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Introduction
Welcome

Thank you for filling the important role of substitute teacher in the Floyd County Schools.
We welcome you as an important instructional partner.

Substitute teaching is a challenging task. From frequent early moming calls, to spending
your working day in new and different situations with very lirtle time to prepare, your
resourcefulness and organizational skills will be tested. Our community expects the best
for the students, including a chance to work with caring and skilled adults, and you have
been chosen as one of those ndividuals.

The purpose of this handbook is to acquaint you with policies and procedures of the Floyd
County Schools that govern and affect your employment as a substitute teacher and give
you some basic information that will better allow you to serve the children in a skilled,
professional manner.

This handbook is not intended to be, and should not be mnterpreted as, a contract or a
source of any claim or expectation to employment as a substitute. It is not an all-
encompassing document and may not cover every possible situation or unusual
crcumstance. If a conflict exists between information in this handbook and Board policy
or administrative procedures, the policies and procedures govemn.

Some policies may be associated with specific forms. It is the substitute employee’s
responsibility to refer to the actual policies and/or administrative procedures for further
information.

Copies of specific documents are available at the Central Office. Employees and students
who fail to comply with Board policies may be subject to disciplinary action. Policies and
procedures also are available online via the District’s web site or through this Intemet
address:

hups:/ /policy.ksba.org/Chapter.aspxrdisnd=29

Substitutes are expected to be familiar with policies related to his/her job responsibilities.
015

School council policies, which are also available from the Principal, may also apply in some
instances. 02.4241

In this handbook, bolded numerical codes refer to the Board policy or administrative
procedure that addresses a particular item. Substitute employees with questions should
contact the school Principal or designee.
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District Mission

[he Mission of the Floyd County School District will provide a safe, equitable
lcarning environment; recruit and retain high-quality employees; develop and
maintain community partnerships while focusing on skills for post-secondary
readiness,

Future Policy Changes

Although every effort will be made to update the handbook on a timely basts, the District
reserves the nght, and has the sole discrenion, to change any policies, procedures, benefits, and
terms of employment without notice, consultation, or publication, except as may be required
by contractual agreements and law. The District reserves the right, and has the sole discretion,
to modify or change any portion of this handbook at any nme.
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ANNA SHEPHERD
ANGELA  DUNGCAN
DALE PAGK

RACHEL  CRIDER
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REBECCA MORRISON
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EXECUTIVE OFFICER OF OPERATIONS

CHIEF NUTRITION OFFICER
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CHIEF TRANSPORTATION OFFIGER
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CHIEF HIGH SCHOOL INSTRUCTIONAL OFFICER

GHIEF COMMUNICATION OFFICER

CHIEF SPECIAL EDUCATION OFFICER

SPECIAL EDUCATION CONSULTANT

SPECIAL EDUCATION CONSULTANT

SPECIAL EDUCATION CONSULTANT

GIFTED & TALENTED COORDINATOR
GIFTED & TALENTED INSTRUCTOR

INSTRUCTIONAL CONSULTANT
INSTRUCTIONAL INTERVENTIONIST - WRITING
DIGITAL LEARNING COACH

DIGITAL LEARNING COAGH

TEACHING AND LEARNING COAGH
PART TiME DIRECTOR - PUPIL PERSONNEL/ASSOCIATE ATHLETIC

CHIEF SAFETY/DISCRIMINATION & HARASSMENT OFFICER
CHIEF FINANGE OFFICER
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TERMS OF EMPLOYMENT

Section

Terms of Employment

Equal Opportunity Employment

As required by Title X, the District does not discriminate on the basis of sex regarding
admission to the District or in the educational programs or activities operated by the
District. Inquiries regarding Title IX Sexual Harassment may be referred to the District
Title IX Coordinator (TIXC), the Assistant Secretary for Civil Rights, or both.

Our school system is an Equal Opportunity Employer. The District does not discnminate on
the basis of race, color, religion, sex (including sexual onientation or gender identity), genetic
nformation, national or ethnic origin, political affiliation, age, disabling condition, or
limitations related to pregnancy, childbirth, or related medical conditions.

