LEGAL: RECENT AMENDMENTS TO FEDERAL LITIGATION RULES SUPPORT ADDING THE SUGGESTED LANGUAGE TO CLARIFY THAT THE SUPERINTENDENT SHOULD PLACE A LITIGATION “HOLD” ON THE DISPOSAL OR DESTRUCTION OF ANY RECORD RELATED TO PENDING OR ANTICIPATED LITIGATION AFTER CONSULTATION WITH THE BOARD ATTORNEY.

FINANCIAL IMPLICATIONS: NONE

POWERS AND DUTIES OF THE BOARD OF EDUCATION
a01.61

Records Management

Records Officer

The Superintendent shall designate a Records Officer who shall inventory, analyze and schedule disposition of District records, as well as maintain a destruction record, noting the authorization for said destruction and the amount of records to be destroyed. Each year, the Records Officer shall provide a copy of this record to the Board (Superintendent) and to the Director of the Division of Archives and Records.1
An inventory of all public records kept by the District shall be taken, these records to include those made or received by the District in connection with the transaction of school business. Records shall refer to those documents specified in KRS 171.410 and in the State Retention and Disposal Schedule for Boards of Education.

Superintendent's Responsibilities

Pursuant to statutory requirements, the Superintendent shall establish procedures to safeguard against the unlawful destruction, removal or loss of records.2 The Superintendent shall notify the Department of Libraries and Archives of any actual, impending or threatened unlawful disposition of records and shall initiate action through the Attorney General for recovery of such records.3
Retention and Disposal of Records

The District shall follow the State Retention and Disposal Schedule for Boards of Education in its management of school records. If a record in question is not listed in this schedule, a written request for disposal of records must be submitted by the Superintendent to the Division of Archives and Records and the request must be approved in writing by the State Librarian.4
For record and archival purposes, the Superintendent shall place on permanent file one (1) copy of each Board policy that is rescinded or amended in any manner.

When there is a question whether a particular record or group of records should be destroyed, the state archives and records commission shall have exclusive authority to make this decision.5
Litigation

After consultation with the Board Attorney as deemed appropriate, the Superintendent should direct that records relevant to pending or threatened litigation, administrative proceedings, or investigations shall not be destroyed even if the retention period for such records has passed.
POWERS AND DUTIES OF THE BOARD OF EDUCATION
a01.61


(Continued)

Records Management

References:

1725 KAR 1:010

2KRS 171.710

3KRS 171.720

4725 KAR 1:030; KRS 171.420; KRS 171.570

5KRS 171.670; KRS 171.410; KRS 171.660; 725 KAR 1:020

 State Retention and Disposal Schedule for Boards of Education
Related Policies:

01.5, 04.81

     
     
LEGAL: THE 2007 GENERAL ASSEMBLY AMENDED KRS 160.280 TO INCREASE THE AMOUNT OF PER DIEM ALLOWED FOR BOARD MEMBERS FROM $2000 TO $3000 PER YEAR AND TO ADDRESS DEDUCTION OPTIONS. THE BOARD HAS THE DISCRETION TO PERMIT OPTIONAL DEDUCTIONS TO BE MADE FOR A REQUESTING BOARD MEMBER OR TO CHOOSE NOT TO PERMIT OPTIONAL DEDUCTIONS.

FINANCIAL IMPLICATIONS: INCREASED COST TO DISTRICT FOR PAYMENT TO BOARD MEMBERS

POWERS AND DUTIES OF THE BOARD OF EDUCATION
O01.821

Board Member Expense Reimbursement

Per Diem

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

In‑District Expenses

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

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

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

Deductions

At the request of a Board member, deductions from per diem and expense reimbursement may be made for, but not be limited to, membership dues, health insurance purchases, scholarship funds, and contributions to a political action committee.

Out-of-District Travel

Members of the Board shall present a receipt to be reimbursed for actual and necessary expenditures incurred outside the District. Board members shall obtain Board approval prior to incurring out‑of‑District expenses. Reimbursement without a receipt shall be at the same rate as that for employees of the District. Advancements for anticipated expenses shall not be made.

Expenses for personal entertainment shall not be reimbursed.

Credit Cards

Board members shall not be issued District credit cards.

Spouse's Travel

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

References:

KRS 160.280

OAG 76‑329; OAG 80-395; OAG 85‑53; OAG 92‑136

Related Policy:

01.4

     
     
RECOMMENDED: THIS POLICY IS NO LONGER NEEDED AND CAN BE RESCINDED.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

ADMINISTRATION
G02.412














RECOMMENDED: IT IS SUGGESTED THAT AT LEAST TWO (2) TEACHERS CHOSEN BY THE FACULTY ASSIST THE PRINCIPAL WITH COUNTING VOTES TO REQUEST AN EXEMPTION FROM SBDM OR A VOTE TO RE-ENTER SBDM.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

ADMINISTRATION
G02.413

Exemption

Any school performing above its threshold level requirement as determined by the Kentucky Department of Education under KRS 158.6455 may apply to the Kentucky Board of Education for exemption from SBDM. Any school that requests such exemption shall inform the Superintendent and the Board.

When and if a school desires to be exempted from SBDM, the school shall develop a policy for exemption from SBDM in compliance with KRS 160.345(5). After being granted an exemption, a school may re-enter SBDM by following the process specified below, but must re-enter SBDM if it subsequently fails to meet threshold requirements at the end of any testing cycle.
An exemption, once granted by the Kentucky Board of Education, shall continue unless the school fails to meet threshold requirements or votes to return to SBDM.

Vote to Return

A vote to enter into SBDM shall be held no more than once every nine (9) weeks. Faculty members of a school who wish to re-enter School Based Decision Making (SBDM) shall present a written petition to the Principal, signed by a minimum of twenty‑five (25%) percent of the faculty members, indicating their desire for a vote on the matter.

The Principal shall chair the meeting at which the vote is taken. Voting shall be by secret ballot. Ballots shall offer faculty members the opportunity to vote for or against re-entering SBDM. The Principal and at least two (2) teachers chosen by the faculty shall count the ballots and announce the results at the conclusion of the meeting.

If two-thirds (2/3) of the faculty vote to re-enter SBDM, the school will do so. The Principal shall forward results of the vote to the Superintendent and the Board. Organization of elections to select teacher and parent representatives for the school council shall be conducted in accordance with Board Policy 02.421.
References:

KRS 158.6455, KRS 160.345, OAG 94‑51
Related Policy:

02.421
     
     
RECOMMENDED: THESE CHANGES ARE RECOMMENDED TO CLARIFY ROLES AND RESPONSIBILITIES OF THE PRINCIPAL, TEACHERS AND PARENTS IN COUNCIL ELECTIONS AND TO PROVIDE DIRECTION WHEN A NEW SCHOOL IS OPENED OR SCHOOLS ARE CONSOLIDATED. IN SUCH SITUATIONS, THE SUPERINTENDENT MAY WISH TO FORM ADVISORY COMMITTEES TO MAKE CURRICULUM AND INSTRUCTIONAL MATERIALS RELATED RECOMMENDATIONS UNTIL SUCH TIME AS A COUNCIL IS FORMED.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

ADMINISTRATION
F02.421

Election of School Council Members

Election of Teacher Members

Teachers assigned to a school shall organize the election to select teacher council members. Teachers may request the Principal to provide administrative assistance in preparing for the election.


Teachers may nominate themselves or another teacher. Voting shall be by secret ballot. Election procedures shall include signature verification of those voting. The election committee defined in Policy 02.412 KRS 160.345(1)c shall prepare a ballot containing the names of all teachers nominated. The ballot shall be kept on file with other council records. The teachers attending the meeting shall choose a chairperson to chair the meeting to elect teacher members to the council. Balloting will continue until three (3) teachers are elected by a majority vote. “Majority vote” means more than half the votes of all teachers at the school. Teachers must be employees of the District and currently assigned to the school where they are elected as council member. For the purpose of electing teacher council members, a Principal or Assistant Principal may not vote or serve as a teacher council member.
Itinerant teachers may vote at all schools to which they are assigned and may serve on the council of any of those schools. 

Teachers elected to a council shall not be involuntarily transferred during their term of office.

Election of Parent Members

Parents of students assigned to a school shall organize the election to select parent council members. They may request the Principal to provide administrative assistance required to conduct the election.

All parents of a student preregistered to attend the school during the term of office may vote for the parent members of the school council. The president of the parent-teacher organization shall organize and oversee the election of parent council members.


ADMINISTRATION
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(Continued)

Election of School Council Members

Election of Parent Members

A parent council member shall be a parent, step-parent, foster parent, or legal custodian of a student preregistered to attend the school during the parent's term of council service. A parent council member shall not be an employee or the relative of an employee of the school in which that parent serves, nor shall the parent representative be an employee or a relative an employee in the District administrative office. A parent representative shall not be a local Board member or Board member’s spouse.

“Relative” shall mean father, mother, brother, sister, husband, wife, son, daughter, son‑in‑law, daughter‑in‑law, aunt or uncle.
The parent members shall be elected in an election conducted by the parent and teacher organization of the school or, if none exists, the largest organization of parents formed for this purpose. (To be an organization it shall adopt by-laws, elect officers, and establish a schedule for meeting(s).)

Minority Representation

A minority member must serve on a school-based decision making council in schools with eight percent (8%) or more minority student enrollment. When councils do not have a minority member, the Principal will organize a special election for the parents of the students to elect a minority parent member. The term “minority” is defined as American Indian; Alaskan Native; African-American; Hispanic, including persons of Mexican, Puerto Rican, Cuban, and Central or South American origin; Pacific Islander; or other ethnic group underrepresented in local school district, and the percentage of minority students is based on the October 1 enrollment. Another teacher member is also added to the school council in a special election. The teachers will elect a minority teacher member. If there is no minority teacher, an additional teacher member will be elected by all teachers. A minority teacher is exempted from term limitations if the teacher is the only minority teacher.

Terms

Terms of school council members shall be for one (1) year and shall begin on July 1 and end on June 30 of the following year. Annual elections for the following year's terms shall be held during the preceding May on a date set by the School SBDM Council.
Teacher and parent council members are eligible for re-election.

A school council, once elected, may adopt a policy setting different terms of office for parent and teacher members subsequently elected.

Council Elections for New or Consolidated Schools

When a new school is opened or schools are consolidated, these guidelines shall be followed:

· If a school is scheduled for closing, there is no need to hold council elections for the upcoming school year.

· Council members of a school being consolidated with another school may not carry over a term of office to the newly consolidated school’s council, but may stand for election if otherwise qualified.

· Following the opening of a new or consolidated school, elections shall be held to form a council.

ADMINISTRATION
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(Continued)

Election of School Council Members

Conflict of Interest

Council members shall not have a conflict of interest pursuant to KRS Chapter 45A, except the salary paid to District employees.

Vacancies

Council vacancies shall be filled at a special called election and shall follow the guidelines set forth in this policy.

Removal of School Council Members

A council member is prohibited from engaging in a pattern of practice detrimental to school-based decision making. A member of a school council may be removed from the council for cause, after an opportunity for hearing before the local board, by a vote of four-fifths (4/5ths) of the membership of a board of education after the recommendation of the chief state school officer pursuant to KRS 156.132. Written notices setting out the charges for removal shall be spread on the minutes of the Board and given to the member of the school council.

References:

KRS 156.132; KRS 160.345; KRS 160.347

OAG 91‑148, OAG 91‑192, OAG 91‑206, OAG 92‑88, OAG 93‑49

     
     
RECOMMENDED: THESE CHANGES ARE RECOMMENDED TO CLARIFY THAT THE COUNCIL IS SUBJECT TO BOTH OPEN MEETING AND OPEN RECORD LAWS.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

ADMINISTRATION
I02.423

School Council Meetings

Schedule

The first meeting of the council shall be called by the Principal; thereafter, the council shall set its own meeting schedule. At this meeting, the council shall adopt a schedule of regular meetings for the fiscal year, identifying the date, time and place of each meeting. Any change to this schedule shall be a special-called meeting.1
All meetings of the council, and any committees or subcommittees thereof, shall be held at specified times and places which are convenient to the public. The schedule of regular meetings shall be made available to the public.2
Public Meetings

All meetings of a quorum of the members of the council at which any public business is discussed or at which any action is taken are to be public meetings, open to the public at all times, except as provided in KRS 61.810.3
Open Meeting and Open Record Requirements

All meetings of the council are open to the public and subject to the open meetings law. Council records are also subject to open records law and the State Retention and Disposal Schedule for Boards of Education.
Open Records
The Principal shall be the Chair of the council and shall be responsible for securing minutes that record the council's actions. Minutes shall be approved by the council, kept in a permanent file along with other council records, and open to public inspection. A copy of the approved minutes of each council meeting shall be forwarded by the Principal to the Superintendent who shall keep the Board informed of council actions.

References:

192‑OMD‑1677

2KRS 61.820; OAG 78‑274, OAG 78‑614

3KRS 61.810

 KRS 61.805; KRS 61.810; KRS 61.815

 KRS 61.820; KRS 61.823; KRS 61.826

 KRS 61.835; KRS 61.840; KRS 61.846

 KRS 61.848; KRS 61.840; KRS 61.850

 KRS 61.870; KRS 61.872; KRS 61.874

 KRS 61.876; KRS 61.884
 State Retention and Disposal Schedule for Boards of Education

Related Policies:

 01.43, 01.44, 10.11


RECOMMENDED: THIS POLICY NOW INCLUDES PURCHASING LANGUAGE RELOCATED FROM POLICY 02.4243. 

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

ADMINISTRATION
B02.4242

School Budget and Purchasing
Board Allocations

The Board shall appropriate to each school an amount of funds equal to or greater than that specified in 702 KAR 3:246 to purchase instructional materials, supplies, and equipment. By March 1 of each year, school councils shall be provided notice of allocations for the next budget year.

An amount for professional development shall be allocated as required by Kentucky Administrative Regulation.

The Board shall allocate Section 7 funds according to the options provided in 702 KAR 3:246. Notice of the Section 7 allocation shall be provided in accordance with that regulation.
School Responsibility

The school shall, in expending appropriated funds, comply with all state and Board budgeting, purchasing and reporting laws, regulations, policies, procedures, and A Uniform Program of Accounting for School Activity Funds published by the Kentucky Department of Education. Board purchasing procedures shall be followed in the expenditure of these funds. Expenditure of these funds shall be accomplished only by completing a Central Office purchase order. 

The appropriation for instructional materials, supplies, and equipment is the total financial resource available to that school from the Board in those categories of purchase for the fiscal year. The school shall not expend or commit to expend any Board funds in excess of funds appropriated. Should this occur, the employee(s) responsible shall be subject to appropriate disciplinary action, and the Superintendent may require the school/council to present, for Board approval, a plan to reimburse the District for the amount spent in excess of the allocation.

The formula for school council budgets will include sixty-five percent (65%) of the District’s per-pupil allocation for professional development for each student in average daily attendance in the school.
Board Appropriation

The council shall determine, within available resources, the instructional resources, travel, equipment, and student support services to be provided in the school.

Purchasing

In order to comply with state accounting and bidding requirements, all purchases of goods and services shall be made in conformity with Board policy.

ADMINISTRATION
B02.4242


(Continued)

School Budget and Purchasing
Superintendent’s Responsibility

The Superintendent and/or the Superintendent’s designee shall prepare and send reports of allocations and appropriations to the school in a timely manner.
Expenditure of Funds

In schools where SBDM has been implemented, the school council shall determine the expenditure of funds appropriated for purchasing instructional materials, supplies, and equipment. In schools not operating under SBDM, the Principal of the school shall determine the expenditure of these funds in consultation with the instructional committee of the school.
Cash Flow

Release of funds to school councils shall be in three (3) increments in accordance with the Board’s receipt of major sources of revenue.

References:

KRS 160.345

702 KAR 3:246; 704 KAR 3:510

OAG 91-10; OAG 91-206; OAG 92-59

SBDM School Budget
Related Policy:


04.1

     
     
RECOMMENDED: this policy is no longer needed and can be rescinded. Provisions have been moved to the 02.4242 policy area.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.
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- Certified Personnel -

Salaries
Single-Salary Schedule




All salaries for certified personnel shall be based on a single-salary schedule providing for 185  187 days of employment as required by law.  The hourly rate for teachers will be calculated by dividing the daily rate by seven (7) hours.

The Certified salary schedule will contain equal intervals of 2% between experience steps and 10% between ranks.  In order to maintain internal consistency, salary increases will be applied to Rank III, 0 years of experience, and the 2% step increases and 10% rank increases will be applied accordingly.

Teachers employed by the Hardin County School District may bring in twenty-eight (28) years of teaching experience credit for salary purposes.

Certified personnel may receive up to two (2) years experience credit for active military service.  The six-month training requirement for National Guard and reserve service will not qualify an employee for the experience credit.  A teacher who is employed by a board for at least one hundred forty (140) days of a school year and who performs teaching duties for the equivalent of at least seventy (70) full school days during that school year, regardless of the schedule on which those duties were performed, shall be credited with one (1) year of experience.  A teacher who is employed by a board for at least one hundred forty (140) days during each of two (2) school years and who performs teaching duties for the equivalent of at least seventy (70) full school days during those years shall be credited with one (1) year of experience.  No more than one (1) year of experience shall be credited for the performance of teaching duties during a single school year.

Determination of Rank and Experience



The rank and experience of certified personnel shall be determined at time of hire.  The board shall direct the superintendent to validate all experience of professional personnel employed in the district.

Changes in rank and experience shall be determined by September 15 of each year.

To assist with the budgeting process, candidates for national Board certification shall notify the superintendent/designee in writing prior to September 15 that certification is pending in order for the employee to receive any rank-related increase retroactive to the beginning of the school year.
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- Certified Personnel -

Salaries

Contracted Employment




Compensation for employment contracted shall be prorated on the base pay for 185 187 days.

Contracted employment positions shall be established in the position job description, funded in the District budget, and specified in board policy. 

