EXPLANATION: 704 KAR 4:020, AMENDED IN THE FALL OF 2007, REPLACES THE REQUIRED TB SKIN TEST WITH A RISK ASSESSMENT SCREENING REQUIREMENT. ONLY THOSE INDIVIDUALS WHOSE SCREEN INDICATES THEY ARE AT HIGH RISK FOR TB MUST THEN HAVE A TB SKIN TEST.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
PERSONNEL
X03.121 AP.22

Certified Checklist

NELSON COUNTY BOARD OF EDUCATION

P.O. BOX 2277, 1200 CARDINAL DRIVE

BARDSTOWN, KENTUCKY 40004

CERTIFIED CHECKLIST

NAME __________________________________ SCHOOL ___________________________

PRE-EMPLOYMENT DATE ______________________ On this date you will need to be at the Central Office 10 –15 minutes before you are scheduled. You will meet with Caroline Thomas in the Board Room. At this meeting you will be given life and health insurance forms to complete. You will also discuss and sign other forms needed to complete your personnel file. You will view the Certified Evaluation Film at this time. Come prepared to stay 2 hours.

TO ALL NEW EMPLOYEES:

The following items must be in to the Central Office before the opening of school or two weeks after your pre-employment conference, whichever is applicable. If all material listed below is not received within 4 weeks from your conference, all paychecks will be held.

APPLICATION (3 REFERENCE FORMS) (including references, a list of states of

 former residence and dates of residency, and picture identification)
________

TEACHER CERTIFICATE VALID FOR CURRENT SCHOOL YEAR
________

COMPLETE OFFICIAL TRANSCRIPT OF COLLEGE CREDITS 
________

CONTRACT 
________

STATEMENT OF TEACHING EXPERIENCE, IF ANY 
________

COPY OF DRIVER’S LICENSE
________

COPY OF SOCIAL SECURITY CARD 
________

COPY OF BIRTH CERTIFICATE 
________

I-9 
________

PHYSICAL 
________

TB  Skin TestRisk Assessment per 704 KAR 4:020
________

CRIME CHECK (Money order for $34.00 to Nelson Co. Board of Education) 
________

VERICORP CHECK 
________

CERTIFIED EVALUATION FILM (30-minute film) 
________

PLEASE CONTACT LINDA OSBORNE AT 502-349-7000, EXT. 235, WITH ANY QUESTIONS ABOUT THE ABOVE FORMS OR YOUR PRE-EMPLOYMENT DATE.

     
     
EXPLANATION: full-time school board employees may participate in Board approved tax-deferred, Flexible Spending Account (FSA), and Health Reimbursement Account (HRA) plans as designated by the Personnel Cabinet, Kentucky Department for Employee Insurance.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
PERSONNEL
M03.1211 AP.21

Employee Request for Optional Salary Deductions

Enrollment form(s) for programs checked below must be submitted to the Central Office designee.

Annually, employees shall complete and file this form with the Superintendent/designee by July 1.

Employees who are hired after June 1 must complete this form within the first ten (10) working days.

A minimum number of twenty (20) payers (not number of contracts) is required for each type of payroll deduction:

Except for tax-sheltered annuity deductions, the Board shall discontinue current payroll deductions at the end of the fiscal year when the number of employees making payments to any agency or company falls below the required number of payers.

I hereby authorize the following salary deduction(s) for the ___________________ school year.

Insurance Options

( Option __________ of the State family plan health insurance program(s)

( Option __________ of the Board-approved life insurance program(s)

( Option __________ of the State life insurance program(s)

( Option __________ of the Board-approved dental insurance program(s)

( Option __________ of the Board-approved cancer insurance program(s)

( Option __________ of the Board-approved income protection/disability program(s)

Optional Savings Programs

( Option __________ of the Board-approved tax sheltered annuity programs

( Board-approved credit union
( Option _________ of state-designated deferred compensation plans (401K/403(b)/457)

( State-designated Flexible Spending Account (FSA) plan

( State-designated Health Reimbursement Account (HRA) plan
PERSONNEL
M03.1211 AP.21


(Continued)
Employee Request for Optional Salary Deductions

Professional and Job-Related Organizations

( KEA‑NEA and Local

( KASA

( PAC

Other

( Salary reduction for participation in Cafeteria Plan

______________________________________________
_______________________

Employee’s Signature
Date

     
     
EXPLANATION: THE FEDERAL FAMILY AND MEDICAL LEAVE ACT HAS BEEN REVISED TO EXPAND COVERAGE FOR FAMILY MEMBERS OF EMPLOYEES CALLED FOR, OR INJURED DURING, MILITARY SERVICE.

FINANCIAL IMPLICATIONS: COSTS FOR REVISED FORMS.
PERSONNEL
K03.12322 AP. 21

Request for Extended Leave (FMLA or Disability)

Personnel Office 
( Classified 
( Certified

Request for Leave

( Family Medical Leave (Employed for 1250 hours or more a year)

( Extended Disability Leave (Employed for fewer than 1250 hours a year)

Name ____________________________________________ Position ____________________________

School ___________________________________________ 
Hire Date __________________________________ Phone Number _____________________________
_____________________________________________________________________________________
Mailing Address
City
State 
ZIP Code

I request a leave for the following reason:

	( My personal serious health condition

( Serious health condition of my child

( Serious health condition of my parent

( Serious health condition of my spouse 

( Birth of my child

( Adoption of a child(ren) 

( Placement by the state of a child with me for foster care
	( 
Covered family member’s active duty or call to active duty in the Armed Forces in support of a contingency plan:
( spouse
( child
( parent
( next-of-kin
(
Covered family member has incurred an injury or illness in the line of duty while on active duty in the Armed Forces that may render the family member medically unfit to perform duties of the his/her office, grade, rank or rating:

( spouse
( child
( parent
( next-of-kin
Date


( Extension of leave requested earlier on ______________________________________________

The leave/extension requested will begin on _________________________ and end on ____________________.


Date
Date

If the request is for leave on a reduced or intermittent basis for recurring medical treatments for a child, parent, spouse, or yourself, specify dates requested. _________________________________________________________

____________________________________________________________________________________________

___________________________________________________________
__________________________


Employee’s Signature
Date

If your spouse is employed by the District and is requesting FMLA leave concurrent with yours, federal law limits that leave to a combined total of twelve (12) weeks for the husband and wife for the reasons listed below, unless care for an injured or ill service member is involved. Please complete the following information if this applies to your situation.

