EXPLANATION: THE UPDATED FBI CJIS SECURITY POLICY CHANGES THE TRAINING
REQUIREMENTS FROM EVERY TWENTY-FOUR (24) MONTHS TO EVERY TWELVE (12) MONTHS.
FINANCIAL IMPLICATIONS: MORE FREQUENT TRAINING

PERSONNEL 03.11 AP.2521
Criminal History Record Information

PURPOSE

The District may use Criminal History Record Information (CHRI) obtained from the Kentucky

State Police (KSP) to check qualification for employment or service as provided in KRS 160.380

and related policies and for authorizing personnel who will make fitness determinations. CHRI

may not be used for any other purpose.

AUTHORITY

The District has the authorization to submit fingerprints to KSP for a fee-based state and federal

background check pursuant to KRS 160.380.

NONCRIMINAL JUSTICE AGENCY CONTACT (NAC) & LOCAL AGENCY SECURITY OFFICER

(LASO)

The Superintendent will designate employee(s) to serve as the NAC and LASO points of contact

with KSP through which communication regarding audits, District personnel changes, training,

and security are conducted. The NAC and LASO will receive and disseminate comrmunication

from KSP to all authorized District personnel. Additionally, the LASO shall where applicable:

1. Identify who is using the Criminal Justice Information Services (CJIS) Systems

Agency (CSA) approved hardware, software, and firmware and ensure no unauthorized
individuals or processes have access to the same.

Identify and document how the equipment is connected to the state system.

3. Ensure that personnel security screening procedures are being followed as stated.
Ensure approved and appropriate security measures are in place and working as
expected.

5. Support policy compliance and ensure the CSA Information Security Officer is

promptly informed of security incidents.
AUTHORIZED PERSONNEL

Authorized personnel will be given access to view and handle CHRI after completing the required
Security Awareness Training and any additional training required by KSP. Only authorized
personnel may access, discuss, use, possess, disseminate, or destroy CHRI.

The District will keep an updated list of authorized personnel that will be available to the KSP
Auditor during the audit process.

TRAINING OF AUTHORIZED PERSONNEL

The District will ensure all persons authorized to have CHRI access will complete Security
Awareness Training via CJIS Online immediately upon hire or appointment to access CHRI. The
NAC will keep on file the Security Awareness Training certificate on all autherized personnel.
The District will ensure authorized users complete recertification of Security Awareness Training
every ( ) months.

Authorized personnel will review the KSP website Noncriminal Justice Agency (NCJA) section
for policies, procedures, and forms necessary for CHRI handling and fitness determination.



PERSONNEL 03.11 AP.2521
(CONTINUED)

Criminal History Record Information

FINGERPRINT CARD PROCESSING

The District requires that all covered persons for whom fingerprint check is required must provide
a valid, unexpired form of government-issued photo identification prior to fingerprinting to verify
their identity.

A copy of the FBI Privacy Rights Notification will be provided to the covered persons prior to
fingerprinting. Covered persons will also be advised of the process regarding a challenge of the
criminal history record.

Covered persons that have disclosed a conviction must still be fingerprinted. Proper reason for
fingerprinting must be documented in the “Reason for Fingerprinting” box.

Proper chain of custody procedures protecting the integrity of the covered person’s fingerprints
prior to submission will include maintaining fingerprints in a secure environment, in a sealed
envelope.

COMMUNICATION

Authorized personnel may discuss the CHRI results with covered persons in a secure, private area.
Extreme care will be taken to prevent overhearing, eavesdropping, or interception of
communication.

The District will not allow a covered person to have a copy of their record or take a picture of it
with an electronic device.

The District will provide the covered person with required forms and options to obtain their record
if a record is to be challenged.

PHYSICAL SECURITY

The District will ensure that information system hardware, software, and media are physically
protected through access control measures by ensuring the perimeter of a physically secured
location shall be prominently posted and separated from non-secure locations by physical controls.
The District will control all access points (except for those areas within the facility officially
designated as publicly accessible) and will verify individual access authorizations before granting
access. The District will control physical access to information system distribution and
transmission lines within the physically secure location. The District will control physical access
to information system devices that display Criminal Justice Information (CJI) and will position
information system devices in such a way as to prevent unauthorized individuals from accessing
and viewing CJIL The District will monitor physical access to the information system to detect and
respond to physical security incidents. The District will control physical access by authenticating
visitors before authorizing escorted access to the physically secure location (except for those areas
designated as publicly accessible) and will escort visitors in a secured location.



PERSONNEL 03.11 AP.2521
(CONTINUED)

Criminal History Record Information

STORAGE AND RETENTION OF CHRI
The fingerprint results from K.SP should only be handled by authorized personnel.
During the fitness determination:

e CHRI will be stored in a locked drawer/container at the Central Office and only accessible
to authorized personnel.

o CHRI will be stored in a separate file that cannot be released for any public records request
and will not be archived in a publicly accessible location.

e CHRI results will be stored electronically the agency using proper security and encryption
methods.

o If stored electronically, the District will ensure compliance of CJIS Security Policy for the
Network Infrastructure to include the following:

—_—

Network Configuration
Personally Owned Information Systems
Publicly Accessible Computers
System Use Notification
Identification/User ID
Authentication
Session Lock
Event Logging
Advance Authentication

. Encryption

. Dial-up Access

. Mobile Devices

. Personal Firewalls

. Bluetooth Access

Wireless (802.11x) Access

. Boundary Protection

Intrusion Detection Tools and Techniques

Malicious Code Protection

Spam and Spyware Protection

. Security Alerts and Advisories

. Patch Management

. Voice over Intemet Protocol (VoIP)

. Partitioning and Virtualization

24. Cloud Computing

e Per KRS 61.878, CHRI is not subject to disclosure under the Kentucky Open Records Act
and will not be archived in a publicly accessible location.

e S S

—
— O

BN B R = 1 = e e e e



PERSONNEL 03.11 AP.2521
(CONTINUED)

Criminal History Record Information

MEDIA TRANSPORT

The District will protect and control digital and physical media during transport outside of
controlled areas and will restrict the activities associated with transport of such media to authorized
personnel.