Reasonable accommodation for individuals with disabilities or limitations related to pregnancy,
childbirth, or related medical conditions will be provided as required by law.

If you have questions concerning District compliance with state and federal equal opportunity
employment laws, contact Angela Dumesn at the Central Office. 03.113 Deleted: _
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Harassment/Discrimination/Title IX Sexual Harassment e

The District intends that employees have a safe and orderly work environment in which to do
their jobs. Therefore, the Board does not condone and will not tolerate harassment of or
discrimination against employees, students, or visitors to the school or District, or any act
prohibited by Board policy that disrupts the work place or the educational process and/or
keeps employees from doing their jobs.

Employees who believe that they, another employee, a student, or a visitor to the school or
District, is being or has been subjected to harassment or discrimination shall bring the matter
to the attention of his/her Prncipal/immediate supervisor or the District’s Title 1X
Coordinator as required by Board policy. The District will nvestigate any such concems
promptly and confidentally.




TERMS OF EMPLOYMENT

No employee will be subject to any form of repasal or retaliation for having made a good-
faith complaint under this policy. For complete information concerning the District’s position
prohibiting harassment/discnmination, assistance in reporting and responding to alleged
mcidents, and examples of prohibited behaviors, employees should refer to the District’s
policies and related procedures. 03.162/09.42811

The following have been designated to handle inquiries regarding nondiscrimination under
Title IX and Section 504 of the Rehabilimtion Act of 1973 and Titde 1X Sexual
Harassment/Discrimination: 01.1

The Distric’s Title IX Coordinator (TIXC)is —— Thomas Geachesn

442 KY RT 550 606-886-2354 . ‘ I - !
Eastern, KY 41622  Extension 5521 Thomat.graheaniioyilyschook.u
Office Address Telephone # Email Address

The District’s Section 504 Coordinatoris — Cinds Francis

442 KY RT 550 606-886-2354 - ’
 Eastern, KY 41622 Extension 5580 _inda.richardson@ floyd kyschools.us
Office Address Telephone # Email Address

Any person may report sex discaimination, including sexual harassment (whether or not
the person reporting is the person alleged to be the victim of conduct that could constitute
sex discrimination or sexual harassment), in person, by mail, by telephone, or by electronic
mail, using the contact information listed for the TIXC, or by any other means that results
in the TIXC receiving the person’s verbal or written report. Such a report may be made
at any time (including during non-business hours) by using the telephone number or
electronic mail address, or by mail to the office address, listed for the TIXC. 09.428111

Title X Sexual Harassment Grievance Procedures are located on the District Website.

Employees wishing to initiate a complaint concerning discrimination in the delivery of
benefits or services in the District’s school nutrition program should go to the link below
or mail a written complaint to the U.S. Department of Agriculture, Director, Office of
Adjudication, 1400 Independence Avenue, S.W., Washington D.C. 20250-9410, or email,

program intake(@usda,gov.

hup./ /www.ascr.usda.gov/complant_filing custhtml
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TERMS OF EMPLOYMENT

Criminal Background Checks

All substitute teachers hired by the District must have both a state and a federal criminal history
background check and a letter (CA /N check) from the Cabinet for Health and Family Services
provided by the individual documenting the individual does not have an administrative finding
of child abuse or neglect in records mantained by the Cabinet. 03.4

An employee shall report to the Superintendent if the employee has been found by the Cabiner
for Health and Family Services to have abused or neglected a child, and if the employee has
watved the right to appeal such a substantiated finding or the finding has been upheld upon
appeal. 3.11

Link to DPP-156 Central Registry Check and more information on the required CA/N
check:

herp:/ / manuals sp.chis.ky gov/ chaprer 30/ 33/ Pages/ 301 3RequestiromthePubbcforC ANChecksandCentmalRegistry hecks asps
Medical Examinations

All newly employed certified personnel, ncluding subsutute rteachers, shall present
documentation of a medical examination performed by a licensed physician, physician
assistant (PA), or Advanced Practice Registered Nurse (APRN) or by a licensed medical
practitioner of the employee’s choice. Medical examinations performed within a ninety (90)-
day period pror to mnitial employment will be accepted.

