop, for Board approval. a job description which establishes all essential functions of the 
position. There shall be £!_Written job descriptions for al±each employee5 ofthe Jefferson County 
Public 8ehool District. Job descriptions shall include~ 

• A descriptive title; 

• Qualifications and competencies; 

• A detailed explanation of petfonnance responsibilities: 

• Assignment to a Board adopted salary schedule and the nutnber of days to be worked 
each year; 

Physical demands; 

Fair Labor Standards Act {FLSA) status- ex emptor non-exe1npt; 

The immediate Jinks to the chain of command. a statement identifying the supervisor and 
a statement identifying all the positions supervised by the employee holding the position 
or that the employee bas no supervisees; 

• A description of the alirmment to staff appraisal instruments that reflect the competencies 
and responsibilities of the written job descriptions. The job description and related 
appraisal instruments sbou1d include the responsibility for the implementation of Board 
policies and District strategic priorities as well as the relationship of the position to 
professional development. and teaching and learning in the District. All job descriptions 
and related appraisal instruments should detail precise duties fperfom1ance and products) 
and expectations against which the employee will be evaluated and the time frrune(s) 
when formal evaluations will be conducted; 

• The ratio of teachers to students shall be flexible depending upon grade levels, course 
offerinQs. accrediting standards, other applicable state laws and regulations and 
provisions of negotiated agreements: and 

• The date approved or most recently revised. 
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PERSONNEL 03.233 

-CLASSIFIED PERSONNEL- (CONTINUED) 

Duties 

The Superintendent shall conduct a periodic review of job descriptions to be sure they are 
accurate, complete. and consistent with the table of organization and include accountability for 
both the design and delivery of aligned \vritten. taught, and tested curricula. The Superintendent 
shall recomn1end revisions to the Board for approval. 

qualificatieas~ perfermanee restJensieilities, salary schedule~ and physical demands._It also ~ifiall 
encompass st:tpeFvision responsibilities. completion ot records and report~: . anti ach\e,·ement o f · 
~rofessional goals identified to enhance sh:llient achievement and help the school and/or District 
nieet goals established by statute and/or Board policy. C~rtified personnel shall also be hdd 
responsible for eeoperation ·,rith ~-;tudents. prefessional assec iates. parents. stan: and community 
groups. 

Any person who is designated to be an acting administrator in the absence of the achninistrative 
head shall be identified in the job description or by written memorandum. In case of extended 
absences of the unit administrator, the s~uperintendent shall notify the aBoard of the action 
taken. 

School employees, ·within the limitations of training and cmnpetency, may be assigned by the 
immediate supervisorlp:frincipal to such non-classroom duties as deen1ed necessary by the 
District or its administrative staff for the proper functioning of the schools.:. by the Jefferson 
County Public Sehool District or its administrative staff. These duties shall include~ but not be 
limited to, the fuUowing:-

1. e\:ls duty 

2. playground duty 

3. ea.feteria duty 

4. ehaJ3eroaing field trips 

§.. ~ll moftitaring 

INVESTIGATIONS 

All employees shall cooperate fully with all investigations conducted by the District as 
authorized by policy or law. Failure to comply rnay be considered insubordination. 

ACCOMl\iiODA TION 

Reasonable at:cmrunodation shall be provided each qualifying employee vvith a disability to 
cmnply with the requiretnents of law and regulation. 

1 -------~--~~~-~__.) 

REFERENGES: 

1 Americans With Disabilities Act (ADA); Rehabilitation Act of 1973 
KRS 158.645, KRS 158.6451, OAG 91-10 
P. L. 93-12 Sec. 504; P. L. 101-336 

RELATED POLICY: 

03.113 
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PERSONNEL 03.2331 

- CLASSIFIED PERSONNEL -

Outside Employment or Activitie~ 

OtJTSJDE EMPLOYMENT 

Employees shall not perfom1 any duties related to an outside job during their regular working 
hours. In addition, ~mployees shall refrain from outside emplovtnent or activities that interfere 
with the proper discharge of their duties and obligation to the school dDistrict. Jefferson Cot:mty 
Public Sehool District etnployees shall be e:Kf>ected to gi\'e priority to all school/v•ork related 
duties before engaging in aay non scaool emplo)meRt. S1:1cb duties shall includinge daily job 
responsibilitiesy and/or attendance at any etherjob-related meetings or events. 

PROFESSIONAL RESEARCH AND PUBLISHING 

An employee must receive authorization from the sSuperintendent/designee to have access to or 
to utilize any school related information, school svstern records, or data from the school system 
in professional research or publishing. Such research and publishing shall maintain the 
confidentiality of student education records and staff information of a personal nature. 

CONSULTING ACTIVITIES 

Employees of the JeffersoR ColHlty Pub He School District may not serve as consultants to outside 
public or private agencies, public aiid/or private on school dDistrict time. Paid consultant 'vork 
shall be done on the employee's own ti1ne or on vacation or personal leave days. 

TUTORING FOR PA \' 

Unless it is approved in advance by tl e Board as part of a Board-approved program, no employee 
shall: 

• Receive compensation for tutoring a student currently enrolled in a class to which that 
employee is assigned: or 

• Tutor a student for pav on school property and/or utilize school materials in tutoring a 
student for pay. 

USE OF' DISTRICT PROGRAMS AND/ORl\IATERIALS 

Programs and/or materials developed by the Jefferson County Publie Sehools District. for use in 
the District or on Jefferson County Publie 8ehoels Distriet '.Yorlc time as part of an employee s 
job duties shall not be used in outside employment or in a consulting capacity unless approved by 
the s£uperintendent. 

'Violation of this policy may result in disciplinary aetioH, up to and including tennination. 