Extended Employment


The Principal or supervisor shall submit an annual plan of extended employment to the Department of Personnel for all personnel who work less than two hundred forty (240) days, but more than the minimum number of working days required by law.  This plan should denote the dates when extended days will be worked.

All Family Resource/Youth Service Center Coordinators will submit an annual work plan to their principal and central office supervisor.

Extended employment days may be worked only in whole or half-day increments.  Extended employment days cannot be worked on a Saturday or Sunday.  A rare exception may be

granted if approval is made in advance by the employee’s immediate supervisor and the Personnel Department.  To qualify for this exception, the Saturday or Sunday work must not be related to the employee’s primary job duties.

Employees whose positions include 1 – 45 extended days must work the days and submit documentation to the Personnel Department by June 23rd unless an exception is designated on the extended employment workplan which is approved by the Principal/Supervisor.

All employees who are requesting to be paid all salary owed prior to the end of the fiscal year as provided for in KRS *160.291, must work all extended days and submit documentation to the Personnel Department by June 23rd.

Sick and/or personal leave cannot be used for an extended day unless the day is designated on the extended employment workplan which is submitted to the Personnel Department.

Extra Services

The Board shall annually establish a schedule of compensation for extra services.  Payments for those services shall be made on the same date and at the same time as are regular salaries.  A one (1) percent increase will be applied to administrative and extra service increments annually.  Extra service increments can be split only once with prior approval of the personnel department.  Any payment made to an employee must be processed through regular payroll procedures.  As provided under law, teachers who attain certification from the National Board for Professional Teaching Standards shall be given an annual salary supplement of $3,000 increment for the life of the certificate.
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- Certified Personnel -

Exceptions




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

A compensation error/adjustment which needs to be corrected will be adjusted within the fiscal year that the discovery of such is made. Errors identified in previous fiscal years may be corrected if the employee had submitted the necessary paperwork within 3 months of start date.

Payroll Distribution



Payments will be issued monthly (twelve (12) times annually) through Direct Deposit.  New employees will  may be issued 13 payments the first year of employment.  Payments will be issued on the 28th of each month, unless the 28th falls on a Saturday, Sunday or holiday in which case payment will be made on the preceding Friday.

The Board shall write all deferred salary payments on or before June 30 of the current fiscal year, and these deferred payments shall then be directly deposited at the regular pay periods in June, July and August, except that at the close of the school year, employees who have completed all responsibilities and duties may request to be paid their remaining salary prior to the end of the fiscal year

Qualifications




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

beginning work.

Notice of Salary




Not later than forty-five (45) days before the first student attendance day of the succeeding school year, 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 mail to a newspaper qualified under KRS 424.220 to publish advertisements for the District.
Payroll Deductions



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

References:


New section of KRS 157

KRS 157.320, KRS 161.760





KRS 157.390,KRS 157.360





KRS 160.290, KRS 160.291





KRS 161.1211, KRS 161.760, KRS 424.220





702 KAR 3:060, 702 KAR 3:070





702 KAR 3:100






OAG 97-25





29 C.F.R. Section 541.303. 29 C.F.R. Section 541.602.29,




C.F.R. Section 541.710



Related Policy:

03.114





03.1211





03.4

Adopted/Amended:  06/22/06

                                                                                                                                       oRDER #:    9528
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R/01-16-07

- Certified Personnel -

	Hardin County Schools

	Certified Salary Schedule

	2006-2007

	

	Experience
	Rank 3
	Rank 2
	Rank 1

	0
	31,930
	35,123
	38,635

	1
	32,569
	35,825
	39,408

	2
	33,220
	36,542
	40,196

	3
	33,884
	37,273
	41,000

	4
	34,562
	38,018
	41,820

	5
	35,253
	38,779
	42,656

	6
	35,958
	39,554
	43,510

	7
	36,678
	40,345
	44,380

	8
	37,411
	41,152
	45,267

	9
	38,159
	41,975
	46,173

	10
	38,922
	42,815
	47,096

	11
	39,701
	43,671
	48,038

	12
	40,495
	44,544
	48,999

	13
	41,305
	45,435
	49,979

	14
	42,131
	46,344
	50,978

	15
	42,974
	47,271
	51,998

	16
	43,833
	48,216
	53,038

	17
	44,710
	49,181
	54,099

	18
	45,604
	50,164
	55,181

	19
	46,516
	51,168
	56,284

	20
	47,446
	52,191
	57,410

	21
	48,395
	53,235
	58,558

	22
	48,395
	53,235
	58,558

	23
	48,395
	53,235
	58,558

	24
	48,395
	53,235
	58,558

	25
	48,395
	53,235
	58,558

	26
	48,395
	53,235
	58,558

	27
	49,363
	54,299
	59,729

	28
	50,350
	55,385
	60,924

	Rank I
	Masters + 30 Hours

	Rank II
	Masters          

	Rank III
	Regular Teacher's Certification

	Rank IV
	25,666 

	Rank V
	23,757 

	Earned Doctorate (PHD/EDD)
	Additional $1,000


	CENTRAL OFFICE ADMINISTRATIVE INCREMENT SCHEDULE

	
	
	

	POSITION
	DAYS
	INCREMENT

	
	EMPLOYED
	

	Associate Superintendent Instructional Services
	240
	15,010

	Associate Superintendent Finance/ Support Services
	240
	15,010

	Associate Superintendent Personnel Services
	240
	15,010

	Associate Superintendent Student Services
	240
	15,010

	Director Curriculum & Student Assessment
	240
	9,651

	Director Special Education
	240
	9,651

	Director Title I/Professional Development
	240
	9,651

	Director Student Services
	240
	7,505

	Director Alternative Programs
	240
	7,505

	Director Buildings & Grounds
	240
	7,505

	Director Child Nutrition
	240
	7,505

	Director Transportation
	240
	7,505

	Director Recruitment & Employment
	240
	7,505

	Director Media Services (Extra Service Only)
	10
	5,309

	Director Educational / Community TV
	240
	5,362

	Director Instructional Technology
	240
	5,362

	Director Benefits/Evaluation
	240
	7,505

	Director ESS, ESL, Migrant
	240
	5,362

	Director Early Childhood Program
	240
	5,362

	Coordinator Grant Applications
	0 
	2,020 

	Social Worker Special Education
	205
	3,752

	Social Worker Student Services
	205-240
	3,752

	District Wide FRYSC/Health Service Worker
	240
	3,752

	School Psychologist
	205
	3,752

	Speech Language Pathologist 

Supervision of SLPA Assistant
	185
	1,061

	Inclusion Specialist
	205
	3,752

	Special Education Consultant
	195
	2,020

	Continuous Assessment Specialist/CIA
	195
	2,020

	CIA/GT
	195
	2,020

	Early Childhood Special Education Consultant
	220
	2,020


	BUILDING LEVEL ADMINISTRATIVE INCREMENT SCHEDULE

	
	
	

	POSITION
	DAYS
	INCREMENT

	
	EMPLOYED
	

	Principal John Hardin High School
	240
	15,010

	Principal North Hardin High School
	240
	15,010

	Principal Central Hardin High School
	240
	15,010

	Principal Bluegrass Middle School  
	240
	9,651

	Principal J. T. Alton Middle School
	240
	9,651

	Principal East Hardin Middle School
	240
	9,651

	Principal Radcliff Middle School
	240
	9,651

	Principal West Hardin Middle School
	240
	9,651

	Principal Brown Street Alternative Education Center
	215
	7,505

	Principal Parkway Elementary
	240
	9,651

	Principal G. C. Burkhead Elementary
	240
	9,651

	Principal Lakewood Elementary
	240
	9,651

	Principal Lincoln Trail Elementary
	240
	9,651

	Principal Meadow View Elementary
	240
	9,651

	Principal New Highland Elementary
	240
	9,651

	Principal Vine Grove Elementary
	240
	9,651

	Principal Woodland Elementary
	240
	9,651

	Principal Howevalley Elementary
	240
	7,505

	Principal Creekside Elementary
	240
	9,651

	Principal Rineyville Elementary
	240
	9,651

	Assistant Principal High School
	215
	7,505

	Assistant Principal Middle School
	205
	5,362

	Assistant Principal Elementary
	205
	3,752

	Administrator Lincoln Village Treatment Center, Day Treatment, Detention Center
	185
	3,752

	Administrator Glendale Children’s Home
	185
	2,681

	Guidance Counselor High School
	205
	3,752

	Guidance Counselor Middle School
	205
	3,752

	Guidance Counselor Elementary
	195
	3,752

	

	OTHER BUILDING LEVEL INCREMENTS

	
	
	

	Department Chairperson
	3-5 members - 1,061 9 members –1,698

6 members –1,222 10 members –1,858

7 members –1,380  11 members –2,017

8 members –1,540  12 + members –2,123
	185
	1,072 – 2,144

	EBD Teacher – must be assigned to a self-contained EBD unit where all students are identified as EBD and where historically there has been a shortage of qualified teacher applicants for vacant positions.
	185
	2,000 

	Physical Therapist
	195
	3,000

	Occupational Therapist
	195
	3,000

	Speech Language Pathologist
	185
	3,000

	National Board Certification
	185
	1,000

	School Psychologists Mentors
	0
	1,400


	EXTRA CURRICULAR INCREMENT SCHEDULE

	POSITION
	INCREMENT

	HIGH SCHOOL
	

	Academic Coach
	5,309

	Head Band Director 
	9,130

	Assistant Band Director ( # 1)
	5,309

	Assistant Band Director ( #2 )
	5,309

	Head Basketball  Coach (Boys ) (Girls )
	9,130

	Assistant Basketball Coach (Boys ) (Girls)
	5,309

	9th Grade Basketball Coach (Boys) (Girls) Must fulfill a competitive schedule  
	2,654

	Head Football Coach
	9,130

	Assistant Football Coach ( # 1 )
	5,309

	Assistant Football Coach ( # 2 )
	5,309

	Junior Varsity Football Coach ( two )
	5,309

	9th Grade Football Coach – Must fulfill a competitive schedule
	2,654

	Head Soccer Coach (Boys) (Girls)
	3,645

	Assistant Soccer Coach  (Boys) (Girls) –  25 regular  participants
	1,805

	Head Softball / Baseball Coach
	3,645

	Assistant Softball / Baseball Coach –20 regular softball/baseball participants
	1,805

	9th Grade Softball / Baseball Coach- Must fulfill a competitive schedule
	1,434

	Head Wrestling Coach
	3,645

	Assistant Wrestling Coach – 20 regular wrestling participants
	1,805

	Head Track Coach
	3,645

	Assistant Track Coach – 30 regular  track participants
	1,805

	Athletic Director
	5,309

	Head Swim Coach
	1,805

	Assistant Swim Coach – 20 regular swim participants
	1,061

	Golf Coach
	1,805

	Golf Coach (# 2) –16 regular golf participants
	1,805

	Tennis Coach
	1,805

	Tennis Coach (#2)  20 regular tennis participants
	1,805

	Cross Country Coach  (Boys) (Girls)
	2,654

	Cross Country Assistant Coach  - 20 regular cross country participants
	1,061

	Weight Room Sponsor
	2,654

	Mat Maid Sponsor
	1,434

	Cheerleading Sponsor  (Boys) (Girls)
	3,645

	Choral/Show Choir Director- Must complete performances outside of school day
	2,654

	Annual Sponsor
	1,805

	Senior Sponsor
	1,805

	Debate / Speech Coach- Must fulfill competitive schedule
	1,805

	Drama Coach- Must complete performances outside of school day
	1,434

	JROTC Color Guard / Drill Team Sponsor  (four)
	1,805

	JROTC Raider Team
	1,805

	Head Volleyball Coach
	3,645

	Assistant Volleyball Coach – 20 regular volleyball participants
	1,805

	9th Grade Volleyball Coach – 10 regular participants and 10 games per season
	1,434

	High School News Paper Advisor
	1,434


	EXTRA CURRICULAR INCREMENT SCHEDULE

	
	

	POSITION
	INCREMENT

	
	

	MIDDLE SCHOOL
	

	Academic Sponsor
	2,654

	Head Football Coach 7th & 8th Grade
	2,229

	Assistant Football Coach 7th & 8th Grade
	1,434

	Basketball Coach 8th Grade
	2,229

	Basketball Coach 7th Grade
	1,805

	Athletics / Activities Director
	1,805

	Cheerleading Sponsor
	1,434

	Speech / Debate Coach-Must fulfill competitive schedule
	1,061

	Annual Sponsor
	1,061

	Volleyball Coach – 15 regular participants
	1,805

	Wrestling Coach – 20 regular participants
	1,805

	
	

	
	

	ELEMENTARY SCHOOL
	

	Academic Sponsor
	2,229

	Annual Sponsor
	400


	SUPPLEMENTAL PAY SCHEDULE

	 
	 
	

	POSITION
	
	AMOUNT OF PAY

	
	
	

	Coordinator for combination ESS and Pilot Tutorial
	
	30.00/hour

	Extended School Services Coordinator
	
	27.00 /hour

	Extended School Services Teacher & Tutorial 
	
	25.00 /hour

	Tutorial (Non Pilot/Non ESS) Teachers
	
	21.00/hour

	Additional Required Professional Development/Training
	
	100.00 120.00/day

	Professional Development Presentation                                                                                                                
	
	350.00/day

200.00/.5 day

	Portfolio Scoring
	
	25.00/hour

	Saturday School
	
	25.00/hour

	Wednesday School
	
	25.00/hour

	After School Detention
	
	25.00/hour

	Curriculum Writing
	
	25.00/hour

	Additional Assigned Duties
	
	25.00/hour

	Home/Hospital Instruction
	
	25.00/hour

	Substitute Shortage
	
	$18.75/each non-block period  


	CERTIFIED POSITIONS WITH EXTENDED DAYS / WITHOUT INCREMENT

	
	
	
	
	

	POSITION
	
	EXTENDED DAYS
	
	TOTAL DAYS

	
	
	
	
	

	Coordinator Adult Education
	
	35
	
	220

	Coordinator of Community Education
	
	20
	
	20

	Early Childhood Special Ed Specialist
	
	35
	
	220

	Librarian High School
	
	20
	
	205

	Librarian Middle School
	
	16
	
	201

	Librarian Elementary
	
	16
	
	201

	Curriculum, Instruction Assessment Teachers (CIA)
	
	10
	
	195

	Title I Service Coordinator
	
	10
	
	195

	Vocational Agriculture Teacher
	
	55
	
	240

	Vocational Teacher
	
	1-15
	
	186-200

	Chemical Hygiene Officer
	
	10
	 
	190

	Instructor Television Production
	
	35
	
	220


· Department Chairpersons/Team Leaders
Principals at the middle schools and high schools may select department chairpersons/team leaders to be paid by the Board if there are three or more full time teachers in a department. A full time teacher is defined as one assigned five (5) classes daily in a given subject area. Teachers assigned on a fractional basis, 2 classes, 3 classes, etc., may be added together to equal one full time teacher.

The principal shall assign duties to the chairperson/team leader such as department coordination, record keeping, overall school planning, and others as identified by the principal.

Extra service increments* for additional time necessary for department chairpersons/team leaders are as follows:

	3-5 full time teachers 
	$ 1,061

	6 full time teachers
	1,222

	7 full time teachers
	1,380

	8 full time teachers
	1,540

	9 full time teachers
	1,698

	10 full time teachers
	1,858

	11 full time teachers
	2,017

	12 + full time teachers
	2,123


   *Increments can be split only once with the prior approval of the personnel department.

The high schools may establish no more than 11 department chair/team leader positions.  The middle schools may establish no more than 8 department chair/team leader positions.

Coach and Assistant Coach



All coaches shall receive the prevailing salary as approved by the board.  No coach shall receive an additional coaching salary from any outside source.  No teacher may coach more than two sports as long as there are sufficient qualified applicants within the system.  No administrator is permitted to coach and no person may hold two head coaching positions.  Any exception to this policy must be approved by the Superintendent.

Required



Each team shall consist of the following minimum number of Participants members participating regularly:  Football - 22, Basketball - 7, Baseball - 12, Softball - 12, Wrestling - 12, Track - 15, Cross Country - 7, Soccer – 15, and Volleyball - 8.

In order to staff a second coach for a minor sport, the following minimum number of members must be participating regularly:  Baseball – 20, Wrestling – 20, Softball – 20, Track – 30, Soccer – 25, Tennis – 20, Cross Country – 20, Golf – 16, Swimming – 20, Freshman Football – 23, and Volleyball - 20.

If a second coach is not hired in a sport where If there are not qualified applicants for a second coach where numbers meet the listed requirements for a second coach, the assigned coach may be paid 1.5 times the increment for that sport provided that the principal obtains approval from the personnel department during the first month of that season..

	Additional Coaching Staff

Football may staff the equivalent of a total of five (5) coaches for the total varsity and junior varsity programs.  

Basketball may staff the equivalent of a total of three (3) coaches for the total varsity and junior varsity programs.


Junior varsity teams and coaches are provided for football, basketball, softball, baseball, soccer, and wrestling.  Their schedule may not exceed that of the varsity.

Middle School


Each middle school may employee an activities director.  The Activities Director responsibilities will involve coordinating and scheduling the activities and athletics for the middle schools.
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- Certified Personnel -

	

	Sick Leave

	

	Number of Days


Full time certified employees shall be entitled to ten (10) days of sick leave with pay for each school year regardless of the date of hire. Full-time certified staff employed for a contract year greater than 185 187 days shall be entitled to one day of sick leave with pay per month.  Sick leave may be taken in whole day or half day increments.  Employees on paid leave shall not be compensated for any duties, regular or extra service, during the paid leave period.  Persons employed on a full year contract but scheduled for less than a full workday shall receive the authorized sick leave days equivalent to their normal working day.

	

	Accumulation

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 were granted.  One-year prior to retirement, an employee shall be entitled to an incentive bonus for not using accrued sick days.

	

	Definition

Sickness shall mean personal illness, including illness or temporary disabilities arising from pregnancy, or exposure to contagious diseases.

