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DRAFT 6/22/18 
PERSONNEL 03.125 

- CERTIFIED PERSONNEL -

Expense Reimbursement 

Provided the Superintendent/designee has given prior approval to incur necessary and appropriate 
expenses, the Board shall reimburse school personnel for school-related travel when such travel is 
a required part of the duties of the employee or for school-related activities approved by the 
Superintendent/deshmee and, when appropriate, the School Council. A Travel Authorization 
Request (03.125 AP.21) must be submitted and approYed for travel. Travel expenses of school
based personnel in SBDM schools shall be paid from Council funds. In the case of expenses 
reimbursed from internal accounts, the Principal shall be the authority for approving 
reimbursement. Travel expenses for guests of employees shall not be reimbursed. 

The expense reimbursement process shall require documentation of the funding source/category 
used to pay expenses for all approved trips. Overnight travel shall be documented on the Travel 
Authorization Request (Procedure 03.125 AP.?]) and shall be submitted and approved prior to 
travel. Dailv mileage shall be documented on the Mileage Reimbursement Form (03.125 AP.22). 

The Board will be responsible only for actual expenses. Allowable expenses are: 

MILEAGE 

Actual mileage between official work stations within the school system and actual mileage for 
trips outside the school system which have been approved by the Superintendent/desi2:nee and, 
when appropriate, the Council in SBDM schools will be reimbursed at the same rate as the standard 
mileage rate established by the State of Kentuckvlnternal Reve1rne Service. Mileage 
reimbursements for travel that does not require an overnight stay shall be submitted on the Mileage 
ReimbursementTraYCl Voucher Request form and approved by the employee's immediate 
supervisor within sixty (60) days of the completed travel. 

GASOLINE 

Actual cost of gasoline and oil purchased and placed in a Board-owned vehicle by an employee 
while engaged in school-related travel. Purchase must be substantiated by a receipt showing total 
gallons and total charges. 

Direct fuel purchases are not allowed except in cases of emergency or prior approval of the 
Superintendent/designee or Director of Finance. Any request for reimbursement for a direct fuel 
purchase must be accompanied by a receipt on which the license plate number and odometer 
reading is recorded. 

TOLLS AND FEES 

All tolls and parking fees incurred in school-related travel. Parking fees must be substantiated by 
a ticket or receipt. (Tolls are not to be charged for District vehicles being operated in state in an 
official capacity.) 

CARRENTAL 

Car rental charges when approved by the Superintendent/designee and, when appropriate, the 
Council in SBDM schools. Charges must be substantiated by a receipt. 
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PERSONNEL 

COMMON CARRIERS 

Expense Reimbursement 

03.125 
(CONTINUED) 

All charges or fares for necessary travel on common carriers (plane, bus, train, subway, taxi, Uber. 
ferry, etc.). Sight-seeing and pleasure tours are not reimbursable. Charges must be substantiated 

bv a receipt,._____________ ---------------------------------- ________________ _ ______________ --------------{ Formatted: ksba normal ~----------------
0 UT or STATE TRWEL 

Reimbursement for out of state travel by pfr, ately owned vehicles shall be made on the basL, of 
airplane conch fare or mileage rate, whichever is the lesser m11ount. 

SUBSISTENCE (ALLOWANCE FOR MEALS WITH OVERNIGHT STAY) 

A11 _ t;_r11p_lCJve_e _ tra_vel in_£ __ on __ g_ffi c_i_al _ Djstrict bu_s_i11ess __ sh_~!l- b_e __ eligible __ f g_r __ rej1_n 1J~Irs_e_D1e11t _ for <- - -- ,..F~o~rm_att_e_d:~. F~o~n~t ~co~lo_r.~A~u~to ________ -< 
subsistence (meals) during mealtime hours. at a rate established by the State of Kentuckv. The -
authorized travel must be to a destination where an overnight stay has prior approval. 
Reimbursement for subsistence shall be substantiated with a lodging receipt. Employees shall be 
eligible for a subsistenccper diem reimbursement for breakfast, or--lunch. or dinner expenses while 
traveling, if the employee• s trm el requires an overnight stay and the employee is in travel status 
during the entire time as established below. 

Authorized Travel 

Breakfast 6:30 a.m. - 9:00 a.m. 
Lunch 11 :00 a.m. - 2:00 p.m. 

Reimbursement 
$_8_-1.00 
$lQ&.00 

Employees shall be eligible for a per diem reimbursement for dinner expenses while trm·eling. if 
employee is in travel status during the entire time as established below. 

Authorized Travel Reimbursement 

Dinner 5:00 p.m. - 9:00 p.m. $1-8.~.oo 
Members of the Board are eligible for reimbursement of actual and necessary expenses while 
traveling on Board of Education business. 
The Superintendent may approve the follov, ing per diems in high rate areas outside the state of 
Kenttteky. The following per diems apply to high rate areas: 

Breakfast $8.00 
Lunch $9.00 
Dinner $19.00 

LODGING 

Hotel or motel charges (not including food or other charges) incurred in school-related travel. 
Charges must be substantiated by a receipt. 