[EXCEPTION 

While perfom1ing service or tmdergoing training, etnployees who are members of the National 
Guard. any reserve component of the U .S. armed forces, or reserve corps of the U.S. Public 
~Health Service shall be entitled to leave of absence frmn their res ective duties .1 

Violation of this policy tnay result in disciplinarv action, including termination. 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

03.2331 

(CONTINUED) 

Outside Employment m: Activities 

REFERENCES: 

1KRS 61.394, KRS 61.396 
KRS 160.290 
KRS 160.291 (4) 

RELATED POLICIES: 

01.6 
03.222 
03.2238 
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Order#: 



PERSONNEL 03.2332 

- CLASSIFIED PERSONNEL -

Hours of Duty 

Good attendaaee is necessary aaa e~c.pee.ted in order to maintain an efficient school system; 
therefore, tihe Jefferson Col:Hlty Public School District ettcot:lfages requires its employees to 
attend work daily as required by the employee' s working calendar unless the employee is on an 
approved leave. developha?le satisfactory attendance perfom1aaee in pl:H'sHit of that ~oal of 
regalar attendance. All employees shall be apprised· of this gea4:equirement and a plan for 
improving staff attendance shall be developed. as needed. 

Jefiersoa Coooty Pl.iblic School District eEmployees shall adhere Wid eonfonn to time schedules 
for duty hours applicable to their job classification, and to appropriate procedures for accounting 
for tin1e and attendance as set by the s.S.uperintendent. Attendance data shall be considered in the 
promotion of employees. 
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PERSONNEL 03.24 

- CLASSIFIED PERSONNE L -

Health and Safetv 

SAFETY 

The Jefterson Coun~y Public School Distfie.t-Board shall provide evety employee with sate and 
healthful working conditions and tools \Vhicb adhere to standards and regulations set by the 
Occupational Safety and Health Act, Kentucky Occupational Safety and Health Act, and 
Environmental Protection Agency requirements. Where safety and health requirements of a 
particular job mandate specific action on the part of the ernployee (e.g.~ annual health 
examinations), procedures to ensure that such action takes place shall be developed under the 
direction of the s£uperintendent. 

Each school administrator shall document all accidents and any loss of time for students and 
en1ployees on proper accident report forms. The appropriate director shall revie\v the reports in 
order to monitor the system-wide accident prevention progran1; 

The District shall develop, tnaintain and in1plement health and safety plans in con1pliance with 
state and federal law. " 

HAZARD COMMUNICATION 

The Superintendent/designee shall develop a District Hazard Cmrununication Plru1. The plan 
shall include: 

1. The assignment of a District etnployee to be responsible for the implen1entation and 
coordination of the Hazard Communications Plan; 

2. An inventory of all chemicals used at each school and worksite; 

3. The identification of each chetnical in the inventory that is covered by the OSHA 
Hazard Con1n1unication Standard; 

4. Maintenance of a Material Safety Data Sheet (IV1SDS) for each substance on the 
chen1ical inventory list for as long as the District uses the substance, plus thirty (30) 
years~ 

5. Labeling of all containers of each chemical identi tied as required by the Hazard 
C01nmunication Standard; 

6. The development of an employee Hazard Comn1unication lnforn1ation and Training 
Prograrn; and 

7. The development, implementation and maintenance of a wTitten Hazard 
Conununication Program. 

BLOODBORNEPATHOGENCONTROL 

The Superintendent/designee shall develop an Exposure Control Plan to eliminate or minin1ize 
District occupational exposure to bloodbon1e athogens. The )lan shall address: 

1. Identification of en1ployees at-risk of occupational exposure and their assigned tasks 
and procedures which could lead to such exposure· 

2. Communication of hazards to en1ployees~ 

3. Vaccinations of at-risk employees for He 1atitis Bat no cost to these etnployees; 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

Health and Safetv 

BLOODBORNE PATHOGEN CONTROL CONTINUED) 

03.24 

(CONTINUED) 

4. Deten11ination of universal precautions to be observed, including adequate engineering 
controls and housekeeping procedures; 

5. Appropriate training of employees; 

6. Provision of personal protective equipment including an opportunity provided annually 
for employees who use medical sharps in performance of their duties to identify, 
evaluate and select engineering and work practice controls to be implemented by the 
District, as appropriate; 

7. I\1aintenance of a sharps injury log· 

8. Medical follow-up and counseling for employees after a work-site exposure; 

9. Maintenance of confidential records of each exposure incident; and 

10. A schedule for implementing all provisions required by the OSHA standard. 

The Superintendent or designee shall review and update the Exposure Control Plan at least once 
each year and when needed to reflect new or modified tasks and procedures that affect 
occupational exposure or new or revised employee positions with occupational expostrre. The 
review and u date shall also address: 

1. Changes in technology that elitninate or reduce exposure to bloodborne pathogens~ and 

2. Annual documentation that appropriate, commercially available and effective safer 
n1edical devices that are designe,d to eliminate or minimize occupational exposure have 
been obtained and are now in use. 

LOCKOUT IT AGOUT 

The Superintendent/designee shall develop a lockout/ta.gout program to eliminate or minimize 
the unexpected startup or release of stored energy in mechanical or electrically powered 
equipment. The plan shall address: 

1. Assignment of a District employee to be responsible for implen1entation and 
coordination of the lockout/tagout program; 

2. A wTitten program consisting of energy control procedures; 

3. Developtnent documentation and utilization of energy control procedures for the 
control of potentially hazardous energy when employees are engaged in servicing and 
maintaining equipn1ent; 

4. Periodic review of the lockout/tagout program to assure authorized employees are 
properly controlling unexpected startup or release of stored energy; and 

5. Annual training of employees authorized to use lockout/tagout to emphasize program 
procedures and retraining whenever a periodic review reveals deficiencies in employee 
performance. 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

Health and. Safety 

PERSONAL PROTECTIVE EQUIPMENT (PPE) 

03.24 

(CONTINUED) 

Each year, the Superintendent/designee shall conduct a hazard assessment to detem1ine when 
and where the use of personal protective equipment (PPE) is necessary. The hazard assessment 
shall address: 

1. Assignment of a District employee responsible for assessing the workplace for hazards; 

2. Selection of appropriate PPE to safeguard e1nployees from hazards that cannot be 
eliminated; 

3. A training program to be conducted to educate employees about the need for PPE and 
when it must be won1; 

4. Training of employees on the use and care of PPE how to recognize deterioration and 
failure and the need for replacement; and 

5. Requiring employees to wear designated PPE, as deetned necessary by the hazard 
assessment. 

ASBESTOS MANAGEMENT 

The District shall conduct school inspection and re-inspection activities as required by state and 
federal law1 to identify the status of asbestos. The District shall maintain an updated asbestos 
management plan that shall include, but not be litnited to, applicable current and/or future 
jnspection activities, response actions and surveillance activities and a description of steps taken 
to infonn staff and parents about any such activities. Each school shall maintain in its 
administrative office an updated copy of the management plan for that school. Annual written 
notice of the availability of the plan shall be provided to parent, teacher, and employee 
organizations. In the absence of any such organizations, the District shall provide written notice 
of plan availability to parents, teachers, or employees~ as applicable. 

