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   (HCAR)


- Classified Personnel -

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.  The classified salary schedule will contain equal intervals of 2% between steps and 10% between levels.  In order to maintain internal consistency, salary increases will be applied to step A, Level 1 and the 2% step increases and 10% level increases will be applied accordingly.

	

	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) hour per week, unless overtime is authorized as provided by this policy.

	

	Determination of Experience

	Upon initial employment, the Superintendent may grant up to 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) years experience credit for active military service.  The six-month training requirement for national guard and reserve service will not qualify an employee for the experience credit.



	

	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).  New employees will be issued 13 payments the first year of employment.  Payments will be issued on the 28th of each month, unless the 28th falls on a Saturday, Sunday or holiday in which case payment will be made on the preceding Friday.

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




	

	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.
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- Classified Personnel -

Salaries

	Time Records

All classified employees working in a non-exempt position must maintain accurate time records.  Those time records may be in written form or by time clock.  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 shall be paid at the rate of 1 1/2 times the regular rate for all hours beyond 40 as provided by 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 HCAR 03.222 shall be paid at the rate of 1 ½ 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 HCAR 03.222 shall be paid double time.  Time worked for purposes of overtime compensation shall include approved paid-leave days including paid holidays.  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 extra-service 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.

	

	Extended Employment


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

	

	Extended Employment


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

	

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

	

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

	Extended employment days may be worked only in whole or half-day increments.  Extended employment days cannot be worked on a Saturday or Sunday.  A rare exception may be     granted if approval is made in advance by the employee’s immediate supervisor and the Personnel department.  To qualify for this exception, the Saturday or Sunday work must not be related to the employee’s primary job duties.


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 year of experience each year he/she works 140 days or more between July 1 and June 30.

	

	Retired Re-employment


	Employees retired with 30 or more years of service who return to work full-time may earn up to a maximum of 75 percent of their last annual compensation.  Part-time employment will be pro-rated.

	

	Employees retired with less than 30 years of service who return to work full-time may earn up to a maximum of 65 percent of their last annual compensation.  Part-time employment will be pro-rated.

	

	Last annual compensation is defined as the compensation earned during the 12 months immediately preceding the employee’s retirement date excluding payments for accumulated sick leave and vacation.

	The last annual compensation will be adjusted for each full year the employee has been retired by the percentage increase in the classified salary schedule for that year.



	Purchased “non-qualified service credit” may not be used to meet the 30-year service requirement.


References:         

KRS 160.291





KRS 337.285, 803 KAR 1:060-070

                    


Fair Labor Standards Act
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