Spouse’s Name _______________________________________ Position _________________________

School ______________________________________________ 
( Birth of my child
( Adoption of a child(ren)
( Serious health condition of a parent
( Military service injury/illness
___________________________________________________________
__________________________


Spouse’s Signature
Date

PERSONNEL
K03.12322 AP. 21


(Continued)

Request for Family and Medical Leave of Absence


( Leave Granted
( Leave Denied
___________________________________________________________
__________________________


Superintendent/Designee’s Signature
Date

Attach completed copy of Certification of Physician or Practitioner

	( I wish to reserve sick leave days (maximum of 10 allowed for future use).
	( I do not wish to reserve any of my sick days.





EXPLANATION: THIS FORM SHOULD BE USED ONLY BY ADMINISTRATORS AND INVESTIGATORS TO DOCUMENT THE PROGRESS OF A HARASSMENT/DISCRIMINATION INVESTIGATION. A SEPARATE FORM IS RECOMMENDED FOR NOTIFYING THE COMPLAINANT OF FINDINGS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
PERSONNEL
F03.162 AP.21

Harassment/Discrimination Investigation and Appeals
(for internal administrative tracking purposes only)
Employee Complainant _____________________________ _______________________________ 


Last Name
First Name
Middle Initial
Work Site ____________________________________

The Superintendent shall appoint an investigator who is not an alleged party in the complaint to investigate allegations of harassment/discrimination. The investigator shall be trained in this area, and her/his duties shall be assigned by the Superintendent/designee or, for contractors, set out in a contract, as appropriate. If the Superintendent is the alleged party, the Board shall designate an outside investigator and, after presentation of the final investigative report, determine when and how it is to be released. All instances involving suspected child abuse or criminal conduct shall be reported as required by law.

Alleged Harasser/Discriminating Party: ____________________________________________

Investigator: _________________________
Date Complaint Form is Received: _________________

Informal Procedure

If both parties agree, prior to a formal grievance process an administrator may facilitate a conversation between the complainant and the party alleged to have harassed or discriminated against the complainant. Both the complainant and the accused party may be accompanied by a person of their choice. If both parties feel that a resolution has been achieved, no further action need be taken. The results of an informal resolution shall be reported by the facilitator, in writing, to the Principal/immediate supervisor, along with a signed agreement, if one is reached. If any of the interested parties choose not to utilize the informal procedure, or feel that it has been unsuccessful, s/he may opt to proceed to the formal grievance procedure. However, any complaints directed at school employees or alleging criminal acts must be formally investigated.

Was this complaint resolved informally, as indicated by an agreement signed by both parties?

( Yes ( No
Date: _______ Facilitator __________________

Formal Procedure

Employees should make their complaint to their Principal/immediate supervisor, who shall immediately, without screening or beginning an investigation, inform the Superintendent of receipt of the complaint. Otherwise, the complaint can be filed directly with the Superintendent or, in cases involving sexual harassment/discrimination, with the Title IX/Equity Coordinator. Employees who have knowledge of alleged or observed harassment/discrimination shall immediately notify their Principal, immediate supervisor, or the Superintendent. Without a report being made to the Principal or immediate supervisor, Superintendent or Title IX/Equity Coordinator, the District shall not be deemed to have received a complaint of harassment/ discrimination.
The Superintendent shall designate an individual to investigate the complaint. If necessary, the investigator will seek assistance from District administrators. In some instances it may be necessary to involve legal counsel, when authorized by the Superintendent, or by the Board if the Superintendent is the subject of the complaint.

Timeline

The investigator shall provide the complainant and the accused with a copy of the District’s Policy 03.162 or 03.262 and inform the complainant and the accused of required timelines that have been established for initiation and completion of an investigation.

PERSONNEL
F03.162 AP.21


(Continued)

Harassment/Discrimination Investigation and Appeals





Corrective action
If corrective action is needed, the investigator shall recommend to the Superintendent/designee the type of corrective action and methods to prevent reoccurrence of the harassment/discrimination.
Using the designated form (03.162 AP.23), a response shall be presented to the complainant within three (3) working days of completion of this level of investigation.



========================================================================

Board policy allows for appeal of the investigator’s decision and the opportunity to address the complaint to a higher level of authority. An appeal must be made within ten (10) working days of receipt of a response at this level.

Is this complaint to be referred/appealed to a higher level of authority?
( Yes
( No

If yes, to whom will the complaint be referred? ___________________ Date: __________________

First Appeal Level

Employee Complainant ______________________ ____________________ _______________ 


Last Name
First Name
Middle Initial

Work Site ____________________________________

Alleged Harasser/Discriminating Party: ________________________________________

Superintendent/designee who will consider appeal: _______________________________________

Date appeal and related data received by Superintendent/designee: _____________________

In some instances it may be necessary to involve legal counsel at the appeal level, when authorized by the Superintendent, or by the Board if the Superintendent is the subject of the complaint.




Corrective action
If corrective action is needed, the investigator shall recommend to the Superintendent/designee the type of corrective action and methods to prevent reoccurrence of the harassment/discrimination. 
PERSONNEL
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(Continued)

Harassment/Discrimination Investigation and Appeals

Corrective Action (continued)

Using the designated form (03.162 AP.23), a response shall be presented to the complainant within three (3) working days of completion of this level of investigation.


========================================================================

Board policy allows for appeal of the decision made at this level and the opportunity to address the complaint to the Board of Education. An appeal must be made within ten (10) working days of receipt of a response at this level.

Is this complaint to be referred/appealed to a higher level of authority?
( Yes
( No

If yes, to whom will the complaint be referred? _______________
Date: _________________
Second Appeal Level

Employee Complainant ____________________ __________________ ________________ 


Last Name
First Name
Middle Initial

Work Site ____________________________________
Alleged Harasser/Discriminating Party: _________________________________________

Board Chairperson: ________________________________________________________________

Date appeal and related data received by the Chairperson on behalf of the Board: ___________ 





Corrective Action
If corrective action is needed, the investigator shall recommend to the Superintendent/designee the type of corrective action and methods to prevent reoccurrence of the harassment/discrimination. 
Using the designated form (03.162 AP.23), a response shall be presented to the complainant within three (3) working days of completion of this level of investigation.