REFERENCES: 

1401 KAR 058:010,40 C.F.R. Pa1t 763 
Kentucky Department for Public Health 
Centers for Disease Control and Prevention 
Kentucky Labor Cabinet, 803 KAR 002:308, 803 KAR 002:404. 80., KAR 002:500 
OSHA29 CFR 1910 

132 PPE Hazard Assessment 
14 7 Lockout/Tagout 
1200 Hazard Communication 
1030 Bloodborne Pathogens 
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PERSONNEL 03.25 

- CLASSIFIED PERSONNEL-

Personnel Records 

The JeffersoH County Public Scho·ol District shall maintain files on individual employees and 
shall permit employees to examine the eontents of the personnel files~ in the presenre-ef 

approiJriate District personnel. 

One (1) master personnel file. documenting employn1ent history and including information 
n1aintained in electronic lonnat, ' hall be mair1tained for each employee. This file shall be 
maintained in the Central Office and shall be under the custody of the Superintendent or the 
Superintendent's designee. This file may be inspected hy the employee. 1 The Superintendent 
shall de\elop procedure to ensure the .. ecurity oftbe files. 2 

The dDistrict shall grant reasonable requests from the en1ployee for copies of the contents of 

his/her personnel file, for which a reasonable charge 1nay be established. Recmrunendations and 

references obtained prior to enlployment afld references obtained for promotions shall remain 

ooafuleatial and may ·Rot be exatnined by the employee. The confidential section shall be 
ren1oved from the file prior to employee s e1can1inatioa of said contents. 

The en1ployee shall be notified when any material is added to the personnel file. J?>.J'o anoa.yn1ous 

1natcrial shall be placed in perso:llflel IDes. All material placed in the file shall be job-related. 

The employee shall have the right to furnish a written response to any material filed) and that 

document shall be reviewed by the appropriate adnrinistrator and entered into the employee's 

record. The employee shall have the right to request an runendment to records maintained by the 
district, subject to procedures established by the s§.uperintendent. 

The Principal /supen isor may n1aintain an administrative peFSeftJ=id-folder for each person under 
his/her su ervision. These folders 111?lY contain: 

1. lten1s used as reference and not ton arded to th master personnel file in the Central 
Office. 

2. The employee's evaluation and other school-related correspondence to or from the 
employe ~and 

3. Other informational items that may or may not e maintain ~d in the Central Office 
n1aster personnel file. 

PUBLIC INSPECTIO~ 

Those pot1ions of personnel record- containing material or a personal nature, the disclo ure of 
which would constitute an in,·asion of privacy~ or porti ns othen\ ise e. ·empt frotn Jisclosun; b\ 
law. are not open for public in pection ... 

MEDICAL lNFORl\IATION 

IVIedical information hall be maintained separately from an employee's pcrs01mel tile. 

District acquisition and disclosure of applicant and employee gen tic information shall comply 
with applicable legal requirements.4 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

REFERENCES! 

1KRS 61.884 
2KRS 61.876 
3KRS 61.878 

Personnel Records 

4Genetic Infmmation Nondiscrilnination Act of2008 
KRS 61.870, KRS 61.872, KRS 61.874; KRS 16Ll51, 704 KAR 003:345 
Oi\G 77-394, OAG 85-109, OAG 86-15, OAG 89-90 
0~~0 91-161 , OAG 91-176 
Kentucky Education Teclmology System (KETS) 
Records Retention/Public School District Schedule 
Americans with Disabilities Act of 1990 (P.L. 1 01-336), 42lT.S.C. 12112 

RELATED POLICIES: 

01.6 
03.211 
10.11 

03.25 

(CONTINUED) 

Adopted/Amended: 01/01/1900 
Order#= 
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PERSONNEL 03.26 

.. CLASSIFIED PERSONNEL -

Grievances 

The Jefferson Cotmty Public School District shall guarantee provide due process to en1ployees 
for complaints and grievances concerning employment. 

PROCEDURES 

A grievance process shall be provided through negotiated agreements with recognized employee 
organizations. All eEmployees ofthe Jefferson County P1:1blie Sehool District shall be informed 
of appro\'ed lines of comml:lmeation. All emplo;yees J!llilshall tH:ake e1r.ery reasonable effort to 
follo'•V these liaes of communication in eunying out their duties. 

The Superintendent shaH develop specific grievance procedures tor t!mplovees ex~mpt fron1 
representation. to include. but not be lin1ited to. the Oflportunity for grievances to be addreJsed 
and resolq~£1--at~ach ~eve I of the chain of cornmand ti·om the point of origin. time limitations fe · 
the tiling and the appeal Qf a grie;'ance. and procedures for the orderly ~±e...,• and aBP.~a± of each 
iAdi•, idlla:l grievance. 

Grievanees are individual in nature and must be brought by the ifltiividual grievant 

fhe Board shall take action onh' on those :grie·.•anees that tall · .. vi thin lhe aut!!Qrity:!1:f!h~J:hH1Ffu 

Exception 

Harassment/Discrimination allegations shfr!.l.nm be governed addressed by olicy 03.262. 

REFERENCE: 

OAG 78-204 

-------RELATED POLICY!-

03.262 
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PERSONNEL 03.27 

- CLASSIFIED PERSONNEL -

Dis~ipline, Suspension and Dismissal of Classified Employees 

DISCIPLINARY OPTIONS 

Classified em loyees may be subject to the following actions, to include, but not linuted to: 

1. VerbaJOral wan1ing or reprimand by Superintendent/designee 

2. Written wanling or private reprimand by Superintendent/designee 

3. Discplinary probation status imposed by Su_perintendentldesignee 

4. Reassignment (temporary or permanent) by Su erintendent 

5. Public re_Rrimand b Superintendent/designee 

6. Suspension without pay by Superintendent 

7. Nonrenewal by Su erintendent 

8. Dismissal (tem1ination of contract) by Su erintenderrt 

For cause a classified employee n1ay be suspended. The superinrendent may Sl:lspend a classified 
employee without pay sabjeet to the notification of the board of education. The -sliuperintendeut 
may terminate a classified employment contract pursuant to the provisions of KRS 161.011 . 