Unless otherwise provided in Board policy, the cost of the medical examination must be borne
by the employee.

The initial medical examination shall include a risk assessment for tuberculosis and shall be
documented as required by Kentucky Administrative Regulation. 03.111

Performance of Duties

All employees are expected to use sound judgment in the performance of their duties and
take reasonable and commonly accepted measures to protect the health, safety, and well-
being of others, as well as District property. In addition, employees shall cooperate fully
with all investigations conducted by the District as authorized by policy or law. 03.133

Supervision of Students

Each teacher and administrator shall hold pupils to a strict account for their conduct on school
premises, on the way to and from school, and on school-sponsored tnps and activities.

While at school or during school-related or school-sponsored activities, students must be under
the supervision of a qualified adult at all imes. As is the case with all District employees, you
are required to assist in providing appropriate supervision and correction of students, 09.221




TERMS OF EMPLOYMENT

Employees are expected to take reasonable and prudent action in situations involving student
welfare and safety, including following District policy requirements for intervening and
reporting to the Pancipal or to their immediate supervisor those situations that threaten, harass,
or endanger the safety of students, other staff members, or visitors to the school or District
Such mstances shall include, but are not limited to, bullying or hazmg of students and
harassment/ discrimination of staff, srudents or visitors by any party.

The Student Discipline Code shall specify to whom reports of alleged instances of bullying or
hazing shall be made. 03.162/09.422/09.42811

"Bullying" is defined as any unwanted verbal, physical, or social behavior among students that
involves a real or perceived power imbalance and is repeated or has the potential to be repeated:

1. That occurs on school premises, on school-sponsored transportation, or at a school-
sponsored event; or

2. That disrupts the education process.

1
i

09.422
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TERMS OF EMPLOYMENT

Confidentiality

In cermin cirenmstances employees will meeeive confidential informaticn mgarding snedents”
or employees’ medical, educationsl or coust reconds. Employecs are required 10 keep snident
and personnel informaren in the stdctest confidence and are Jegally prohibited from passing
confideatial information along to any unantherzed ndividut

Employees with whom juvenile tourt information is ghared 08 perminted by law shall be asked
to sign a statement kdicating they understend the informarion is to be held in stdctest
confidence,

Aexess o be Limited

Employees may only zcoess student record information in which they have » lepitimate
educational interest 03.111/09.14,/09.213/09.43

Both federal law 2nd Beard policy prohilit employees from maling unautherized disclosure
of, using, or disseminating persons] information regarding minors aver the Interet. 08.2323

Information Security Breach

Information security breaches shall be handled in accordance with KRS 61.931, KRS
61.932, and KRS 61.933 including, but not limited to, investigations and notifications.

Within seventy-two (72) hoors of the discovery or notification of 2 secudty breach, the
District shall notify the Commissicner of the Kentuclky Stute Police, the Auditor of Public
Accounts, the Attorney General, and the Education Commissioner, 0161

Reasonable Asstutiranice

Substiture teachers oo the District’s substitute list shail be notified in writing by Apxl 30
each year as 10 whether they have seasonable assurance of continued employment for the
following school yeur. 83.4

Salarles
Substitrtes are paid on = per diem basis zecording to a schedulz spproved annually by the

Board. "The selary schedule may reflect adjustments for long-term/continuous assignments
034

Direct deposits shall be issued according 1o a schedule approved by the Boad of

Ednestion, 03,121

Tt &5 recommended that substitute teachess matntain a personal recard of days wotked by
Incatinn and date @ enshle them to confimn that they are paid correcily. If you have any
questions concerming your pay, please call the Cenreal Office,




TERMS OF EMPLOYMENT

Payroll Deductions

Substitute teachers are subject to payroll deductions required by law. Mandatory
deductions include state and federal taxes, deductions required by the Teachers'
Retirement System of the State of Kentucky, deductions required as a result of judicial
process, and Medicare (FICA).