PERSONNEL
F03.162 AP.21


(Continued)

Harassment/Discrimination Investigation and Appeals

Guidelines 

1. The Board shall not hear grievances concerning personnel actions taken by the Superintendent/designee, unless the grievance is based on an alleged violation of constitutional, statutory, regulatory, or policy application provisions.

2. In some instances it may be necessary to involve legal counsel, when authorized by the Board.

3. The Superintendent/designee shall implement corrective action as determined by the Superintendent or by the Board, as appropriate under law, after appeal rights have been exhausted. If the Superintendent is subject to corrective action, the Board shall implement the action.

4. The District is prohibited from disclosing personally identifiable information contained in student discipline records under the Federal Educational Rights and Privacy Act and corresponding state law.
5. Employee evaluation and private reprimand information generally is confidential and may require consent of the employee prior to release.
===========================================================================

Related Policy: 

09.227

Related Procedures: 

09.227 AP.1, 03.162 (all procedures)
     
     
EXPLANATION: THIS RECOMMENDED NEW PROCEDURE IS SUGGESTED FOR USE BY THOSE WHO INVESTIGATE COMPLAINTS OF HARASSMENT/DISCRIMINATION TO NOTIFY THE COMPLAINANT AND THE ACCUSED OF FINDINGS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
PERSONNEL
$03.162 AP.23

Resolution Response

This completed form shall be provided to both the complainant and the accused party.

Complainant_______________________________________________________________

Last Name
First Name
Middle Initial
Accused Party _______________________________________________________________

Last Name
First Name
Middle Initial
Complaint/Appeal Received _______________
Response Delivered ______________

Date
Date

Investigator’s Name _________________________________________________________
Last Name
First Name
Middle Initial 

The investigation of harassment/discrimination complaint/appeal referenced above has now been completed, and the following determinations have been made:

Did the alleged incident(s) occur based on substantiated information?
( Yes
( No

If “yes”, will the District grant the type of resolution requested by
the complainant? 
( Yes
( No

If corrective actions were necessary, have they been initiated?
( Yes
( No
______________________________________________ _________________

Investigator’s Signature
Date

______________________________________________ _________________

Superintendent/designee’s Signature
Date

No one shall retaliate against an employee or student because s/he files a written grievance, assists or participates in an investigation, proceeding, or hearing regarding the charge of harassment/discrimination of an individual or because s/he has opposed language or conduct that violates Board policy.

     
     
EXPLANATION: 704 KAR 4:020, AMENDED IN THE FALL OF 2007, REPLACES THE REQUIRED TB SKIN TEST WITH A RISK ASSESSMENT SCREENING REQUIREMENT. ONLY THOSE INDIVIDUALS WHOSE SCREEN INDICATES THEY ARE AT HIGH RISK FOR TB MUST THEN HAVE A TB SKIN TEST.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
PERSONNEL
W03.221 AP.22

Classified Checklist

NELSON COUNTY BOARD OF EDUCATION

P.O. BOX 2277, 1200 CARDINAL DRIVE

BARDSTOWN, KENTUCKY 40004

CLASSIFIED CHECKLIST—PRE-EMPLOYMENT REQUIREMENTS

Name ______________________________________ School ___________________________

Hire Date ______________________

TO ALL NEW EMPLOYEES:

THE FOLLOWING ITEMS MUST BE IN TO THE CENTRAL OFFICE BEFORE THE OPENING OF SCHOOL OR TWO WEEKS AFTER YOUR EMPLOYMENT, WHICHEVER IS APPLICABLE. IF ALL MATERIAL LISTED BELOW IS NOT RECEIVED WITHIN 4 WEEKS FROM YOUR EMPLOYMENT DATE, ALL PAYCHECKS WILL BE HELD.

APPLICATION (including references, a list of states of former residence and dates of residency, and picture identification)
________

3 REFERENCE FORMS COMPLETED
________

DIPLOMA OR GED
________

PHYSICAL 
________

TB RISK ASSESSMENT PER 704 KAR 4:020
________

CRIME CHECK FORM 
________


FINGER PRINT ($10.00 CHECK)
Nelson County Bd. of Education

MVR RECORD
________


BUS DRIVERS ONLY ($3.00 CHECK)
Nelson County Bd. of Education

IMMIGRATION ELIGIBILITY VERIFICATION 
________


TWO FORMS OF OFFICIAL I.D.

CONTRACT 
________

CONTACT INSURANCE OFFICE 
________

EMPLOYMENT VERIFICATION
________

PERSONNEL
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(Continued)

Classified Checklist—Bus Drivers

NELSON COUNTY BOARD OF EDUCATION

P.O. BOX 2277, 1200 CARDINAL DRIVE

BARDSTOWN, KENTUCKY 40004

THE FOLLOWING ITEMS ARE NEEDED FOR BUS DRIVER FOLDER:

MAIN EMPLOYMENT FOLDER

APPLICATION (including references, a list of states of former residence and dates of residency, and picture identification)  ________

3 REFERENCE FORMS COMPLETED
________

DIPLOMA OR GED
________

PHYSICAL (COPY OF INITIAL ONE) 
________

TB RISK ASSESSMENT PER 704 KAR 4:020
________

CRIME CHECK 
________

IMMIGRATION ELIGIBILITY VERIFICATION (TWO FORMS OF OFFICIAL I.D.) 
________

PERSONNEL ASSIGNMENT SHEET (CURRENT TO BACK OF FOLER) 
________

DRIVER REQUIREMENT FOLDER

COPY OF CDL LICENSE (RENEWED WITH DRIVERS LICENSE RENEWAL) 
________

MVR RECORD CHECK 
________

PRE-EMPLOYMENT INTERVIEW (INTROCUTION – 1ST CLASS) 
________

PRE-EMPLOYMENT ROAD TEST 
________

100 QUESTION TEST 
________

MEDICAL FOLDER

DRUG TEST (UPON EMPLOYMENT AND THEN RANDOMLY) 
________

PHYSICALS (YEARLY) 
________

ALL MEDICAL INFORMATION WITH CURRENT TO THE FRONT OF FOLDER 
________

EVALUATION FOLDER

EVALUATIONS YEARLY WITH CURRENT TO THE FRONT OF FOLDER 
________

PERSONNEL
W03.221 AP.22


(Continued)

Classified Checklist—Students

NELSON COUNTY BOARD OF EDUCATION

P.O. BOX 2277, 1200 CARDINAL DRIVE

BARDSTOWN, KENTUCKY 40004

CLASSIFIED CHECKLIST—PRE-EMPLOYMENT STUDENT REQUIREMENTS

Name ______________________________________ School ___________________________

Hire Date ______________________

TO ALL NEW EMPLOYEES:

THE FOLLOWING ITEMS MUST BE IN TO THE CENTRAL OFFICE BEFORE YOU CAN RECEIVE YOUR FIRST PAYCHECK.

