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Salaries
HOURLY OR SALARY BASIS

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

WORK DAY/WORK WEEK

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

DETERMINATION OF EXPERIENCE

The experience of classified personnel shall be determined at time of hire. Upon initial
employment, the Superintendent may grant up to ten (10)five{5} years for pay purposes when a
person’s specific work experience is determined to be of such importance as to make them the
best-qualified candidate for the position. Classified personnel may receive up to two (2) yecars
experience credit for active military service. The sixmonth training requirement for National
Guard and Reserve service will not qualify an employee for the experience credit.

TRANSFER OF EXPERIENCE CREDIT

When a certified employee transfers to a classified position or when a former certified employee
returns to work as a classified employee, the employee shall receive up to ten (10}ive-(5) years
of experience credit for salary purposes on the classified salary schedule with verification of the
prior experience.

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.

PAYROLL DISTRIBUTION

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

The District shall furnish the employee with either a paper or electronic statement. If statements
are provided electronically, employees shall be provided access to a computer and printer for
review and printing of their statement.

The Board shall make 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 respensibilities and duties may request to be paid their remaining salary prior to
the end of the fiscal year.
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Salaries
PAYROLL DEDUCTION

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

No employee may work for more than forty (40) hours per week unless it has been cleared by the
employee’s supervisor(s) and the Finance/Personnel Offices. If an employee works in more than
one area (e.g., instructional assistant and bus driver), the total amount of work time cannot
exceed forty (40) hours per week unless approved by the Finance/Personnel Offices.

TIME RECORDS

All classified employees working in a non-exempt position must maintain accurate time records.
Those time records should be maintained using VeriTime. When reporting to work, the
employee must not sign in or clock in until they begin the duties of the position. When leaving
work at the end of a work day, the employee must sign out or clock out. All times entered must
reflect the accurate time to the minute, Approximate times are not acceptable.

OVERTIME

Overtime work shall be approved in advance by the Superintendent or designee.

Employees required to work in excess of forty (40) hours per week will be paid at the rate of 112
times the regular rate for all hours beyond 40 as provided by the Fair Labor Standards Act for
overtime work. Employees required to work in excess of forty (40) hours per week on days when
schools and offices are closed as designated in Board policy 03.222 shall be paid at the rate of
1% times the regular rate for all hours beyond 40 as provided by the Fair Labor Standards Act for
overtime work. Twelve-month classified employees required to work on holidays as designated
in Board policy 03.222 shall be paid double time.

Employees who are required to work in excess of their regularly scheduled number of hours
short of overtime (40 hours per week) shall be compensated for the extra hours at their scheduled
straight-time hourly rate.

EXTRA SERVICE

Classified personnel may receive extraservice pay for duties connected with handling and
accounting for funds at activities scheduled outside the regular school day, provided the rate of
pay does not exceed the hourly rate approved by the Board for their regular assignments. Any
payment made to an employee must be processed through the payroll process.

EXCEPTION

A compensation error/adjustment that needs to be corrected shall 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 three (3) months of start
date.
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EXTENDED EMPLOYMENT

The Principal/Supervisor shall work with the employee to establish an extended employment
work plan. The plan shall be filed annually with Human Resources.

Employees whose positions include 1- 45 extended days must work the days and submit
documentation to Human Resources by June 23 unless an exception is designated on the
extended employment work plan that 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 in KRS 160.291, must work all extended days and submit documentation to Human
Resources by June 23,

Sick and/or personal leave cannot be used for an extended day unless the day is designated on
the extended employment work plan that is submitted to Human Resources.

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 Human Resources.

Addition of days to be worked beyond the original contract or additional days of extended
employment for a position require prior Board approval before the change goes into effect.
Extended days cannot be worked on a regular work day.

CLASSIFIED SUBSTITUTES

Classified substitutes will be paid at Step A of the level of the position for which they are
substituting.

WORK EXPERIENCE CREDIT

A full-time employee will receive credit for one (1) year of experience each year s/he works one
hundred forty (140} days or more between July 1 and June 30. Classified employees transferring

into the District may bring up to ten (10)five{5) years of experience credit for salary purposes
provided the experience meets the District guidelines.

RETIRED RE-EMPLOYMENT
Employees who retire and return to work in the District shall be paid at “step A” of the level of
the position for which they are hired.

REFERENCES:

KRS 78.615; KRS 160.291; KRS 161.011

KRS 337.070; KRS 337.285; KRS 424.120

702 KAR 3:320; 803 KAR 1:060; 803 KAR 1:070

Fair Labor Standards Act

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