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EXPLANATION: HB 312 AMENDS MULTIPLE AREAS OF KRS CHAPTER 61 BY CHANGING THE
PROCESS AND FORMAT FOR PARTIES REQUESTING OPEN RECORDS OF PUBLIC AGENCIES.
AGENCIES CANNOT REQUIRE A PARTICULAR REQUEST FORM ALTHOUGH THEY MUST ACCEPT
THE RECORDS REQUEST FORM CREATED FOR USE BY THE OFFICE OF THE ATTORNEY GENERAL
VIA REGULATIONS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.6 AP.2
Inspection of Board Records
INSPECTIONOFRECORDS . . . .. . { Formatted: ksba nomal
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e posted at the . " Formatted: ksba normal, Font: Bold, No underfine
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The principal office of the District is located at . | Formatted: ksbia normial, Not Small caps

The official custodian/designee to whom requests for access to records should be submitted is at
and email address is

Fees for hard copies shall be 10 cents a page. Fees for other media (if applicable) shall be based

on actual cost to the District.

The reguesting party shall submit a written application that shall:
e besigmed, ...---{ Formatted: ksba normal
o _include the applicant’s name printed legibly, .-~ { Formatted: ksba normel
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Commonwealth of Kentucky,*
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application to the custodian/desicnee at the above address describing the records the applicant "~ Formatted: ksba normal

wishes to access. Written requests com with the above or the written form set forth in { Formatted: ksba normal

regulation by the Kénfucky Attorney General may be utilized b_i'_ﬂ-le- i‘eg uesting party.

Unless a longer period applies under state law or Executive Order. a response by or on behalf of+------ ( Pormatted: policytext, Space Before: 6 pt, After: 4pt

the District is due within five (5) days (not including weekends or holidays) of receipt of the
request. If records are in active use or storage or otherwise unavailable. the District response will

explain in detail the cause for a delay bevond five (5) days and state the earliest date on which

the records will be available. Requests may be denied if the records are exempt from disclosure

under KRS 61.878 or if the request imposes an unreasonable burden or is intended to disrupt

essential functions of the District as provided in KRS 61.872,
A resident of the Commonwealth may inspect public records during regular office hours. If s/he+------ fﬁmaned: policytext, Space Before: 6 pt, After: 4 pt, Tab |
stops: Not at 6.5"

resides outside the county and precisely describes the responsive records, s/he may receive

responsive, nonexempt records by mail upon the District’s receipt of copying fees and costs of

mailing,




POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.6 AP.2
(CONTINUED)

Inspection of Board Records

INSPECTION OF RECORDS (CONTINUED)

Applicants requesting copies of public records for a commercial purpose (KRS 61.874) shall

provide a certified statement to the District stating the commercial purpose for which the records

shall be used and shall be reguired to enter into a contract with the District. The contract shall

state the fee required by the District to produce copies to be used for a commercial purpose.
esiden . .

Commonwealth: an individual or business entity that owns real property within the Commonwealth; any
P busi ity that ; o :

en authorized to act on f of an vidual or it

described above: or a news-gathering organization gs defined in KRS 189.635(8)(bjl.a toe.
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EXPLANATION: REPEAL OF 702 KAR 6:045 ALLEVIATES SOME OF THE ADMINISTRATIVE BURDEN
ON SCHOOL DISTRICTS WHILE PRESERVING THE SAFETY OF SCHOOL NUTRITION PROGRAMS AS,
UNDER CURRENT LAW, THE FOOD SERVICE STAFF FOR SCHOOL DISTRICTS PARTICIPATING IN
FEDERAL CHILD NUTRITION PROGRAMS ARE SUBJECT TO LOCAL, STATE, AND FEDERAL
TRAINING REQUIREMENTS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

EXPLANATION: REVISIONS TO 702 KAR 5:.080 REQUIRE ALL SCHOOL BUS DRIVERS, STUDENT
TRANSPORTATION TECHNICIANS, AND EMPLOYEES THAT TRANSPORT STUDENTS TO RECEIVE
BASIC FIRST AID AND CPR TRAINING.