Family Illness/Mourning


Sick leave can also be taken for illness or for the purpose of mourning a member of the employee’s immediate family.  Immediate family shall mean the employee's spouse, children, (including stepchildren and foster children), grandchildren, daughters-in-law and sons-in-law, 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 resides in the employee's home.  

	

	Transfer of Sick Leave

Teachers coming to the District from another Kentucky school district or from the Kentucky Department of Education shall transfer accumulated sick leave to the District.

	

	Sick Leave Donation Program

Under procedures developed by the Superintendent, certified employees who have 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 not reduce the employee’s sick leave balance to fewer than fifteen (15) days.  Employees who are on a Leave of Absence are not eligible to donate sick leave days.

Certified employees shall meet all of the following conditions in order to be eligible to receive donated days.
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Sick Leave

	1.
	The receiving employee suffers from a catastrophic loss to his/her personal or real property, due to either a natural disaster or fire, that either has caused or will likely cause the employee to be absent for at least ten (10) consecutive working days; or 

	2.
	The employee or a member of his/her immediate family suffers from a medically certified illness, injury, impairment, or physical or mental condition that has caused or is likely to cause the employee to be absent for at least 10 (10) days. 

	3. 2.
	As appropriate, the need for the absence and use of leave is certified by a licensed physician. 

	4. 3.
	The employee has exhausted his/her accumulated sick leave, personal leave, and any other leave granted by the Board including Hardin County Sick Leave bank. 

	5. 4.
	The employee has complied with the District’s policies governing the use of sick leave. 

	6. 5.
	The employee may submit has submitted, in writing permission to publicize release details to potential donors regarding the need for leave and thus waive confidentiality rights by sharing the need for leave.


	An employee recipient shall not receive more than one contractual year’s number of donated days.

	

	Any sick leave not used shall be returned on a proportionate/pro-rated basis to employees who donated days.

	

	The donation of sick days is totally voluntary.  No employee shall be coerced, intimidated, or financially induced into donating days.

	

	All names of people who donate days shall be considered confidential and shall not be shared with recipients or other

people.

Unused Sick Leave


Unused sick leave will not be paid upon layoff, resignation, or termination of employment.

Reinstatement


Unused accumulated sick leave will be reinstated to an employee who has terminated and has subsequently been re-employed, if the break in service does not exceed forty-five (45) working days.
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	Personal Day Transfer
 

	Certified employees shall have the option of transferring unused personal leave days to their accumulated sick leave at the end of each school year.

	

	Affidavit


	Upon return to work a certified employee claiming sick leave must file a personal affidavit or a certificate of a physician stating that the employee was ill or that the employee was absent for the purpose of attending to a member of the immediate family who was ill.1  For 10 or more consecutive days, an employee shall present a physician’s statement.

	

	

	References:
1KRS 161.155, Sec. 2; KRS 161.152

	

OAG 93-39; Family & Medical Leave Act of 1993

	

	Related Policies:
03.1231; 03.12322; 03.1233; 03.124; 03.175 (Retirement Compensation)


	Approved:
	07-09-84
	
	Order No:
	4361

	
	
	
	
	

	Amended:
	09-08-86
	
	
	4835

	
	07-23-92
	
	
	6691

	
	07-26-93
	
	
	7065

	
	03-17-94
	
	
	7276

	
	07-21-94
	
	
	7477

	
	06-15-95
	
	
	7702

	
	05-15-97
	
	
	8070

	
	04-15-98
	
	
	8211

	
	05-20-99
	
	
	8376

	
	04-19-01
	
	
	8638

	
	03-21-02
	
	
	8774

	
	10-17-02
	
	
	8887
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Gifts

	GIFTS
	

	Any gift presented to a school employee for the use of the school must have the prior approval of the Superintendent or the Superintendent’s designee.  Any gift so approved and accepted on behalf of the school becomes the property of the Board.

	
	

	Solicitation of pupils or use of extracurricular funds school activity funds  to purchase gifts for school personnel shall not be permitted.  Personnel shall not solicit from pupils for out-of-school activities.

Principals may receive donations and gifts on behalf of the board of education for the good of the school from such groups as the PTSA, PTO, and booster clubs.  These are to be reported to the superintendent or the superintendent's designee at least quarterly for submission to the board of education.

Principals may receive donations and gifts on behalf of the board of education for the good of the school from individuals and businesses without prior approval from the board for up to $1,000.  Amounts or values of items above $1,000 must be submitted to the superintendent for Board approval.

Used items or potentially hazardous items must have the prior approval of the superintendent or the superintendent's designee.



	
	

	Related Policies:
	03.1323


	Adopted:
	07-09-84
	Order No:
	4361

	
	
	
	

	Amended:
	03-21-02
	
	8774

	
	
	
	


RECOMMENDED: THESE CHANGES ARE PROPOSED IN RESPONSE TO DISTRICT CONCERNS ABOUT HUFFING AND SUBSTANCE ABUSE INCIDENTS OTHER THAN THOSE INVOLVING ALCOHOL AND CONTROLLED SUBSTANCES.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

PERSONNEL
I03.13251

‑ Certified Personnel ‑

Drug‑Free/Alcohol‑Free Schools

The regulations of the Drug-Free Workplace Act apply to U.S. Department of Education grantees as well as to other federal agencies. For the most part, these regulations apply to school districts which are “prime grantees” for monies such as Impact Aid (Public Law 874). Hardin County is one of these districts.

In order to fulfill federal regulations, all employees are hereby notified that it is a violation of Policy 03.13251 of this school District for any employee to unlawfully manufacture, distribute, dispense, be under the influence of, possess, use, sell or transfer any of the following on or in the workplace or in the performance of duties; 
1. Alcoholic beverages;

2. Controlled substances, prohibited drugs and substances, 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 item as a controlled substance.

Additionally, P.L. 101-266 prohibits the unlawful possession, use, or distribution of alcohol by employees and prohibits employees from being under the influence of alcohol while on duty.

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 Human Services under 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 and prohibited volatile substances as defined in KRS 217.900 that are used or intended for use for an abusive and/or intoxicating purpose.
Authorized Drugs

Employees who personally use or who 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.

PERSONNEL
I03.13251


(Continued)

Drug‑Free/Alcohol‑Free Schools

Workplace Defined

Workplace is defined as the site for the performance of work done for the District. That includes any place where work on a school District program, project, or activity is performed, including, but not limited to, a school building or other school premises; any school‑owned vehicle or any other school‑approved vehicle used to transport students to and from school or school activities; off school property during any school-sponsored or school-approved activity, event, or function such as a field trip or athletic event where students are under the jurisdiction of the school District.
Suspension/Termination/Nonrenewal

Any employee who violates the terms of this policy may be suspended, nonrenewed, or terminated. In addition, violations may result in notification of appropriate legal officials.

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, nonrenewed, or terminated.

An employee who violates the terms of the school District’s drug-free/alcohol-free workplace policies or provisions of P.L. 101-266 may be nonrenewed or his/her employment may be suspended or terminated at the discretion of the Superintendent. The Superintendent, at the first meeting following any action, shall notify the Board of same. As an alternative the Superintendent may choose that an employee who violates the terms of the drug-free/alcohol-free policies satisfactorily participate, at employee expense, in a state-licensed drug/alcohol abuse assistance or rehabilitation program. If the employee fails to satisfactorily participate in such a program, the employee may be nonrenewed or his/her employment may be suspended or terminated.

Employees are further notified that it is a condition of continued employment with this District that all employees will comply with the above policies of the school District and will notify their supervisor of a conviction of any criminal drug statute for a violation occurring in the workplace no later than five (5) days after such conviction.
Reporting

Employees of the District shall promptly make a report to the local police department, sheriff, or Kentucky State Police, by telephone or otherwise, if they know or have reasonable cause to believe that conduct has occurred which constitutes the 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. 

PERSONNEL
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(Continued)

Drug‑Free/Alcohol‑Free Schools

Post-Discipline Drug Testing

Following 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 reprimand or disciplinary action.

Prevention Program

The Superintendent shall establish a comprehensive and ongoing drug‑free/alcohol‑free prevention program for all employees which shall include 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 requirement for mandatory compliance 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 programs and available rehabilitation/employee assistance programs; and

5. Penalties that may be imposed upon employees for violations of this policy.


References:

KRS 160.290; KRS 160.380; KRS 161.120; KRS 161.175; KRS 161.790; KRS 217.900; 16 KAR 1:030
34 CFR Part 85

P. L. 101‑226 (Improving America's Schools Act of 1994 (Title IV): Safe and Drug‑Free

Schools and Communities)

20 USCA, Section 3171
Related Policies:

03.1325; 08.1345; 09.2241
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- Certified Personnel -

Use of Tobacco

Use of Tobacco Prohibited

The use of any tobacco product is prohibited in any board-owned vehicle and any building owned or operated by the Board of Education.  The use of any tobacco product is prohibited in the presence of students during school hours or in the presence of students while performing services for the District.  Smoking is prohibited in the seating areas of all outdoor arenas/stadiums.

Adult employees may smoke in outside areas designated by the Principal.  These designated areas will be at least fifteen feet from the outside entrance or to open windows of any enclosed area in which smoking is prohibited.  

The use of any tobacco product is prohibited in any building owned or operated by the Board where children meet on a routine or regular basis.

Adult employees may smoke in outside areas designated and supervised by the Superintendent or Principal

	References:
	KRS 438.050

OAG 81-295

OAG 91-137

KRS 160.290

KRS 160.340

Public Law 103-227 Part C


	Related Policy:
	09.4232


	Adopted:
	12-15-94
	Order No.:
	7602

	
	
	
	

	Amended:
	06/16/05
	
	9410
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General Complaint Procedure

PROCEDURES


The Superintendent shall develop specific communication  complaint procedures to include, but not be limited to, the opportunity for problems to be addressed and resolved at each level of the chain of command from the point of origin, time limitations for the filing, and the appeal of a complaint and procedures for the orderly review and appeal of each individual complaint.

Complaints are individual in nature and must be brought by the individual complainant.  Anonymous complaints will not be considered.

The board shall take action only on those complaints that fall within the authority of the board.

GENERAL


The Board will hear problems only after  unsuccessful resolution by the employee’s supervisors and superintendent.  

PERSONNEL ISSUES


Complaints to be heard by the Board must be submitted in writing to the Superintendent at least five (5) working  days prior to the regular Board meeting.  The Board will not hear any complaint concerning personnel actions taken by the Superintendent/designee, unless the issue is based on an alleged constitutional, statutory, regulatory, or policy provision.  

Before accepting a complaint appeal, the board shall seek the advice of the board attorney as to whether the appeal falls within the requirements of this policy.  Any  personnel complaint not falling within those requirements shall be appealed only to the level of the superintendent.

The board shall not hear complaints concerning simple disagreement or dissatisfaction with a personnel action.

EXCEPTION


Any specific policy with its own grievance complaint procedure must be utilized in place of this general policy.
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General Complaint Procedure

Reference

OAG 78-204

Related Policy

03.162

Adopted:
07-09-84
Order No:
4361
Amended:
03-15-07


9612
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General Grievance / Communications
Complaint or Communications Procedure
This communications complaint regulation, hereby adopted by the Hardin County Board of Education, is designed to improve the opportunities for an employee to initiate ideas, suggestions, input or relevant information to the attention of the administrative staff and/or the Board of Education of the Hardin County School District.

This regulation shall also be utilized in the event an employee wishes to communicate a question about the application of a Board of Education policy, administrative rule or regulation of the Hardin County School District.

This regulation is applicable to all full-time personnel employed by the Hardin County School District.  This regulation shall not prohibit any employee from informally discussing matters of concern with the supervisor.

Exception

Any specific policy with its own grievance complaint procedure must be utilized in place of this general policy.

Communications Processing:

Time Limits:  The time limits stated in various sections of this regulation may be extended by mutual consent of the Board of Education, its authorized agents and the communicator.  If no extension occurs and no appeal is filed at the next level of this communications regulation, the communication shall be considered to have been settled and terminated at the previous level, based on the answer given at that level.  A question about a possible misapplication of a board policy, administrative rule or regulation shall be filed within five (5) days of the disposition of the communication at the next lower level.  Suggestions, ideas and other communications shall be filed as soon as possible to allow an opportunity for thorough investigation and the gathering of relevant information.

Communication Forms:  The communication forms utilized in this regulation are as follows:


Communication Initiation Form:  This form will be utilized to initiate a 
communication at the first level (to the immediate supervisor).  It will contain the

 name of the employee, title, home address, the employee's work location, the date

of the communication, space for the employee to draft the communication and

space for the written response of the immediate supervisor.  A communication

initiation form will be provided to any interested employee.
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Communication Transmittal Form:  This form will be utilized to transmit a communication to a designated level, beyond level 1 (the immediate supervisor), as provided in this policy. (This form should be used instead of the Communication Initiation Form.)  This form shall contain the name of the employee, title, home address, the employee's work location, the date of the communication and space for written response. If the communicator wishes, the employee may indicate on the form the communicator's disagreement with the previous decision(s). The employee should contact the Office of Personnel Services to obtain the name of the person at the next level if the immediate supervisor is bypassed.

Levels of Communications:
Level 1 - An employee shall present the initial written communication to the employee's immediate supervisor, unless the employee’s grievance is against the immediate supervisor.  In such cases, the employee shall may present the initial written communication (on the Communication Transmittal Form) to the designated administrator or designee (supervisor) at the next higher level of administrative authority.  The supervisor (designated administrator or designee) shall discuss with the employee the nature of the communication and any action that the supervisor believes should be taken to resolve the concern of the employee.  The supervisor shall provide a written response to the employee no later than five (5) days after receipt of the employee's initial communication.

Level 2 - If the employee is dissatisfied with the response received from the immediate supervisor, the employee may present the written communication to the designated administrator or designee at the next higher level of administrative authority.

The designated administrator or designee will investigate the communication, review previously presented information and the supervisor's response, (communicate with the employee and supervisor) and shall provide a written response to the employee no later than five (5) days after receipt of the employee's communication at Level 2.

Level 3 - If the employee wishes further review of the communication, the written communication may be presented to the Superintendent of Schools or designee.  The Superintendent or designee shall review previously presented information and administrative responses and conduct any necessary investigations.  The Superintendent shall provide a written response to the employee no later than five (5) days after receipt of the employee's communication at Level 3.

In rare instances, it may be appropriate for the communicator to give the communication directly to the Superintendent, thus bypassing Levels 1 and 2 of this procedure.  This action shall be taken only in those rare instances where the matter communicated is of such a personal and private nature that it cannot be effectively communicated at Levels 1 and 2; or, in those instances where the nature of the communication would require the initial response of the Superintendent.  The Superintendent reserves the right to redirect the communicator to the another appropriate level.
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Level 4 - If the employee, after reviewing the Superintendent's response, desires direct communication with the Board of Education, the employee may request an opportunity to present the written communication to the Board of Education.  The Superintendent must receive the employee's written request no later than five days prior to the meeting of the Board at which the employee wishes to present the communication.  The employee will be afforded an opportunity, in accordance with rules and regulations of the Board, to appear before the Board for relevant discussion of the employee's communication.  If the employee does not wish to make a verbal presentation, the employee's right to refrain from such activity will be respected.  The Board of Education will consider a written response within five (5) days after the next regularly scheduled meeting of the Board at which the communication was presented.  The decision of the Board shall be final.

Definitions:

Communicator:  A full time employee of the Hardin County Board of Education who initiates communication in accordance with the provisions of this regulation. 

Immediate Supervisor:  The administrator or supervisor who is immediately responsible for the communicator in a given building, division, section or department of the Hardin County School District. 

Designated Administrator:  The administrator above the communicator's immediate supervisor, who has administrative responsibility for the communicator and the communicator's immediate supervisor. This administrator would be a director or an associate superintendent.

Days:  All days shall be defined as working days. 

Managerial/Supervisory Personnel:  Personnel designated to act in a management or supervisory capacity in the school district. 

Non-Managerial/Non-Supervisory Personnel:  Personnel who are not designated as managerial or supervisory employees.

LEGAL: ACCORDING TO THE COUNTY EMPLOYEES' RETIREMENT SYSTEM (CERS), DISTRICTS MAY HIRE SUBSTITUTE EMPLOYEES ON A PROBATIONARY BASIS WITHOUT PAYING RETIREMENT CONTRIBUTIONS, BUT MUST AUTHORIZE THAT PRACTICE IN POLICY.

FINANCIAL IMPLICATIONS: MAY AFFECT AMOUNT BUDGETED FOR THIS PURPOSE

PERSONNEL
T03.2

Classified Personnel

Definition

Classified personnel are all those employees who hold positions not requiring teacher certification.

Full-time Personnel

A full‑time employee is one who works a minimum of eighty (80) hours or more per month on a regular basis. Bus drivers who work eighty (80) hours or more per month on a regular basis shall be considered full‑time employees.
Credit for Work Experience
A full-time employee shall work one hundred forty (140) days or more between July 1 and June 30 of any fiscal year to receive credit for one (1) step increase on the classified salary schedule for purposes of determining salary.
Part-Time Personnel
A part‑time employee is one who works fewer than eighty (80) hours per month on a regular basis.
Substitute Employees

Solely for purposes of the County Employees Retirement System, substitute employees shall serve a probationary period not to exceed twelve (12) months during which they shall not participate in CERS.
Reference:

KRS 161.720 (1)

KRS 78.510

KRS 78.615

702 KAR 1:035
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- Classified Personnel -

Salaries

Salary Calculation Procedures for Classified Employees

	
	

	
	

	
	

	1.
	The entry-level rate for new classified employees is Step A.  Upon employment, the Superintendent may grant up to 5 years for pay purposes when a person’s work experience is determined to be of such importance as to make them the best qualified person for the position.

	
	

	2.
	Since the classified salary schedule is shown in hourly rates, this hourly rate must be multiplied by the authorized hours per day and the number of days per year to determine the annual salary.

	
	

	3.
	Bus drivers are paid a daily rate for their regular routes.  This daily rate is based on 5 hours from the Classified Pay Schedule.  Multiply the daily rate by the yearly total to determine annual salary.