APPLICATION (including references, a list of states of former residence and dates of residency, and picture identification) ________

3 REFERENCE FORMS COMPLETED
________

YOUTH LEADER CRIME CHECK
________

IMMIGRATION ELIGIBILITY VERIFICATION 
________


TWO FORMS OF OFFICIAL I.D.

TAX FORMS W4/K4 
________

DIRECT DEPOSIT 
________

     
     
EXPLANATION: THIS CHANGE WILL MEAN THAT SUPERINTENDENTS USING PROCEDURE B MAY REQUEST THAT THE COMMISSIONER OF EDUCATION APPOINT AN IMPARTIAL HEARING OFFICER TO HEAR A CLASSIFIED EMPLOYEE DISCIPLINARY MATTER.

FINANCIAL IMPLICATIONS: ADDITIONAL DISTRICT EXPENSE WHEN AN OUTSIDE HEARING OFFICER IS USED
PERSONNEL
$03.27 AP.1
- Classified Personnel -

Personnel Action Procedures

The Superintendent shall provide written notification of personnel actions to an employee, including but not limited to, public reprimand, suspension without pay, and termination.

Warning Notices

It is not necessary for warning notices to be given to an employee before s/he may be publicly reprimanded, suspended without pay, or terminated. Where a supervisor/Superintendent determines that a warning is the appropriate response to an individual instance of conduct, the supervisor/Superintendent may issue warning notices for reasons listed in Board Policy 03.27. Such notices shall be issued in accordance with the following provisions:

1. Prior to the issuance of a warning notice, the supervisor/Superintendent shall hold an informal conference with the employee.

2. The supervisor shall retain a copy and forward a copy to the Superintendent/designee, as appropriate.

Procedure For Public Reprimand/Suspension/Dismissal of Classified Employees

When the Superintendent becomes aware of allegations that, if true, are believed to warrant public reprimand, suspension without pay, or termination of a classified employee, the Superintendent may seek advice of counsel as deemed appropriate and shall determine whether s/he is in a position to serve as an impartial Hearing Officer concerning the allegations. If the Superintendent determines that s/he is able to serve as an impartial Hearing Officer, s/he should follow Procedure A; if not, s/he shall follow Procedure B.

Procedure A (To Be Utilized When Superintendent Serves as Hearing Authority)
1. The Superintendent shall direct an administrator to investigate and make a written report to him/her as the designated “Investigator.” The Superintendent will not conduct the investigation or prepare the report. The Superintendent will not be involved in the investigation except as may be necessary for procedural matters such as scheduling, facilities availability, etc.

2. The post-investigative report shall state whether the Investigator concludes in his or her professional judgment that the employee engaged in conduct in violation of one or more of the “Causes for Action” set forth in policy 03.27 and shall describe the facts in support of any violation in detail. The Investigator may include a recommendation for suspension without pay pending disposition of any employee request for a hearing in the report if s/he determines that the conduct at issue gives rise to the need to protect the health, welfare, or safety of staff and/or students or the orderly, efficient, and lawful operation of the educational process. If the Investigator recommends a suspension without pay pending disposition of any employee request for a hearing, the Investigator shall provide the employee an opportunity for a conference to discuss the allegations and potential suspension without pay. This opportunity for a conference shall be provided before the Superintendent imposes a suspension without pay pending disposition of any employee request for a hearing. 
PERSONNEL
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(Continued)
Personnel Action Procedures

Procedure A (continued)
In the conference, the Investigator will provide oral or written notice of the violation of the “Causes for Action” constituting cause for the suspension without pay pending disposition of any employee request for a hearing, an explanation of the evidence supporting such violation if the employee denies it, and an opportunity for the employee to present his/her version of the facts relating to the violation.

3. The report shall not be binding on the Superintendent. Upon a determination that the report warrants initiation of hearing procedures on a potential public reprimand, suspension without pay or termination, the Superintendent shall provide written notice to the classified employee of the opportunity for a hearing. The notice may include a suspension without pay pending final administrative action on any classified employee-hearing request. If, after the hearing, the decision is against a suspension without pay or termination, the employee shall receive his/her full pay for any period of suspension. The notice will include a copy of the investigative report and will advise the employee of the sanctions the Superintendent may impose if the employee does not request a hearing.

4. The employee may request a hearing by filing the proper form with the Superintendent within ten (10) calendar days after receiving the notification of an opportunity for a hearing.

5. If the employee fails to file the hearing request form on time, the Superintendent will review the report and if s/he concludes further action is warranted, take final personnel action based on such report, which may include, but shall not be limited to, public reprimand, and/or suspension without pay and/or termination. Any such action shall be set forth in writing and shall be effective on the employee’s receipt of the written notice.

6. If the employee files a timely request, a hearing shall be conducted at a time and place not less than twenty (20) and not more than forty-five (45) calendar days after the employee’s receipt of the written notice of the opportunity for a hearing.

7. The employee shall be given the opportunity to hear evidence on the report and the alleged violations described in such report and shall be given the opportunity to cross-examine witnesses. No later than five (5) calendar days before the hearing is scheduled to commence, the following shall be exchanged:
a. A list of witnesses expected to testify and copies of exhibits to be submitted in support of the report on behalf of the District; and

b. A list of witnesses expected to testify and copies of exhibits to be submitted by the employee in defense of alleged violations.