ACTIONS WHICH MAY REQUIRE HEARING PROCEDlJRES 

GtTtJ-tihe Superintendent may issue a publh.. reprimand . suspend without pay or tenninate a 
classitied employee. Subject to the etnployee's exercise of applicable hearing rights, these 
personnel actions shall be effective on the employee's receipt of 'A~Titten notice fron1 the 
Superintendent. Subject to the eon1pletion of any peAding adminjstrative heru=ing procedt:~re on 
~he action, tihe Superintendent shall notify the Board at the first meeting following a ~ 

· eassignm~nt, suspension without pay~ nonrenewal or termination and such notification 
shall be recorded in the Board minutes. An employee may also be issued a public or private 
reprimand. 

An employee shall be sl:lspended ~,~w·ith pay only .,,hen the Superintendent detem1ine~> there i · · 
jjtistiliable Heed lo preted tl1e health. safety. or welfare of students and ShifT or to prevent 
significant disruption of the .. .,·orkplaee-and/or educational process. The period of suspension with 
JJUY shall HOt exceed the time needed to conduct an inyestiE!ation and to determine ·.vhether the . ... 

Joyee is to return to active service or tace disciplinary action. Hov;e\·er. suspen!;ion with pay 
shall not exceed ten ( 1 0) working days. If circllmstances arise that require an in' estigat ion or. 
pther proceedings that ma;' extend beyond ten ( 1 0) days. the Superintendent R! tl;' len~ht?n-the 

~eriod of suspension. not to exceed an additional tifteen ( 15) ·;.·orking days. 
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PERSONNEL 

- CLASSlFIED PERSONNEL -

03.27 

(CONTINUED) 

Discipline, Suspension ,~tnd Dismissal of Classified Employees 

CA SES FOR ACTION 

Any classified etnployee may be subject to appropriate disciplinary action for one (1) or more of 
the following reasons: 

1. Dishonesty neglect of duty, inoompetence, inefficiency or insubordination. 

Q. Reporting to work under the influence of or use or possession of alcohol or controlled 
substances while on duty, or the illegal use or possession of controlled substances at 
any time. 

3. Unsatisfactory evaluation of any factor on the em loyee's performance evaluation 
report. 

4. Repeated unexcused absence~ tardiness absence without notification or abuse of sick 
leave. 

5 . Violation of or refusal to obey local policies or state regulations adopted by the 
Kentucky Board of Education or by the Board. 

6. Refusal to cmnply with safety directives. 

7. Falsifying infonnation supplied to the District including inforn1ation on application 
forms, absence re orts, or any other infom1ation. 

8. Violation of local policy, state, or federal statutes or regulations that af!ply to assigned 
duties. 

9. Being convicted of or entering an "Alford'' plea or plea of nolo contendere to a felony 
or any crime (including misdemear=tom) involving moral turpitude or illegal transactirms 
with minors or students c.:rimes reh:tl~t:! including. but not limited to, sexual rnisconduct, 
drugs, alcohol, violent crin1e~ crimes in,.·oh ing moral turpirude. illegal transaction ,,vitl 
a minor or anv telony offense. 

10. Ilnmorality, misconduct, or conduct unbecoming a school employee. 

11. Loss of licenstu·e or certification required for the position. 

12. Failure to maintain the confidentiality of information about students or staff obtained in 
the course of etnployment. unless disclosure serves a legitirnate job-related pm ose or 
is required by law. 

13. Engaging in any sexually related behavior \Vith a student with or vvithout consent 
including, but not linuted to, behavior such as sexual jokes; sexual ren1arks· sexual 
kidding or teasing; sexual innuendo; pressure for dates or sexual favors; inappropriate 

- hysical touching, kissing, or grabbing· rape threats of hysical harm; and sexua1 
assault. 

14. Physical or mental disability, consistent with a_EPlicable laws proteeting employees 
with disabilities. 1 
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PERSONNEL 03.27 

- CLASSIFIED PERSONNEL - (CONTINUED) 

Discipline, Suspension and Dismissal of Classified Employees 

DtJE PROCESS PROVISIONS 

Negotiated agreements with recognized employee organizations shall provide due process 
procedur s. The Superintendent shall develop/adopt due process procedures for employees 
exempt from respresentation. to pro'lidB adeq\:tti~e due process. eo-r.·ering maners that rn:ay result 
in public reprin1and, suspension ..... ilhout pa~· or termination of classitied employt!es. The 
procedures shall address bHt Me not limited to notice. opportunity to be h~ard. right_ to ~ounsel. 
conducting a hearing (ifreguested). and the rendition of a decision or action. 

Effivleyees skall be provided written notification of the eharges that may r.csu]l in a publiq 
reprimand. sHSpeHsion ·without pay or termination. The notitication shall include a statement ot 
the right to a hearing and a form, the signing and filing of 'Nhicfi '•'•itll the Superintendent shaH 
eenstitute a demaad for a hearing and a denial of tke charges. If an employee ,.,..ishes to request a 
hearing tke employee shall preseflt the apflropriate fenn to the Sttperinte:Rdent .,. .. ithin ten ( 1 0 ~ 

calendar days of the reeei~t of the v;ritten notification of the duu~es. If the employee does not 
tile the demand for a hearing within the ten ( 1 0) day period. final personnd action may be taken 
or cornplcled without a hearLng or rurther proceediRgs. 

The s£aperintendent ffiaj' immediately reffi.st:ate personnel upon reeeipt of information whieh the 
s£uperinteadeat believes justifies reinstatement. The s£uperintendent shall notify the b!!oard of 
eal:leatiOB at the BCKt meeting foJlowisg the reiastatement. 