REGISTRATION FEES 

Reimbursement for registration fees shall be made for school-related activities approved by the 
Superintendent/designee and, when appropriate, the School Council. Charges must be 
substantiated by a receipt. 

EMERGENCY REPAIRS TO BOARD-OWNED VEillCLES 

Reimbursement will be made for emergency repairs or road service to Board-owned vehicles if 
incapacitated while out of District. Drivers may not obligate the Board for major repairs without 
the permission of the Director of Tnmsportation or Superintendent/desi£nee. Charges must be 

Formatted: Font color. Auto 

substantiated by a receipt.._ __ -···---·-··-·-·---·· --·--··-··--·-··-- --------······----···--·-···--·--·---·-i Formatted: ksba normal ________________ __, 
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PERSONNEL 

Expense Reimbursement 

REIMBURSEMENT FORM 

03.125 
(CONTINUED) 

No requests for travel reimbursement shall be considered unless filed on the proper form and 
accompanied by appropriate itemized receipts. Requests for reimbursement shall be made within 
sixty (60) days of the date(s) the expenses are incurred. 

~\\1itho_ut proper documentation,_ i_ndivi_duals _shall not receive _rei111bu_rse111_ent, __ an_dc __ if _it i_s_-:>_···i Formatted: Font Not Bold, Font color. Auto 

?et~rmined that reimbursement _was made bas_ed _on incomplete or improper documentation. the ···j Formatted: Normal, Justified, Space After. 6 pt 
md1v1dual mav be regu1red to rennburse the District. 

OllT-OF-STATE TRAVEL 

Reimbursement for out-of-state travel bv privatelv owned vehicles shall be made on the basis of+----··i Formatted: Normal, Justified, Space After. 6 pt 

airplane coach fare or mileage rate. whichever is the lesser amount.. . __ .... --f Formatted: Font Bold 

~---------------~ Jh_e _state_ ofI<.e_ntuc;k)' has_esta_bli_she_d J!igh_ B,a_t_e_ Tra_vel _;\reas tor s_ub_si_st_ence r_ei_mbursement_rates ___ ... •· i Formatted: Font color. Auto 
outside the state of Kentuckv. This document provides a listing of areas gualifyirn;,: for high rate 
reimbursement. The followirn, subsistence reimbursement rates applv to high-rate areas: 

Breakfast $ I 0.00 +--·--·i Formatted: Tab stops: 2.19", Left+ Not at 2.25" 
Lunch $11.00 
Dinner $23.00 

TRAVEL BUDGET 

Each department, school, or individual shall be given an annual travel budget allocation. It is the 
responsibility of the appropriate supervisor to ensure that budgeted amounts are not exceeded. 
Travel which will exceed the available budget may not be approved without specific approval of 
the Superintended or designee. 

SUPERINTENDENT'S TRAVEL EXPENSES 

Prior to granting approval for payment, the Board shall review itemized reimbursement requests 
for the Superintendent's travel expenses in an open board meeting. 

REFERENCES: 

KRS 160.290; KRS 160.410; KRS 175.525 
OAG 80-395 . 
United States v. Correll, 389 U.S. 299 (1967) 
Accounting Procedures for Kentucky School Activity Funds +· .... • { Formatted: Space After. 6 pt 

RELATED PROCEDURES: 

03.1_2_5__A_P) L .............................................................................................. -··i Formatted: ksba normal 
03.J?5 AP.22 
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DRAFT 6/22/18 
PERSONNEL 

- CLASSIFIED PERSONNEL -

Leaves and Absences 

APPROVAL 

03.223 

Authorization of leave and time taken off from one's job shall be in accordance with specific 
leave policy. Absence from work that is not based on appropriate leave for which the employee is 
qualified may lead to disciplinary consequences, up to and including termination of employment. 

Leave taken without proper authorization shall result in a reduction in pay for the employee 
affected. 

NOTIFICATION OF RETURN 

Employees on leave covered by the related policies listed below shall notify the Superintendent in 
writing by April 1 of the year the leave terminates of the date of their intent to return to the school 
system. Failure to do so will render the position vacant. 

VACANCIES AND REPLACEMENTS 

Individuals employed or assigned to fill vacancies created by long term leaves shall be 
informed of the possibility before assuming the position that, upon return of the individual 
from leave, their employment may not continuethey may not be rehired or they may be 
reassigned to a comparable position. 

LEGAL PROCEEDINGS 

The Superintendent shall grant release time to employees who are summoned to appear in 
legal proceedings arising from their course of employment. If a person is found guilty of an 
illegal act against the Board, the absences shall be without pay. 

LEA VE FOLLOWING ASSAULT 

The District shall provide leave with pay for employees assaulted while performing their assigned 
duties when the assault results in injuries that qualify the employee for workers' compensation 
benefits. The period of leave shall not exceed one (1) calendar year following the assault. During 
that period, the employee shall not experience loss of income or benefits, including sick leave, 
under the terms and conditions set forth in KRS 161.155. 