J 031211

10




GENERAL INFORMATION

Section

General Information

School Calendar
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GENERAL INFORMATION

Substitute List

Approved substitute teachers will be placed on a call list. When possible, substitutes are
called to teach in fields for which they are most qualified.

When a substtute is needed, Sehosl Office Staf{ will make the contact.

Length of Assignment

Substitutes are called to serve for a certain time frame and, when possible, the same
substitute may be used when a teacher is 1o be absent on consecutive days.

A substitute is expected to follow the same hours of duty and fulfill the same assignments
as the regular teacher. 03.4

Deleted:

School Day
Students Substitute Teachers
Elementary 8:00 am. - 245 pm. Elementary 7:45 am. — 3:00 p.m,
Middle gl15am. -300pm Middle 8:00am.-3%15pm,
High 815 aum. - 3:00 pm, High 8:00am. - X15pm,

Substitutes are not allowed 1o leave their job assignments during duty hours without the
express permission of the Prncipal/designee.

When possible, substitutes shall be on duty no later than fifteen (15) minutes before students
are scheduled to arrive and shall remain in the building at least fifteen (15) minutes after the
dismissal ime for students. 03,1332

Substitutes working on an extended assignment shall anend meenngs called by the
Supenntendent, building Princpals, Supervisors or their designees. Absence from staff
meetings must have approval of the administrator who called the meeting. 03.1335

Emergency Closings

In case of inclement weather or other emergencies that cause school to be called off or
delayed, information will be broadcast on designated radio and TV stations. Substitutes
are responsible for checking for these announcements. 06.21/08.33

12
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GENERAL INFORMATION

Lesson Plans

Substitute teachers shall follow daily lesson plans as outlined by the regular teacher and
shall leave a written record of the work completed during their length of duty. 08.212

If no lesson plan has been left, the substitute shall confer with the Principal or a fellow
teacher as to how to proceed. If the assignment is to span more than one (1) day, the
substitute should request from the Principal the basic format s/he is required to follow
in developing a plan for the second and subsequent days.

Classroom Management

Although the following general classroom management guidelines are not intended to be
all-encompassing, substitutes are expected to follow them unless otherwise directed by
the school administrator:

®  Be prepared to make adjustments for any unusual changes in school schedules such
as fire drills, altered class schedules or activities for the day. Fach room in the school
has emergency procedures posted or otherwise made available in case of fire,
earthquake, tornado, lockdown or other potentially dangerous situations. Look for
this information and review it prior to the beginning of the school day.

*  [tis the responsibility of the substitute teacher to check with the Principal /designee
to determine if any of the day's assigned students have accommodations under an
Individual Education Plan (IEP) or 504 plan and implement plan provided.

¢ Implement drill/evacuation plans.

®  Display your name where it can easily be scen by all students. Take time before
beginning lessons to tell the class briefly about yourself.

. Let the class know that you will try to follow the normal classroom routine, but also
let them know that everyone does things somewhat differently.

*  Ask the students questions: their names, classroom rules/procedures. The time
spent getting oriented and becoming familiar with the class may make a difference
later in the school day.

¢ Keep a positive artirude. Be positive in your remarks to students. When you are
circulating around the room (a proven and effective management technique)
comment to students on task.

. Try to be sensitive to differences.

*  Any unusual requests from parents or students should be handled by the
Principal /designee.

Dl'lﬂld These are sample provmions r-ly-.-p;ce«h
per your preference.




GENERAL INFORMATION

e Correct the day's work when possible. Organize any student papers and label them
clearly.

e Write a complete, succinct review of the day's activities. Be sure to indicate portions
of the lesson plan that may not have been completed. Mention individual students
who may have been particularly helpful; list any problems that may have arisen.

e Leave the classroom in good order.

e Substitutes teachers shall not do the following:
® Make/rake personal phone calls during class ime;
B Use the internet for personal use; or

¥ FEngage in personal tasks such as reading, knitting, etc.

Whatiif . ..