0TIIER DISCIPLIN.-\RY ACTIONS 

\VIleH disciplinary actioHs other th-an pHblic reprimand) suspension without pay or tennination. 
are at issue. employees RlElj[ ~mbmit a writteA response. vrhicn shoJI b€' flluced 1n their tilt' along 
~'iith any documentatioH of the disciplinarY action. 

REFERENCES: 

1 Americans with Disabilities Act of 1990 as amended by the ADA An1endments Act of2008 
42 U.S.C. Section 12111 et seq.; KRS Chapter 344 

KRS 160.380; KRS 160.390; KRS 161 .011 
OAG 76-290; OAG 92-135 , OAG 96-~ ~ OAG 05-006 
Consolidated Omnibus Budget Reconciliation Act 

RELATED POLICIES: 

03.23251 
03.26 
03.271 
03.2711 
07.162 
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PERSONNEL 03 .271 

- CLASSIFIED PERSONNEL -

Reduction in Force 

The sS,uperintendent shall reduce the work force as necessary in accordance with the Kentucky 
Revised Stah1tes. 

PROCESS 

During the budgeting process the Board shall determine the number of classjf1etl positions to be 
funded by the District. 

If it becomes necessary ~ce the number of classifieti--eHlployces \\ithifl the budget year, the 
Superintendent may at-iH\rtime-Jnake a reduction in the number f classified en1ployees due to 
the following: 

1. Reduction in funding~ 

2. Reduction in enrollment of students, 

3. Changes in the District or school boundaries or 

4. Other con1 elling reasons as detennined by the Su erintendent. 

The Superintendent shall provide at least thitiy (30) calendar days written notification to 
en1ployees affected. 

Reduction in force of classified employees shall be defined as total separation from en1ployment 
in the District. A change in duties or non-renewal of a part-time position \Vhen an employee 
holds more than one (1) position shall not be considered a reduction in force. 

ORDER OF REDUCTION 

When a reduction of force is necessary. the Superintendent shall, within each job classification 
affected. reduce classified en1plovees on the basis of senioritv and qualifications with those 
emplovees who have less than four ( 4) years of continuous active service being reduced first. 

If it becomes necessary to reduce employees who have more than four (4) vears of continuous 
active service, the Superintendent shaH tnake reductions based upon seniority and qualifications 
\Vithjn each job classification affected. 

Vlheruj it becomes necessary to reciuce the work force, the Jefferson County Public School 
District shall make such reductions in the following order: 

1. Those on teffi.j)orary status having least seniority \vithin the job category atiectea. 

2. Those on probationary status having the least seniority \'t'ithin the job category affected . 

3. Those on permanent statl:lS having the least seniority vt'ithill the job category affected. 

DETER:\·HNATION OF SENIORITY 

For purposes of effecting reduction in force, seniority shall be computed from an en1ployee's first 
compensable day as a probationary, or permanent full-time employee whichever is applicable 
within the job categoryclassification affected. In the event thatlf more than one (l}_employee 
subject to reduction in staffforce arelli affected by em.ployees having has the san1e seniority date, 
tie breakers vvill be utilized. 
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PERSONNEL 

- CLASSIFIED PERSONNEL -

Reduction in Force 

03.271 

(CONTINUED) 

Vlhile the emplo~·ee is subject to redMetion in force the employee \\'ill haYe the option at his/her 
expense to remaia an active participant in all b}!eafd and state paid fringe benefit programs to 
the extent they are available -to the employee frem the earners. 

RE-EMPLOYMENT 

En1ployees with more than four ( 4) years of continuous active service in the District shall have 
the right of recall, if positions become available for which they are qualitied. Recall of those 
individuals shall be in1plemented according to Dis1rict seniority with restoration of primary 
benefits, including all accumulated sick leave and appropriate rank and step on the current salary 
schedule based on total number of years of service in the District. In addition should these 
en1ployees be subject to a reduction in force, they shall be granted continuation of benefits under 
COBRA. 

When employees with Jess than four (4) years of continuous active service in the District are 
selected for reduction they shall no longer be considered an employee and shall have no 
employee rights or benefits other than those granted under COBRA. These individuals may 
reapply for employment with the District if positions open in the future. However, a reduction in 
force does not guarantee future employment with the District or any preference or recall right in 
the employment process for employees with less than four ( 4) years of District experience. 

Before vacant positions are filled by ne'*'' ap[:Jlieants vlithi:B !Uob category employees ·~vrfio '•Yere 
terminated noa renewed shall ha-ye the restoration be considered for staffing such vacaneies 
within the job category in the follo'Ning at=der: 

-1. Those on permanent status having greater seniority within the job category affected. 

2. Those on probationary status having greater seniority within the job category affected. 

3. Those on tem_f)orary status ha'1ing greater seniority \lfithifl tfl:e job category affected. 

REFERENCE: 

KRS 161.011 

RELATED POLICIES: 

02.4331 
03.22 
03.224 
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PERSONNEL 03.2711 

- CLASSIFIED PERSONNEL -

Nonrenewal 

The Principal/immediate supervisor shall provide the Superintendent with notice of 
recommended nonrenewals by March 15. 

The s.S.uperintendent may non-renew a classified employment contract pursuant to the provisions 
of KRS 161.0 II [ with written notice being mailed or provided to the emP.loyee no later than May 
15. 

B ASIS FOR NONRENEWAL (LESS T HAN FOUR YEARS OF SERVICE) 

The Superintendent may nonrenew the contracts of classified employees with less than four (4) 
years of continuous active service in the District for any legal reason. 

BASIS FOR NONRENEWAL {FOUR OR MORE YEARS OF SERVICE) 

Classified employees with four ( 4) or more years of continuous active service in the District may 
be nonrenewed for the following reasons: 

I. Incompetency, 

2. Neglect of duty, 

3. Insubordination, 

4. Inefficiency, 

5. Misconduct, 

6. Immorality, 

7. Other grounds contained in Board policy, including, but not limited to, causes for 
action set forth in Board policy 03.27, 

8. Loss or reduction of funding, or 

9. A position becomes obsolete or redundant due to program reorganization, changes to 
program requirements, elimination or reduction of a program, including a council 
decision that fewer employees are needed at the school, or any other change in District 
personnel staffing _Rolicies or guidelines. 

The s.S.uperintendent shall develop procedures to afford employees due process as required by 
law. 