FMLA 

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

REFERENCES: 

KRS 161.155; Family and Medical Leave Act of 1993 

RELATED POLICIES: 

03.2232, 03.22322, 03.2233, 03.2234, 03.224 
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DRAFT 6/22/18 
PERSONNEL 03.225 

- CLASSIFIED PERSONNEL -

Expense Reimbursement 

Provided the Superintendent/designee has given prior approval to incur necessary and appropriate 
expenses, the Board shall reimburse school personnel for school- related travel when such travel 
is a required part of the duties of the employee or for school-related activities approved by the 
Superintendent/designee and, when appropriate, the School Council. A Tn1Yel ,1.utlrnrizaticrn 
Request (03.225 .\P.21) must be-s-tHtfltttted !lfld appro-,ed for trnn>-1. Travel expenses of school
based personnel in SBDM schools shall be paid from Council funds. In the case of expenses 
reimbursed from internal accounts, the Principal shall be the authority for approving 
reimbursement. Travel expenses for guests of employees shall not be reimbursed. 

The expense reimbursement process shall require documentation of the funding source/category 
used to pay expenses for all approved trips. Dailv mileage shall be documented on the Mileage 
Reimbursement Form (Procedure 03.125 AP.22). Overnight travel shall be documented on 
the Travel Authorization Request (Procedure 03.125 AP.21) and shall be submitted and 

approved prior to the travel ------------------------------------------ _________________ -------------------------i Formatted: ksba bold -----------------
The Board will be responsible only for actual expenses. Allowable expenses are: 

MILEAGE 

Actual mileage between official work stations within the school system and actual mileage for 
trips outside the school system which have been approved by the Superintendent/designee and, 
when appropriate, the Council in SBDM schools will be reimbursed at the same rate as the 
standard mileage rate established by the State of Kentuckylnternal Revenue Service. 
Mileage reimbursements for travel that does not require an overnight stay shall submitted 
on the Mileage ReimbursemcntTraYel Voucher Request form and approved by the 
employee's immediate supervisor. 

GASOLINE 

Actual cost of gasoline and oil purchased and placed in a Board-owned vehicle by an employee 
while engaged in school-related travel. Purchase must be substantiated by a receipt showing total 
gallons and total charges. 

Direct fuel purchases are not allowed except in cases of emergency or prior approval of the 
Superintendent/designee or Direeter of Fin a nee. Any request for reimbursement for a direct 
fuel purchase must be accompanied by a receipt on which the license plate number and 
odometer reading is recorded. 

TOLLS AND FEES 

All tolls and parking fees incurred in school-related travel. Parking fees must be substantiated by 
a ticket or receipt. (Tolls are not to be charged for District vehicles being operated in state in an 
official capacity.) 

CARRENTAL 

Car rental charges when approved by the Superintendent/designee and, when appropriate, the 
Council in SBDM schools. Charges must be substantiated by a receipt. 

COMMON CARRIERS 

All charges or fares for necessary travel on common carriers (plane, bus, train, subway, taxi, Uber, 
ferry, etc.). Sight-seeing and pleasure tours are not reimbursable. Charges must be substantiated 
bv a receipt, ______________ _ ________________________ -------------------------------------- _______ -----i Formatted: ksba bold -----------------
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PERSONNEL 

Expense Reimbursement 

OET OF ST.HE TRAVEL 

03.225 
(CONTINUED) 

Reimbursement for out of state trarnl by pfr,ately owned Yehiclcs shall be made on the basis of 
airplane coach fare or mileage rate; whichernr is the lesser amount 

SUBSISTENCE (ALLOWANCE FOR MEALS WITH OVERNIGHT STAY) 

An emplovee traveling on official district business shall be eligible for reimbursement for ... •···{ Formatted: ksba bold, Font color. Auto 
subsistence (meals) during mealtime hours, at a rate established bv the State of Kentuckv. 
The authorized travel must be to a destination where an overnight stav has prior approval. 
Reimbursement for subsistence shall be substantiated with a lodging receipt. Employees 
shall be eligible for a subsistcnc<,.-pt'i'-iliem reimbursement for breakfast, erlunch, or dinner 
expenses while traveling, if the-emple)·ee's traYel requires an eYernight stay 1rnd the 
employee is in travel status during the entire time as established below. 

Authorized Travel Reimbursement 

Breakfast 

Lunch 

6:30 a.m. - 9:00 a.m. 

11:00 a.m. - 2:00 p.m. 

$~-1.00 

$108.00 

Empfoyees shall be eligible fer a per diem reimbursement for dinner expenses while 
traveling, ifemplo)·ee is in trnvel status during the entire time as established below. 

Authorized Travel Reimbursement 

Dinner 5:00 p.m. - 9:00 p.m. $l~S.00 

Members of the Board are eligible for reimbursement of actual and necessary expenses while 
traveling on Board of Education business. 

The SuperinteHdeHt may approve the fellowing 11er diems in high rate areas outside the state 
efKentueky. The following per diems a1111ly ta high rate areas: 

Breakfast $8.00 

LODGING 

LuHeh 

DiHner 

$9.00 

$19.00 

Hotel or motel charges (not including food or other charges) incurred in school-related travel. 
Charges must be substantiated by a receipt. 

REGISTRATION FEES 

Reimbursement for registration fees shall be made for school-related activities approved by 
the Superintendent/designee and, when appropriate, the School Council. Charges must be 
substantiated by a receipt. 