Unexpected activities can be experienced during a school day and substitute teachers need
1o be prepared o handle all sitations. Following is information about the District’s
procedures for several drills, lockdowns, and other emergencies. It is the responsibility of
the substitute to identify the specific directions that apply to the room/area in which s/he
is teaching,

FIRE
Faculry /staft shall

Substitutes will seck wraining from School Administration or the School Resource
Officer for iraining in the Floyd County Schools Delayed Egress/Evacuation Plan

I the event a fire alarm 15 acovated the following procedures will be followed

al A 180-secund delay nme will begin to assess the situanon and determine the safest
course ol acnon

by Conduct & quick safety sweep of your hallway. Any students in the hallway will be
immediately nstructed w enter your classroom. Immediately lockdown and secure the

roOm Or arca

¢} Close and luck all doors, cover windows, wum off the lights, and reman silent
d) Line up agamst the wall ordinanly used for a lockdown

¢) Stay calm and quiet to avoid panic and confusion.

14

Formatted: Indent: Left: 1.63", No bullets or
numbering, Tab stops: Not at 2"

(

Deleted: Evaluation of Substitutesy

The Principal or regular teacher will complete 2
| btitute evaluation form s requared by Board policy
| and/or District or school procedure §

|
\
J




GENERAL INFORMATION

f) Do not evacuate the room or area untl you are given verbal orders to evacuate by
micrcum or other predetermined system of nonficavon

gl If evacuanion 1s deemed necessary, fullow the designated evacuation route to the
assembly area

h) If evacuation orders are not given within 180 seconds, remain in lockdown until
released i accordance with lockdown procedure.

should an evacuanon order be given while a fire alarm sounds the substitute shall

1. Post in cach rvom and discuss with cach class rules for fire evacuanon, including
student responsibilives. These will include directions on the exits, alternanve exits,
and the ourdoor evacuanon area(s).

&

2. Close all classroom windows and doors before leaving

3. _Tum off all lights and gas jets in the room.
4. Maintun order durng the evacuation and arrange assistance for students with

disabilines

wn

Take roll book and check roll when the class is in its evacuation area. No person is 10
remam in the building during a fire drill,

6.__Report  the Prncipal any student who 1s missing. 05.41 AP.1

BOMB THREAT
The faculty and staff shall:

1. Post in each room and discuss with each class rules for bomb threat evacuation,
including student responsibilities. These will include directions on the designated
exits, alternative exits, assigned evacuation area(s), and designated safety precautions
such as a ban on cell phone or radio use during a bomb threat drill or evacuation.

2. Ifa wntten bomb threat is received, the employee receiving it should preserve it for
investigation by the police for possible fingerprints by handling it as little as possible
while placing it in a protective envelope.

3. Mainrain order during the evacuation and arrange for the assistance of students with
disabilities. Leave doors and windows open.

4. Scan the area noting any items that appear to be out of place, and report same to
Principal/designee. Do not touch or move any unusual items, but notify the head of
the search team.
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Deleted: Firey

Faculty/staff shall:§

Post in each room and discuss with each class rules for
fire evacuation, including student responsibilities. These
will mclude directions on the exits, alternative exits, and
the outdoor evacuation area(s).§

Close all classroom windows and doors before leaving
Turn off all lights and gas jets in the room.§

Mamtamn order during the evacuation and arrange
assistance for students with disabilines §

Take roll book and check roll when the class is in its
evacuation area. No person 1s to remain in the building
dunng a fire drill.§

Report to the Prncipal any student who s missing, 05.41
AP.1y
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6,

TORNADO/SEVERE WEATHER

The faculty and staff shall:

1
2,

GENERAL INFORRATION i

- f

!

Take roll book and check roll when the rlass iz fn its evacuation arez. Other then |
i

adulrs authorized to check the premises, no person is 10 remain in the building
durng a bomb threat or bomb threar ddill,

Report 10 the Principal any student who is missing, 05,43 AP.1

Uttilize designated safe areas during 4 tornado/severs weather drill or waming.