8. The employee may be represented by counsel at his or her own expense. However, the hearing may be continued if the employee does not provide written notice of his or her intention to be represented by counsel to the Investigator and Superintendent at least seventy-two (72) hours before the hearing is scheduled to commence. The hearing shall be conducted by the Superintendent, who may utilize the assistance of an attorney as hearing advisor. Evidence and testimony shall be presented in support of the report first. The employee shall be given the opportunity to present evidence and testimony in his/her defense and the opportunity to present rebuttal evidence may be extended.
PERSONNEL
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(Continued)
Personnel Action Procedures

9. The Superintendent shall issue his/her written decision setting forth the reasons for the decision and describing the evidence relied upon within five (5) working days after the conclusion of the hearing. The Superintendent’s decision shall be final, shall be effective on the employee’s receipt of written notice of the decision and shall be maintained in the classified employee’s file.
Procedure B (To Be Utilized Only When Superintendent Does Not Serve as Hearing Authority)

1. If the Superintendent determines, after consultation with counsel as is deemed necessary, that s/he may not be in a position to serve as an impartial Hearing Officer, s/he may delegate authority to hear a classified employee disciplinary matter to an independent Hearing Officer and may issue such delegation to a Hearing Officer appointed by the Kentucky Commissioner of Education ("Commissioner"). Any such delegation shall be in writing and shall be made as soon as reasonably possible after the Superintendent’s receipt of a classified employee’s request for a hearing under Policy 03.27.
If the Superintendent chooses to utilize a Hearing Officer made available by the Commissioner, s/he shall send a written request to the Commissioner. The request for the appointment shall be accompanied by copies of the charges and the employee's request for a hearing. All costs associated with payment for services of the Hearing Officer shall be the responsibility of the District.

The Superintendent shall not utilize a Hearing Officer who is an employee of the Kentucky Department of Education or the District.
2. If the Superintendent determines s/he will not serve as Hearing Officer, s/he may investigate classified employee conduct or activities that may warrant a public reprimand, suspension without pay, or termination, and may cause charges to be brought against the employee setting forth the Superintendent’s intent to impose a public reprimand, suspension without pay, or termination, subject to the employee’s exercise of hearing rights under this policy. The charges shall describe conduct giving rise to a violation of one or more “Causes For Action” as set forth in detail in Policy 03.27 and may include a suspension without pay pending final administrative action on a classified employee hearing request.
If after the hearing the decision is against a suspension without pay or termination, the employee shall receive his/her full pay for any period of suspension. In determining to impose a suspension without pay pending disposition of any employee request for a hearing, the Superintendent shall review whether the conduct at issue gives rise to the need to protect the health, welfare, or safety of staff and/or students or the orderly, efficient, and lawful operation of the educational process. Prior to imposing a suspension without pay pending disposition of any employee hearing request, the Superintendent shall provide the employee an opportunity for a conference to discuss the allegations and potential suspension without pay. In the conference, the Superintendent will provide oral or written notice of violation of “Causes For Action” constituting cause for the suspension without pay pending any employee request for a hearing, an explanation of the evidence supporting such violation if the employee denies it, and an opportunity to the employee to present his version of the facts relating to the violation.
PERSONNEL
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(Continued)
Personnel Action Procedures
Procedure B (continued)
3. The employee may request a hearing by filing the proper form with the Superintendent within ten (10) calendar days after receiving notice of the charges. If the employee fails to request a hearing on time, the Superintendent’s action as set forth in the charges shall be final.

4. If the employee files a timely request, a hearing shall be conducted at a time and place not less than twenty (20) calendar days after the employee’s receipt of the charges.
5. The employee shall be given the opportunity to hear evidence on the charges and to cross-examine witnesses. No later than five (5) calendar days before the hearing is scheduled to commence, the following shall be exchanged:

a. A list of witnesses expected to testify and copies of exhibits to be submitted in support of the charges on behalf of the District; and

b. A list of witnesses expected to testify and copies of exhibits to be submitted by the employee in defense of charges.

6. The employee may be represented by counsel at his/her own expense. However, the hearing may be continued if the employee does not provide written notice of his/her intention to be represented by counsel to the Superintendent and Hearing Officer at least seventy-two (72) hours before the hearing is scheduled to commence.

7. Evidence and testimony shall be presented in support of the charges first. The employee shall be given the opportunity to present evidence and testimony in his/her defense and an opportunity to present rebuttal evidence may be provided.

8. The Hearing Officer shall issue his/her written decision setting forth the reasons for the decision and describing the evidence relied upon after conclusion of the hearing. Upon receipt of the Hearing Officer’s decision, the Superintendent shall take action consistent with the decision by providing written notice to the classified employee and such action shall be effective upon the employee’s receipt of such notice. The Superintendent may seek advice of counsel regarding the form and content of such notice. The Superintendent’s written notice shall be maintained in the classified employee’s file.

     
     
EXPLANATION: THE 2008 GENERAL ASSEMBLY PASSED NEW STATUTORY LANGUAGE REQUIRING BIDS AND RFPS TO PERMIT ITEMS “EQUAL TO” THOSE NAMED TO BE FURNISHED.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.
FISCAL MANAGEMENT
AO04.32 AP.1

Procurement

A. Conditions, including emergencies, and procedures under which purchases may be made by means other than competitive sealed bids.

Purchasing officers are authorized to acquire goods, services, or construction through noncompetitive negotiation under the following circumstances, providing a written determination is made that competitive bidding is not feasible. If available, quotes from three (3) suppliers shall be secured if for purchases exceeding $5,000. At least one (1) of the following conditions shall be met:

1. An emergency has been determined.

An emergency condition is a situation that creates a threat to public health, welfare, or safety such as may arise by reason of floods, epidemics, riots, and equipment failures. The existence of such a condition creates an immediate and serious need for supplies, services, or construction that cannot be met through normal procurement procedures and the lack of which would seriously threaten (a) the functioning of the District; (b) the preservation or protection of property; (c) the health or safety of any person. When such conditions exist, the Superintendent and designated purchasing agents are authorized to purchase through noncompetitive negotiation. The determination of an emergency shall be stated in writing.

2. The product or service to be procured is available from a single source.

3. A necessity is temporarily unavailable from the contracted supplier.

When a particular necessity is temporarily unavailable from the contract supplier and the purchasing officer makes a written determination to that effect, the purchasing officer has the authority to treat such items as a single source of services or products and has authority to proceed to procure the same by noncompetitive negotiation.

4. Contracts for services.

The District may contract for the services of licensed professionals such as attorney, physician, psychiatrist, psychologist, certified public accountant, registered nurse, or educational specialist: technicians such as plumber, electrician, carpenter, or mechanic; or an artist such as a sculptor, aesthetic painter, or musician; printers for special projects. This provision shall not apply to architects or engineers providing construction management services rather than professional architect or engineer services.

Noncompetitive negotiations for services of licensed professionals shall occur only when specialized training is required of the contractor, when a specific program or service can be delivered by only one or a few individuals, or when travel costs and time dictate constraints on the bidding process.