EMERGENCY REPAIRS TO BOARD-OWNED VEIDCLES 

Reimbursement will be made for emergency repairs or road service to Board-owned vehicles if 
incapacitated while out of District. Drivers may not obligate the Board for major repairs without 
the permission of the Director of Transportation or Superintendent/designee. Charges must be 

substantiated bv a receipt.•····-·-··-··-···-··- --·····-········ ............ •··i Formatted:ksba bold ~----------------' 
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PERSONNEL 

Expense Reimbursement 

REIMBURSEMENT FORM 

03.225 
(CONTINUED) 

No requests for travel reimbursement shall be considered unless filed on the proper form and 
accompanied by appropriate itemized receipts. Requests for reimbursement shall be made 
within sixty (60) days of the date(s) the expenses are incurred. 

Without proper documentation, individuals shall not receive reimbursement, and, if it is 
determined that reimbursement was made based on incomplete or improper documentation, the 
individual may be required to reimburse the District. 

OUT-OF-STATE TRAVEL 

Reimbursement for out-of-state travel by privately owned vehicles shall be made on the basis+:,.__---{ Formatted: ksba bold 

of airplane coach fare or mileage rate, whichever is the lesser amount. · .. 1:a=F-o-rm-a-t-te-d-: N-o-rm=al-, J-us-f-ifi-ed-,-Sp-a-ce=Aft-e-r.=6-pt==~ 

The State of Kentucky has established High Rate Travel Areas for subsistence_.-----{ Formatted: ksba bold, Font color. Auto 
reimbursement rates outside the state of Kentucky. This document provides a listing of areas 
gualifving for high rate reimbursement. The following subsistence reimbursement rates 
apply to high-rate areas: 

Breakfast $10.00 
Lunch $11.00 
Dinner $23.00 

TRAVEL BUDGET 

Each department, school, or individual shall be given an annual travel budget allocation. It 
is the responsibility of the appropriate supervisor to ensure that budgeted amounts are not 
exceeded. Travel which will exceed the available budget may not be approved without 
specific approval of the Superintenden t/d---iw-designee. 

REFERENCES: 

KRS 160.290; KRS 160.410; KRS 175.525 
OAGS0-395 
United States v. Correll, 389 U.S. 299 (1967) 

Formatted: Normal, Justified, Tab stops: 1.25", Left+ 
2.75", Left + Not at l" + 2.25" 

Formatted: Normal, Justified, Space After. 6 pt, Tab 
stops: 1.25", Left + 2.75", Left + Not at l" + 2.19" 

Accounting Procedures for Kentucky School Activity Funds +------{ Formatted: Space After: 6 pt 

RELATED PROCEDURES: 

03.125 AP.21 ---------------------
03.125 AP.22 

Page3 of3 

--------------------------------------------------------{~F_o_rm=att_e_d_:k_s_ba_b_o_ld=========-



DRAFT 6/22/18 
SCHOOL FACILITIES 05.3 

Community Use of School Facilities 

The Board is responsible for the stewardship of all District facilities. It is the goal of the Board to 
allow access of the public to the facilities, dependent on availability of staff for coverage, during 
school and non-school hours under the following conditions: 

1. Regular school activities shall take first priority, 

2. Any non-school organization usage shall include a fee to offset operational costs, 
cleaning, fair depreciation and replacement, 

3. Any rental of facilities shall be individualized with priority given to those individuals or 
groups who reside within the geographic boundaries of Kenton County School District. 

WHO MAY USE 

The Board approves the use of school facilities by school groups and community groups of general 
interest. Priority consideration shall be given to school groups and community groups that involve 
children that reside in Kenton County School District and adult community groups that reside in 
Kenton County School district. School facilities are not available to groups from outside the county 
without Superintendent/designee approval. Please see 05.3 AP.1 for priority scheduling 
order. 

The Board may authorize the use of school property by public members of the community during 
non-school hours for the purpose of recreation, sport, academic, literary, artistic, or community 
uses as defined in KRS Chapter 162 pursuant to this and other policies adopted by the Board and 
related procedures established by the Superintendent. 1 

Profit-making groups shall not use facilities, unless approved by the Superintendent/designee. 
School facilities shall not be used for personal or commercial activities, nor shall use of school 
facilities be granted when such use interferes with educational purposes or creates a conflict with 
the overall mission of the school District. 

If a staff wellness program initiates within 30 minutes after dismissal from the school of which 
the program is being held or is held in the morning and is over prior to the start time for staff 
involved in the program and 100 % of participants are Kenton County employees the service 
provider will not be charged to use the facility. The provider must adhere to the following: 

1. They must be a certified provider of whatever type of wellness program they are 
teaching. 

2. They must provide appropriate liability insurance, as indicated in this policy. 

3. They must complete a Board contract. 

4. All participants must sign an approved waiver form. 

AVAILABILITY 

The Superintendent/designee, in cooperation with the school Principal, shall determine, 
consistent with Board policy and administrative procedures, when and which facilities will be 
available to the community and shall follow the approved fee schedule to determine the cost for 
their rental, consistent with those procedures. 