Tasteuct students in the procednres to be used during 8 tomado/severe weather ddll,
watch, or warning.

Maintain order during the drill, watch, vz warning and arrange assistance for students
with diszhilities.

Requite students 1o use onc of the following positions, as appropsiate:
a. Reston knces, lean forward, cover face by crossing arms above face,

b. Siton floor, cross legy, caver face with folded aems,

¢. Ifspace does not pecmit use of the first or sccond suggested position, stand and !
cover face with cxossed arms. Wraps or coats, when readily available, should be |
used as a covedng. |

Remain in the assigned safety area with snudents vadl the all-clear sigaal or recall 1
signal is given.

. Report to the Principal any student who s missiog. 05.42 AP.1 |

10
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Gifts
Any gift presented to a school employee for the school’s use must have the prior approval of

the Supenntendent/designee. After approval and acceptance, gifts become the property of the
Board of Education.

Employees shall not solicit or accept goods, services, or monies, including salary supplements,
from current or potential vendors, school and booster organizations, students, or relatives of
students. (This restnction does not apply to token, inexpensive gifts given by students on
occasions such as Christmas and the end of the school year.) 03.1322

Political Activities

Employees shall not promote, organize, or engage in political activities while performing their
duties or during the work day. Promoting or engaging in political activities shall include, but
not be limited to, the following:

* Lincouraging students to adopt or support a particular political position, party, or candidate;

or

® Using school property or materials to advance the support of a particular political position,
party, or candidate. 03.1324

In addition, KRS 161.164 prohibits employees from taking part in the management of any
political campaign for school board.

17
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EMPLOYEE CONDUCT

Disrupting the Educational Process

Any emplopes who pamicipates in or encowrsges actvifes that disrupt the ondedy
administraion of activities or opemtions may be subject to disciplinary action, including
P

Behavior that disrupts the edecational process includes, bur is not Simited to:
®  Conduct thae threatens the health, safety oz welfare of others;

= Conduct that may damage public or private propeny (ncluding the property of |
staff or visitors);

= Dlegal activity;

% Conduct that interferes with a student’s access 10 educational oppormnites or
programs, indueding ahility to attend, participate i, 204 benefit from instroctional
and extracurdenlar activities; or

=  Conduct that disrupts delivery of services, completion of work responsibilities or
interferes with the ordedy administmtion of District activities or operations.
03.1325

In keeping with these requirements, employecs are sequired to dress appropriately and in i
Leeping with their professions] responsibilifies and say dress code in ploce at the schoal. If
there are questions shont what comstintes svitable attire and pppesrance, substinutes should
confer with their Principal or assigned contact,

Drug-Free/Alcohol-Free Schouols

Employees must not manufzcwre, distdbute, dispense, be wader the influence of, purchase,
possess, Use, or attempt to obtzin, sell or transfer any of the following in the workplace orin
the performance of duties:

1. Alcoholic beverages;

2, Contrnlled substances, prohibited druge aed substances, and drop parsphernstio; end or
say narcotic drug, haflacinogeaic drug, ampheramine, barbiturate, marffna arany oher
contralled substance as defined by fedem] regulion.

3. Substances that "look k" a controlled substance. In instnces involving Jock-like

substances, there orust be evidence of the employee’s intent 1o pass off the irm 2s 2
controlled substance.

In addition, employees shall not passess prescription drugs for the pumpose of sde o
distribution.

i

|
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EMPLOYEE COGNDUCT

Any employee who viclates the teoms of the Disrict's dug-free/aleohol-fres policies may he
suspended, noarencwed or terminated. Vioksions may resul: in notificaden of appropgare
legal officials,

Any employee convicted of any criminal drug smmste involving vse of alcohdd, fiice drugs,
prescuption drugs, or over-the-counter drugs shall, within five (5) working days after recelving
aotice of 2 convicdon, provide notification of the conviction to the Supesintendent.

Teachezs are subject 10 random or periodic drug testing following reprimand or discipline for
miscenductinvolving illegal use of controlled substzoces.