REFERENCE: 

KRS 161.011 

RELATED POLICIES: 

03.27 
03.271 
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PERSONNEL 03 .2721 

-CLASSIFIED PERSONNEL-

Conflict of Interests 

In complying ·Nith this f)Oliey, employees snaU strietly adflere to the J3f6'1isions ofKRS 454",.455, 
Conflicts of Interest Gratuities and Kiekbaoks Use of Confidential Information u and KRS 
156.480(2). EmtJloyees of School District with Dee:ision l\4aking Authority Prohibited from 
Su~plyiag Goods or Sen·iees for Whish Sebool Furuls are Enpended. 

PECl'NIARY INTEREST PROIIIBrFED 

No employee of the Jefferson CoHBty Pablic School District shall fit violate any of the standards 
of ethical conduct applicable to such emplo,'ee. as stated in the Procuren1ent Regulations issued 
by the Jeffersoft Col:Hlty Board of Education, or (2) ifthev haYe 

No employee of the District with decision-makin!! authoritv llVer the financial positi n of the 
school District. shall have a fmaaeial any pecuniary interest, directly or indirectly, in an amount 
exceeding $25.00 per year, in supplying to the or pllrefiasing from the sehoel ElDistrict any books, 
stationery or any ethefgoods, services. property, perishables, materials, supplies equipmeRt or 
services or me_rchandise for which school funds are or Yrere expended, except w-personal 
services that are in addition to those required by such employee s contract for employn1ent, or (b) 
goods or merchandise sold e~· eomf)etithr:e bid or at public auotioa. Nor shall any ~ 
~aemployee receive~ directly or indirectly-'- any gift, reward, or promise of reward for such 
emplovee· . int1uence in recommending or procurinf! the use h'f Lhe District of anv goods 
services, property, or merchandise of any kind for which school ftu1ds are expended. l-

No employee of the District with procurement authoritv shall participate in any proceeding or 
application, request for ruling or detemlination. claim or controversy, or other matter pe11aining 
to anv existing Board contract, or any solicitation or proposal for anv proposed Board contract. if 
(1) he or she or any member of his or her immediate family has or will have a financial interest in 
such contract: (2) a business or organization in which he or she or anv member of his or her 
immediate fatnily has a 11nancial interest in or will be a party to such contract; or (3) anv other 
person, business or organization with whom he or she or any member of his or her in1mediate 
family is negotiating or has an arrangement conc.eming prospective employment is or will be a 
party to such contract. 

No administrator or other employee of the Distrid shall solicit for personal financial 
reml±neratien froRl students, parents aOOQ_ other staffemplovees of th District during the school 
day or during school events an after-school event. if such emplovee has a pecuniarv interest. 
Jirectlv or indirectly, in tJ1e proceeds from such solicitation. 

Unless fLprior armngentents arev.rritten al!reemenl is made with the Board~ any device 
publicatioo-desiQ:n. writinQ. composition, artwork or any other item w be copyrighted ' vork that 
i.Ldeveloped bv an District ernplovee dming thesuch employee's paid time that mav be the 
subject of a patent, copvri2ht, trademark or t ade secret shall be District property. 

Emp1oyeesNo District employee shall ootobtain a profit monetaril:• throu~R-directh or indirectlv. 
from the use of confidential information gained in the course of or by reason of tflei.fsuch 
en1plovee 's position of employment with the District. 

EXCEPTION 
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PERSONNEL 03.2721 

- CLASSIFIED PERSONNEL -

Conflict of Interests 

This policy shalJ not prohibit the Board from approYing non eontracted personal serYiees for the 
benefit of the Distriet. 

----~--------------------~--------------~--------~ 

REFERENCES: 

U s 156.480 
KRS 45A.455 
OAG 77-228 
OAG 71-474 
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PERSONNEL 03.273 

- CLASSIFIED PERSONNEL-

Retirement 

DEFINITION 

Retirement shatl-mean_ retirement tfemas detennined bv the County Employees ' Retirement 
Syste1n or the Kcntuckv Teachers Retirement Svstem guidelines. 

NOTICE 

Persons retiring should give the Superintendent notice as far in advance as ROssible but not less 
than twefour (~)weeks prior to retirement. 

RESPONSlBILIT\' 

Retirement benefits shall be solei~ a matter of contract between th~ employee and the Count 
Emplovees· Retirement Svst ,m or the Kentucky T c:achers· Retirement Svstem and shall not b 
he responsibilitY of the Board e. ·Lept that the Board shall deduct and send to the Countv 
Etnployees~ Retirement Sv ~ tern or the Kentm.:k Teachers· Retirement Svstem in the manner 
12rescribed. those amounts required under law. 

fUN USED SrcK DAYS 

At the time of initial retirement fron1 the District and und~r provisions of K RS 161.15 5 (l 0), tThe 
Board shall cmnpensate classified employees. or their estate. onlv upon initial rctiren1~.:nt from the 
District for each unused sick days at the rate of thirty percent (30°/o) of the daily salary.:. rate for 
each tmused sick da;y. The maximum nmnber of days on ·which tllis calculation shall be based 
will be the current balance of unused sick days at the time of retirement or the balance as of 
thirty (30) years of employment, whichever is less. his calculation shall be based on the 
etnployee's last annual salary. For personnel who begin en1ployment vlith a local school~ 
d.Qistriet on or after July 1, 2008, unused sick leave days to be recognized in calculating 

I c 

reitnburse1nent under KRS 161.155 shall not exceed 300 days. 

The District shall provide compensation for unused sick leave days at the rate of thirty percent 
t30o/o) ot th~.: emplovee's daily rate \vhen the employee provides proof s/he qualifies as an 
annuitant who will receive a retirement or disability allowance from the County E1nployees ~ 

Retirement System or the Kentucky Teache~· Retirement System. UpuR death of an emtJlo;·ee in 
at:ti\ e ~;;ontributing status 'Nho was eligible to retire bv reason of s~rvit:e. the Distrid :;hall 
tom~t::nsute the estate of the employee: 

ESCROW ACCOUNT 

ffhe Board shall create an escrow account to maintain the funds necessary to reimburse employees 
vho qualify for the benefit. 