FINANCIAL IMPLICATIONS: COST OF ADDITIONAL TRAINING
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EXPLANATION: HB 378 (2019) REVISED KRS 156.160 TO REQUIRE DISTRICTS TO AWARD CREDIT,
INCLUDING PARTIAL CREDIT, FOR ALL COURSEWORK SATISFACTORILY COMPLETED BY A
HOMELESS STUDENT WHILE ENROLLED AT ANOTHER SCHOOL, ALLOW HOMELESS STUDENTS TG
THE EXTENT PRACTICABLE TO COMPLETE THE COURSE AT NO COST TO THE STUDENT; AWARD A
DIPLOMA AT THE HOMELESS STUDENT’S REQUEST BY A DISTRICT FROM WHICH THE STUDENT
TRANSFERRED, AND EXEMPT THE HOMELESS STUDENT FROM ALL COURSEWORK AND OTHER
REQUIREMENTS IMPOSED BY A LOCAL BOARD THAT ARE IN ADDITION TO THE MINIMUM STATE
REQUIREMENTS FOR HIGH SCHOOL GRADUATION. ADDITIONALLY, AMENDMENTS TO 704 KAR
7:090 REQUIRE THE DISTRICT TO SUPPORT HOMELESS CHILDREN AND YOUTH AND HAVE
WRITTEN PROCEDURES FOR SUCH.

FINANCIAL IMPLICATIONS: COST OF HOMELESS STUDENT’S COURSEWORK,

STUDENTS 09.12 AP.25

Homeless Children and Unaccompanied Youth
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STUDENTS 09.12 AP.25
(CONTINUED)

Homeless Children and Unaccompanied Youth
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EXPLANATION: SB 127 AMENDS KRS 158.836 TO CHANGE THE DEFINITION OF EPIPENS OR OTHER
EPINEPHRINE AUTO-INJECTORS TO INJECTABLE EPINEPHRINE DEVICES.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

STUDENTS 09.2241 AP.1
Student Medication Guidelines

Students may be authorized to carry on their person and/or independently administer their own
life saving prescription medication to include: Glucagon, Insulin, injectable epinephrine
deviceEpiPen, FDA approved seizure rescue medication, or asthma rescue inhaler provided both
parent/guardian and the student’s health care practitioner have completed a Permission Form for
Prescribed or Over-the-Counter Medication, Authorization Form 09.2241 AP.21. This form
assures school personnel that the student has been properly instructed in self-administering the
medication.

ALL OTHER MEDICATIONS

1. Medication should be given at home when possible. First dose or any new medication
should be given at home and not at school. Medication that must be given at school
should be brought to school by the parent/guardian. Medication that is brought to
school by the parent/guardian should be transported in the original labeled container
and given to designated school personnel upon arrival.

2. Prescribed oral medications in pill or tablet form shall be counted by the
parent/guardian and school staff and the number recorded on the Medication
Administration Record.

3. Except for emergency medications (including, but not limited to FDA approved seizure
rescue medications and injectable epinephrine devicesEpiPens) and medications
approved for students to carry for self-medication purposes such as asthma rescue
inhalers, all medications shall be kept in a locked, safe, secure place accessible only to
the responsible authorized school personnel. Medications requiring refrigeration shall
be stored in a separate refrigerator in a supervised area.

4. School personnel who administer medication shall arrange for the child to take the
medication at the proper time.

5. Unless otherwise approved to self-medicate, students are to be supervised by an
authorized individual when taking medication. The person supervising the
administration of medication must keep a written record.

PRESCRIPTION MEDICATIONS

Parents/guardians and health care providers shall complete the required forms before any person
administers prescription medication to a student or before a student self-medicates.