Di1SPOSAL OF MEDIA CHRI

The District will properly sanitize or destroy physical or electronic CHRI per the Kentucky
Department of Libraries and Archives (KDLA) Public School District Records Retention
Schedule. If a third party performs the destruction, an authorized person shall accompany the
CHRI through the destruction process. For electronic media, the District shall overwrite three (3)
times or degauss digital media prior to disposal or release, inoperable digital media shall be
destroyed; cut up, shredded, etc. The District shall ensure the sanitation or destruction is witnessed
or carried out by authorized personnel.

Misuse OF CHRI

In the event of deliberate or unintentional misuse of CHRI, the District will subject the employee
to disciplinary action per Board policy and procedures, up to and including termination, or request
for criminal investigation/charges.



EXPLANATION: HB 319 REMOVES THE REQUIREMENT THAT AN AFFIDAVIT BE SUBMITTED FOR
SICK (INCLUDING EMERGENCY LEAVE USED FOR THIS PURPOSE) AND PERSONAL LEAVE AND
REPLACES AFFIDAVIT WITH STATEMENT.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.123 AP.2
Leave Request Form and StatementAffidavit

NAME: __LOCATION:
DATE SUBMITTED:

O PERSONAL LEAVE: REQUESTED UNDER THE TERMS OF POLICIES 03.1231/03.2231. (SEE NEXT PAGE FOR
REQUIRED
DATE(S) OF PERSONAL LEAVE: __ TorALDAYs: SUBSTITUTE NEEDED O

O SICK LEAVE: REQUESTED UNDER THE TERMS OF POLICIES 03.1232/03.2232. (SEE NEXT PAGE FOR

THAT MAY BE REQUIRED)
DATE(S) OF SICK LEAVE: ~ TOTAL DAYS: SUBSTITUTE NEEDED O

CHECK ONE: 00 EMPLOYEE’S ILLNESS O] ILLNESS OF FAMILY MEMBER [ MOURNING
IS SICK LEAVE BEING USED FOR EMERGENCY LEAVE PURPOSES, PURSUANT TO POLICY? OO YES ONo

O ATTENDED PROFESSIONAL MEETING Date of meeting: Title of Meeting

O ABSENCE TO BE DEDUCTED Date of Absence Reason

O MATERNITY/ADOPTION/CHILDREARING LEAVE: REQUESTED UNDER THE TERMS OF FOLICIES
03.1233/03.2233.

ESTIMATED DATE(S) OF LEAVE TO _ SUBSTITUTE NEEDED O

[ PAID MATERNITY LEAVE /NUMBER OF SICK LEAVE DAYS [0 UNPAID MATERNITY LEAVE
[J PAID BIRTH OR ADOPTION LEAVE (NOT TO EXCEED 30 DAYS) /NUMBER OF SICK LEAVE DAYS
[0 UNPAID CHILDREARING LEAVE

O JURY LEAVE: REQUESTED UNDER THE TERMS OF POLICIES 03.1237/03.2237.
DATE(S) OF JURY LEAVE: : TOTAL DAYS: SUBSTITUTE NEEDED [J

O EMPLOYEE WILL SIGN OVER COURT-ISSUED JURY PAY CHECK TO DISTRICT.
[0 EMPLOYEE WILL REIMBURSE DISTRICT FOR ANY JURY PAY RECEIVED.

O MILITARY/DISASTER SERVICES LEAVE: REQUESTED UNDER THE TERMS OF POLICIES 03.1238/03.2238.
DATE(S) OF LEAVE: _ TOTAL DAYS: SUBSTITUTE NEEDED [

1 understand that if I have provided information that is not true, I may be subject to disciplinary action.
o Employee’s Signature "~ Date

Superintendent/designee’s Signature Approvingfeave as nguested Date



PERSONNEL 03.123 AP.2

(CONTINUED)
Leave Request Form and StatementAffidavit
A personal is required for the use of personal leave, the use of emergency leave, and the use of sick

leave for the purpose of mourning a member of the employee’s immediate family.* Either a personal

or a certificate of a physician supporting the need for sick leave is required for the use of sick leave
if the employee was absent due to his/her own personal illness or for the purpose of attending to an immediate family
member* who was ill. If an employee who requests to use sick leave for his/her own personal illness or to attend to
an immediate family member* who is ill does not submit a supporting physician’s certificate, s’/he must submit a
supporting personal . Requirements for use of sick leave following child birth and adoption are
stated in Policies 03.1233/03.2233.

LEAVE STATEMENTAFFIDAVEF
(KRS 161.152, KRS 161.154, KRS 161.155)

I am submitting this request for the use of leave for the following purpose(s) (check applicable
boxes); that the facts supporting the request for leave as indicated below are true and correct; and
that to the best of my knowledge, information, and belief, I am qualified for the leave requested
pursuant to applicable state statute and Board policy.

O Sick leave based on personal illness Date(s):
O Sick leave to attend to an immediate family member* who was ill Date(s):
[ Sick leave to mourn the death of an immediate family member* Date(s):

O Personal leave in compliance with and subject to qualifications set forth in Policy
03.1231/03.2231. This leave is personal in nature. Date(s):

O Attended Professional Meeting  Date(s):
O Absence to be Deducted Date(s):

’s Signature Date

’s Name (Print or Type)

*Immediate family member shall mean the employee's spouse, children (including stepchildren and foster children),
grandchildren, daughters-in-law and sons-in-law, brothers and sisters, parents, spouse's parents, grandparents, and
spouse's grandparents, without reference to the location or residence of said relative and any other blood relative who
resides in the employee's home.