	
	

	4.
	Employees who transfer to a position at a different level will remain at the same step on the new level.

	
	


Classification and Reclassification

The following criteria will be used to determine whether requests for classification/re-classification of jobs will be considered:

New Jobs

New jobs are to be presented for classification.  New jobs are those that did not exist in the prior year’s organizational structure. Reclassified jobs are those that did and will continue to exist, but that have had 75 percent or more of their major job functions significantly changed.  New jobs are subject to advertisement.

Current Jobs

Current jobs may be requested for review only if they have been significantly modified (50 percent or more of the major functions have been changed due to re-organization or other action).

Review Process

Classification/reclassification of a job will be considered following referral by the appropriate Associate Superintendent.  Requests may be for an upgrade or a downgrade.

The results of the review may be an upgrade, a downgrade, or the same grade.

The request for review must specifically list each job eliminated from the organization structure in order to modify the job under consideration, must indicate the specific duties that are new to the job and what job (which is also to be submitted for review and possible reclassification) had responsibility for performing those duties before, or must contain a specific rationale for the need for new, additional duties not performed by that department/job before.

Jobs that simply get a title change, jobs that have been modified slightly (a change of less than 50 percent of the major job functions), jobs that have not experienced any changes in responsibility, and those jobs where only the volume of the work performed has changed may not be considered for reclassification.

Classified Pay Schedule

	AUTHORIZED HOURS / DAY AND DAYS / YEAR


	Table 321
	Hours/Days
	Days
	Hours/Year
	Table

	Director of Finance
	Varies
	Varies
	Varies
	3210

	Director of Public Relations
	Varies
	Varies
	Varies
	3210

	Director of Hardin County Schools PAC
	Varies
	Varies
	Varies
	3210

	Microsoft Software Technician I
	7.5
	261
	1957.5
	3210

	Microsoft Software Technician II
	7.5
	261
	1957.5
	3210

	Secretary to Superintendent/Executive Assistant
	7.5
	261
	1957.5
	3210

	
	
	
	
	

	Table 400
	Hours/Days
	Days
	Hours/Year
	Table

	Occupational Therapist Assistant
	7.5
	185
	1387.5
	400

	Family Resource/Youth Service Center Coordinators
	6.5
	240
	1560
	400

	Physical Therapist Assistant
	7.5
	185
	1387.5
	400

	Adult Educational Instructor
	Varies
	Varies
	Varies
	400

	HCEC-TV Instructor
	7.5
	185
	1357.5
	400

	
	
	
	
	

	Special Tables
	Hours/Days
	Days
	Hours/Year
	Table

	Bus Drivers (5) – pre-Cantrill Study (1996)
	5
	183
	915
	S010

	Educational Interpreter I - $17.02 hour
	Varies
	185
	Varies
	INT1

	Educational Interpreter II - $22.71 hour
	Varies
	185
	Varies
	INT2

	Educational Interpreter III - $28.34 hour
	Varies
	185
	Varies
	INT3

	Educational Interpreter Sub - $17.02 hour
	Varies
	185
	Varies
	INTS

	Energy Systems Supervisor - $54,641 year
	7.5
	240
	1800
	S005

	Lead Delivery Driver – Child Nutrition
	8
	181
	1448
	S019

	Maintenance Technician IV
	8
	261
	2088
	S026

	Security Guards (SRO) - $16.91
	Varies
	Varies
	
	

	Vehicle Maintenance Supervisor
	8
	261
	2088
	S028

	Webmaster
	4
	240
	960
	S009

	
	
	
	
	

	Level 9
	Hours/Days
	Days
	Hours/Year
	Table

	Supervisor, Maintenance Services
	8
	261
	2088
	L9AA

	Supervisor, Child Nutrition
	8
	261
	2088
	L9AA

	Supervisor, Transportation
	8
	261
	2088
	L9AA

	
	
	
	
	

	Level 8
	Hours/Days
	Days
	Hours/Year
	Table

	Computer Network Specialist
	7.5
	261
	1957.5
	L8AB

	Garage Foreman
	8
	261
	2088
	L8AA

	Lead Mechanic
	8
	261
	2088
	L8AA

	HVAC Maintenance Technician III
	8
	261
	2088
	L7AA

	Sr. Audio Visual Technician
	                  8
	   261
	2088
	L8AA

	Performing Arts Center Technical Director
	7.5
	261
	1957.5
	HL8

	Supervisor Custodial Services
	8
	261
	2088
	L8AA

	Master Certified Plumber/Electrician
	8
	261
	2088
	L8AA

	
	
	
	
	

	Level 7
	
	
	
	

	Accounting Specialist
	7.5
	261
	1957.5
	L7AB

	Accounts Payable Specialist
	7.5
	261
	1957.5
	L7AB

	Attendance Specialist
	7.5
	261
	1957.5
	L7AB

	Benefits Specialist
	7.5
	261
	1957.5
	L7AB

	Employment Specialist
	7.5
	261
	1957.5
	L7AB

	Office Manager, High School
	7.5
	261
	1957.5
	L7AB

	Payroll Specialist
	7.5
	261
	1957.5
	L7AB

	Training & Evaluation Specialist
	7.5
	261
	1957.5
	L7AB

	Compensation & Attendance Specialist
	7.5
	261
	1957.5
	L7AB

	Secretary To Director, Special Education
	7.5
	261
	1957.5
	L7AB

	Secretary, Curriculum & Assessment
	7.5
	261
	1957.5
	L7AB

	Secretary, Instructional Services
	7.5
	261
	1957.5
	L7AB

	Secretary, Personnel Services
	7.5
	261
	1957.5
	L7AB

	Secretary, Student Services
	7.5
	261
	1957.5
	L7AB

	Secretary/ Bookkeeper, Title 1
	7.5
	261
	1957.5
	L6AB

	Transportation Specialist
	7.5
	261
	1957.5
	L7AB

	Electrical/Mechanical Specialist
	8
	261
	2088
	L7AA

	Child Nutrition Manager, High School
	8
	184
	1472
	L7JA

	Mechanic
	8
	261
	2088
	L7AA

	Plumber
	8
	261
	2088
	L7AA

	Supvr, Print Shop 
	8
	261
	2088
	L7AA

	Property Records Auditor
	7.5
	261
	1957.5
	L7AB

	Driver Coordinator
	8
	261
	2088
	L7AA

	School Age Child Care Coordinator
	7.5
	261
	1957.5
	L7AA

	Secretary, Superintendent
	7.5
	261
	1957.5
	L7AA

	TV Production Assistant
	7.5
	261
	1957.5
	L5AB

	
	
	
	
	

	Level 6
	Hours/Days
	Days
	Hours/Year
	Table

	BUS DRIVER (Daily Rate = 5 X Hourly Rate)
	Daily Rate
	183
	915
	L5KF

	Bus Driver/ Special Needs Monitor 

(Daily Rate = 5 X Hourly Rate)
	Daily Rate
	183
	915
	L5KF

	Child Nutrition Manager, Large Elem/Middle
	8
	184
	1472
	L6JA

	Substitute Coordinator
	7.5
	261
	1957.5
	L6AB

	Volunteer Coordinator
	7.5
	215
	1612.5
	L6EB

	Office Manager, Elementary School
	7.5
	215
	1612.5
	L6EB

	Safety & Training Coordinator
	8
	261
	2088
	L6AA

	Office Manager, Middle School
	7.5
	261
	1957.5
	L6AB

	Bookkeeper, Child Nutrition
	7.5
	261
	1957.5
	L6DB

	Bookkeeper, High School
	7.5
	220
	1650
	L6AB

	Secretary/ Bookkeeper, Title 1
	7.5
	261
	1957.5
	L6AB

	Secretary Buildings & Grounds
	7.5
	261
	1957.5
	L6AB

	Secretary Early Childhood
	7.5
	261
	1957.5
	L6AB

	Secretary Gifted/Talented 
	7.5
	261
	1957.5
	L6AB

	Secretary Media Center
	7.5
	261
	1957.5
	L6AB


	Secretary Special Education
	7.5
	261
	1957.5
	L6AB

	Secretary/Bookkeeper Technology
	7.5
	261
	1957.5
	L6AB

	Secretary Student Attendance
	7.5
	261
	1957.5
	L6AB

	Secretary, Child Nutrition
	7.5
	261
	1957.5
	L6AB

	Preventive Maintenance Mechanic
	8
	261
	2088
	L6AA

	Carpenter
	8
	261
	2088
	L6AA

	Migrant Recruiter
	6.5
	200
	1300
	L6GD

	
	
	
	
	

	LEVEL 6 (Continued)
	Hours/Days
	Days
	Hours/Year
	Table

	Chemical Applications Technician
	 Varies
	Varies
	720
	HL6

	Finance Clerk
	7.5
	261
	1957.5
	L6AB

	Secretary Performance Arts Center
	7.5
	261
	1957.5
	HL6

	Secretary, Transportation
	7.5
	261
	1957.7
	L6AB

	Clerk, Personnel Department
	7.5
	261
	1957.7
	L6AB

	Preventive Maintenance HVAC
	8
	261
	2088
	L6AA

	Clerk, HCEC- TV
	7.5
	261
	1800
	L5JB

	
	
	
	
	

	Level 5
	Hours/Days
	Days
	Hours/Year
	Table

	Teacher Asst Special Education EBD, FMD, MMD, Diagnostic
	6.25
	185
	1156.25
	L5JE

	Clerk, Elementary School
	6.75 To 7.5
	190
	1282.5
	L5IC

	Clerk, Middle School 
	6.75 To 7.5
	195
	1316.25
	L5HC

	Clerk, High School
	6.75 To 7.5
	200
	1350
	L5GC

	Migrant Student Records Clerk
	6.75
	200
	1350
	L5GC

	Secretary, Child Nutrition
	7.5
	261
	1957.5
	L5AB

	Secretary, Adult Education
	7.5
	190
	1425
	L5IB

	Bookkeeper, Adult Education
	7.5
	195
	1462.5
	L5HB

	Literacy Volunteer Services Coordinator
	7.5
	200
	1500
	L5GB

	Audio Visual Technician
	8
	261
	2088
	L5AA

	Child Nutrition Manager, Small Elementary
	8
	184
	1472
	L5JA

	Security Specialist
	6.5
	185
	1202.5
	L5JD

	Lead Warehouse Worker
	8
	261
	2088
	L5AA

	
	
	
	
	

	Level 4
	Hours/Days
	Days
	Hours/Year
	Table

	Child Care Worker
	Varies
	185
	
	HL4

	Office Assistant
	6.25
	185
	1156.25
	L4JE

	Teacher Assistant
	6.25
	185
	1156.25
	L4JE

	TV Production Assistant
	7.5
	261
	1957.5
	L4DE

	Outreach Worker
	6.5
	Varies
	Varies
	L4CD

	Switchboard Operator
	8
	261
	2088
	L4AA

	Printer
	8
	261
	2088
	HL4

	Assistant Child Nutrition Manager
	Varies
	181
	
	L4LF

	
	
	
	
	

	Level 3
	Hours/Days
	Days
	Hours/Year
	Table

	Child Nutrition Worker Night Shift (+.10 Per Hour)

      (Work Schedule Beginning Between Noon And Midnight)
	Varies
	181
	
	L3N

	Child Nutrition Worker
	Varies
	181
	
	L3LF

	Delivery Driver
	7.5
	261
	1957.5
	L3AB

	Custodian  Day Shift
	8
	Varies
	
	HL3

	Custodian Night Shift  ( + .10 Per Hour )

  (Work Schedule Beginning Between Noon And Midnight)
	8
	Varies
	
	HL3N

	Maintenance Helper
	8
	261
	2088
	HL3

	
	
	
	
	

	Level 2
	Hours/Days
	Days
	Hours/Year
	Table

	Bus Assistant
	Varies
	Varies
	
	HL2

	Printer Assistant
	Varies
	Varies
	Varies
	HL2
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- Classified Personnel -

Salaries
	CENTRAL OFFICE CLASSIFIED ADMINISTRATIVE INCREMENT SCHEDULE

	
	
	

	POSITION
	DAYS
	INCREMENT

	
	EMPLOYED
	

	Director Finance
	240
	7,431

	Director Public Relations 
	240
	5,309

	Instructor Television Production
	185
	4,458


Supplemental Pay Schedule
	Teacher (Non-Certified)
	$15.00/hour

	Extended School Services Instructional Assistant
	$10.00/hour

	Pilot Tutorial (Non ESS) Instructional Assistant
	$10.00/hour

	Instructional Assistants (Non ESS/Non Pilot Tutorial)
	$10.00/hour

	Saturday School Instructional Assistant
	$10.00/hour

	Student Workers
	$5.58 5.15/hour

	Community Education Workers
	$8.00 per hour


	Hardin County Schools 

	 Classified Pay Schedule 

	 2006-2007 

	 Step 
	 Level 1 Hourly Rate 
	 Level 2 Hourly Rate 
	 Level 3 Hourly Rate 
	 Level 4 Hourly Rate 
	 Level 5 Hourly Rate 
	 Level 6 Hourly Rate 
	 Level 7 Hourly Rate 
	 Level 8 Hourly Rate 
	 Level 9 Hourly Rate 

	 0 (A) 
	           7.25 
	           7.98 
	           8.77 
	           9.65 
	         10.61 
	         11.68 
	         12.84 
	         14.13 
	         15.54 

	 1 (B) 
	           7.40 
	           8.13 
	           8.95 
	           9.84 
	         10.83 
	         11.91 
	         13.10 
	         14.41 
	         15.85 

	 2 (C) 
	           7.54 
	           8.30 
	           9.13 
	         10.04 
	         11.04 
	         12.15 
	         13.36 
	         14.70 
	         16.17 

	 3 (D) 
	           7.69 
	           8.46 
	           9.31 
	         10.24 
	         11.26 
	         12.39 
	         13.63 
	         14.99 
	         16.49 

	 4 (E) 
	           7.85 
	           8.63 
	           9.50 
	         10.45 
	         11.49 
	         12.64 
	         13.90 
	         15.29 
	         16.82 

	 5 (F) 
	           8.00 
	           8.81 
	           9.69 
	         10.65 
	         11.72 
	         12.89 
	         14.18 
	         15.60 
	         17.16 

	 6 (G) 
	           8.16 
	           8.98 
	           9.88 
	         10.87 
	         11.95 
	         13.15 
	         14.46 
	         15.91 
	         17.50 

	 7 (H) 
	           8.33 
	           9.16 
	         10.08 
	         11.08 
	         12.19 
	         13.41 
	         14.75 
	         16.23 
	         17.85 

	 8 (I) 
	           8.49 
	           9.34 
	         10.28 
	         11.31 
	         12.44 
	         13.68 
	         15.05 
	         16.55 
	         18.21 

	 9 (J) 
	           8.66 
	           9.53 
	         10.48 
	         11.53 
	         12.69 
	         13.95 
	         15.35 
	         16.88 
	         18.57 

	 10 (K) 
	           8.84 
	           9.72 
	         10.69 
	         11.76 
	         12.94 
	         14.23 
	         15.66 
	         17.22 
	         18.94 

	 11 (L) 
	           9.01 
	           9.92 
	         10.91 
	         12.00 
	         13.20 
	         14.52 
	         15.97 
	         17.57 
	         19.32 

	 12(M) 
	           9.19 
	         10.11 
	         11.13 
	         12.24 
	         13.46 
	         14.81 
	         16.29 
	         17.92 
	         19.71 

	 13 (N) 
	           9.38 
	         10.32 
	         11.35 
	         12.48 
	         13.73 
	         15.10 
	         16.61 
	         18.28 
	         20.10 

	 14 (O) 
	           9.57 
	         10.52 
	         11.58 
	         12.73 
	         14.01 
	         15.41 
	         16.95 
	         18.64 
	         20.51 

	 15 (P) 
	           9.76 
	         10.73 
	         11.81 
	         12.99 
	         14.29 
	         15.71 
	         17.29 
	         19.01 
	         20.92 

	 16 (Q) 
	           9.95 
	         10.95 
	         12.04 
	         13.25 
	         14.57 
	         16.03 
	         17.63 
	         19.39 
	         21.33 

	 17 (R) 
	         10.15 
	         11.17 
	         12.28 
	         13.51 
	         14.86 
	         16.35 
	         17.98 
	         19.78 
	         21.76 

	 18 (S) 
	         10.35 
	         11.39 
	         12.53 
	         13.78 
	         15.16 
	         16.68 
	         18.34 
	         20.18 
	         22.20 

	 19 (T) 
	         10.56 
	         11.62 
	         12.78 
	         14.06 
	         15.46 
	         17.01 
	         18.71 
	         20.58 
	         22.64 

	 20 (U) 
	         10.77 
	         11.85 
	         13.04 
	         14.34 
	         15.77 
	         17.35 
	         19.09 
	         20.99 
	         23.09 

	 21 (V) 
	         10.99 
	         12.09 
	         13.30 
	         14.63 
	         16.09 
	         17.70 
	         19.47 
	         21.41 
	         23.55 

	 22(W) 
	         11.21 
	         12.33 
	         13.56 
	         14.92 
	         16.41 
	         18.05 
	         19.86 
	         21.84 
	         24.03 



	Hardin County Schools

	Classified Salary Table 321

2006-2007

	SLP, SLPA, Software Technicians, Sec. to Supt., Classified Directors

	Experience
	Rank 3
	Rank 2
	Rank 1

	0
	31,930
	35,123
	38,635

	1
	32,569
	35,825
	39,408

	2
	33,220
	36,542
	40,196

	3
	33,884
	37,273
	41,000

	4
	34,562
	38,018
	41,820

	5
	35,253
	38,779
	42,656

	6
	35,958
	39,554
	43,510

	7
	36,678
	40,345
	44,380

	8
	37,411
	41,152
	45,267

	9
	38,159
	41,975
	46,173

	10
	38,922
	42,815
	47,096

	11
	39,701
	43,671
	48,038

	12
	40,495
	44,544
	48,999

	13
	41,305
	45,435
	49,979

	14
	42,131
	46,344
	50,978

	15
	42,974
	47,271
	51,998

	16
	43,833
	48,216
	53,038

	17
	44,710
	49,181
	54,099

	18
	45,604
	50,164
	55,181

	19
	46,516
	51,168
	56,284

	20
	47,446
	52,191
	57,410

	21
	48,395
	53,235
	58,558

	22
	48,395
	53,235
	58,558

	23
	48,395
	53,235
	58,558

	24
	48,395
	53,235
	58,558

	25
	48,395
	53,235
	58,558

	26
	48,395
	53,235
	58,558

	27
	49,363
	54,299
	59,729

	28
	50,350
	55,385
	60,924

	

	Earned Doctorate $1,000 (PhD/EdD)
	


  Master’s + 30 Hours* in approved program
	Hardin County Schools

	Classified Salary Table 400

	2006-2007

	FRYSC Coordinators, Therapy Asst, Adult Ed Instructors, Coord IV


	Experience
	185 Days
	240 Days

	0
	25,666
	33,296

	1
	26,179
	33,962

	2
	26,703
	34,642

	3
	27,237
	35,334

	4
	27,782
	36,041

	5
	28,337
	36,762

	6
	28,904
	37,497

	7
	29,482
	38,247

	8
	30,072
	39,012

	9
	30,673
	39,792

	10
	31,287
	40,588

	11
	31,912
	41,400

	12
	32,551
	42,228

	13
	33,202
	43,072

	14
	33,866
	43,934

	15
	34,543
	44,813

	16
	35,234
	45,709

	17
	35,939
	46,623

	18
	36,657
	47,556

	19
	37,391
	48,507

	20
	38,138
	49,477

	21
	38,901
	50,466

	22
	38,901
	50,466

	23
	38,901
	50,466

	24
	38,901
	50,466

	25
	38,901
	50,466

	26
	38,901
	50,466

	27
	39,679
	51,476

	28
	40,473
	52,505
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03.2322

   - Classified Personnel -

Gifts

Gifts
Any gift presented to a school employee for the use of the school must have the prior approval of the Superintendent or the Superintendent's designee.  Any gift so approved and accepted on behalf of the school becomes the property of the Board.