FISCAL MANAGEMENT
AO04.32 AP.1
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Procurement

5. The contract is for the purchase of perishable items purchased on a weekly or more frequent basis. “Perishables” are those items that are subject to natural decay and deterioration if not put to their intended use within a reasonable time and include such items as fresh fruits and vegetables, meats and fish. Perishables do not include dried, canned, or frozen food products that are normally purchased less frequently than by the week. Items that may be classed as perishables, but which readily lend themselves to competitive bidding, shall be obtained only by competitive bidding. Such items include milk and bread.

6. The contract or purchase is for replacement parts where the need cannot be reasonably anticipated and stockpiling is not feasible.

7. The contract is for proprietary items for resale.

8. Items for resale include printed documents; stocks and inventories for school bookstores; candies; soft drinks, and, all other items that are sold to students and to the general public. Supplies that must be processed prior to resale such as food purchases for the lunchroom are not included as items for resale.

9. The contract or purchase relates to an enterprise in which the buying or selling by students is a part of the educational experience.

10. The contract or purchase is for expenditures made on authorized trips outside the boundaries of the service area of the agency.

11. The contract or purchase is for purchase of supplies that are sold at public auction or by receiving sealed bids.

12. The contract is for group life insurance, group health and accident insurance, group professional liability insurance, worker’s compensation insurance, or unemployment insurance.

13. The contract or purchase is for a sale of supplies at reduced prices that will afford a purchase at savings to the school district.

14. The contract or purchase is from a state, U.S. Government, or other public agency.

15. The contract or purchase is from a state, U.S. Government, or other public agency price contract.

16. Specifications cannot be made sufficiently specific to permit an award on the basis of either the lowest bid price or the lowest evaluated bid price.

17. Sealed bidding is inappropriate because the available sources of supply are limited.

18. The bid prices received through sealed bidding are unresponsive or unreasonable.

FISCAL MANAGEMENT
AO04.32 AP.1
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Procurement

B. Rejection of bids, consideration of alternate bids, and waiver of informalities in offers.

The conditions for bidding shall be applicable to and incorporated in all invitations for bids. Failure to comply with such conditions shall be cause for refection of the bid. The Board or its designee retains the right to waive any informalities in offer.

C. Confidentiality of technical data and trade secrets information submitted by actual and prospective bidders or offerors.

Technical data and trade secrets information submitted by actual and prospective bidders are exceptions to the open records requirements and shall be rated confidentially.

D. Partial, progressive and multiple awards.

The District purchasing officer is authorized, when feasible, to advertise for bids as a discount from a price list or catalog. The conditions shall state that multiple awards may be made. When such multiple awards are made, purchases at the contract discount may be made from such price lists or catalogs without further negotiation. However, any changes in the price list exceeding ten percent (10%) during the period of the contract shall disqualify such items from purchase.

E. Supervision of store rooms and inventories, including determination of appropriate stock levels, and the management, transfer, sale or other disposal of government-owned property shall be the responsibility of the purchasing officer of the district.

F. Definitions and classes of contractual services and procedures for acquiring them.

The District may obtain the services of various classes of professionals, technicians, and artists by noncompetitive negotiation when specialized training is required of the contractor, when a specific program or service can be delivered by only one or a few individuals, or when travel costs and time dictate constraints on the bidding process.

G. Procedures for the verification and auditing of local public agency procurement records.

The Superintendent shall maintain sufficient records for the Board to verify all purchasing agreements and purchases made through such agreements. Financial records of all transactions related to the purchase of goods and services for the District or individual schools are subject to an annual financial audit.

H. Annual reports from those vested with purchasing authority as may be deemed advisable in order to insure that the requirements of this policy are complied with.

1. Each staff member authorized to approve purchase orders shall:

a. Keep a copy of all purchase orders issued.

b. Maintain a log to include the name of the vendor from which products or services were obtained.

FISCAL MANAGEMENT
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Procurement

c. Record the purpose of the product or service.

d. Record how the decision was made to purchase from the vendor (bid, negotiation, single source, state price contract, etc.)

e. List other vendors contacted and their cost for the product or service.

2. All Board policies and District procedures pertaining to procurement, whether promulgated under KRS 45A.345 to 45A460 or otherwise, shall be maintained in the District Central Office and shall be available to the public upon request at a cost not to exceed the cost of reproduction.

I. Except as permitted by law, every invitation for bid or request for proposals shall provide that an item equal to that named or described in the specifications may be furnished.
     
     
EXPLANATION: THE PROPOSED CHANGES MAKE THE LANGUAGE CONSISTENT WITH PROVISIONS IN THE CURRENT RECORDS RETENTION SCHEDULE FOR SCHOOL DISTRICTS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
FISCAL MANAGEMENT
X04.81 AP.1

Management of Financial Records

Active financial records are under the management of the Finance Officer.

1. Current financial records that are designated as “permanent” shall include, but not be limited to:

	Annual Financial Report
	Annual Audit Report

	Annual Approved Budget
	

	
	

	
	

	Bond Record File
	Funds Ledger


After audit the Finance Officer shall file those financial records designated as permanent in an approved space in the Central Office.

2. Current financial records that are designated as “indefinite” shall include, but not be limited to:

	Budget Draft/Proposal
	 Budget Work Papers

	Cancelled Bonds and  Coupons
	Bid Files-Successful

	Contracts and Service Agreements
	

	Assets/Equipment Inventory File
	Payroll Personnel File

	
	


 The retention period for indefinite records is defined by the explanation found in the Disposition Instructions column of the Records Retention/Public School District Schedule.
3. The District may dispose of certain financial records marked as “destroy after audit” in the Disposition Instruction, which indicates that such records shall only be destroyed after the retention period has expired and an official audit has been performed.
 
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


For complete information about retention and disposal of school/District financial records, consult the Records Retention/Public School District Schedule, which may be accessed online at:

http://kdla.ky.gov/recmanagement/schedules/kypubschooldistrict.pdf

     
     
EXPLANATION: THESE CHANGES ADDRESS NEW KDE AUDITING REQUIREMENTS AND A NEW AUDITING STANDARD CONCERNING AUDITORS REPORTING TO THE BOARD ANY INTERNAL CONTROL INSTANCES INVOLVING A “SIGNIFICANT DEFICIENCY AND MATERIAL WEAKNESS.” IN TURN, THE BOARD IS RESPONSIBLE FOR SEEING THAT APPROPRIATE CORRECTIVE ACTIONS ARE TAKEN.