SLSOD ONINIVYL NO SONIAVS :SNOILVIITINL TVIONVNIA

"SHNOINHOEL ONIMHIAYALNI NO DNINIVIL AFAINOTY HL IAOWAE ANV "TIONNOD FHL HLIM

NOILV.LINSNOD HLIM INHANILNIYHANS GHL O TINNO0D HHL WO¥d TVAIDNIYd GHL ONITIIH Y04 SSH0¥d FHL AIONVHD (2Z07) 1 98 NOILVNVIIXH
SI1SOD ONINIVYEL ‘SAdVY ONINIVINIVIA ‘DNISVHD U 40 S1S0D ‘SNOLLYIITdWI TYIONVNIA

(SEEV)SIOLY TINLIAd TYNIHLXE QALYIWOLNY J0 ASN Y04 SINTWTIINOTE DNINIVEL ONICIVOTE 291°85 1 S¥I SANANY 1€€ TH :NOLLVNV IIXT



20URpID SIYIRY [A1D
10} 201 uoneonpy
Jojwsunedaq S

"UOPRUITILIOSI P/ USWISSEIRY

A T9TEO/TOIE0 | “1L°901-1'901 M dD vE Jo 3unioda: painbai/payqrgoid siolargag
0E0T'0I6T ' AD 6T
| — N YT eOFTE0 VHSO ‘suadoyyed suroqpoolg
00TT°0T6T 'dD 6T .
LPT'OI6T I A 6T
TEUOI6T W'AD 6T
VHSO
80€:T AV €08 ‘soakojdwa
010:85 AV 10¥ | poreusisap 10 Buiuiey (g4d) yuowdmba 2a103301d [euosiad pue
Ve PTEOFI'E0 £9L Hed 'd'D 0F | ImoBefAmoxooT (NFDY) [eHoje Sulpling Fururejuo)) so1saqsy 7
11£'60 S90:LAVATOL |
P10 (S8TTIOT SUA 991° 191 ‘suods 10 sonjianoe 7
Va 1911°¢0 SWA Sty 091 S o1 DHSE[OYISIANUT JO 537000 10f Fururen dn-mo[jof/[entu]
(SIfD) Se21AISS UONRWIOJU] 901SN[ [BUIWILL) BIA 7
Sururea], ssausiemy Aunoag 2ejdwos [[1m (TYHD) uoyBuwIojuy
a 128TdV I1°€0 08€°091 SUA P1002y AIOISTH [EUITILID) 25N 0) pazuoyine saakojduy _
> 1e4C0 SHE 091 S *SINOY FuIulel) 19q IS [[OUN0))
s | PPEFED STERYSUA :uonotes-tedidup o porrba-TuluBA-IsqHswH{IduRG)
‘SOYS 103 [PUNCH
JUAADIOJUH me] ANomuay oy Aq poziugoosal 10 payniod
uaaq sey jeq) Sururen 901A198 Ul [ENUUE JO S0y ((f) K10)
a 1€°20 PIvP' 86T S 910[duros Anyssasons [[eys (SOYS) S120YI() 20IN0SNY [00YDS [[V
"JISWATBURIA [2UUOSIAJ JO SPIBPUER)S 91} 12510
A €70 0} werp dinba 0) Juruter) ayeudordde aA12021 [[eys s1osiAtRdng
(VA%
A | » 81°€0/71°20 AV POL *LSS9ST SAN ‘JuIuieL] WONENEAT PAYNID
*20130 funye) Jo s1eak
» z1I'zo 0S€°091 S (7) omy uryiim pajeldmos oq 03 werdord Furureny juspusjuiiadng
020:8 IV 10L -STT:T -
L » | €810 | WV ZOL 081091 SAA '$I00Y Furnie)) IqUIAUI PIROG
Vs 11110 ‘s1aquia saprmmos Furuueld 12Wmsiq
JALVNDISA | T1V [(CICINR K9]
AALTTINOD) AILVNOISTA ADIT0d NOILVLL) S0 _
aLvqa SV SHAHLQ 40 SHAAOTANY TALYTIY Tvoa] L

"pIeOg pue juSpuUULIdIng

9T) JO UOTJEULIOFUT 3 JOJ PIOY B UTeIUTRTH pue ISI(T 2 ssoxoe Ajdde jey sjuswannbar Sururen aakoydurs 21e)s pue [00] Jo wone(duros oexn o) pasn oq AvUI ULIOY SIY],
1MVEAX TOOHDS