Solicitation of pupils or use of extracurricular funds school activity funds to purchase gifts for school personnel shall not be permitted.  Personnel shall not solicit from pupils for out-of-school activities.

Principals may receive donations and gifts on behalf of the board of education for the good of the school from such groups as the PTSA, PTO, and booster clubs.  These are to be reported to the superintendent or the superintendent's designee at least quarterly for submission to the board of education.

Principals may receive donations and gifts on behalf of the board of education for the good of the school from individuals and businesses without prior apprioval from the board for up to $1,000.  Amounts or values of items above $1,000 must be submitted to the superintendent for board approval.

Used items or potentially hazardous items must have the prior apporval of the superintendent or the superintendent's designee.

Related Policy:

03.2323
Adopted:
07-09-84
Order No:
4361


Revised:
03-21-02


8774
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     03.2232


- Classified Personnel -

Sick Leave

	Number of Days


All full time classified employees shall be entitled to ten (10) days of sick leave with pay per year.

Full-time classified staff employed on an eleven (11) or twelve (12) month basis shall be entitled to eleven (11) or twelve (12) days, respectively, each year.

Sick leave may be taken in whole day or half day increments.

Persons employed for less than a full year contract will receive a prorata part of the authorized sick leave days calculated to the nearest one-half (1/2) day.

Persons employed on a full year contract but scheduled for less than a full work day shall receive the authorized sick leave days equivalent to their normal working day provided the employee works enough hours in the position to be considered at least one-half time.

Employees on paid leave shall not be compensated for any duties, regular or extra service, during the paid leave period.

	
	

	Accumulation

Unused sick leave will accumulate with no limitation.

	
	

	Definition


Sickness shall mean personal illness, including illness or temporary disabilities arising from pregnancy, or exposure to contagious diseases.



	Family Illness/or Mourning

Sick leave can also be taken for illness in the immediate family   for the purpose of mourning a member of the employee’s immediate family.  Immediate family shall mean employee's 

spouse, children, (including stepchildren and foster children), grandchildren, daughters-in-law and sons-in-law, 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 resides in the employee's home.  
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03.2232 (Continued)

· Classified Personnel

	Sick Leave Donation Program

Under procedures developed by the Superintendent, classified employees who have accrued more than fifteen (15) days of sick leave may request to transfer sick leave days to another classified employee who is authorized to receive the donation.  The number of days donated shall not reduce the employee’s sick leave balance to less than fifteen (15) days.  Employees who are on a Leave of Absence are not eligible to donate sick leave days.
Classified employees shall meet all of the following conditions in order to be eligible to receive donated days.


	1.
	The receiving employee suffers from a catastrophic loss to his/her personal or real property, due to either a natural disaster or fire, that either has caused or will likely cause the employee to be absent for at least ten (10) consecutive working days; or 

	2.
	The employee or a member of his/her immediate family suffers from a medically certified illness, injury, impairment, or physical or mental condition that has caused or is likely to cause the employee to be absent for at least 10 (10) days. 

	3. 2.
	As appropriate, the need for the absence and use of leave is certified by a licensed physician. 

	4. 3.
	The employee has exhausted his/her accumulated sick leave, personal leave, and any other leave granted by the Board including Hardin County Sick Leave bank. 

	5. 4.
	The employee has complied with the District’s policies governing the use of sick leave. 

	6. 5.
	The employee may submit has submitted, in writing permission to publicize release details to potential donors regarding the need for leave and thus waive confidentiality rights by sharing the need for leave.


	An employee recipient shall not receive more than one contractual years number of donated days.

Any sick leave not used shall be returned on a proportionate/pro-rated basis to employees who donated days.

The donation of sick days is totally voluntary.  No employee shall be coerced, intimidated, or financially induced into donating days.

All names of people who donate days shall be considered confidential and shall not be shared with recipients or other people.


	Transfer of Sick Leave



Classified employees coming to the District from another Kentucky school district or from the Kentucky Department of Education shall transfer accumulated sick leave to the District.


	Unused Sick Leave

Unused sick leave will not be paid upon layoff, resignation, or termination of employment.
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         03.2232 (Continued)

- Classified Personnel -

	Reinstatement


Unused accumulated sick leave will be reinstated to an employee who has terminated and has subsequently been re-employed, if the break in service does not exceed forty-five (45) working days.

	
	

	Personal Day Transfer 

Classified employees shall have the option of transferring unused personal leave days to their accumulated sick leave at the end of each school year.

Affidavit

Upon return to work a classified employee claiming sick leave must file a personal affidavit or a certificate of a physician stating that the employee was ill or that the employee was absent for the purpose of attending to a member of the immediate family who was ill. For 10 or more consecutive days, an employee shall present a physician’s statement.


Reference:


KRS 161.155





OAG 79-148





OAG 93-39





Family & Medical Leave Act of 1993

Related Policy:

03.2231; 03.2322; 03.233; 03.22331; 03.224





03.275 (Retirement Compensation)

	Adopted/Amended:  03/15/07

	Order #:    9612
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RECOMMENDED: THESE CHANGES ARE PROPOSED IN RESPONSE TO DISTRICT CONCERNS ABOUT HUFFING AND SUBSTANCE ABUSE INCIDENTS OTHER THAN THOSE INVOLVING ALCOHOL AND CONTROLLED SUBSTANCES.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

PERSONNEL
R03.23251

‑ Classified Personnel ‑

Drug‑Free/Alcohol‑Free Schools

The regulations of the Drug-Free Workplace Act apply to U.S. Department of Education grantees as well as to other federal agencies. For the most part, these regulations apply to school districts which are “prime grantees” for monies such as Impact Aid (Public Law 874). Hardin County is one of these districts.

In order to fulfill federal regulations, all employees are hereby notified that it is a violation of Policy 03.23251 of this school District for any employee to unlawfully manufacture, distribute, dispense, be under the influence of, possess use, sell or transfer any of the following in the workplace or in the performance of duties; 
1. Alcoholic beverages;

2. Controlled substances, prohibited drugs and substances, 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 item as a controlled substance.

Additionally, P.L. 101-266 prohibits the unlawful possession, use, or distribution of alcohol by employees and prohibits employees from being under the influence of alcohol while on duty.

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 Human Services under 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 and prohibited volatile substances as defined in KRS 217.900 that are used or intended for use for an abusive and/or intoxicating purpose.
Authorized Drugs

Employees who personally use or who 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.

PERSONNEL
R03.23251


(Continued)

Drug‑Free/Alcohol‑Free Schools

Workplace Defined

Workplace is defined as the site for the performance of work done for the District. That includes any place where work on a school District program, project, or activity is performed, including, but not limited to, a school building or other school premises; any school‑owned vehicle or any other school‑approved vehicle used to transport students to and from school or school activities; off school property during any school-sponsored or school-approved activity, event, or function such as a field trip or athletic event where students are under the jurisdiction of the school District.
Suspension/Termination/Nonrenewal

Any employee who violates the terms of this policy may be suspended, nonrenewed, or terminated. In addition, violations may result in notification of appropriate legal officials.

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, nonrenewed, or terminated.

An employee who violates the terms of the school District’s drug-free/alcohol-free workplace policies or provisions of P.L. 101-266, may be nonrenewed or his/her employment may be suspended or terminated at the discretion of the Superintendent. The Superintendent, at the first meeting following any action, shall notify the Board of same. As an alternative the Superintendent may choose that an employee who violates the terms of the drug-free/alcohol-free policies satisfactorily participate, at employee expense, in a state-licensed drug/alcohol abuse assistance or rehabilitation program. If the employee fails to satisfactorily participate in such a program, the employee may be nonrenewed or his/her employment may be suspended or terminated.
Employees are further notified that it is a condition of continued employment with this District that all employees will comply with the above policies of the school District and will notify their supervisor of a conviction of any criminal drug statute for a violation occurring in the workplace no later than five (5) days after such conviction.

Reporting

Employees of the District shall promptly make a report to the local police department, sheriff, or Kentucky State Police, by telephone or otherwise, if they know or have reasonable cause to believe that conduct has occurred which constitutes the 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. 

PERSONNEL
R03.23251


(Continued)

Drug‑Free/Alcohol‑Free Schools

Prevention Program

The Superintendent shall establish a comprehensive and ongoing drug‑free/alcohol‑free prevention program for all employees which shall include 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 requirement for mandatory compliance 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 programs and available rehabilitation/employee assistance programs; and

5. Penalties that may be imposed upon employees for violations of this policy.



References:

KRS 160.290; KRS 161.120; KRS 161.790; KRS 217.900
34 CFR Part 85

P. L. 101‑226 (Improving America's Schools Act of 1994 (Title IV): Safe and Drug‑Free

Schools and Communities)

20 USCA, Section 3171
Related Policies:

03.1325; 08.1345; 09.2241



PERSONNEL                 

      




  
03.2327


- Classified Personnel -

Use of Tobacco

Use of Tobacco Prohibited



The use of any tobacco product is prohibited in any board-owned vehicle and any building owned or operated by the Board of Education.  The use of any tobacco product is prohibited in the presence of students during school hours or in the presence of students while performing services for the District.  Smoking is prohibited in the seating areas of all outdoor arenas/stadiums.

Adult employees may smoke in outside areas designated by the Principal.  These designated areas will be at least fifteen feet from the outside entrance or to open windows of any enclosed area in which smoking is prohibited.  

The use of any tobacco product is prohibited in any building owned or operated by the Board where children meet on a routine or regular basis.  Adult employees may smoke in outside areas designated and supervised by the Superintendent or Principal.

References:

KRS 438.050



OAG 81-295



OAG 91-137



KRS 160.290



KRS 160.340



Public Law 103-227 Part C

Related Policy:

09.4232

PERSONNEL
03.26

(HCAR)

‑ Classified Personnel ‑

General Complaint Procedure

PROCEDURE

The Superintendent shall develop specific communication complaint procedures to include, but not be limited to, the opportunity for problems to be addressed and resolved at each level of the chain of command from the point of origin, time limitations for the filing and the appeal of a complaint, and procedures for the orderly review and appeal of each individual complaint.

Complaints are individual in nature and must be brought by the individual complainant.  Anonymous complaints will not be considered.

The Board shall take action only on those complaints that fall within the authority of the Board.

General

The Board will hear employee problems only after the unsuccessful resolution by the employee’s supervisors and superintendent.

Personnel issues

Complaints to be heard by the Board must be submitted in writing to the Superintendent at least five (5) working days prior to the regular Board meeting.  The Board will not, hear any complaint concerning personnel actions taken by the superintendent/designee, unless the issue is based on an alleged violation of constitutional, statutory, regulatory, or policy provisions.

Before accepting a complaint appeal, the Board shall seek the advice of the Board Attorney as to whether the appeal falls within the requirements of this policy.  Any personnel complaint not falling within the requirements shall be appealed only to the level of the Superintendent.

The Board shall not hear complaints concerning simple disagreement of dissatisfaction with a personnel action.

exception

Any specific policy with its own grievance complaint procedure must be utilized in place of this general policy.

Reference:

OAG 78-204

Related Policies:

03.262

Adopted/Amended:  03-15-07

Order #:   9612
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- Classified -

General Grievance/ Communications  
Complaint or Communications Procedure

This communications complaint regulation, hereby adopted by the Hardin County Board of Education, is designed to improve the opportunities for an employee to initiate ideas, suggestions, input or relevant information to the attention of the administrative staff and/or the Board of Education of the Hardin County School District.

This regulation shall also be utilized in the event an employee wishes to communicate a question about the application of a Board of Education policy, administrative rule or regulation of the Hardin County School District.

This regulation is applicable to all full-time personnel employed by the Hardin County School District.  This regulation shall not prohibit any employee from informally discussing matters of concern with the supervisor.

Exception

Any specific policy with its own grievance complaint procedure must be utilized in place of this general policy.

Communications Processing:

Time Limits:  The time limits stated in various sections of this regulation may be extended by mutual consent of the Board of Education, its authorized agents and the communicator.  If no extension occurs and no appeal is filed at the next level of this communications regulation, the communication shall be considered to have been settled and terminated at the previous level, based on the answer given at that level.  A question about a possible misapplication of a board policy, administrative rule or regulation shall be filed within five (5) days of the disposition of the communication at the next lower level.  Suggestions, ideas and other communications shall be filed as soon as possible to allow an opportunity for thorough investigation and the gathering of relevant information.

Communication Forms:  The communication forms utilized in this regulation are as follows:

Communication Initiation Form:  This form will be utilized to initiate a communication at the first level (to the immediate supervisor).  It will contain the name of the employee, title, home address, the employee's work location, the date of the communication, space for the employee to draft the communication and space for the written response of the immediate supervisor.  A communication initiation form will be provided to any interested employee.

PERSONNEL 
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- Classified -

General Grievance/ Communications Procedure

Communication Transmittal Form:  This form will be utilized to transmit a communication to a designated level, beyond level 1 (the immediate supervisor), as provided in this policy. (This form should be used instead of the Communication Initiation Form.) This form shall contain the name of the employee, title, home address, the employee's work location, the date of the communication and space for written response.  If the communicator wishes, the employee may indicate on the form the communicator's disagreement with the previous decision(s). The employee should contact the Office of Personnel Services to obtain the name of the person at the next level if the immediate supervisor is bypassed.

Levels of Communications:

Level 1 - An employee shall present the initial written communication to the employee's immediate supervisor, unless the employee’s grievance is against the immediate supervisor.  In such cases, the employee shall may present the initial written communication (on the Communication Transmittal Form) to the designated administrator or designee (supervisor) at the next higher level of administrative authority.  The supervisor (designated administrator or designee) shall discuss with the employee the nature of the communication and any action that the supervisor believes should be taken to resolve the concern of the employee.  The supervisor shall provide a written response to the employee no later than five (5) days after receipt of the employee's initial communication.

Level 2 - If the employee is dissatisfied with the response received from the immediate supervisor, the employee may present the written communication to the designated administrator or designee at the next higher level of administrative authority.

The designated administrator or designee will investigate the communication, review previously presented information and the supervisor's response, (communicate with the employee and supervisor) and shall provide a written response to the employee no later than five (5) days after receipt of the employee's communication at Level 2.

Level 3 - If the employee wishes further review of the communication, the written communication may be presented to the Superintendent of Schools or designee.  The Superintendent or designee shall review previously presented information and administrative responses and conduct any necessary investigations.  The Superintendent shall provide a written response to the employee no later than five (5) days after receipt of the employee's communication at Level 3.
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- Classified -

General Grievance/ Communications Procedure

In rare instances, it may be appropriate for the communicator to give the communication directly to the Superintendent, thus bypassing Levels 1 and 2 of this procedure.  This action shall be taken only in those rare instances where the matter communicated is of such a personal and private nature that it cannot be effectively communicated at Levels 1 and 2; or, in those instances where the nature of the communication would require the initial response of the Superintendent.  The Superintendent reserves the right to redirect the communicator to the another appropriate level.

Level 4 - If the employee, after reviewing the Superintendent's response, desires direct communication with the Board of Education, the employee may request an opportunity to present the written communication to the Board of Education.  The Superintendent must receive the employee's written request no later than five days prior to the meeting of the Board at which the employee wishes to present the communication.  The employee will be afforded an opportunity, in accordance with rules and regulations of the Board, to appear before the Board for relevant discussion of the employee's communication.  If the employee does not 

wish to make a verbal presentation, the employee's right to refrain from such activity will be respected.  The Board of Education will consider a written response within five (5) days after the next regularly scheduled meeting of the Board at which the communication was presented.  The decision of the Board shall be final.

Definitions:

Communicator:    
A full time employee of the Hardin County Board of Education who initiates communication in accordance with the provisions of this regulation. 

Immediate Supervisor:    
The administrator or supervisor who is immediately responsible for the communicator in a given building, division, section or department of the Hardin County School District. 

Designated Administrator:   The administrator above the communicator's immediate 

supervisor, who has administrative responsibility for the communicator and the communicator's immediate supervisor. This administrator would be a director or an associate superintendent.