Availability shall be contingent upon the presence of an approved Board employee or shall be made 
in accordance with the arrangement set by the Superintendent/designee. Priority use will be given 
to groups whose membership resides within the Kenton County School District. School facilities 
are not available to groups outside the county without District approval. 

Page 1 of 3 



SCHOOL FACILITIES 

Community Use of School Facilities 

APPLICATION AND FACILITY USE CONTRACT~ 

05.3 
(CONTINUED) 

The Superintendent shall prepare for Board reviev,r an official application form and an official rental 
contract, both of which shall detail the conditions of usage. Persons authorized to represent 
officially the renting organization must sign the application and contract. 

ContractsA,pplications must be approvedsubmitted to !n'....the Principal who will forward all 
requests them to the Superintendent/designee for final approval.who will approve and The 
school will then schedule the use of facilities according to Board policy. Approval of a request to 
use District facilities does not signify District sponsorship, endorsement or approval of an 
organization or activity. 

RESPONSIBLE INDIVIDUAL 

The renting organization shall indicate an individual who shall be responsible for the group and 
who shall be in attendance during the rental period. This person shall attend an orientation session 
with the Principal or designee to review the building use guidelines. 

LIABILITY 

The Board shall require a renting organization to assume all liability for injury to individuals by 
reason of the lease of Board property and that the organization indemnify and save harmless the 
Board from any loss or damage thereby. 

INSURANCE 

Groups or individuals shall obtain liability and casualty insurance and shall provide an up-to-date 
certification of coverage by the insurance carrier. The policy shall provide for a minimum of 
$2,000,000 General Liability coverage in the aggregate, $1,000,000 General Liability coverage per 
occurrence, and $5,000 medical expense coverage per person. The medical expense coverage shall 
not exclude participants in the lessee's activities. The certificate shall name the Board as additional 
insured. 

SECURITY DEPOSIT 

When required as part of the contract (AP 5.3 1.1), each renting organization shall make a 
security deposit of at least 50% of the expected cost with the 
SuperintendcntPrincipal/designee. A. $10 non refundable application fee will be assessed 
when the completed form is returned by the applicant. The application fee ·Nill be applied to 
the organization's rental charges if the bill is paid within tv,ro weeks of the event. If it should 
become necessary to expend all or any portion of the security deposit to repair or replace any 
part of the facility or equipment, an additional amount necessary to bring the deposit back to 
50% of the expected cost, shall be deposited with the Superintendent/designee, prior to any 
future usage. If the amount of damage exceeds the deposit, the total cost shall be paid before 
any further usage. At the conclusion of the renting period, the security deposit, or any unused 
portion of the deposit, shall be refunded to the group. 

The SuperintendentPrincipal/designee shall record the security deposit in a District account. 

Page 2 of3 



SCHOOL FACILITIES 

Community Use of School Facilities 

FEES FOR USE 

05.3 
(CONTINUED) 

The renting group or organization shall be charged fees, as established by the Board, for the use of 
facilities (AP 5.3 1.2). These fees shall include utility costs and custodial fees. If kitchen facilities 
are used, the group shall bear the cost of the food service employees required. 

All fees shall be paid to the Board. 

DISREGARD OF RULES 

Disregard of the rules and regulations governing the use of school buildings and facilities shall 
result in the refusal of the Board to grant the offending group or organization further use of the 
buildings and facilities. 

RESTITUTION OF DAMAGES 

The renting group or organization shall reimburse the Board for any damages to or replacement of 
school property lost, stolen, damaged, or vandalized while under its care. 

OTHER RENTAL REQUESTS 

Rental requests not otherwise referenced in this policy and accompanying procedures shall be 
forwarded by the building Principal to the Superintendent/designee for review and final decision. 

REFERENCES: 

1KRS 162.055 
KRS 158.183; KRS 160.290; KRS 160.293 
KRS 160.340; KRS 162.050 
OAG 60-389; OAG 80-78 
P. L. 114-95, (Every Student Succeeds Act of2015) 

RELATED POLICIES: 

05.31; 10.3 
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DRAFT 6/22/18 
SCHOOL FACILITIES 

Fire Drills 

MONTHLY DRILLS 

05.41 

There shall be at least two (2) fire exit drills the first two (2) weeks of a school term and one each 
calendar month thereafter while school is in session. The route of exit is to be posted in all 
classrooms and other areas where students assemble. 

MONTHLY REPORT 

On forms provided by the Superintendent/designee, a monthly fire drill report is to be sent to the 
Superintendent/ design ee. 

IMPLEMENTATION 

The Principal is responsible for implementing this policy. 

REFERENCES: 

Life Safety Code Handbook, Chapters 14 & 15 
KRS 158.162 
KRS 227.220(3)(e) 

RELATED POLICY: 

05.4 
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DRAFT 6/22/18 
SCHOOL FACILITIES 05.47 

Earthquakes 

The Superintendent/designee shall develop written procedures to promote the safety of students 
and personnel in the event of an earthquake. 

Written procedures shall include a building disaster plan, a "Drop, Cover, and Hold On!" 
training"drop procedure" for all staff and students, protective measures, and a method of 
instructing staff and students of these procedures at least once each trimester during each school 
year. One drill shall include the procedures for when students are outside the building and 
an earthquake occurs. 