SHudURIMDYY Sulurel], J910SIq

£TAV 61C0

TANNOSHAd



"SJuapuIs |

91} JO SINI[IGE PUR ‘§ISDISNUL ‘SPIDU [BOPIAIPUL I3 SSAIPPE
01 juawmdoraaap [euoissajold ajendoidde y3noxy paredord
aq [[eys sjuapmys pay1d mim Suntiom [puuosiad 1o
[V ‘siuaprys pajuayel/payis Mim Funjom pue SwAFnuapt
» »” ZE1°80 $87:E WV v0L uo Jururery paxmbax sjuapms pajuare)/payIs Jo SI13Y0R],
9T1°LD o1z 4IDL | ‘[ouuosIad 3014198 Poo] pue
s 1'L0 7587851 S $10}0311(] WeI30Id UCHLYNN [00Y0S 10§ Fururer) payeudisa(y
- Vel €290 0£0:6 VI 20L “Fupurex JoADp SnQ [0042S 201AISS-1 [ENUNY |
N I “Sumurel], |
» | 12290 080:S AV 0L (dd0) moneosnsay Areuowndorpie)) pue pry 18t
| £91°8S1 8
A L¥°S0 'w93sAs aunpaooid [[up ajenbyres
B [~ gorssTSEA |
Vs r'S0 Z91°8S1 SUA "wWISAS 210paoo1d [[LIp OPRUIOT /ISYIEI A 9I3A0G
P9T8ST S ]
B Vs 11#°50 COT'8ST SU “w2)sAs 21npasoid [[Hp umopoo]
2 ¥Fs0 T91°8S1 S “wa)s£s a1npeooxd 1jup oI |
| “JUOTISSISSE }SLI 431098 [00Yas parbal |
ay 3o uonadumos 10§ sainpasoid uo Jururel) [edoutrd [00YIS
(88031} KL1ayeg 000G 10] 10JU07) AfOmuay oy £q
» #'50 TIpP'8S1 S padojaasp meiford Surnren (JSS) 101euIp100)) KlaJes (00405
'S0 L99°11¢ SUA ‘gans Jo asn uo sulutey
£ TOT'SST Sud “(sH V) S107R[[HQUp [BUINNXO PARTIOINGT St 3oH5ICH1
T uswdmbs |
» #'50 30 JuswaFeuew pue asu wo [punosiad pejeudisep 10) Fumrel),
U 11°60 090:62 AV T0E "WOREdyNIa) (2/) JUAWATRURI 1504 POIRITaN] |
B s 9'€0 2P0 191 S T "$133)UTOA 10} S[BLI2JE U UOLEIUSLIO)
“poUISSE ST 2U/s WoyM 0 9340]dwa
Ve | - 5'¢0 PO 191 SH D3y 1120 Y} Yiim 3PIE SIPYOBS] [EUONDMISUT oY) JO Fulliel],
‘rouuosiad payyisse]d p2Idaes 10y dUILIR) FUINANOD 10]
» 62°€0 weigoid e uswsdur pue dojaasp jreys juopusuiadng sy,
» TI61'E0 101951 S B ~ lmuren 1apes] [euondIISUL
I - 67°€0/61°0 $60°9S1 SN - "SUONETIS 131000S 9ATOY |
s 61°€0 $60°9S1 SUA “Hururestpuswidorassp euorssajord Iagoea] |
Vs | TT18T¥'60/129T°0/1291°€0 SP'901 § WAD pE juowssee [enxag X1 9L
JALVNDISH( | TIV | dAALLIdD) _
ALATINOD) JAILVNODISTa AJI'10d NOLLV.LLD)
[CARZ | SV SYHTHLQ 0 SHIAOTIINH JALVTIY TVOA] OIdOL
SJURUERIMDIY sUTuIe.d T, 391NSI
(QENNIINOD)
£Cdv 61°€0 TANNOSHAd



- souBpID SH{IR [1A1D -

10} 9010 uonesnpyg "UOTJEUIIIOSIP/)us WSSeIRy

j0 1masunteda( 'S N Jo 3upodal painbai/payiqrgord sI01ABYIQ UO [00YIS
P 1182160 1L901-1°901 AdD ¥ 30 yyuow 3say 9y} Juunp syuepus 10f Sururen seudordde o3y
“funiodal pue ‘nopuiosal I

A P 1LTT60 $60'9ST S ‘uonusaald 153[Fou pue asnqe p[Iyo Jururer [puucsIR
_ ‘s10ddns ei01aByaq |

A ~ 12T 60 091:L AV vOL 2A1150d pue UOISN{Y9S PUE JUIRIISAI U0 FUIUIR]} [PUUOSIS]

0£0°029
SY 195185 T S
{SST'8ST ST ‘HST'8ST
2 112260 S ‘8p1'861 SWA “AyAnoe fearmuns o spodar asfojdmd uo Fujures]
wez60 0911 AV TOL
60 T0S°9ST S

» 7060 8¢8°85T S "UONROIPAW 2413 0} pazuiogne [auuosiad jooyds 10] uurel],

= 6107 T AIR[ Io)fe pally S10UJes) pue ‘SI0[esuUncd

ooueping ‘sjedounid [[e 10] pue ‘6107 ‘1 Anf Aq $197oLa}

pue ‘s1ojasunod soueping ‘sfedouud jje 10] pannbal sppuLm

s 760 0L0°8ST S¥A JOPIOSIP QINZIIS JO mLASI APIIS-F[2§ JO 1007 (]) 9V 5L 1Y

['(z1) 2a[em) y3noay (9) X1 sopesd ul SJUapms YIim

10BIE00 30a11p Sunnbai saunp qof yim saakojdwy] ‘matasl 0}

S[ELIS}RUI TONIRARId 9PIOINS SAT2I21 0} JeaK JJ0 Fuunp sa1y moN

'ssauqqt [eyuow 21qissod jo smoydmAs pue sadis Jo uoniugooar o)

0LO8ST Surpnjour 19k L1942 SuIpIO2I 0IPIA BIA IO ‘TIR2N)S 9A1] ‘mosIad

» TT60 S 1660°951 S -ut moy ) 210 Jo wnurui] :3utiel) uonuasid sproins juspnig

» 160 £29°00¢ U'dD v “UOIRULIOYUI P100I JUAPMIS JO AJI[ENUSPHUCD

0289 AD Ly

0y 101192101 W)Uy -ssuodsar pue ssanateme Surdjngiagio pue sa)Is SulNI0MI0U

A €Z£T'80 S UAPYD/FST SN LY [era0s o I101aeYg2q surfuo eudordde wo urutel) juspms