Days:
All days shall be defined as working days. 

PERSONNEL 
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- Classified -

General Grievance/ Communications Procedure

Managerial/Supervisors      Personnel designated to act in a management or 

Personnel:
supervisory capacity in the school district.

Non-Managerial/   
Personnel who are not designated as 


Non-Supervisory 
managerial or supervisory employees.

Personnel:

LEGAL: CHANGES MARKED REFLECT THAT CLASSIFIED EMPLOYEES WITH FOUR (4) OR MORE YEARS OF CONTINUOUS ACTIVE SERVICE MAY BE NONRENEWED BASED ON CAUSES LISTED BELOW AND SET OUT IN POLICY 03.27. THIS LANGUAGE COMPLIES WITH KRS 161.011.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL
A03.2711

‑ Classified Personnel ‑

Nonrenewal

Nonrenewal of contracts for classified personnel shall be made in compliance with the requirements of KRS 161.011, with written notice being mailed or provided to the employee by the Superintendent no later than April 30.

Basis for Nonrenewal (Less Than 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 more than four (4) or more years of continuous active service in the District may be nonrenewed for the following reasons:

1. 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 of, or reduction in, funding, and/or

9. A position becomes obsolete or redundant, due to program reorganization or changes to program requirements for improved delivery of services, including a council decision that fewer employees are needed at the school.

Reference:

KRS 161.011

Related Policies:

03.27

03.271
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03.2711


-Classified Personnel-

Nonrenewal

Nonrenewal
Nonrenewal of contracts for classified personnel shall be made in compliance with the requirements of KRS 161.011, with written notice being provided to the employee by the Superintendent no later than April 30.

Basis for 

The Superintendent may nonrenew the contracts of classified

Nonrenewal

employees with less than four (4) years of continuous active 




Service in the District for any legal reason.

Classified employees with more than four (4) years of continuous active service in the District may be nonrenewed for the following reasons:

1. Incompetency,

2. Neglect of duty,

3. Insubordination,

4. Inefficiency,

5. Misconduct,

6. Other grounds contained in Board policy, including, but not limited to, causes for actions set forth in Board policy 03.27, Unprofessional Conduct
7. Immorality

8. Loss of, or reduction in, funding

9. Repeated unexcused absence, tardiness, absence without notification or abuse of sick leave, and/or

10. A position becomes obsolete or redundant, due to program reorganization or changes to program requirements for improved delivery of services including a council decision that fewer employees are needed at the school.

Reference:


KRS 161.011

Related Policies


03.27


03.271

	Adopted:
	06/16/05
	Order No:
	9410


RECOMMENDED: THESE CHANGES ARE SUGGESTED TO CLARIFY THAT DISTRICTS MAY MAKE CERTAIN PAYMENTS PRIOR TO APPROVAL BY THE BOARD.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

THIS CHANGE IS NOT REQUIRED BY LAW.

FISCAL MANAGEMENT
V04.3111

District Issuance of Checks

Authorization

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

Payment of Bills

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

1. A purchase order signed by the Superintendent or the Superintendent's designee;

2. An invoice as to goods or services received; and

3. Confirmation that invoiced materials were received in accurate quantity and in good order; for example, by way of a signed standard invoice.

Board Minutes

The original copy of warrants or “Orders” shall be maintained on file as part of the official Board minutes. 

Approval

The treasurer shall receive a signed warrant or “Orders of the Treasurer” as appropriate, or approved equivalent, properly executed, including signatures of the chairperson and secretary of the Board, before issuing checks.

Subsequent Approval

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

2. payments to take advantage of discounts, 
3. payments made to prevent penalties and disruption of services, and
4. payments for approved purchases made in accordance with District policy as procedures to avoid invoices being more than thirty (30) days past due as of the date of the Board meeting.
References:

KRS 160.290; KRS 160.340

KRS 160.370; KRS 160.560

OAG 79‑321; 702 KAR 3:120

     
     
SCHOOL FACILITIES                                                                                                                                         HCAR 05.3
 

Community Use of School Facilities

Primary Purpose

School facilities are for the primary purpose of meeting the educational needs of school‑age youth in the district. However, with reasonable policies and procedures, the school can assist the community in meeting social, civic, recreational and cultural needs by effective utilization of school facilities.

CONDITIONS OF RENTAL

All rental of school facilities is subject to the following conditions:

	1. 
	An official application shall be made to the Principal.

	2. 
	Rentals will be made to responsible, organized groups and responsible officers of that group must sign the application and the contract.

	3. 
	Activities shall not restrict admission or participation on the basis of race, color, national origin, sex or handicap.

	4. 
	Conditions of that contract shall included:

	a 
	Acceptance of responsibility by officials of the renting organization for any damage or loss resulting form the rental;

	b 
	Agreement that renting organizations, and officers thereof, shall assume all liability for any personal injuries incurred during their use of the facilities and shall hold the Board harmless from any such claims against it;

	c 
	Agreement to observe all fire and safety regulations;

	d 
	Agreement that the use of tobacco products shall not occur within the building and that the use of alcoholic beverages is prohibited in school buildings or on school grounds.

	e 
	Observance that no immoral or illegal activity shall be allowed on the premises;

	f 
	The presence of school supervisory or custodial personnel designated by the Principal at all times.  The hourly wage of the custodian(s) must be included in the contract along with social security and retirement payments required by law.  If the custodian is employed beyond the normal 40-hour week that he works for the Board, overtime wages must be paid. 

	g 
	The presence of school food service personnel when kitchen facilities are used.  The hourly wage of the food service worker(s) must be included in the contract along with the social security and retirement payments required by law.  If the food service employee is employee beyond the normal 40-hour week that s/he works for the Board 

	h 
	Agreement that no alterations to the buildings or grounds be made without prior approval;

	i 
	Agreement that no permanent signs, banners, pennants or similar items be placed in or on school buildings or grounds except by groups associated with the schools;

	j 
	Agreement that the renting party shall not sublease or reassign any portion of the building or item of equipment covered by the rental contract;

	k 
	Agreement that school equipment shall not be a part of the rental contract unless specifically enumerated; and

	l 
	Agreement to leave the facilities in as good a condition as before used. 

	m 
	When facilities are to be used for non-school activities and/or activities not for the benefit of the school district, a certificate of general liability insurance naming the school board members, school employees and school district as additional insureds shall be provided.  Minimum single limit coverage $1,000,000

	n 
	Community/Youth Group/ Organizations that contribute donations to any of the school programs that are of equal or greater value than the facility rental cost, have the option from the principal of being exempt from the rental fee.     This does not include the amount to be paid for custodial services if required due to clean up or if a school personnel is necessary to be present during the rental function.

	o 
	The continual renting of school facilities by individuals or groups shall not extend beyond 6 month periods. 
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HCAR 05.3 

Community Use of School Facilities

Priority for Use of School Facilities

	Priority
	Examples of Groups
	Approval
	Scheduling
	Fees Charged
	Proof of Liability Insurance

	I - School Groups
	Educational programs that are an outgrowth of classroom instruction including, but not limited to, science fairs, plays, exhibits and concerts.

Interscholastic activities including athletic teams, speech and debate, band competition and academic competition.

Any school group that requires a faculty sponsor including, but not limited to, all school-sponsored clubs, homerooms, honor societies and student council.
	Principal/
designee
	Principal/
designee
	None
	None required

	II - School-Related Groups -Meetings
	District Adult/Community education programs

Parent‑Teacher Association/ Organization

Booster Groups ‑ academic, athletic and band


	Principal/designee
	Principal/designee
	Custodial fees, if designated in contract
	None required



	III - School-Related Groups -Activites 


	District Adult/Community education programs

Parent‑Teacher Association/ Organization

Booster Groups ‑ academic, athletic and band

4‑H Clubs

Scout groups
	Principal/designee
	Principal/designee
	Custodial fees, if designated in contract
	Required - As specified in the contract
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SCHOOL FACILITIES
HCAR 05.3 

Community Use of School Facilities

Priority for Use of School Facilities (continued)

	Priority
	Examples of Groups
	Approval
	Scheduling
	Fees Charged
	Proof of Liability Insurance

	IV - Community Interest Groups
	County Recreation Programs

Little League and/or comparable groups including, but not limited to, YMCA

Adult farmers 

Civic clubs

Industrial groups

Church groups

Homemakers

Historical Society
	Principal/designee
	Principal/designee
	Usage and custodial fees, as designated in contract

Note: See Section N on page 1 for exceptions
	Required - As specified in the contract

Organizations will be required to sign a release and indemnity agreement relieving the Board of any liability in accordance with Board policy 05.3.

	V - Meetings of General Public
	General meetings of various community groups including, but not limited to, political parties.
	Principal/designee
	Principal/designee
	Usage and custodial fees, as designated in contract
	Required - As specified in the contract

Organizations will be required to sign a release and indemnity agreement relieving the Board of any liability in accordance with Board policy 05.3.
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       06.221


- Safety -

Bus Drivers' Use of Tobacco and Other Substances

Criminal Records Check
Prior to the employee's initial employment or upon return from any break in service (excluding summers and any designated calendar breaks), the Superintendent or designee shall perform a criminal records and driving history check on all school bus drivers.1  No person shall be employed as a school bus driver who has been convicted of driving any motor vehicle under the influence of alcohol or any illegal drug within the last five (5) years.

Drivers shall immediately report to the Superintendent or designee any traffic violation specified in Kentucky Administrative Regulation. 

Tobacco Products
The use of any tobacco product is prohibited in any board-owned vehicle and any building owned or operated by the Board of Education.  The use of any tobacco product is prohibited in the presence of students during school hours or in the presence of students while performing services for the District.  Smoking is prohibited in the seating areas of all outdoor arenas/stadiums.

Adult employees may smoke in outside areas designated by the Principal.  These designated areas will be at least fifteen feet from the outside entrance or to open windows of any enclosed area in which smoking is prohibited.  

Use of tobacco products is prohibited on school buses at all times.  
Drivers must adhere to individual school policy as it relates to designated areas.
Definitions
“Drugs” refers to controlled substances as prohibited by the Omnibus Act, including but not limited to marijuana, cocaine, opiates, amphetamines, and phencyclidine (PCP).

“Alcohol” refers to the intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular weight alcohols, including but not limited to, methyl and isopropyl.  Alcohol use includes the consumption of any beverage, mixture, or preparation, including medication-containing alcohol. 

Use Prohibited




All employees subject to commercial driver’s license (CDL) requirements shall be prohibited from:

1.  The use of drugs, unless a written prescription from a licensed doctor or osteopath is provided;

2.  The use of alcohol:


a.   While on duty;


b.   Eight (8) hours before driving;


c.   Eight (8) hours following an accident; or 


d.   Consumption resulting in prohibited levels of alcohol in the system.

TRANSPORTATION                                                      
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- Safety -

Bus Drivers' Use of Tobacco and Other Substances
Testing


All covered applicants and employees shall be subject to pre-employment/alcohol and controlled substances testing, and reasonable suspicion, random, and post accident testing for drugs and alcohol.  Return-to-duty and follow-up testing shall also be required.

All offers of employment with the District shall be made contingent upon testing results.  An applicant who tests positive shall not be employed.

Applicants who refuse drug and alcohol testing shall be eliminated immediately from employment consideration.

Current employees who test positive shall be suspended from driving duty and subject to immediate disciplinary action up to and including dismissal in accordance with Board policy and administrative procedures.  A school bus driver, substitute driver, school bus mechanic or anyone performing safety-sensitive pupil transportation duties who tests above 0.02 percent on the confirmation alcohol test immediately before, during, or immediately following the performance of these duties shall be relieved of these duties immediately.  (Drivers found under the influence of alcohol or any illegal drugs while on duty or with remaining driving responsibilities that same day shall be dismissed from employment in accordance with Kentucky Administrative Regulations and Board policy and shall not be eligible for reemployment for five (5) years.)  

Employees who test positive shall be notified of referral services.  Additionally, employees shall be subject to CDL prohibitions and penalties under the Omnibus Act and applicable Federal Motor Carrier Safety Regulation.

Current employees who refuse to comply with testing requirements will be immediately suspended from driving duty and regarded as testing positive.

Testing Costs




Pre-employment drug and alcohol testing costs shall be paid for by the District.  All current employee drug and alcohol testing including reasonable suspicion, random, and post-accident 

testing cost shall be paid for by the District.

Materials to be Provided

The Superintendent/designee shall distribute educational material to explain state and federal legal requirements for alcohol and controlled substance testing of CDL drivers and the District’s policies and procedures to implement it.  Materials shall meet content requirements of state and federal regulations and shall be distributed to each driver prior to the start of alcohol and controlled substances testing each year and to each driver subsequently hired or transferred into a position requiring driving a commercial motor vehicle.

TRANSPORTATION
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- Safety -

Bus Drivers' Use of Tobacco and Other Substances
If the district recognized an organization to represent bus drivers, the District shall provide written notice to representatives of the organization of the availability of this information.1
	References:
	
	Omnibus Employee Testing Act of 1991, Public Law 102-143, Title V

	
	1
	49 C.F.R. Part 382; 

	
	2
	702 KAR 5:080

	
	
	KRS 438.050


	Related Policies:
	
	03.11; 03.13251; 03.17; 03.21; 03.23251; 03.27

	
	
	


	Adopted/Amended:  06/19/03

	Order #:    8985


RECOMMENDED: THESE CHANGES WERE DEVELOPED BY A WORK GROUP REPRESENTING THE KENTUCKY CENTER FOR SCHOOL SAFETY, THE KENTUCKY DEPARTMENT OF EDUCATION, THE KENTUCKY ATTORNEY GENERAL’S OFFICE AND KSBA IN RESPONSE TO GROWING CONCERNS ABOUT INAPPROPRIATE USE OF TECHNOLOGY RESOURCES.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

CURRICULUM AND INSTRUCTION
K08.2323

Access to Electronic Media

For Schools without SBDM Councils

(Acceptable Use Policy)

The Board supports reasonable access to various information formats for students, employees and the community and believes it is incumbent upon users to utilize this privilege in an appropriate and responsible manner.

Safety Procedures and Guidelines

The Superintendent shall develop and implement appropriate procedures to provide guidance for access to global electronic media. Guidelines shall address teacher supervision of student computer use, ethical use of electronic media, including but not limited to, the Internet, e-mail, and other District technological resources, and issues of privacy versus administrative review of electronic files and communications. In addition, guidelines shall prohibit utilization of networks for prohibited or illegal activities, the intentional spreading of embedded messages, or the use of other programs with the potential of damaging or destroying programs or data.

Internet safety measures shall be implemented that effectively address the following:

· Controlling access by minors to inappropriate matter on the Internet and World Wide Web;

· Safety and security of minors when they are using electronic mail, chat rooms, and other forms of direct electronic communications;

· Preventing unauthorized access, including “hacking’ and other unlawful activities by minors online;

· Unauthorized disclosure, use and dissemination of personal information regarding minors; and

· Restricting minor’s access to materials harmful to them.

The District shall provide reasonable public notice of, and at least one (1) public hearing or meeting to address and communicate, its Internet safety measures.
Specific expectations for appropriate Internet use shall be reflected in the District’s code of acceptable behavior and discipline including appropriate orientation for staff and students.
Permission/Agreement Form

A written parental permission/agreement form shall be required prior to the student being granted independent access to the Internet and/or e-mail involving District technological resources.

The required permission/agreement form, which shall specify acceptable uses, rules of online behavior, access privileges, and penalties for policy/procedural violations must be signed by the parent or legal custodian of minor students (those under 18 years of age) and also by the student. This document shall be kept on file as a legal, binding document. In order to modify or rescind the agreement, the student's parent/custodian (or the student who is at least 18 years old) must provide the school and Superintendent with a written request.

CURRICULUM AND INSTRUCTION
K08.2323


(Continued)

Access to Electronic Media

For Schools without SBDM Councils

(Acceptable Use Policy)

Employee Use

Employees should use electronic mail only for purposes directly related to work-related activities.

Employees shall not use a code, access a file, or retrieve any stored communication unless they have been given authorization to do so. (Authorization is not required each time the electronic media is accessed in performance of one’s duties.) Each employee is responsible for the security of his/her own password.

Community Use

On recommendation of the Superintendent/designee, the Board shall determine when and which computer equipment, software, and information access systems will be available to the community.

Upon request to the Principal/designee, community members may have access to the Internet and other electronic information sources and programs available through the District’s technology system, provided they attend any required training and abide by the rules of usage established by the Superintendent/designee.

Disregard of Rules

Individuals who refuse to sign required acceptable use documents or who violate District rules governing the use of District technology may be subject to loss or restriction of the privilege of using the equipment, software, information access systems, or other computing and telecommunications technologies.
Employees and students shall be subject to disciplinary action, up to and including termination (employees) and expulsion (students) for violating this policy and acceptable use rules and regulations established by the school or District.
Responsibility for Damages

Individuals shall reimburse the Board for repair or replacement of District property lost, stolen, damaged, or vandalized while under their care. Students or staff members who deface a District web site or otherwise make unauthorized changes to a web site shall be subject to disciplinary action, up to and including expulsion and termination, as appropriate.
Responding to Concerns

School officials shall apply the same criterion of educational suitability used to review other educational resources when questions arise concerning access to specific databases or other electronic media.

Audit of Use

Users with network access shall not utilize District resources to establish electronic mail accounts through third-party providers or any other nonstandard electronic mail system.