FINANCIAL IMPLICATIONS: POSSIBLE INCREASE IN COSTS FOR AUDITS
FISCAL MANAGEMENT
$04.9 AP.1

Audits

Board Accounts

All accounts under Board control shall be audited annually by an approved CPA/CPA firm. The following procedures will be implemented:

1. The Board shall request audit proposals containing criteria set forth by appropriate state agencies.

2. The Superintendent shall review the proposals and through competitive negotiations recommend for Board approval a CPA/CPA firm to conduct the audit. The recommendation shall include a cost estimate.

3. The Board shall request approval of the CPA/CPA firm from the State Committee for School District Audits.

The Board may request to meet with the auditor prior to the audit to discuss expectations.

The Board shall apply for reimbursement under KDE guidelines.

4. The CPA/CPA firm shall conduct the audit as soon as possible after the close of the fiscal year. Copies of the audit report shall be sent to Board members prior to the auditor’s presentation of the report to the full Board.

Unless the CPA/CPA firm obtains authorization from the State Committee for School District Audits for a later date, the audit report shall be presented to the Board at the October meeting.
5. Following presentation of the audit report, the Superintendent/designee shall present to the Board for its approval, internal control strategies to respond to significant deficiencies and material weaknesses identified in writing by the auditor. In addition, a timeline for taking action and reporting progress back to the Board shall be established.
6. A written report is made to the Chief State School Officer of any audit exceptions and the progress made to correct them.

7. Copies of the audit report shall be distributed to Board members and to appropriate state agencies by the date in November designated by KDE (unless an extension has been granted at District request). The audit report shall be accompanied by a management letter from the auditor to the Superintendent and other documents required by the State Committee for School District Audits. File copies are placed in the office of the Principal(s) and in the office of the Superintendent and shall be open for public inspection.

An exit conference shall be held between the auditing staff and District staff, with two (2) Board members in attendance.
8. A request is made to the state for reimbursement.

     
     
EXPLANATION: KSBA SUGGESTS THIS PROCEDURE APPLY TO ALL SEVERE WEATHER SITUATIONS, NOT JUST TO TORNADOES. THE CHANGE TO THE BUS DRIVERS’ SECTION IS NEEDED BECAUSE SPECIFIC WEATHER CONDITIONS WILL DICTATE WHETHER STUDENTS SHOULD BE REMOVED FROM THE BUS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
SCHOOL FACILITIES
$05.42 AP.1

Severe Weather Drills

Drills

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

Definitions

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

Drop procedure – an activity during which each student and staff member takes cover under a table or desk, dropping to his or her knees, with the head protected by the arms, and the back to the windows.
Safe area – a designated space including an enclosed area with no windows, a basement or the lowest floor using the interior hallway or rooms, or taking shelter under sturdy furniture.
Responsibilities of Principal/Designee

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

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

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

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

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

5. Designate, mark, and post assigned and alternate safe areas as follows:

a) Students/personnel who are housed in one-story buildings, shops, and in portable buildings shall be brought into interior halls or corridors of the main buildings.

b) Students/personnel who are housed in two-story buildings should be evacuated from the top floor to interior halls of the lower floor. If this space does not accommodate all students, the smallest number of students possible should be kept in corridors of the second floor southwest area.

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

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

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

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

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

SCHOOL FACILITIES
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Severe Weather Drills

Faculty/Staff Responsibilities

The faculty and staff shall:

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

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

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

4. Require students to use one of the following positions, as appropriate:1
a) Rest on knees, lean forward, cover face by crossing arms above face.

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

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

5. Remain in the assigned safety area with students until the “all-clear” signal or recall signal is given.

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

Custodians’ Responsibilities

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

1. Turn off all gas and electrical appliances.

2. Turn off all motor-operated equipment and pilot lights to hot water heaters or stoves in furnace rooms, cafeterias, home economics rooms, and shops.

3. Close windows and outside doors on the side from which the tornado is approaching.

4. Open windows and outside doors on the side of the building opposite from the approaching storm.

5. Open all inside doors that lead into corridors.

Bus Drivers’ Responsibilities

If the bus is en route to or from school when a severe weather warning is issued, drivers shall:

1. If available, take shelter in a substantially strong, weather proof building in the immediate vicinity.

2. Otherwise, stop the bus near a depression or cut in the road where possible and keep the students in the bus, except when a tornado or destructive winds occur, in which case lead students away from the bus and power lines and instruct them to lie flat in a ditch.
1 Kneeling and sitting positions should be maintained for only a short period of time. If the alert must be kept for a longer time, students should be permitted to stand for a brief period and then resume kneeling or sitting positions.
Related Procedure:

05.41 AP.2

     
     
EXPLANATION: THE 2008 GENERAL ASSEMBLY AMENDED KRS 156.150 TO REQUIRE, BEGINNING WITH THE 2010-2011 SCHOOL YEAR, AN ENROLLING FIVE- OR SIX-YEAR-OLD STUDENT TO UNDERGO A DENTAL SCREENING OR EXAMINATION.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
STUDENTS
X09.121 AP.1

Entrance Requirements

Principal's Responsibility

Principals are responsible for administering entrance requirements. Students who are enrolling in the Nelson County Public Schools need to be accompanied by a parent or legal guardian and must be present at the time of enrollment. Students will not be allowed to enroll unless all of the information listed below is available:

· Proof of Age - Each pupil entering any elementary or secondary school for the first time shall present evidence of age by means of a birth certificate or other reliable proof of the student's identity and age. If a birth certificate is not presented, an affidavit of the inability to produce a copy of the birth certificate must be given.

· Proof of Residence – This documentation can be presented in the form of a utility bill or rent bill.

· Proof of Legal Custody – This documentation includes legal custody papers for all students not living with both of their parents. Proof of identification will be required of the custodial parent.

· Social Security number - Upon enrollment in elementary school, a child may present for school records a social security number.

· Proof of Immunization - Upon enrollment, each pupil entering kindergarten or first grade for the first time shall present evidence of immunization by means of a doctor's certificate or a certificate from the Public Health Service.