‘100128 30 100 doIp 0 LK

SO pue QJN[IEJ [00T5S JO S J& SIUSPIIS JO SPIsT [eUONONISTI

| s s I#1°80 $60°951 SN PUE SO1SLISIORIEYD 90} $591ppe 0} Futuren spracid o3 g

TALVNDISAQ | TIV AAMEILITD)
| ] : : =
ALTTINOD JILVNOISHA AJI'T0d NOILVLI)
qiva SV SHAHLQ 40 SHAXOTANH AILYV T VO] JIdOL
SIUAUIIMNDIY sUrule.l I, JPLOSI
(AINNILNOD)

€Cdv 610 THNNOSIHd




Bnpayas JoIAISI (0005 JGNJ/UOTUBIFY Sp400ay Ajomuay] o) Aq paiinbol se
JenLIOy 510013992 10 Iaded UI paUIEIUIET aq [[eYS Joays I-USIS oy, "souepus}ie IIa1) Jusmnoop 0} uneaw oy Jo pus a2y} Je ui ugis pinoys syuediomed ‘vosiod ur papracid Fururern 104

*SINTATIINOMA ONINIVAL YAHLO H04 STIDIT0J qIvoy ANV VAV/VHSO LI1SNOD — LSITTAILSAVHXT NV LON SISIH],

-1s9nbar jowsiqq uodn spoddns yo wioysAs pazen-nnu |

s SOE'8ST SUM 103 Sururex) pue soue)sisse [eoruyoa) apiaoid [reys A
- "SI010NISTI JOUN[PE 10§

» 9%0 191 U wei1joid noyejuanio Juatuaidul pue dojoasp 0) pieog [€207]

*S10)D31[p UOHEINPI

» 951091 SUN Aunmwmos papunj-sye)s 10J Juruien Juipiedal syueln

o - FupuIg

I3p10 1oy31Y pue ‘UONROIINTINIOD ‘SIUSMISSasse aouenniofiod

Funjer3ojur ‘sprepue)s UL 10D FUIPILFI SIORNSIUITIPE PUB

» (1 9S) £S¥9°85T S SIaoe2) 10] FUIHIED) 9PIMIIL)S 9)e)I[oR] 10 ap1aold 0) H
"SpUNJ O[qB[IBAB UO PISeq SI9YIE) |

» ZE8'8ST SN 10] SUIUIen — JUSWOASIYDY SONBUISYIEJA 10] 9911IIWOY)

‘SeSIN0D 02} 1921ED UJ 20UDIOS

pue ‘giew ‘Burpesl Suippaqms JuIpIedsl FUIUIRY) SA12031
= Va 818851 S 0} $1072€0) [00YDS I ‘SqE[IeAL SPUN] J — Yo 19218]) |

~ 070'S AV 91 "SI9YOBA [, JUSpIG JO s1osiatadng 10f Furarei],
ANIADUL JO |

s 1201 saougjsul 0} Juipuodsa1 no Fururen ssuodsal pue MONUIAINU]

080578 SUA
‘0L0°STS S ‘vyb 8ST S

| A, 8EY'60 ‘951°8ST S “8¥1°8ST SO '9p09 aundiosip Juopmg

"WIRJA0I UONEINp 9ANNIY § IS

o ut Supwnerdosd pue sao1ales Atenb-y3iy roarop

Vs IPE¥'60 C00:61 UVA #0L 01 sojeIsIUTWIpE pue Jyers Jo Ajoedes piing o) Suiuter],

dALVYNDISIJ | 1TV AAAILIED
QILITINOD QILYNDISA Xor10d NOILVLID -
. awva | SV SHAHLQ YO STAXOTING QALY TIY Tvoa] L
SHIWRINDIY surure.d ], PLISIq
(JaNNLLNOD)

£TdV 61°¢0 TINNOSIId



EXPLANATION: HB 32 AMENDS KRS 161.011 TO PERMIT HIRING OF CLASSIFIED PERSONNEL
WITHOUT A HIGH SCHOOL DIPLOMA IF OPPORTUNITY TO OBTAIN A HIGH SCHOOL EQUIVALENCY
DIPLOMA IS PROVIDED BY THE DISTRICT AND PERMITS CERTAIN GOVERNMENT ISSUED
CERTIFICATIONS OR LICENSES TO SUBSTITUTE.

FINANCIAL IMPLICATIONS: POTENTIAL COSTS ASSOCIATED WITH ADMINISTERING THE
EQUIVALENCY PROGRAM.

PERSONNEL 03.221 AP.22

- CLASSIFIED PERSONNEL -

ITEMS 1-5 MUST BE ON FILE BEFORE ITEM 6 IS COMPLETED

Name Phone

Address _ Social Sec.# o
Employee #

Date of hire Position .

Employee Information Sheet

Application (including references, a list of states of former residence and dates, picture ID)
High School Diploma/GED/Li

Criminal Background Check

Letter from Cabinet for Health and Family Services: Applicants (hired on or after April 4,
2018) must provide a letter from the Cabinet for Health and Family Services stating there are no administrative
findings of child abuse or neglect on record.