CURRICULUM AND INSTRUCTION
K08.2323


(Continued)

Access to Electronic Media

For Schools without SBDM Councils

(Acceptable Use Policy)

Audit of Use (Continued)

The Superintendent/designee shall establish a process to determine whether the District’s education technology is being used for purposes prohibited by law or for accessing sexually explicit materials. The process shall include, but not be limited to:

1. Utilizing technology that meets requirements of Kentucky Administrative Regulations and that blocks or filters Internet access for both minors and adults to certain visual depictions that are obscene, child pornography, or, with respect to computers with Internet access by minors, harmful to minors;

2. Maintaining and securing a usage log; and

3. Monitoring online activities of minors.

References:

KRS 156.675; 47.U.S.C.§ 254; 701 KAR 5:120

Kentucky Education Technology System (KETS)

Related Policies:

03.1325/03.2325
08.1353, 08.2322

09.14, 09.421, 09.422, 09.425, 09.426

     
     
LEGAL: THE 2007 GENERAL ASSEMBLY AMENDED KRS 159.170 TO REQUIRE THAT DISTRICTS NOTIFY THE KENTUCKY DEPARTMENT OF EDUCATION (KDE) WHEN A NEW STUDENT ENROLLS. KDE WILL FORWARD INFORMATION FOR THE NEWLY ENROLLED STUDENT ONCE THE DISTRICT MAKES THE NOTIFICATION.

FINANCIAL IMPLICATIONS: NONE

STUDENTS
E09.111

Transfers and Withdrawals

Teacher to Ascertain Reason

When a pupil of compulsory school age withdraws from school, the teacher/attendance personnel of the pupil shall ascertain the reason.1
Report to Student Services

The teacher/attendance personnel shall immediately report the withdrawal and the reason for it to the Superintendent's office (Division of Student Services).
Change of Residence

If the child has withdrawn because of residence, the next residence shall be ascertained and included in the report. The District shall notify the Kentucky Department of Education when a new student enrolls.1


Missing Children

The Division of Student Services shall notify the Justice Cabinet of any request for the records of a student who has been flagged as missing.1
Permission Required for Withdrawal

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

No written permission for withdrawal shall be required for a student over eighteen (18).2

Follow-Up By District Personnel

Within three (3) months of the date of a student’s withdrawal from school, District personnel designated by the Superintendent shall contact each student between the ages of sixteen (16) and eighteen (18) who has withdrawn from school to encourage reenrollment in a regular, alternative, or GED preparation program. If the student does not reenroll at that time, personnel shall make at least one (1) more attempt toward reenrollment of the student before the beginning of the next school year.2
STUDENTS
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(Continued)

Transfers and Withdrawals

References:

1KRS 159.170; KRS 158.032

2KRS 159.010; KRS 159.020

Related Policy:

09.122

     
     
LEGAL: THE 2007 KENTUCKY GENERAL ASSEMBLY AMENDED KRS 159.150 TO REQUIRE STUDENT ATTENDANCE RECORDS TO BE CUMULATIVE AND TO TRANSFER WHEN A STUDENT MOVES FROM ONE KENTUCKY SCHOOL DISTRICT TO ANOTHER KENTUCKY SCHOOL DISTRICT.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

STUDENTS
F09.123

Absences and Excuses

Pupils are required to attend regularly and punctually the school in which they are enrolled. This requirement applies regardless of the number of Carnegie units of instruction necessary for graduation.

Teachers are required to keep an accurate attendance record for each of their classroom assignments.

Truancy Defined

Any student who has attained the age of six (6), but has not reached his/her eighteenth (18th) birthday, who has been absent from school without valid excuse for three (3) days or more, or tardy without valid excuse on three (3) days or more, is a truant.

Any student enrolled in a public school who has attained the age of eighteen (18) years, but has not reached his/her twenty-first (21st) birthday, who has been absent from school without valid excuse for three (3) or more days, or tardy without valid excuse on three (3) or more days, is a truant.

Any student who has been reported as a truant two (2) or more times is an habitual truant.

A student who is absent for sixty (60) minutes or less of the regularly scheduled school day is tardy.

Once a student under twenty-one (21) years of age is absent or tardy six (6) or more days without valid excuse, this student’s name shall be forwarded to the Division of Student Services as a habitual truant for possible court action. Furthermore, a school hearing shall be conducted concerning the student’s attendance record.
For the purposes of establishing a student's status as a truant, a student’s attendance record is cumulative for an entire school year. When students transfer from one Kentucky district to another, attendance information from the previous district shall become part of their official attendance record for that school year.
Definitions

Definitions of terms used in this section:

Full credit: A Carnegie unit of instruction that a student earns by successfully maintaining a passing grade (70) without being absent more than twelve (12) regularly scheduled class periods per school year in that class.

High School (Grades 9-12)

Half-credit: One-half (½) of a Carnegie unit of instruction that a student earns by successfully maintaining a passing grade (70) without being absent more than six (6) regularly scheduled class periods per semester in that class.

Semester: That period of the adopted school calendar determined on an annual basis by the Board. This amount of time is generally one-half (½) of the school year, but the ending may change due to unforeseen circumstances.

STUDENTS
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(Continued)

Absences and Excuses

Valid Excuses

1. Illness that is verified by a doctor or medical agency;

2. Orders of the court (this applies to summonses and subpoenas);

3. Death or severe illness in the immediate family verified by a written statement (“immediate family” shall mean: father; mother; brother; sister; grandfather; grandmother; blood-related aunt, uncle, niece, nephew; or anyone living under the same household roof with the student); 

4. Illness that is verified by a doctor or medical agency;

5. Orders of the court (this applies to summonses and subpoenas);

6. Death or severe illness in the immediate family verified by a written statement (“immediate family” shall mean: father; mother; brother; sister; grandfather; grandmother; blood-related aunt, uncle, niece, nephew; or anyone living under the same household roof with the student); 

7. Religious holidays and practices; 
8. Documented military leave;

9. One (1) day prior to departure of parent/guardian called to active military duty; 

10. One (1) day upon the return of parent/guardian from active military duty; or
11. Circumstances if approved by the Principal or his/her designee, including trips qualifying as educational enhancement opportunities.

Students shall be granted an excused absence for up to ten (10) school days to pursue an educational enhancement opportunity determined by the Principal to be of significant educational value. This opportunity may include, but not be limited to, participation in an educational foreign exchange program or an intensive instructional, experiential, or performance program in one (1) of the core curriculum subjects of English, science, mathematics, social studies, foreign language, and the arts.

Unless the Principal determines that extenuating circumstances exist, requests for date(s) falling within State or District testing periods shall not be granted.

The Principal’s determination may be appealed to the Superintendent/designee whose decision may then be appealed to the Board under its grievance policy and procedures.

Students receiving an excused absence under this section shall have the opportunity to make up school work missed and shall not have their class grades adversely affected for lack of class attendance or class participation due to the excused absence.

The Principal/designee shall determine the validity of each excuse presented.

Any excuse must be presented within five (5) days after the student returns to school. If the excuse is not presented in that time, the absence will remain unexcused. It is the student’s responsibility to provide documentation to the appropriate school administrator in a timely manner.

Statement of Policy—Grades 9-12

In order to be eligible to receive class credit(s) in Grades 9–12, a student shall not be absent without a valid excuse more than six (6) regularly scheduled class periods per class each semester while maintaining a passing grade. Any additional invalid absence(s) may be made up at a rate of one (1) hour make-up for each hour of class missed. It shall be the student’s responsibility to schedule make-up time with the school administration. Make-up time should be scheduled two (2) days prior to the Saturday that the student wishes to attend.
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Absences and Excuses

For Schools without SBDM Councils

Procedures Administering Attendance Policy (Grades 9-12)

1. The classroom teacher will keep an accurate daily attendance record for each of his/her classroom assignments. All absences shall be recorded daily by the classroom teacher. All reports concerning attendance will be completed and forwarded to the proper persons as indicated and required by the attendance policy and the administering procedures.

2. When a student has been absent five (5) times per semester in a class period, notification will be sent to the parent/guardian. It will be the parent’s/guardian’s and student’s responsibility to monitor additional absences.

3. Students may make up time by attending Saturday School and/or detention.

a. Should a student need additional make-up time to complete the first semester’s attendance requirement, the school administration will schedule a maximum of thirty (30) additional hours of make-up time. Make-up time must be completed within three (3) weeks beyond the end of the first semester.

b. Should a student need additional make-up time to complete the second semester’s attendance requirement, the school administration will schedule a maximum of thirty (30) additional hours of make-up time. Make-up time must be completed within one (1) week beyond the end of the second semester.

4. At the end of each quarter, attendance will be monitored. Any student who has exceeded six (6) invalid absences will have his/her school privileges (i.e., driving privileges, extracurricular activities, field trips, etc.) suspended until his/her make-up time is completed. In addition, a referral shall be made to the court system instituting proceedings for habitual truancy.

5. Failure to comply with the attendance policy will result in the loss of class credit(s) for students in Grades 9–12. The school administration will confer with the parent/guardian of any student not complying with the attendance policy.

Statement of Policy—Middle School

In order to be eligible for promotion, a student shall not be absent without a valid excuse for more than fourteen (14) days each school year while maintaining a passing grade. Any additional invalid absence may be made up at a rate of one (1) day make-up for each day of class missed. It shall be the student’s responsibility to schedule make-up time with the school administration. Make-up time should be scheduled two (2) days prior to the Saturday that the student wishes to attend.

For Schools without SBDM Councils

Procedures for Administering Attendance Policy (Middle School)

1. The classroom teacher will keep an accurate daily attendance record for each of his/her classroom assignments. All absences shall be recorded daily by the classroom teacher. All reports concerning attendance will be completed and forwarded to the proper persons as indicated and required by the attendance policy and the administering procedures.

STUDENTS
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Absences and Excuses

Procedures for Administering Attendance Policy (Middle School) (cont.)

2. When a student has been absent ten (10) days, notification will be sent to the parent/guardian. It will be the parent’s/guardian’s and student’s responsibility to monitor additional absences.

3. Should a student need make-up time to complete the year’s attendance requirement, the school administration will schedule a maximum of ten (10) additional days’ make-up time. This make-up time must be completed within two (2) weeks beyond the end of the regular school term.

4. Any student who exceeds six (6) invalid absences in a semester will have his/her school privileges (i.e., extracurricular activities, field trips, etc.) suspended until make-up time is completed. In addition, a referral shall be made to the court system instituting proceedings for habitual truancy.

5. Middle school students who fail to comply with the attendance policy will be denied promotion. The school administration will confer with the parent/guardian of any student not complying with the attendance policy.

For Schools without SBDM Councils

Statement of Policy—Elementary School (Grades K-5)

When a student has been absent without valid excuse for three (3) days, notification will be sent to the parent/guardian. After a student has been absent five (5) times without valid excuse, the parent/guardian will be notified that any additional absence without valid excuse will be forwarded to the Director of Student Services. Valid excuses will include:

1. Illness that is verified by a doctor or medical agency;

2. Orders of the court (this applies to summonses and subpoenas);

3. Death or severe illness in the immediate family verified by a written statement (“immediate family” shall mean: father; mother; brother; sister; grandfather; grandmother; blood-related aunt, uncle, niece, nephew; or anyone living under the same household roof with the student;

4. Religious holidays and practices; 
5. One (1) day prior to departure of parent/guardian called to active military duty;

6. One (1) day upon the return of parent/guardian from active military duty; or
7. School activities or circumstances if approved by the Principal or his/her designee.

Make-Up Work

Students having absences must make up work. It is the student’s and/or parent’s/guardian’s responsibility to contact the teachers concerning make-up work during the teacher’s planning periods or before or after school hours. For every day the student misses, the student will receive the same amount of days to complete the make-up work. The counting of days for make-up work starts the second day after the student has returned following the period of absence.
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Absences and Excuses

Students with Disabilities

In cases that involve students with disabilities, the procedures mandated by federal and state law for students with disabilities shall be followed.

References:

KRS 36.396, KRS 38.470, KRS 40.366, KRS 158.070, KRS 158.183

KRS 158.293; KRS 158.294

KRS 159.035, KRS 159.140, KRS 159.150, KRS 159.180

702 KAR 7:125

OAG 76‑566, OAG 79‑68, OAG 79‑539, OAG 91‑79, OAG 96-28

Related Policies:

09.111, 09.122, 09.1231, 09.4281, 09.4341

     
     
LEGAL: ALTHOUGH THE LANGUAGE NOW RECOMMENDED TO BE DELETED IS TECHNICALLY CORRECT UNDER FEDERAL LAW, THE PROTECTION OF PUPIL RIGHTS AMENDMENT (PPRA) RECOGNIZES STATE PREROGATIVE TO SET REQUIREMENTS PERTAINING TO PARENT PERMISSION FOR HEALTH SCREENINGS. KENTUCKY REGULATION 704 KAR 4:020 REQUIRES PARENTS BE GIVEN THE OPPORTUNITY TO OPT-OUT OF SCOLIOSIS SCREENING OF THEIR CHILD.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

STUDENTS
AB09.14
Student Records

Data and information about students shall be gathered to provide a sound basis for educational decisions and to enable preparation of necessary reports.

Procedure to Be Established

The Superintendent shall establish procedures to promote effective notification of parents and eligible students of their rights under the Family Education Rights and Privacy Act and to ensure District compliance with applicable state and federal student record requirements.

Information Available

Student information shall be made available to the parent of a dependent student1 or eligible student on request. Eligible students include those eighteen (18) years of age or over or those duly enrolled in a post‑secondary school program. Parents or eligible students shall be provided a copy of records on written request, including files maintained in electronic format. Such copies shall be provided in a manner that protects the confidentiality of other students.

Directory/Protected Information

The Superintendent/designee is authorized to release Board-approved student directory information. Approved “directory information” shall be: name, address, phone number, date and place of birth, major field of study, participation in officially recognized activities and sports, photograph/picture, grade level, weight and height of members of athletic teams, dates of attendance, degrees and awards received, and most recent educational institution attended. Any eligible student or parent/guardian who does not wish to have directory information released shall notify the Superintendent/designee in writing within thirty (30) calendar days after receiving notification of FERPA rights.

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

The District shall provide direct notice to parents/guardian to obtain prior written consent for their minor child(ren) to participate in any protected information survey, analysis, or evaluation, if the survey is funded in whole or in part by a program of the U.S. Department of Education.

Parents/eligible students also shall be notified of and given opportunity to opt out of participation in the following activities:

1. Any other protected information survey, regardless of funding;

2. Any non-emergency, invasive physical exam or screening required as a condition of attendance, administered by the school or its agent, and not necessary to protect the immediate health and safety of a student, except for any physical exam or screening permitted or required under State law; and

3. Activities involving collection, disclosure, or use of personal information obtained from students for marketing or to sell or otherwise distribute the information to others.

STUDENTS
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Student Records

Directory/Protected Information (continued)

Parents/eligible students may inspect, upon written request and prior to administration or use, materials or instruments used for the collection, disclosure, or use of protected information.

PPRA requirements do not apply to evaluations administered to students in accordance with the Individuals with Disabilities Education Improvement Act (IDEIA).
Agencies That May Have Access

No individual or agency may have access to the record without the written consent of the parent or eligible student except the following as provided by law:

1. Other school officials within the District who have been determined by the Superintendent or the Superintendent’s designee to have a legitimate educational interest

2. Officials of another school or school district in which the student enrolls or plans to enroll

3. Authorized representatives of specified federal and state officials authorized by law

4. State and local officials to whom reports are mandated by statute

5. Organizations conducting educational studies for a legitimate purpose, provided that confidentiality will be assured

6. Accrediting organizations in carrying out their functions

7. Compliance with a judicial order or lawfully issued subpoena

8. Appropriate parties in a health or safety emergency as determined by the Superintendent
Students With Disabilities

The District's special education policy and procedures manual shall include information concerning records of students with disabilities.

Juvenile Court Records

Records or information received on youthful or violent offenders shall not be disclosed except as permitted by law. When such information is received, the Superintendent shall notify the Principal of the school in which the child is enrolled. The Principal shall then release the information as permitted by law. Only the Superintendent and school administrative, transportation, and counseling personnel or teachers or other school employees with whom the student may come in contact shall be privy to this information, which shall be kept in a locked file when not in use and opened only with permission of the administrator. 

Notification in writing of the nature of offenses committed by the student and any probation requirements shall not become a part of the child’s student record.2
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Student Records

Records of Missing Children

Upon notification by the Commissioner of Education of a child's disappearance, the District in which the child is currently or was previously enrolled shall flag the record of such child in a manner that whenever a copy of or information regarding the child's record is requested, the District shall be alerted to the fact that the record is that of a missing child. Instead of forwarding the records of a child who has been reported missing to the agency, institution, or individual making the request, the District shall notify the Justice Cabinet.
Court Order/Subpoena

Prior to complying with a lawfully issued court order or subpoena requiring disclosure of personally identifiable student information, school authorities shall make a documented effort to notify the parent or eligible student. However, in compliance with FERPA, when a lawfully issued court order or subpoena requires disclosure be made without notification of the student or parent, the District shall comply with that requirement. If the District receives such an order, the matter may be referred to local counsel for advice.

References:

1Section 152 of the Internal Revenue Code of 1986

2KRS 158.153, KRS 610.320, KRS 610.340, KRS 610.345

 KRS 7.110, KRS 15A.067, KRS 158.032, KRS 159.160, KRS 159.250, KRS 160.990

 KRS 161.200, KRS 161.210, 702 KAR 3:220

 20 U.S.C. 1232g, 34 C.F.R. 99.1 ‑ 99.67

 20 U.S.C. 1232h (Protection of Pupil Rights Amendment); 34 C.F.R. 98
 OAG 80‑33, OAG 85‑130, OAG 85‑140, OAG 86‑2, OAG 93‑35

 Kentucky Family Education Rights and Privacy Act (KRS 160.700; KRS 160.705

 KRS 160.710; KRS 160.715; KRS 160.720; KRS 160.725; KRS 160.730)

 Individuals with Disabilities Education Improvement Act of 2004
 Kentucky Education Technology System (KETS)

 P. L.107-110, Sections 1061 and 9528 (No Child Left Behind Act of 2001) 

Related Policies:

09.111

09.12311

09.43
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- General Administrative -

Student Fees

	Waiver of Fees
	The Superintendent shall recommend and the Board shall approve a process to waive fees for students who qualify for free and reduced price meals.