REFERENCE: 

KRS 158.163 
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DRAFT 6/22/18 
STUDENTS 09.14 

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 Educational Rights and Privacy Act (FERP A) 
and to ensure District compliance with applicable state and federal student record requirements. 

DISCLOSURE OF RECORDS 

Student records shall be made available for inspection and review to the parent/guardian(s) of a 
student or to an eligible student on request. Legal separation or divorce alone does not terminate a 
parent's record access rights. Eligible students are those 18 years of age or older or those duly 
emolled in a post-secondary school program. In general, FERP A rights pass to the eligible student 
upon either of those events. Parents may be provided access to the educational records of an 
eligible student 18 years old or older if the student is dependent under federal tax laws.1 

Upon written request, parents, guardians, or eligible students may be provided copies of their 
educational records, including those maintained in electronic format, when necessary to reasonably 
permit inspection. Such copies shall be provided in a manner that protects the confidentiality of 
other students. A reasonable fee may be charged for copies of student records. 

District personnel must use reasonable methods to identify and authenticate the identity of parents, 
students, school officials, and any other parties to whom the District discloses personally 
identifiable information from education records. 

In addition, considering the totality of the circumstances, the District may disclose information 
from education records to appropriate parties, including parents of eligible students, whose 
knowledge of the information is necessary to protect the health or safety of a student or another 
individual, if there is an actual, impending, or imminent articulable and significant threat to the 
health or safety of a student or other individual. In such instances, the basis for a decision that a 
health or safety emergency existed shall be recorded in the student's education records. 

Authorized District personnel also may disclose personally identifiable information to the 
following without written parental consent: 

• Officials of another school, school system, or institution of postsecondary education where the 
student seeks or intends to enroll or is already enrolled, so long as the disclosure is for purposes 
related to the student's enrollment or transfer; 

• Authorized representatives of a Kentucky state child welfare agency if such agency presents 
to the District an official court order placing the student whose records are requested under the 
care and protection of said agency. The state welfare agency representative receiving such 
records must be authorized to access the child's case plan. 

• School officials ( such as teachers, instructional aides, administrators, including health or 
medical staff and law enforcement unit personnel) and other service providers (such as 
contractors, consultants, and volunteers used by the District to perform institutional services 
and functions) having a legitimate educational interest in the information. 

District and school officials/staff may only access student record information in which they have 
a legitimate educational interest. 
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STUDENTS 

Student Records 

DISCLOSURE OF RECORDS (CONTINUED) 

09.14 
(CONTINUED) 

Contractors, consultants, volunteers, and other parties to whom the District has outsourced services 
or functions may access student records provided they are: 

• Under the District's direct control with respect to the use and maintenance of education 
records; and 

• Prohibited from disclosing the information to any other party without the prior written consent 
of the parent/eligible student, or as otherwise authorized by law. 

DISCLOSURE TO REPRESENTATIVES FOR FEDERAL OR STATE PROGRAM PURPOSES 

Personally identifiable student information may be released to those other than employees who are 
designated by the Superintendent in connection with audit, evaluation, enforcement, or compliance 
activities regarding Federal or State programs. Such designation must be executed in writing with 
the authorized representative and specify information as required by 34 C.F.R. Part 99.35. 

DUTY TO REPORT 

If it is determined that the District cannot comply with any part of FERP A or its implementing 
regulations due to a conflict with state or local law, the District must notify the Family Policy 
Compliance Office (FPCO) within forty-five (45) days of the determination and provide the text 
and citation of the conflicting law. 

DIRECTORY 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, student's school email address, 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, honors 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 FERP A rights. 

Information about the living situation of a student designated as homeless is not to be treated as 
directory information and is not to be disclosed unless prior written consent is given or unless the 
information meets one of FERPA's exceptions to required consent. The living situation is not 
considered directory information. 

The District allows for disclosure of directory information only to specific parties for specific 
purposes. Such limitations are specified in the student directory information notification located 
in the Code of Acceptable Behavior. 

Unless the parent/guardian or student who has reached age 18 requests in writing that the District 
not release such information, the student's name, address, and telephone number (if listed) shall 
be released to Armed Forces recruiters and institutions of higher education upon their request. 

SURVEYS OF PROTECTED INFORMATION 

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. 
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SURVEYS OF PROTECTED INFORMATION (CONTINUED) 

09.14 
(CONTINUED) 

Parents/eligible students also shall be notified of and given opportunity to opt their child(ren) out 
of participation in the following activities by following the guidelines established in the Code 
of Acceptable Behavior: 

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. 

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. 

Protection of Pupil Rights Amendment (PPRA) requirements do not apply to evaluations 
administered to students in accordance with the Individuals with Disabilities Education 
Improvement Act of 2004. 

STUDENTS WITH DISABILITIES 

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

RECORDS RELEASE TO JUVENILE JUSTICE SYSTEM 

Once a complaint is filed with a court-designated worker alleging that a child has committed a 
status offense or public offense, schools shall provide all records specifically requested in writing, 
and pertaining to that child to any agency that is listed as part of Kentucky's juvenile justice system 
in KRS 17 .125 if the purpose of the release is to provide the juvenile justice system with the ability 
to effectively serve, prior to adjudication, the needs of the student whose records are sought. The 
authorities to which the data are released shall certify that any educational records obtained 
pursuant to this section shall only be released to persons authorized by statute and shall not be 
released to any other person without the written consent of the parent of the child. The request, 
certification, and a record of the release shall be maintained in the student's file. 