· Preventative Health Care and Vision Examinations - Within one (1) year prior to initial admission to school, each student shall undergo a preventative health care examination, which shall be documented on the state-required form. Also upon enrollment, each three (3)-, four (4)-, five (5)-, or six (6)-year-old student entering the first year of public school, public pre-school or Head Start must undergo a vision examination as required by applicable statute and regulation and provide the school with the required form by January 1 of the first year of enrollment. Effective with the 2010-2011 school year, evidence of a dental screening or examination shall be required to be submitted by January 1 of the first year that a five- and six-year-old student is enrolled in the District.
· Official Withdrawal Form – This documentation from the student’s previous school must include withdrawal grades.

Principals to Report

Principals are to report to the Superintendent/designee the names of those children who do not present acceptable evidence of age and required immunizations and examinations.

Legal Action

Except for vision examination forms and dental examination forms as noted above, which are due by January 1 of the first year of enrollment, failure to provide the remaining required documentation upon enrollment may constitute reason for appropriate action.

     
     
EXPLANATION: THIS CHANGE IS SUGGESTED TO BE CONSISTENT WITH REVISIONS MADE TO SECTION 2 OF 704 KAR 4:020 AND THE RECOMMENDED POLICY UPDATE CHANGE.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
STUDENTS
$09.224 AP.1

Emergency Medical Care Procedures

The emergency medical care procedures listed below are to be followed in case of serious accidents and/or sudden illnesses occurring in the schools:

Emergency Information

Emergency care information for each student shall be filed in the Principal's office. This information is to include:

1. Student's name, address, and date of birth.

2. Parents' names, addresses, and home, work, and emergency phone numbers.

3. Name and phone number of family physician and permission to contact health care professionals in case of emergency.

4. Name and phone number of “emergency” contact (person other than parent/guardian) to reach, if necessary.

5. 
6. Unusual medical problems, if any.

Medical Emergency Procedures

The following procedures shall be used in a medical emergency:

1. Administer first aid by a school employee trained in first aid and CPR in accordance with state regulation.

2. Contact the child’s parent or other authorized person(s) listed on the school emergency card to:

a) Inform parent or authorized contact that the child is not able to remain at school.

b) Indicate the apparent symptoms; however, do not attempt to diagnose.

c) Advise the contact that s/he may want to contact a physician regarding the child’s condition.

3. Take care of child until parent, physician (health care professional), or ambulance arrives.

4. Use emergency ambulance service if needed.

5. Administer medication in accordance with District policy and procedure only when ordered by the student’s personal physician.

6. Keep the student in a first aid area if s/he appears to be unable to return to the classroom.

7. Do not allow the student to leave school with anyone other than the parent/ guardian/designee after an accident or when ill.

8. After a child has an accident or becomes ill at school, arrange transportation home with the parent/guardian/designee.

9. Report all emergency situations to the building administrator.

10. Treat students with contagious diseases, including AIDS, according to state guidelines.

11. Employees shall follow the District’s Exposure Control Plan when clean-up of body fluids is required.

STUDENTS
$09.224 AP.1
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Emergency Medical Care Procedures

Supplies/Personnel

1. Each school shall have an approved first-aid kit and designated first-aid area.

2. At least two (2) adult employees in each school shall have completed and been certified in a standard first-aid course, including but not limited to, CPR.

3. At least one (1) school employee who is a licensed medical professional, or has been appropriately trained, shall be on duty at each school to administer glucagon or diazepam rectal gel to students with diabetes or seizure disorders.
Documentation

A complete record of any emergency care provided shall be made and filed with the student's health record. The following information shall be recorded:

1. Time and place accident or illness occurred.

2. Causative factors, if known.

3. Type of care provided and name(s) of person(s) who gave emergency treatment.

4. Condition of the student receiving emergency care.

5. Verification of actual contacts and attempts to contact parent/guardian.

6. List of names of persons who witnessed the accident or illness and the treatment rendered, as appropriate.

Related Policies:

09.224

09.2241

Related Procedures:

09.224 AP.21

09.224 AP.22

09.2241 AP.21

09.2241 AP.22

09.2241 AP.23

     
     
EXPLANATION: THIS RECOMMENDED NEW PROCEDURE IS SUGGESTED FOR USE BY THOSE WHO INVESTIGATE COMPLAINTS OF HARASSMENT/DISCRIMINATION TO NOTIFY THE COMPLAINANT AND THE ACCUSED OF FINDINGS.

STUDENTS
$09.42811 AP.24

Resolution Response

This completed form shall be provided to both the complainant and the accused party.

Student Complainant ________________________________________________________

Last Name
First Name
Middle Initial
Accused Party _______________________________________________________________


Last Name
First Name
Middle Initial

School _____________________________________________________________________

Complaint/Appeal Received _______________
Response Delivered ______________

Date
Date

Investigator’s Name _________________________________________________________
Last Name
First Name
Middle Initial 

The investigation of harassment/discrimination complaint/appeal referenced above has now been completed, and the following determinations have been made:

Did the alleged incident(s) occur based on substantiated information?
( Yes
( No

If “yes”, will the District grant the type of resolution requested by
the complainant? 
( Yes
( No

If corrective actions were necessary, have they been initiated?
( Yes
( No
______________________________________________ _________________

Investigator’s Signature
Date

______________________________________________ _________________

Superintendent/designee’s Signature
Date

No one shall retaliate against an employee or student because s/he files a written grievance, assists or participates in an investigation, proceeding, or hearing regarding the charge of harassment/discrimination of an individual or because s/he has opposed language or conduct that violates Board policy.

     
     
explanation: this proposed new procedure is suggested to meet requirements of house bill 91, which was passed by The 2008 General Assembly. that bill amended KRS 158.148 and KRS 158.444 to add new requirements for districts to include certain procedures in their code of acceptable behavior and discipline.
FINANCIAL IMPLICATIONS: Costs for staff training

STUDENTS
$09.438 AP.1

Reporting of Code Violations

Students wishing to report a violation of the Code of Acceptable Behavior and Discipline may report it to a classroom teacher, who shall take appropriate action as defined by the code. The teacher shall refer the report to the Principal/designee for further action when the report involves an offense that may warrant suspension or expulsion of a student, any felony offense, or a report that may be required by law, including reports to law enforcement.
Retaliation Prohibited
Employees and other students shall not retaliate against a student because s/he reports a violation of the code or assists or participates in any investigation, proceeding, or hearing regarding the violation. The Superintendent/designee shall take measures needed to protect students from such retaliation.
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