Para educator Test or Documentation of College Hours

Interview by Personnel Director, Maintenance Director, Food Service Director,
other Directors, and/or Principal

Contract for employment

Signed copy of job description

Health form (physical) and TB risk assessment per 702 KAR 1:160
Bloodborne pathogen training

State and Federal tax forms

1-9 Form (employment eligibility certification)

Health Insurance application and checklist

Life Insurance application

COBRA information provided to employee

Labor Information provided to Employer

Direct Deposit form



PERSONNEL 03.221 AP.22

- CLASSIFIED PERSONNEL -

(continued)

Drug Testing form

Driver’s License

Social Security Card

Email form Sent to Matt



EXPLANATION: HB 319 REMOVES THE REQUIREMENT THAT AN AFFIDAVIT BE SUBMITTED FOR
SICK (INCLUDING EMERGENCY LEAVE USED FOR THIS PURPOSE) AND PERSONAL LEAVE AND
REPLACES AFFIDAVIT WITH STATEMENT.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.223 AP.2
Leave Request Form and StatementAffidavit
See Procedure 03.123 AP.2/Leave Request Form and

| Formatted: ksba normal



EXPLANATION: HB 331 AMENDS KRS 158.162 TO REQUIRE EACH SCHOOL TO HAVE A WRITTEN
CARDIAC EMERGENCY RESPONSE PLAN. IT ALSO REQUIRES THE DISTRICT TO MAINTAIN A
PORTABLE AUTOMATED EXTERNAL DEFIBRILLATOR (AED) IN EVERY MIDDLE AND HIGH SCHOOL
BUILDING, AND AS FUNDS BECOME AVAILABLE, AT SCHOOL-SANCTIONED MIDDLE AND HIGH
SCHOOL ATHLETIC PRACTICES AND COMPETITIONS, AND TO ADOPT PROCEDURES FOR THE USE
OF AEDS DURING EMERGENCIES.

FINANCIAL IMPLICATIONS: COSTS OF PURCHASING, MAINTAINING AEDS, COPYING AND
DISTRIBUTING PLANS, AND PERSONNEL TRAINING COSTS

SCHOOL FACILITIES 054 AP.1
Use of Automated External Defibrillators (AEDs)

Each school’s emergency plan shall include procedures to be followed in case of a medical
emergency, a written cardiac emergency response plan. and a diagram that clearly identifies the
location of each AED. Procedures for the use and training of AEDs shall be included in the
emergency response plan




EXPLANATION: HB 331 AMENDS KRS 158.162 TO REQUIRE EACH SCHOOL TO HAVE A WRITTEN
CARDIAC EMERGENCY RESPONSE PLAN. IT ALSO REQUIRES THE DISTRICT TO MAINTAIN A
PORTABLE AUTOMATED EXTERNAL DEFIBRILLATOR (AED) IN EVERY MIDDLE AND HIGH SCHOOL
BUILDING, AND AS FUNDS BECOME AVAILABLE, AT SCHOOL-SANCTIONED MIDDLE AND HIGH
SCHOOL ATHLETIC PRACTICES AND COMPETITIONS, AND TO ADOPT PROCEDURES FOR THE USE
OF AEDS DURING EMERGENCIES.

FINANCIAL IMPLICATIONS: COSTS OF PURCHASING, MAINTAINING AEDS, COPYING AND
DISTRIBUTING PLANS, AND PERSONNEL TRAINING COSTS

SCHOQOL FACILITIES $05.4 AP.23
Compliance with Automated External Defibrillator (AED) Requirements

Name of Emplovee: Date of Training:

Having completed the required AED training. I hereby confirm that I have read and understand
the policies and procedures for use of AEDs for the District.

Should | have questions at anv time while serving as an Expected AED User. I shall contact the
designated AED contact for clarification. I agree to follow the terms and guidelines set forth in
policy and procedures for this District.

Expected AED User's Signature - ____Date { Formatted: ksba normal
Superinfendent/designee’s Signature __Date ..~ Formatted: ksba normal

| Formatted: ksba normal



EXPLANATION: HB 331 AMENDS KRS 158.162 TO REQUIRE EACH SCHOOL TO HAVE A WRITTEN
CARDIAC EMERGENCY RESPONSE PLAN. IT ALSO REQUIRES THE DISTRICT TO MAINTAIN A
PORTABLE AUTOMATED EXTERNAL DEFIBRILLATOR (AED) IN EVERY MIDDLE AND HIGH SCHOOL
BUILDING, AND AS FUNDS BECOME AVAILABLE, AT SCHOOL-SANCTIONED MIDDLE AND HIGH
SCHOOL ATHLETIC PRACTICES AND COMPETITIONS, AND TO ADOPT PROCEDURES FOR THE USE
OF AEDS DURING EMERGENCIES.

FINANCIAL IMPLICATIONS: COSTS OF PURCHASING, MAINTAINING AEDS, COPYING AND
DISTRIBUTING PLANS, AND PERSONNEL TRAINING COSTS

SCHOOL FACILITIES $05.4 AP.231
Automated External Defibrillator (AED) Reporting Form

Submit this form to Su Qerinte;dent/designee within forty-eight (48) hours of AED use.
AED USER:
LOCATION OF AED USE:

NAME: DATE OF INCIDENT:
3 Staff Member O Student O Parent/Visitor
Condition upon arrival {check all that apply)

0O unconscious

O not breathing

[ no pulse and/or shows signs of circulation such as normal breathing. coughing or
movement

NUMBER OF DEFIBRILLATIONS:

Please describe the incident from the beginning of the emergency until its conclusion:

Were efforts terminated? O Yes O No If ves, please explain.

Signature of AED User — Date
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EXPLANATION: HB 522 AMENDS KRS 45A.385 AND KRS 424.260 INCREASING THE AGGREGATE
CONTRACT AMOUNT MAXIMUM FOR SMALL PURCHASE TO $40,000.
FINANCIAL IMPLICATIONS: LARGER AMOUNT FOR SMALL PURCHASE PROCEDURES

SUPPORT SERVICES 07.13 AP.1
Bidding of School Food Service Supplies

LiKE ITEMS IN EXCESS OF $39,00640.000

If the total amount of purchases for like items is $30,000 or more, formal bid procedures will
be utilized. Food, food products, supplies and equipment will be bid as follows:

1. Annually during the months of June and/or July for bakery, dairy, and chemical products
and for maintenance services.

2. Quarterly during the months of July, September and January for foods and incidental
supplies

3. Asneeded for waste management and fire prevention inspection service with multi-year
contracts.

4. Equipment and small supplies when needed.
BIb SPECIFICATIONS

1. The bid specifications, including delivery and storage instructions, for all
lunchroom/cafeteria supplies shall be prepared by the School Food Service/School
Nutrition Program Director and/or Cafeteria Manager.