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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RECORDS OF MISSING CHILDREN 

09.14 
(CONTINUED) 

Upon notification by the Commissioner of Education of a child's disappearance, the District in 
which the child is currently or was previously emolled 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 as 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. In compliance with FERP A, notice to the parent is not required 
when a court order directs that disclosure be made without notification of the student or parent, or 
when the order is issued in the context of a dependency, neglect, or abuse proceeding in which the 
parent is a party. If the District receives such orders, the matter(s) 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 17.125; KRS 158.032; KRS 159.160; KRS 159.250 
KRS 160.990; KRS 161.200; KRS 161.210 
KRS 365.732; KRS 365.734; KRS 600.070 
702 KAR 1:140; 702 KAR 3:220 
20 U.S.C. 1232g et seq., 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 Educational 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. 114-95, (Every Student Succeeds Act of 2015) 
42 U.S.C. 11431 et seq. (McKinney-Vento Act) 

RELATED POLICIES: 

09.111; 09.12311; 09.43 
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STUDENTS 

Fund-Raising Activities 

APPROVAL REQUIRED 

09.33 

All schoolwide fund-raising activities, including the proposed use of the funds, must be approved 
by the Board.4 Requests must be channeled through the Principal to the As-si.5tattt 
Superintendent/designee. 

All other fund-raising activities, including the proposed use of the funds, shall be approved by the 
Principal or a designee. 

All funds raised for a specific purpose shall be used for that purpose. 

DOOR-TO DOOR SALES 

The Superintendentldesiirnee shall develop and present for Board review door-to-door sales 
guidelines to reflect the following standards: 

1. Students shall be permitted to participate only in grades 9-12. when mature enough to 
benefit safely from the experience; 

2. To promote their safety and well-being, students shall be instructed to use specific sales 
strategies, which shall be provided in writing; and 

3. Community members and businesses shall not be overburdened by continual appeals. 

Elementary schools and middle schools are prohibited from conducting fund raising ac,ivities 
which ill',olve elementary or middle school students soliciting door to door. 

CAMPAIGN RESTRICTIONS 

No school or school group shall haYe more thm1 one (1) school wide fund raising project per year. 

No fund-raising shall interfere withoccur during the instructional day. 

PuPIL NOT COMPELLED 

No student shall be compelled to participate in or meet any kind of quota in a fund-raising 
activity. 1Students choosing not to participate in a fund-raiser shall not be excluded from benefitting 
from the fund-raiser or otherwise penalized in any way.4 

CONDUCT OF ACTIVITIES 

All school-sponsored groups and any booster group wishing to be recognized by and/or affiliated 
with the District shall conduct fund-raising activities to benefit the entire group and shall not permit 
credit to be earned through fund-raising for an individual student in lieu of participation fees or 
related activity costs. 

SPORTS Fl!NDRAISING PROJECTS 

All sports-related fundraising projects must be submitted to the Board for approval via the--------i Formatted: policytext, Space After. Opt 
Fundraising Project Summarv and Funding Agreement (Procedure 09.33 AP.2). 

SOLICITATION 

There shall be no solicitation of students while they are under the supervision of school personnel 
without the approval of the Superintendent. 

Teachers shall not collect funds from students under their authority, except for school purposes or 
to aid group members who have been affected by a catastrophic event. Competition in giving 
among pupils is not permitted. 
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Fund-Raising Activities 

SOLICITATION (CONTINUED) 

09.33 
(CONTINUED) 

School officials shall not send home coin cards or other comparable devices to be filled and 
returned by the student. 

CHARITABLE NON-PROFIT SOLICITATIONS 

Charitable, non-profit organizations may solicit donations in the schools up to two (2) days each 
year. 

Collections shall not take place in classrooms. 

SUBSCRIPTION SALE OF PRINTED MATERIAL 

The Superintendent shall provide written approval to the county clerk for all subscription sales of 
printed materials. This approval shall identify the product(s) being sold, the students involved as 
solicitors and the duration of sales.2 

GAMING ACTIVITIES LICENSE 

No individual group or class shall conduct charitable gaming activities without obtaining the 
appropriate license and followirnz the Accounting Procedures for Kentucky School Activity Funds. 