REFE~NCES: 

1 KRS 1 6 1. 155; KRS 61.545 
KRS 7 8.610; KRS78.616 
KRS 161.220; KRS 161.540 
KRS 161.545; KRS 161.555 
KRS 161 .560; KRS 161 .600; 29 U.S.C. 631 
OAG 81~72 ; OAG 83-191 ; OAG 97-28; OAG 81-1 
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PERSONNEL 03.28 

- CLASSIFIED PERSONNEL-

Evaluatioa 

All staff shall be informed of the name of their immediate Sllperr;isor. The goal of supePw'ision 
shall be to maximize employee capabilities in the plltsuit of educational excellence. 

The purposes of the e\raJuation system shall be to: improve. instruction~ provide a measure of 
perfurmance accountability to citizens, proyide encouragetnent and incentive for emplo~rees to 
improve performance, and support indh·idual persoooel decisions. 

All classified staff shaH be evaluated annually by the Principal or immediate supervisor. during 
the initial fol:lf (4) years of employment and at least once every three (3) years thereafter. The 
Superintendent shall establish procedures for such evaluations.:. shall be established and 
ilnplen1ented by 1he s£uperintendent in accordance \vith state statute/regulations p:nd shalt b 
perfom1ed by the Principal or the:-Hnmediate supervisor. 

The adtninistrator performing the evaluation shall share and discuss the evaluation "'eff-vvit 
the employee. valuations shall recognize the individual contributions of employees and shall 
address the need for accountability within the dDistrict. The employee shall have the right to 
comn1ent in writing on the evaluation-repert. ,All evaluations, along with any response materials 
an individual employee wishes to subtnit, shall be maintained in the employee's personnel 
ret:efdfi l e. 
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PERSONNEL 03.29 

- CLASSIFIED PERSONNEL-

Staff Meetings and Professional Development 

The Jefferson Cotmty l'tiblie School Distriet Board expects all employees to participate in 
meetings or activities which are designed to increase their skills and competencies or to 
contribute to their professional growth or to proYide information. Accordingly. +!he Jefferson 
Col:Hlty Puelie Scheel District shall provide professional development oppOiiUnities for tts 
e1nployees to develop their skills and to receive trailling necessary for the performance of duties 
as required. 

In service shall be ptoYided for the speeifie fH!rpose of iavohring local school stafts, indi.,.·iduaUy 
Of ia cooperation with other schools, ia planning and executing professional grov;th acth~

Development opportunities shall be provided for all staff members. 

STAFF ORIENTATION 

The Jefferson Coi:Hlty PI.Tblic Sehool District shall provide orientation for all new and/or selected 
personnel at the beginning of the school year. The orientation shall provide infonnation and. 
activities to enhance effective job performance. Orientation may be held at other titnes as 
necessary. 

REFERENCES: 

P. L. 107-110 (No Child Left Behind Act of2001) 
34 CFR 200.58-200.59 
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PERSONNEL 03.2911 

-CLASSIFIED PERSONNEL-

ProfessionaliVIeetings 

DEFINITION 

Professional meeting shall refer to any meeting that is not included in the schooUDistrict 
professional development plan and that relates to the condition improvement and/or operation of 
the schools or any meeting held by a professional ~:ducation organization, which s ecifically 
addresses job efficiency. safety or perionnance. 

AUTHORIZATION TO AtTEND 

Jefferson County PNblic School Dishi.ct employees n1ay apply for and be granted a leave of 
absence for the purpose of· attending authorized professional meetings, conferences and 
workshops outside the dDistrict which are adjudged to be in the interest of the aDistrict. 
J" .. dtninistrati·t/e procedures n1ay co..-er assignn1ent, pa)qnent of e1q3enses, \Vaiving of salffi) 
deductions and/or other pertinent hBoard requirementsadopted pertinent matte1·s. 

Employees shaH obtain prior authorization to attend prate. sional meetings as specified by 
council policy and District procedures. The requesting employee shall subn1it a vrritten 
npplicntieflprofes ~ ional leave regue t to attend the meeting, with or without pay and/or expense 
reimbursen1ent, to the Princi aJ/immediate su ervisor, vvho shall forward awroved requests to 
the Su_Rerintendent/designee. 

Approval of the Su erintendent/designee shall be contingent on: 

1. Whether the n1eeting meets the definition established by this olicy~ 

? . Skills required by the em loyee'sjob description or goals of his/her growth plan; and 

3. Availabilit) of funds and substitutes. 

Part-time classified, temporary, seasonal and substitute employees are not eligible for 
conference/workshop leave to attend professional meetings unless approved by the 

_ s§.uperintendent/ designee. 

EXPENSES 

Payment of allowable expenses of individuals attending such meetings and the cost of necessary 
substitutes n1ay be ·made upon approval of the appropriate authority. 

REFERENCES: 

KRS 156.190, KRS 156.095. KRS 160.345, KRS 160.410 
702 KAR 003 :246 

RELATED POLICIES: 

03.225 
03.29 
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PERSONNEL 03.292 

- CLASSIFIED PERSONNEL -

Professional Organizations 

The bBoard of education and the s§_uperintendent shall-encourage n1embership of personnel in 
organizations conducive to professional growth and development of the individual.:. ·and the 
system. Ho\vever, membership in professional organizations is an individual professional 
matter. and the choice should be made independently by the individual employee. Membership 
or participation in professional organizations shall not be considered a part of an employee's job 
duties unless approved in writing by the Superintendent. 

The aBoard of edueatioa and the s.S,uperintendent shall work with professional organizations in a 
cooperative manner in order to ensure the best interests of the students. 
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PERSONNEL 03.3 

Student Teache1·s 

The Superintende~1t/designee shall oversee the utilization of student teachers in the District in 
keeping with the agree1uent established with teacher edu?ation institutions. 

REFERENCES: 

KRS 161.010 
KRS 161.042 
016 KAR005:040 
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PERSONNEL 03.4 

Substitute Teachers 

The Jeffersoa County Pablic School District may use substitute teachers in accordance with state 

law and Kentucky Administrative Regulations. Substitute teachers shall have the same authority 

as the teacher while engaged for services in the place of the regularly assigned teacher. 