2. Therequest for bid shall be advertised in the local newspaper with the greatest circulation
in the District.

3. Specifications and bid documents shall be mailed to all potential bidders.

4. Bids shall be opened and tabulated by the School Food Service/School Nutrition
Program Director and/or Cafeteria Manager.

5. The bids shall be submitted to the Board of Education for action.
PERISHABLES

Applicable federal law does not provide a bidding exception for perishable food items purchased
with school food service funds. Perishables purchased using school food service funds shall be
procured in accordance with 2 C.F.R. 200.320.

EMERGENCY PURCHASES

If it is necessary to make an emergency purchase in order to continue service, the purchase shall
be made and a log of all such purchases shall be maintained and reviewed by the School Food
Service/School Nutrition Program Director and/or Cafeteria Manager.

The log of emergency purchases shall include: Item name, dollar amount, vendor, reason for
emergency.

RECORDS MANAGEMENT

The following records will be maintained for a period of three (3) years plus the current year:
1. Records of all phone quotes
2. Logs of all emergency and noncompetitive purchases
3. All written quotes and bid documents



SUPPORT SERVICES 07.13 AP.1
(CONTINUED)

Bidding of Schoeol Food Service Supplies

RECORDS MANAGEMENT (CONTINUED)
4. Comparison of all price quotes and bids with the effective dates shown
5. Price comparison showing bid or quote awarded
6. Log of approval substitutions
RELATED PROCEDURE:
04.32 AP.1



EXPLANATION: SB 5 CREATES A NEW SECTION OF KRS 158 TO REQUIRE THE BOARD TO ADOPT A
COMPLAINT RESOLUTION POLICY FOR PARENTS OR GUARDIANS ALLEGING THAT MATERIAL, A
PROGRAM, OR AN EVENT THAT IS “HARMFUL TO MINORS” HAS BEEN PROVIDED OR IS CURRENTLY
AVAILABLE TO THEIR STUDENT ENROLLED IN THE DISTRICT.
FINANCIAL IMPLICATIONS: TIME SPENT INVESTIGATING, RESPONDING TO APPEALS, COST OF
NEWSPAPER ADVERTISEMENT REGARDING FINAL OUTCOME

STUDENTS 08.23 AP.21
“Harmful to Minors” Complaint Resolution Process
This parent or guardian complaint must be submitted in writing to the Principal of the school where __..--{ Formatted: ksba normat

the student is enrolled allegine that material. a program, or an event that is “harmful to minors”
has been provided or is currently available to the child of the parent or guardian.

“Harmful to minors” is defined in KRS 158.192 and Policy 08.23.

COMPLAINANT (PARENT OR GUARDIAN)

Complainant Name Date e 'El;ormatted:kmwmal
Home Address Phone | Formatted: ksba normal__ -
Student Name(s) :'fFom\atted: ksba normal
Home Address Phone \1 Formatted: ksba normal
*. | Formatted: Left
School Grade Level

'|- Formatted: ksba normal
1 \:\ \‘ ‘\
—-‘——COMPLAINT S) uy Y { Formatted: ksha normal

A reasonably detailed description of the material. program. or event that is alleged to be “harmful | . Y rormatted: ksba normal
to minors.” and how the material. program. or event is believed to be “harmful to minors.”, (Use \ 1\ ——

o - =% = "7\ | Formatted: ksba normal
additional sheet if necessary.) WY

", | Fermatted: ksba normal

* | Formatted: ksba normal

i Formatted: ksba normal, Not Expanded by /
Condensed by

L A A A R R A A

Complainant’s Signatare _________ Date _.--~"| Formatted: ksba normal, Font: Not ltalic |
LEVEL ONE: SCHOOL PRINCIPAEL NAME: N | Formatted: ksba normal, Font; Not Italic ]
Within seven (7) business davs of receiving a written complaint, the Principal shall review the .- | Formatted: ksba normal, Not Expanded by / ‘
complaint and take reasonable steps to investigate the allegations in the complaint, including but | Condensed by S )
not limited to reviewing the material. program. or event that is alleged to be “harmful to minors:” *{ Formatted: ksba normal |
Per KRS 158.192, the Principal shall determine whether: e | Formatted: ksba normal o |
¢ The material, program. .or even? that is the subject of the cqrnplaint is “hjarn_lful to ITliIlOI'S;”‘\ i- Formatted: Space After: 0 pt |
¢ Student access to material that is the subject of the complaint shall remain, be restricted. or i .
b - Formatted: Space After: O pt, Bulleted + Level: 7 +
De removed, Aligned at: 0.25" + Indent at: 0.5"

e A program or cvent that is the subject of the complaint shall be eligible for future
participation by students in the school.




STUDENTS 08.23 AP.21
(CONTINUED)

“Harmful to Minors” Complaint Resolution Process

COMPLAINT(S) (CONTINUED)

Within ten_(10) business days of receiving the complaint, unless another schedule is mutually -{ Formatted: ksba normal -

agreed to by the parent or guardian and the Principal. the Prlncmal shall confer with the parent or
guardian and inform him or her whether the material, program, or event that is the subject of the
complaint was determined to be “harmful to minors” and what the resolution will be,

PRINCIPAL’S DETERMINATION (L!SE ADDITIONAL SHEET IF NECESSARY'. )

Principal’s Signature e - Date {_Formatted: ksba normal, Font: Not Italic ]
A_parent or_guardian not having filed the appeal may request in writing access to_ mgagpealed " | Formatted: ksba normal, Font: Not tafic ]
materials. programs. or events for review and shall abide by the school's and District's policies and | Formatted: ksba normal |

procedures when requesting and reviewing such information.