Prescription medications shall be administered only as prescribed on the physician /guardian’s
written authorization. Parents/guardians shall have the ultimate responsibility to provide the
school with an adequate supply of medication to enable the orders to be followed.

All prescription medication, original or refill, shall be sent to school in a pharmacy labeled
container which includes the student’s name, date dispensed, medication, dosage, strength, date
of expiration, and directions for use including frequency, duration, and route of administration,
prescriber’s name, and pharmacy name, address, and phone number. Labels that have been
altered in any way will not be accepted. Per KRS 218A.210, “A person to whom or for whose
use any controlled substance has been presented, sold, or dispensed by a practitioner or other
persons authorized under this chapter, may lawfully possess it only in the container in which it
was delivered to him by the person selling or dispensing the same.”
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Student Medication Guidelines
PRESCRIPTION MEDICATIONS (CONTINUED)

Changes in the dosage and/or times of administration of a prescription medication must be
received in the form of a new, completed permission to give medication form (09.2241 AP.21)
signed by the student’s parent/guardian and physician and a new labeled prescription bottle from
the pharmacy that indicates the change.

NON-PRESCRIPTION MEDICATIONS

Non-preseription (over-the-counter) medications may be accepted on an individual basis as
provided by the parent or legal guardian when a completed authorization to give medication form
is on file. The medication shall be in the original container, dated upon receipt and given no
more than three (3) consecutive days without an order from the physician/health care provider.
OTC medication shall not be administered beyond its expiration date or in doses greater than
what is recommended on the medication label.

DOCUMENTATION OF ADMINISTRATION

Except for medications approved for self-administration, all medication given shall be
immediately documented on a medication. log. Records shall be kept on file in the student’s
cumulative folder. Documentation should be complete reflecting beginning and ending dates and
other applicable data. Subject to confidentiality requirements in policy 09.14 and accompanying
procedures, medication recording sheets shall be filed in student’s cumulative folder when
completed or when the medication is changed/discontinued.

MEDICATION FOR EXTENDED DAY/QOVERNIGHT FIELD TRIPS

In some situations, students may be authorized to self-administer their own medication while on
school-sponsored trips. A school employee will be responsible for keeping the medication in a
safe and secure place while on a field trip until such time that the student requires the
medication. At the appropriate time the medication will be available to the student to self-
administer in the presence of the school employee. The medication must be in the original
container with a valid expiration date. If the medication is prescribed by your healthcare
provider, the original prescription label must be attached.

DisPOSAL OF UNUSED MEDICATION

Notice shall be mailed to the parent/guardian prior to the end of the school year informing them
that their child has medication remaining and that it must be picked up by the parent/gnardian. If
the medication is not retrieved, the school nurse or designated staff member, with a witness
present, shall count the number of any pills or tablets remaining and document the amount on the
Medication Log. Leftover prescription medication may then be mixed with a designated
substance, such as glue for pills and kitty litter for liquids, and placed in a trash receptacle or
destroyed in accordance with current health care standards. Both parties shall sign the

Medication Log when this is completed. All medications shall be destroyed if the
parent/guardian does not pick them up.
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Student Medication Guidelines

MEDICATION REFUSAL

If a child refuses to take medication or is uncooperative during medication administration,
documentation shall be made, the parent/guardian and school nurse (if appropriate) shall be
contacted and medication administration may be omitted. If necessary, a conference may be
scheduled with the parent/guardian to resolve the conflict.

MEDICATION ERROR

If an error in the administration of medication is recognized, the following steps shall be
completed and documented:

1.

W

8.

Keep the student in the first aid location. If the student has already returned to class
when the error is recognized, have the student accompanied to the first aid location.

Assess the student’s status and document.
Identify the incorrect dose/type of medication taken by the student.

Immediately notify the school administrator and school nurse, if appropriate, of the
error, who shall notify the student’s parent/guardian.

Notify the student’s physician/health care provider.

. If unable to contact the physician‘health care provider, contact the Poison Control

Center for instructions.