	
	

	Permissible Fees
	The following fees are optional at the middle and high school levels:

High School Band Uniform Rental Fee . . . . . . . . . . . . .$30.00

Middle and High School School-Owned

Instrument Rental Fee . . . . . . . . . . . . . . ……. . . . . .    $20.00


	Schedule Approved Annually

	The principal and teachers shall review costs to students and parents and submit an annual report to the school council as well as the superintendent or designee.

	

	No Child Denied

	Students will not be denied access to any educational program due to an inability to pay a fee, purchase school supplies, or rent or purchase instructional resources.

	

	Principal’s Responsibility

	Principals shall determine those students who qualify for free school supplies and instructional resources as follows:

	1.  
	Principals shall use the guidelines of the free and reduced-price lunch program to determine the inability of students to rent instructional resources, pay fees, and purchase necessary school supplies.

	2.  
	During the first week of school, the principal shall send to the parents of each student the eligibility guidelines for free and reduced-price lunches.  (If the student qualifies for free or reduced lunches, s/he also qualifies for free necessary school supplies.)

	3.  
	Parents shall be informed that they must complete the required documentation to be eligible for exemption from payment of fees for necessary school supplies.

	


	Related Policies:
	
	08.23

	
	
	

	Approved:
	07-09-84
	
	Order No:
	4361

	Amended:
	05-20-99
	
	
	8376
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Prevention/Control of Head Lice in Schools

School personnel shall actively pursue the prevention and control of head lice in the District’s schools by developing a consistent education, screening and follow-up program for all students.

Principals and school personnel authorized to identify live lice shall adhere to the following guidelines:

	1.
	When students are observed/reported to have live head lice any time during the school year:

	a.
	Playmates closely associated with the student and possibly siblings of the student that attend the same school may be checked for live lice, which are defined by the Center for Disease Control as crawling lice.  In general, school-wide checks are not necessary.

	b.
	Parents of each student identified as having live lice will be contacted by a school/District representative advising them of the finding.

	
	

	2.
	Principals or school/District personnel shall offer parents of students identified as having live lice:

	a.
	Visual evidence of live lice in the student’s hair.

	b.
	Verbal and/or written information/directions for hair treatment and household procedures.

	
	

	3.
	In most cases, students should not be excluded from school.  However, in all instances when personnel identify live lice, they shall confirm with the student and/or parent/guardian that the following have occurred:

	a.
	The parent/guardian has combed the student’s hair with an actual lice/nit comb or applied special lice killing shampoo on the same or the next day.

	b.
	When the student returned to school after treatment, designated school personnel re-checked the student before s/he returned to the classroom.  If live lice remained, steps 2 and 3 above were re-established.

	
	

	4.
	School personnel shall follow up with students found with a second and subsequent infestation of live head lice to assure that:

	a.
	Treatment for live lice has been applied to the student’s hair no later than the next day.

	b.
	Any second application required is applied within the recommended time frame.
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                                                 Authorization to Give Medication                    R97

GUIDELINES FOR DISTRIBUTION OF MEDICATION TO STUDENTS

General Guidelines 

· Medications (prescription on non prescription) will be given at home when at all possible.

· First doses of new medications should not be given at school.

· A nurse or school personnel trained by a registered nurse, physician, pharmacist, and/or dentist will dispense medications.

· No medication (prescription and/or non prescription) can be dispensed without a written request/authorization signed by the parent or legal guardian. 

· The Authorization form must include:

Name of student

Name, address, and telephone number of physician

Name of medication

Dosage and route of administration

Time of day for dosage

Reason medication must be administered

Specify possible reactions or side effects of the medication

Parents’/guardians’ telephone number at home, work; and an emergency contact number

Release from liability

· The prescription label shall include the following:

Student name

Date

Name of medication

Dosage 

Strength

Directions for use including frequency, duration, and mode of administration

Prescriber’s name

Pharmacy name, address, and phone number

· Altered prescription labels will not be accepted.

· Any change in dosage of and/or time of administration must be received in the form of a written order from the physician or a new prescription bottle from the pharmacy.

· Authorization will be filed with students’ cumulative health record.

· Authorization to administer medication will be valid only for the current school year or until a treatment changes.

· In the event a treatment changes, a new authorization form must be obtained.

· A separate authorization form must be filled out for each medication.

· Medications will be stored in a locked cabinet/drawer. Medicines requiring refrigeration shall be kept in a separate refrigerator in a supervised area or locked container that can be stored with food in a supervised area.

· All medications must be provided by the parent/legal guardian in the original container, which should include recommended dosage and directions for administration.

· No medication shall be given beyond the expiration date.

STUDENTS 
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· All medications dispensed by school personnel or nurse will be documented on Student Daily Medication Record Form.    Record must contain signature(s) of person(s) administering the medication, dosage administered and time administered and kept on file in student’s cumulative folder.  Documentation should be complete, reflecting beginning and ending dates and notations of missed doses and absences.  Medication recording sheets shall be filed in the student’s cumulative folder when completed or when the medication is changed/discontinued.

Self Medication

A student may be responsible for taking his/her own medication (prescription or nonprescription) provided the parent has completed the Authorization for Self-Administration of Medication and it is on file with school personnel.

NOTE: Self administration of asthma medication shall be permitted in compliance with KRS 158.834

Emergency Medication Administration

In schools with students who have seizure disorders and diazepam (Diastat) rectal gel has been prescribed in a prefilled unit-dose by the student’s health care provider; or students who have Diabetes mellitus and have a glucagon emergency kit prescribed by the student’s health care provider, the school shall have a least one employee on duty in each school during the entire school day who has been trained in the administration of these emergency drugs.  The definition of school day is “the period of time between the arrival of the first student at the school building end the end of the instructional period”. (KRS 158.838)

Prior to administering glucagon or diazepam rectal gel to a student, the student’s parent or legal guardian shall:

· Provide the school with a written authorization to administer the medication at school that includes acknowledgement that the school shall incur no liability except as provided in this subsection, and the parent or guardian shall hold harmless the school and its employees against any claims made for any reaction to any medication to treat a hypoglycemic episode or a seizure or its administration if the reaction is not due to negligence or misconduct on behalf of the school or its employees; 

· Provide a written statement from the student’s health care provider, which shall contain the following information:

· Students name

· Name and purpose of the medication

· Prescribed dosage

· Route of administration

· Frequency medication may be administered

-     Circumstances under which the medication may be administered

· Provide the prescribed medication to the school in its unopened, sealed package with the label affixed by the dispensing pharmacy intact.

· Authorization for administration of emergency medications shall be effective for the current school year and will be renewed each year.

· Expiration dates of emergency medications will be checked monthly by school nurse or designee.  Parents will be notified at least one month prior to the expiration date of the medication.

Medication Refusal

If a child refuses to take medication or is uncooperative during medication administration, the parent/guardian will be contacted and medication administration may be omitted.  If necessary, a conference may be scheduled with the parent to resolve the conflict.

STUDENTS 
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Medication Error

An error may occur when school personnel giving medication to students:

· Gives the wrong medication

· Gives medication to the wrong student

· Gives the medication a the wrong time

· Uses the wrong method of administration

· Gives the wrong amount of medication

When a medication administration error occurs, follow these guidelines:

· Keep student in office or health room.  If the student has already returned to class, have them accompanied back to office/health room.

· Observe student’s status and document

· Identify the incorrect dose or type of medication taken by the student

· Notify the principal, supervising school nurse (if medication was given by a non-licensed personnel) and parent of the student and/or health provider

· If unable to contact the health care provider, contact the Poison Control Center for instructions 1-800-222-1222

1. Give the name and dose of the medication taken in error

2. Give the age and approximate weight of the student

3. Give the name(s) dose(s) and time of last dose of other medication being taken by the student

· Follow instructions from Poison Control if at all possible.  If unable to complete their directions, explain to Poison Control to determine if the student should be transport for emergency medical care.

· Document actions taken

· Keep Master file of documentation determined by the principal or designee

Field Trips (Overnight and Day) and Medication Administration
If a student is attending a field trip away from school during his/her scheduled medication time, the nurse or trained school personnel will dispense the medication prior to the trip in a zip lock bag with the student’s name, name of medication, dosage, time to be give, and route to be administered.  The nurse or trained school personnel will initial the student’s daily medication log and specify PREPRARED for field trip. 

The employee responsible for administering the medication on the trip will:

1. Pick up the medication from the school nurse or trained school personnel the day of the field trip before departure.  

2. Keep the medication with him/her until time to dispense.

3. Upon returning from the field trip, initial daily medication record log and specify ADMINISTERED medication for field trip.

If the employee does not administer the medication for some reason, she/he is responsible for notifying school personnel and parent/guardian.

If there is an error in administration, follow error in medication guidelines previously outlined.

RECOMMENDED: THESE CHANGES WERE DEVELOPED BY A WORK GROUP REPRESENTING THE KENTUCKY CENTER FOR SCHOOL SAFETY, THE KENTUCKY DEPARTMENT OF EDUCATION, THE KENTUCKY ATTORNEY GENERAL’S OFFICE AND KSBA IN RESPONSE TO GROWING CONCERNS ABOUT INAPPROPRIATE USE OF TECHNOLOGY RESOURCES.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.

STUDENTS
A09.422

Bullying/Hazing

In order to effectively participate in the democratic process as adults, students must learn to respect the rights of others and to interact with them in a civil manner. Therefore, students are required to speak and behave in a civil manner toward students, staff and visitors to the schools.

Actions Not Tolerated

The use of lewd, profane or vulgar language is prohibited. In addition, students shall not engage in behaviors such as hazing, bullying, menacing, taunting, verbal or physical abuse of others, or other threatening behavior.1 This policy extends to any/all student language or behavior including, but not limited to, the use of electronic or online methods. Such behavior is disruptive of the educational process and interferes with the ability of other students to take advantage of the educational opportunities offered.

These provisions shall not be interpreted to prohibit civil exchange of opinions or debate protected under the state or federal constitutions where the opinion expressed does not otherwise materially or substantially disrupt the education process or intrude upon the rights of others.
Students who violate this policy shall be subject to appropriate disciplinary action.

Other Claims

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, 09.426 and/or 09.42811. Harassment/discrimination allegations shall be governed by Policy 09.42811.

References:

1KRS 158.150

 KRS 160.290

 Bethel School District No. 403 v. Fraser, 478 U.S. 675, 106 S.Ct. 3159, 92 L.Ed.2d 549 

 (1986)

 Tinker v. Des Moines Independent School District, 393 U.S. 503, 89 S.Ct. 733, 21 L.Ed.2d 731 (1969)

Related Policies:

03.162; 03.262; 09.13; 09.425; 09.426; 09.42811

     
     
RECOMMENDED: THESE CHANGES ARE PROPOSED IN RESPONSE TO DISTRICT CONCERNS ABOUT HUFFING AND SUBSTANCE ABUSE INCIDENTS OTHER THAN THOSE INVOLVING ALCOHOL AND CONTROLLED SUBSTANCES.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.
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Use of Alcohol, Drugs, and Other Prohibited Substances

Drugs, Alcohol and Other Prohibited Substances
No pupil shall purchase, possess, attempt to possess, use, be under the influence of, sell, or transfer any of the following on or about school property, at any location of a school‑sponsored activity, or en route to or from school or a school‑sponsored activity:

1. Alcoholic beverages;

2. Controlled substances, prohibited drugs and substances, and drug paraphernalia; and
3. Substances that "look like" a controlled substance. In instances involving look‑alike substances, there must be evidence of the student's intent to pass off the item as a controlled substance.
In addition, students shall not possess prescription drugs for the purpose of sale or distribution.

Definitions
Controlled substance means any substance or immediate precursor listed in Chapter 218A of the Kentucky Revised Statutes or any other substance  added by  regulation under KRS 218A.010.
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 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 and prohibited volatile substances as defined in KRS 217.900 that are used or intended for use for an abusive and/or intoxicating purpose.
Authorized Medication

Use of a drug authorized by and administered in accordance with a prescription from a physician or dentist shall not be considered in violation of this policy.

Penalty

Violation of this policy shall constitute reason for disciplinary action including suspension or expulsion from school and suspension or dismissal from athletic teams and/or other school‑sponsored activities. 
STUDENTS
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(Continued)

Use of Alcohol, Drugs, and Other Prohibited Substances

Reporting

Employees of the District shall promptly make a report to the local police department, sheriff, or Kentucky State Police, by telephone or otherwise, if they know or have reasonable cause to believe that conduct has occurred which constitutes the 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. In addition, when they have reasonable belief that a violation has taken place, Principals shall immediately report to law enforcement officials when an act has occurred on school property or at a school-sponsored function that involves student possession of a controlled substance on school property in violation of the law.
Prevention Program

The Superintendent shall establish a comprehensive and ongoing drug‑free/alcohol‑free prevention program for all students that shall include notice to students and parents 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 requirement for mandatory compliance 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 programs and available rehabilitation/student assistance programs; and

5. Penalties that may be imposed upon students for violations of this policy.

References:

OAG 82‑633

KRS 160.290; KRS 161.180

KRS 218A.010; KRS 217.900
KRS 158.150

KRS 158.154

KRS 158.155

Clark County Board of Education v. Jones, KY. App., 625 S. W. 2d 586 (1981).

Board of Ed. of Tecumseh Public School District, Independent School Dist. No. 92 of Pottawatomie Cty. v. Earls, ___ U.S. ___, 242 F.3d 1264 (2002).

Improving America's Schools Act of 1994 (IASA), Title IV: Safe and Drug‑Free Schools

and Communities

OAG 93‑32

Related Policy:

09.2241

     
     
RECOMMENDED: THIS CHANGE WAS DEVELOPED BY A WORK GROUP REPRESENTING THE KENTUCKY CENTER FOR SCHOOL SAFETY, THE KENTUCKY DEPARTMENT OF EDUCATION, THE KENTUCKY ATTORNEY GENERAL’S OFFICE AND KSBA IN RESPONSE TO GROWING CONCERNS ABOUT INAPPROPRIATE USE OF TECHNOLOGY RESOURCES.

FINANCIAL IMPLICATIONS: NONE

THIS CHANGE IS NOT REQUIRED BY LAW.
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Assault and Threats of Violence 

For purposes of this policy, a “threat” shall refer to a communication made by any means, including, but not limited to, electronic and/or online methods.

Pupils

Any pupil who threatens, assaults, batters, or physically or verbally abuses another pupil shall be subject to appropriate disciplinary action, including suspension or expulsion.1
School Personnel

Any pupil who threatens, assaults, batters, or physically or verbally abuses a teacher or other school personnel shall be subject to appropriate disciplinary action1 up to and including expulsion from school and/or legal action.

Removal of Students

School administrators, teachers, or other school personnel may immediately remove or cause to be removed threatening or violent students from a classroom setting or from the District's transportation system pending any further disciplinary action that may occur. Threatening or violent behavior shall include, but not be limited to:

1. Verbal or written statements or gestures by students indicating intent to harm themselves, others, or property.
2. Physical attack by students so as to intentionally inflict harm to themselves, others, or property.
Removal of students from a bus shall be made in compliance with 702 KAR 5:080.

Each school shall designate the site(s) to which employees may remove students from a classroom setting and the employee(s) who will supervise the student at the site.

When teachers or other personnel remove a student, they shall complete and submit a form to document the removal and the causes as soon as practicable. The Principal/designee shall review the removal as soon as possible to determine if further disciplinary action is warranted or if the student is to be returned to the classroom.

Report to Law Enforcement Agency

When they have reasonable belief that a violation has taken place, Principals shall immediately report to law enforcement officials when an act has occurred on school property or at a school-sponsored function that involves assault resulting in serious physical injury, a sexual offense, kidnapping, or each instance of assault involving the use of a weapon.

STUDENTS
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(Continued)

Assault and Threats of Violence 

Notification

Any District employee assigned to work directly with, or who comes in contact with, a student with a documented history of weapons violation and/or physical abuse of a school employee or of carrying a concealed weapon on school property or at a school function, shall be notified in writing of the student's history by the Principal or designee, guidance counselor, or other school official who has knowledge of the student's behavior prior to the assignment or contact.

References:

1KRS 158.150

 KRS 156.026; KRS 158.154; KRS 160.290

 KRS 161.155; KRS 161.190; KRS 161.195
 KRS 508.025; KRS 508.075; KRS 508.078; 702 KAR 5:080
Related Policies:

03.123, 03.223, 06.34

     
     
LEGAL: THE 2006 GENERAL ASSEMBLY AMENDED KRS 159.051 AND KRS 186.470, GIVING DISTRICTS THE OPTION TO PURSUE REVOCATION OF THE DRIVER’S LICENSE FOR STUDENTS WHO ARE ACADEMICALLY DEFICIENT, DROP OUT OF SCHOOL OR ACCUMULATE NINE (9) OR MORE UNEXCUSED ABSENCES IN THE PRECEDING SEMESTER. PARENTAL CONSENT TO RELEASE INFORMATION AS PART OF THE REVOCATION PROCESS WILL BE OBTAINED AS PART OF THE PROCESS OF APPLYING FOR A LICENSE.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

STUDENTS
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Driver’s License Revocation

Students who are sixteen (16) or seventeen (17) years old who becomes academically deficient or deficient in attendance shall be reported to the Transportation Cabinet for driver's license, permit or driving privilege revocation.1
Academic and Attendance Deficiencies

Academic and attendance deficiencies for students age sixteen (16) or seventeen (17) enrolled in regular, alternative, part‑time, and special education programs shall be defined as follows:

1. They shall be deemed academically deficient if they have not received passing grades in at least four (4) courses, or the equivalent of four (4) courses, taken in the preceding semester.

2. They shall be deemed deficient in attendance when they drop out of school or accumulate nine (9) unexcused absences in a class/classes for the preceding semester. Suspensions shall be considered unexcused absences.

Reinstatement of Driving Privilege

Students whose driving permits are revoked, but later meet the statutory standards for reinstatement, must then apply to the Director of Pupil Personnel to have their standing confirmed. The District shall make the required report to the appropriate agency.
References:

1KRS 159.051, KRS 186.470

 704 KAR 7:050

 704 KAR 7:100

 Student Discipline Guidelines
 OAG 77‑419

Related Policies:

 08.221

 09.123