CROWD FUNDING 

.._C:rCJ\_vdf.uncli_ng is the _pr~c;tic;~- Clf _Dln_ding_a_Qroject lJy_ co!l_ectjng_~~11a_ll_a1?JO~n_1ts_Clf_1:i1011ev_fro!n_~+:,c:--{ Formatted: Font color. Auto 

large number of people. usually via a website that facilitates the process. Examples of ··-1 Formatted: s ace After. 6 t 

crowdfunding sites include DonorsChoose and Class Wish among others. This Pplicy is designed i P P 
to assist schools in reducing potential liabilitv caused by employee crowdKn;ciin-g--posts.-------- Formatted: Font color. Auto 

Emplovees are prohibited from using a Kenton County school's name or any other identifving 
features unless the project is in full compliance with this P.9licy, ________________________________________ < __ ---{ Formatted: Font color. Auto 

,._E:n1Rloy_ees_ wis!Jing t()i:_afse_ fu_nd_s __ for_a p_arti_cular_s~hCJo!_n111~t_qb_t~i11_pri9_r_ 1v_r_itte11_apQro_val_fro_111_ -----i Formatted: Font Not Bold, Not Small caps 

their principal and i fapp l ica b le. the Board.._, a~e~ 2r9_vi d_i n_g_perti 11en_t_ d_etai Is. <:::rnwd ftn:i cl i_l? g p_ro i e~ts_ ~ · · · · · i Formatted: Font color. Auto 

shall be described and approved using the Crowdfunding Proposal form included in Procedure ·-·---1 F tted F t I A 
09 3' AP 21 Tl l. I d tl f d' ·t l t ft! d J' f d I orma : on coor. uto . ., . , ___ 1e p,.roposa _ me _u __ es_ · 1e un _ mg s1 e._ a comp e e_ copv o __ 1e propose __ 1s mg an _________ .f 
employee's personal profile to be listed on the site. A copy of the approved proposal must be sent ··• ..• l Formatted: Font color. Auto 

to the Chief Financial Officer_ Proposals will be reviewed to ensure that no potential legal liabilitv, ·1 Formatted: Font color. Auto 

violation of state or federal laws. and/or violation of the school or Djstrict2o_li_cv_e)(_i_s_t_s_._I'roP.os_a_l_s _______ Formatted: Font color. Auto 

that paint the school. the Djstri_ct._()r _anv _ o_f it~_ e111ploxees _or_ stu_dent_s i_n a_ n_eg_a_t_i,,i::_!ig~_t_ ,v_ill_not_______ Formatted: Font color. Auto 
be approved. · 

Under the Family Educational Rights and Privacy Act. the publication of student images and 
information is not authorized except as to specific categories of"directory infonnation". Even as 
to uses which are directory infomiation. parents have the right to opt their children out. 
Accordingly_ the posting of images on a crowdfunding page is limited to pictures of the classroom. 
the teacher. and photos of students where the students are not identifiable { i.e. their hands. photos 
from behind the student etc.). unless the employee has obtained written consent from the parents 
of all identifiable students. 
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09.33 
(CONTINUED) 

._The .cro.,vdfunding site .n1ust ha.ve. Rroc.ed.ures. i!1 pla.ce. to ions.ure th_at _fun.ds. <1_re. d.istril:iutecl to or ... ·· ·i Formatted: Font color. Auto 
spent on behalfofthe school. and not an individual employee. All funds raised and items purchased 
via crowdfunding must be used for their designated purpose. Emplovees approved for 
crowdfunding projects must make a report to their principals of anv funds or items received 
through the project and the disposition of funds and propertv received. A copy of the report must 
be submitted to the Chief Financial Officer. ........ ....... . .. •····· Formatted: Font Not Bold, No underline, Font color. 

Auto 
.All.fun.ds all_d/o.r1naterials are.property of theP.i.strict and shall ren1ain,vith. the .s.chool.in the event 
that the teacher term mates his or her employment with the school. ·::_-··i Formatted: Font color: Auto 

REFERENCES: 

1KRS 158.290 
2KRS 367.515 (3) 
3KRS 238.505; KRS 238.535; KRS 238.540 
4Accounting Procedures for Kentucky School Activity Funds 
KRS 156.160; KRS 158.854 
OAG 78-508; OAG 79-330; OAG 79-556 

RELATED POLICY/PROCEDURES: 

04.312 
09.33 AP.21 
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COMMUNITY RELATIONS 

Advertising and Distribution of Materials in the School 

APPROVAL REQUIRED 

10.4 

No commercial advertising or distribution of materials shall be allowed in the facilities or on the 
grounds of school property, except as expressly approved by the Board through the Superintendent 
or designee. 

Announcements, notices and signs that advertise student activities shall be reviewed and 
accepted by the Superintendent/designee provided the content is determined to be 
constitutional, relevant and not disruptive to the educational process. 

Students, school employees and school facilities or equipment shall not be used to produce 
or disseminate any material that is not directly associated with the educational goals and 
objectives of the District. 

School and/or student publications that normally solicit paid advertisements as a means of 
supplementing income may accept and publish paid advertising copy that is appropriate for 
school publications with prior approval of the Superintendent or designee. 

POLITICAL ACTMTIES 

_ No employee shall promote, organize, or engage in political activities while performing 
his/her duties or during the work day. 

EXCEPTION 

Nothing herein shall be construed to prevent advertising in publications which are published by 
professional school organizations, PTA/PTO, booster club, or other parent groups. 

SOLICITATIONS 

Unless authorized by the Superintendent or designee, sales representatives, agents, or other 
solicitors shall not solicit or contact pupils, teachers, or other employees during the school day. 

REFERENCES: 

KRS 158.183 
OAG68-452 

RELATED POLICIES: 

03.1324 
03.2324 
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