Carefully record all circumstances and actions taken, including instructions from the
Poison Control Center or physician/health care provider, and the student’s status.

Complete a “Medication Administration Incident Report” form.

RELATED POLICY:
09.2241
RELATED PROCEDURES:
09.2241 AP.21; 09.2241 AP.22; 09.36 AP.211



EXPLANATION: HB 312 AMENDS MULTIPLE AREAS OF KRS CHAPTER 61 BY CHANGING THE
PROCESS AND FORMAT FOR PARTIES REQUESTING OPEN RECORDS OF PUBLIC AGENCIES. THE
NOTICE INFORMATION 1S FOUND IN THE UPDATE FOR ADMINISTRATIVE PROCEDURE 01.6. AP.2
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

COMMUNITY RELATIONS 10.11 AP.21
Public Records Notice
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Volunteer Registration Form

Spencer County Schools will accept adult/parent volunteers into the schools according to the
following procedures:

1. All volunteers must complete a Volunteer Registration Form. Names of approved
volunteers shall be maintained at the Central Office and forwarded to school Principals.

2. An annual Administrative Office of the Clerk (AOC) records check shall be completed
on volunteers who attend school for special occasions such as school parties, who
accompany their own children but have no supervisory responsibilities for other children
on school trips and/or who visit schools on a regular basis to assist as a volunteer.

A copy of the AOC is sent to the Personnel Assistant in order to keep a current list of
volunteers.

3. An initial criminal records check shall be conducted on individuals who have contact
with students on a school schedule, approved by the Principal, or who have supervisory
responsibility for students. These individuals include parents or volunteers who
accompany students on school-related trips/activities and have supervisory duties for
students and volunteers who have regular classroom duties working with and tutoring
students under the supervision of a certified staff member.

After the initial criminal records check, an AOC check shall be conducted on these
volunteers every five (5) years.

4. The Superintendent may also require such a volunteer to provide a letter from the Cabinet
for Health and Family Services stating that there are no administrative findings of child
abuse or neglect on record.

VOLUNTEER REGISTRATION FORM

Volunteers must complete and submit to the Central Office a Volunteer Registration Form.
Copies of this form, along with preaddressed envelopes to the AQOC office, shall be maintained at
the Central Office.

After completing and submitting the form to the Principal, the volunteer shall be notified by the
school if a criminal records check is necessary.

When the AOC records check is returned with clearance, the Central Office will notify the
schools and the volunteers.
OTHER VISITORS

Parents, guardians, or other visitors who come to the District schools to observe a classroom, a
class program, or a schoolwide program are not subject to AOC checks. These visits require the
Principal’s approval.
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Volunteer Registration Form
Organization: Spencer County Board of Education
Address: 207 West Main Street, Taylorsville, Kentucky 40071
Contact Person: E-mail:
Phone Number: 502-477-3250 Fax: 502-477-3259

Administrative Office of the Courts

Pretrial Servi
1001 Vandalay DriveMillereekPark
Frankfort, Kentucky 40601
1-800-928-6381
Social Security:
Date of Birth:
Full Name:
Maiden or Alias Names:
Street Address/P.O. Box:
City, State, Zip Code: -
All approved volunteers will be notified by e-mail address or post card.
E-mail
Please check the school(s) you wish to volunteer. Thank you.
Preschool O Hillview Academy I
Spencer County Elementary [J Spencer County Middle O
Taylorsville Elementary [J Spencer County High O
Mentor [ Field Trips [ Classroom O] School Events [

Do you want the school(s) to contact you regarding your schedule of availability?
Yes 1 No O Phone Number




FISCAL MANAGEMENT 04.31 AP.1

Purchasing

SCHOOL PURCHASING

1.

Funds for expenditures authorized by the approved budget are allocated to each Principal
and school council who will advise staff of the available appropriations.

Principal/School Council shall budget the allocations available to the school. All
purchases made from Board allocations shall be on Board purchase orders.