QtlALIFICATIONS 

All substitute teachers shall meet crin1inal records check and n1edical exanlination requiren1ents 
as specit1ed in policies 03.11 and 03.111. In addition, substitute serving in a position on a long
tem1lextended basis must meet all certitication requiren1ents established by the Education 
Professional Standards Board. 

SUBSTITUTE LIST 

The Superintendent or dt:signee shall maintain a list ot qualitied substitute teachers. The 
Superintendent or designee shall engage substitutes from this list. Refusal of assignment as a 
substitute shall be documented, along with any reason provided. ------------------------
RETIRED TEACHERS 

Retired teachers and adnlinistrators may substitu.te teach may be reemployed as a part-time~ 

temporary, or substitute teacher in accordance with applicable state law, Kentucky 
Administrative Regulations and re uirements of the Kentucky Teachers' Retirement System. 

TEACHERS ON LEAVE 

Teachers on leave of absence may not substitute teach in the Jefferson County Public School 

District, except for those who qualify for educational/professional or adoptiofllchild 

rearing/adoption leave. 

Paid leaves of absence and other benefits reserved for full-tirne regular en1ployees are not 

applicable to part-time classified, temporary, seasonal and substitute employees. 

ENGTH OF DllTY 

Substitute teachers shall ob'erve the srune hours of duty as the regular teacher. The substitute 
will continue to re"Qort for duty until relieved b the Superintendent or designee. 

Substitute teachers shall follow daily lesson plans as outlined by the regular teacher and leave a 
written record of the work completed during their length of duty. 

SUBSTITl TE SALAR\ AND PA Yl\IENT SCHEDllLE 

Substitutes shall be paid on a per diem basis according to the salary schedule approved by the 

Board. fhe alarv scheduk mav reflect acl_Lustments for loug-t~rm/continuous <.lSSil.!nmcnt 
substitutes. Seniority and rights to reassigtunent and/or re-employment shall not accrue as a 

result of service in any part-tilne classified, ten1porary, seasonal or substitute staff assign1nent. 

fhe saliuy schedule may reneet u.cljustments for long tenn/cnntinuous assignn1ent substitute!;. 

Payn1ent shall be made on the next scheduled paydate for substitutes. 
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PERSONNEL 

EMPLOYMENT NOTIFICATION 

Substitute Teachers 

03.4 
(CONTINUED) 

References are required which will be carefully reviewed as part of the decision to employ or re
employ. References will include former and cmTent supervisors. 

Each year, substitute teachers on the District's substitute list shall be notified in wri ting by the 
last day of school if they have reasonable assurance of continued employ1nent for the following 
school year. 

Nonrenewal of substitute teachers on lin1ited contracts shall be made in compliance with the 
irequirements of KRS 161.750. 

REFERENCES: 

KRS 17.160; KRS 17.165 ; KRS 156.106; KRS 161.605; KRS 161.611 
016 KAR 002:030; 016 KAR 002:120; 102 KAR 001 :030; 
702 KAR001:035 ; 702 KAR 003:075; OAG 69-296 

RELATED POLICIES: 

03.11, 03.111,03.121 

r . 
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PERSONNEL 03.5 

Paraprofessionals 

SUPERINTENDENT MAY EMPLOY 

The Superintendent may employ paraprofessionals for suppletnentary instructional and 
non-instructional duties in the education progratn in positions authorized by the Board.1 

DEFINITION 

As used in this policy and in relation to required training and qualifications for instructional 
personnel, the tem1 '~paraprofessionar~ is interchangeable with the term paraeducator," \Vhich 
1neans an adult school employee who works under the direction of the professional 
adn1inistrative and teaching staff jn performing within the lin1itations of training and 
competency. certain instructional and non-instructional fi.1nctions in the school program.2 

EDUCATIONAL REQUIREMENTS 

Existing and nevl' pHrtlflrofessionals whe--provide instructioHal services or suppn:Ft--i-~ 
supported by Title I funds B-All paraprofessionals shall satisfy educational requirements 
specified by federallaw. 2 

SUPERVISION 

Instructional assistants, and other paraprofessionals shall be assigned to \-Vork under the direction 
direct supervision of certified staff in specific instructional and non-instructional areas within the 
linlits set by la\V. t&z Each paraprofessional shall have a job description that li1nits assigned duties 
to the scope of the individual's competencies. 

These tasks shall include, but not be limited to the follov~ing-:: 

l . Performing clerical duties~ 

2. Thtoring individual pupilsi 

3. D:iiecting recreational activities~ 

4. Assistmg in classroon1 inshuction; 

5. Preparing and organizing inst1uctiona! materials and equipment 

6. l\ssisting in the 1nedia centers; 

7. Conducting pupils from place to place_;_ and 

8. i\.ssisting ·.vith self help skills . 

EV\LUATION 

The Superintendent shall develop and implen1ent procedures for an annual evaluation and 
professional development of paraprofessionals. Evaluatjon results shall be a factor in future 
en1ployment decisions. 
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PERSONNEL 

Parap1·ofessionals 

REFERENCES: 

1KRS 161.044; OAG 76-555 ; OAG 86-43 

03.5 
(CONTINUED) 

2P. L. 107 ~ 110 (No Child Left Behind Act of 2001 ); KRS 161 .010 
34 CFR 200.58-200.59 
Kentucky High Sehool Athletic Association (KHSAA) 
KRS 17.160; KRS17.165 
KRS 156.095; KRS 160.380; KRS 161.180 
OAG 73-206 

RELATED POLICfES: 

03 .21 (Hiring) 
03.232 (Job Description) 
03.28 (Evaluation) 
03.6 
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PERSONNEL 03.7 

Temporary and Substitute Employees 

Part-time, temporary, seasonal, and substitute staff may be employed in b~oard-approved 
positions as detennined by the s-~uperintendent. 

Paid leaves of absence and other benefits reserved for full-tin1e regular employees are not 
applicable to part-time classified, temporary, seasonal and substitute employees. 

Seniority and rights to reassignment and/or re-employment shall not accrue as a result of service 
in any part-tin1e classified, ternporary, seasonal ot substitute staff assignment. 

References are required which ·will be carefully reviewed as part of the decision to employ or re
employ. References will include former and current supervisors. 
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