LEVEL TWO: APPEAL OF THE PRINCIPAL’S DETERMINATION TO THE BOARD

Complainant Name: s [ Formatted: ksba normal

R [Formatted ksba normal

[ Formatted: Left
| Formatted: ksba normal

e Be subject to full administrative and substantive review by Board and shall not be

delegated:
¢ _Include an opportunity for the parent or guardian to provide input during public comment
at a Board meeting;

¢« Be completed within thirty (30) calendar davs of receiving the written appeal unless
another time frame is mutually agreed upon by the parent or guardian and the Board: and

¢ Be discussed and voted on during a meeting of the Board subject to the open records and
open meeting requirements under KRS Chapter 61.




08.23 AP.21

STUDENTS
(CONTINUED)

“Harmful to Minors” Complaint Resolution Process

LEVEL TWQ: APPEAL OF THE PRINCIPAL’S DETERMINATION TO THE BOARD (CONTINUED)
(UISE ADDITIONAL SHEET IF NECESSARY. )

Date .

-~ Formatted: ksba normal, Font: Not Italic

| Formatted: ksba normal, Font: Not Italic

The Board's final disposition of the appeal shall be made in writing and shall state whether the

material, 7]27{6»1&2»1}{17.76} event was determined to be “harmful to minors™ and whether student access

to the material will remain, be restricted. or be removed and whether the program or event shall be
eligible for future participation by students in the school.

Within fifteen (15) business days from the date of a final disposition. the title of the material or a
description of the program or event submitted for appeal, whether the material, program, or event
was determined to be “harmful to minors.” whether student access to the material will remain, be

restricted. or be removed or whether the program or event shall be eligible for future participation
by students in the school. and the vote cast by each individual Board member shall:

e Be published on the website of the Board where it shall remain available for review: and

Be published in the newspaper with the largest circulation in the county.

BOARD’S FINAL DISPOSITION (USE ADDITIONAL SHEET IF NECESSARY.)

| Formatted: ksba normal

Formatted: ksha normal, Not Expanded by /
Condensed by

/| Formatted: ksba normal, Not Expanded by /
Condensed by

Formatted: Left

' | Formatted: ksba normal, Not Expanded by /
Condensed by
[

"". ! /| Formatted: ksba normal, Not Expanded by /
/| Condensed by

'/ /| Formatted: ksba normal, Not Expanded by /

‘e
i

/| Condensed by

Board Member Name: Yote:
Board Member Name: Vote: . M,'" ,/"‘,II Formatted: ksba normal, Not Expanded by /
/.~ | Condensed b
JBoard Member Name: Vote: L Y
______ - | Formatted: ksba normal, Not Expanded by /
Board Member Name Vote Condensed by
Board Member Name Vote: Formatted: ksba normal, Not Expanded by /
Condensed by

__Date

. Formatted: ksba normal, Not Expanded by /
Condensed by

Formatted: ksba normal, Not Expanded by /
Condensed by
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‘\‘1 Formatted: ksba normal, Font: Not Italic

| Formatted: ksba normal, Font: Not Italic



LEGAL: HB 538 AMENDS KRS 158.150 TO INCLUDE BEHAVIORS THAT OCCUR OFF SCHOOL
PROPERTY IF THE INCIDENT IS LIKELY TO SUBSTANTIALLY DISRUPT THE EDUCATIONAL PROCESS
AND OPTIONS FOR REMOVAL OF STUDENTS.

FINANCIAL IMPLICATIONS: COST OF EDUCATING EXPELLED STUDENTS AND CONDUCTING
HEARINGS

STUDENTS 09.425 AP.21
Record of Removal

An employee who removes a student, or causes a student to be removed, from a classroom setting
or District transportation system shall complete and submit this form to the Principal/designee as
soon as practicable following the removal,

£33 v 150) aav p

-

Student’s Name

Last Name First Name Middle Initial
School Grade (if known) Date of Removal
Classroom/District vehicle from which the student was removed:

Site to which the student was removed:
Employee who removed the student:

Position:

"_ CAUSE(S) FOR REMOVAL

LI Disty

[0 Threatening behavior, such as verbal or written statements or gestures by the student indicating
intent to harm themselves, others or property.

Describe (Use additional sheet(s) if necessary.):

O Violent behavior, such as a physical attack by the student so as to intentionally inflict harm to
himself/herself, others or property.

Describe (Use additional sheet(s) if necessary.).

Formatted: ksba normal
Formatted: ksba normal
Formatted: ksba normal
Formatted: ksba normal

Formatted: ksba normal

Formatted: Font: 14 pt

Formatted: ksba normal



STUDENTS 09.425 AP.21

(CONTINUED)
Record of Removal
r WITNESS(ES) (Use additional sheet(s) if necessary.)
- Name N Note if student/employee/other (specify)
Name " Note if student/employee/other (specify)

Employee’s Signature - Date



EXPLANATION: REVISIONS TO 704 KAR 19:002 REQUIRE THE DISTRICT TO DEVELOP PROCEDURES
FOR MONITORING THE ALTERNATIVE EDUCATION PROGRAM.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

STUDENTS 09.4341 AP.11

Alternative Education

MONITORING
The District shall provide for:

1. Regular, periodic monitoring of the alternative education program: and

2. Selecting, implementing. and monitoring the impact of professional learning designed to+----- | Formatted: policytext, Numbered + Level: 1+

meet the needs of the teachers and students served by the alternative education program. Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:
| Left + Aligned at: 0.25" + Indent at: 0.5"