Purchase orders shall be completed by the department head or teacher and sent to the
Principal /designee for approval.

If the purchase order is approved, the Principal/designee shall record the date, vendor
and amount of the purchase on the appropriate record form (computer or binder).

5. The purchase order is then forwarded to the school/Central Office designee.

10.

11.

12.

Unless otherwise specified, copies of the purchase order shall be forwarded to the
vendor, the school/District finance officer and the person who placed the order.

When an order arrives, the person who placed the order checks the items received, signs
and dates the receiving report or packing slip. A notation is made on the receiving report
or packing slip as to the condition of the items received and any shortage in the shipment.
The receiving report or packing slip is then returned to the school/District finance officer
to be matched with the invoice.

The school/District finance officer clears the invoice for payment and charges the
expenditure to the appropriate school account. The Superintendent/designee shall send a
budget update to each school at once each month.

If a purchase needs to be made on an emergency basis as defined by the
Principal/designee, the employee shall complete a purchase order, obtain the signature
of the Principal/designee, and arrange for the purchase. The employee shall then
complete all other purchasing procedures.

EFT receipts and ACH payments are not a required district operating procedure for
receiving revenue and issuing payments. In circumstances where a payor requires an
EFT transfer of funds or a vendor requires an ACH payment, the school bookkeeper is
required to receive prior approval from the District’s Finance Officer before initiating
the transaction. As treasurer of the school activity accounts, the school bookkeeper shall
be the only individual authorized to transmit the approved transaction to be deposited to
or paid from school activity funds. If an EFT or ACH transaction is recurring due to an
agreement/contract, the bookkeeper only need acquire the initial approval from the
Finance Officer. The district Finance Officer shall be the only individual authorized to
initiate an EFT or ACH transaction from district accounts. The district Finance Officer,
or his designee, shall be the only individuals authorized to transmit the approved
transactions.

If a purchase order must be amended, the requestor must complete a Purchase Order
Amendment Request and submit it to the School Bookkeeper.

All orders for the current fiscal year must be approved by the Principal/designee by April
30.
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13. All invoices for the current fiscal year must be presented to the school/Central Office
designee by the close of business May 30.
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(CONTINUED)
Purchasing
DISTRICT PURCHASING
1. Expenditures authorized in the approved budget are allocated to authorized Central

Office personnel who make purchases. All purchases made from these allocations shall
be on Board purchase orders.

Purchase orders shall be completed and sent to the Superintendent/designee for approval.

3. If approved, the order is placed, copies of the purchase order are distributed, as

appropriate, and a record of the purchase is completed.

When an order arrives, the person who placed the order checks the items received, signs
and dates the appropriate copy of the purchase order. A notation is made on the receiving
report as to the condition of the items received and any shortage in the shipment. The
receiving report is then returned to the District finance officer for payment.

If a purchase needs to be made on an emergency basis as defined by the
Superintendent/designee, the employee shall complete a purchase order, obtain the
signature of the Superintendent/designee, and arrange for the purchase. The employee
shall then complete all other purchasing procedures.

If a purchase order must be amended, the requestor must complete a Purchase Order
Amendment Request and submit it to the Central Office Finance Dept.

All orders for the current fiscal year must be approved by the Superintendent/designee
by May 15.

All invoices for the current fiscal year must be presented to the Central Office designee
by the close of business June 15.
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Purchasing
SPENCER COUNTY BOARD OF EDUCATION

PURCHASE ORDER AMENDMENT REQUEST

This form is required for any additions or deletions to a purchase order. The form is also
required when a cost variance occurs of more than 10% or $100 (whichever is the smaller
amount) in the total amount of the approved purchase order.

Please make the following additions, deletions, and/or corrections on Purchase Order #

—
|
Approved and change made in
MUNIS
Initials:
Date:

Authorized Purchaser Signature Date
Review/Revised:7/27/2020
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