‘The Floyd County Board of Education has established  random drug-testing program
for all saff employed in safety-sensitive positions, The circurnstances under which
substance screenhgmnybc considered are Emited to employes conduct on duty or during
working hotrs, ot on or in Board propesty, or at school-related fonctions of the Distder.

Employecs operating 2 vehicle owned by the Diswicr will submit to dmg testing accarding

to DOT guidelines following an accidenc. 03.13251

Emplayees who know or belicve that the District’s aleohol-free/drmg-free palicies have heen
vinlated must prompfly makea report to thelocal police department, shedff, or Kentucky State
Police, 09.423

Weapons

Except whene: expressly snd specifically permitted by Kentucky Revised Stmnne, casping,
bringing, using or possessing any weapon or dangerous instrument in eay schoal building, on
school grounds, in any schocl vehids, aratany school-spansored activity is prohibited. Bxeept
for Schocl Resource Officers (SROs) as provided in KRS 1584414, and authorized Jaw
enforcement officizls, induding peace officers and police as provided in KRS 527.070 and
KRS 527.020, the Board prohibit carrying concealed weapoas on schoul propexty. Staff
members who violate this palicy ace subject 1o disciplinary action, induding teemination,

Employees who know or believe that this palicy has been vialated must promptly make a
report to thelocal palice department, shesilf, oz Kenmeky Stats Palive, 05.48
Use of School Property

Empluymmmspmﬁlﬂcfnrschunleqmpmmgmpphes,bm]m,ﬁmnm;mdnppam
under their care and wse. Employees shall immediately repent to thelr inmmedinte supesvisor

£y propenty that is damaged, lost, stolen, or vandalized,

No employee shall perform perscaal sesvices for themselives or for others for pay or profit
duding work time and/or using District property or faciliries,

m




EMPLOYEE CONDUCT

Employees may not use any Distrcr faclity, vehicle, electronic communication system,
equipment, or matenals to perform outside work. These items (including security codes and
electronic records such as e-mail) are Diserict property. 03.1321

Use of Personal Cell Phones/Telecommunication Devices

Due to privacy concerns, and except for emergency situations, personally owned
recording devices are not to be used to create video or audio recordings or to take pictures
while on duty or working with students except with pror permission from the
Principal /designee or immediate supervisor. Such devices include, but are not limited to,
personal cell phones and tablets.

For exceptions, see Board Policy 03.13214.

Health, Safety and Security

It is the intent of the Board to provide a safe and healthful working environment for all
employees. Employees should report any secunity hazard or conditions they believe to be
unsafe to their immediate supervisor.

In addinon, employees are required to notify their supervisor immediately after sustaining a
work-related injury or accident. A report should be made 24 houss of the occurrence and prior
10 leaving the work premises, UNLESS the injury is a medical emergency, in which case the
report can be filed following receipt of emergency medical care.

The District shall follow established timelines in policy when making oral reports to the
Kentucky Labor Cabiner to report employee fatalities, amputations, hospitalizanons, including
hospitalization resulting from a heart artack, or the loss of an eye.

File a report After Hours Hotline |

(502) 564-3070 (800) 321-6742

For information on the Distrct’s plans for Hazard Communication, Bloodbome Pathogen
Control, Lockout/ Tagout, Personal Protective Equipment (PPE), and Asbestos Management,
contact your immediate supervisor or see the Distrct’s Podcy Manual and related procedures.

Employees should use their school/worksite two-way communication system to notify the
Principal, supervisor or other administrator of an existng emergency. 03.14/05.4




EMPLOYEE CONDUCT
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Assaults and Threats of Violence

Employees should immediately report any threats they receive (ormal, written or electronic) to
their immediate supervisor. A “threat” shall refer to a communication made by any means,
including, but not limited to, electronic and/or online methods. A wrtten report of violent
acts is to be submitted to the Supenntendent/designee. 09.425

Substitute teachers should consult with the Principal/designee when serious inadents occur
to make sure that students are disciplined consistent with the School Code of Acceptable
Behavior and Discpline and related policy and procedures.

Civility

Employees should be polite and helpful while interacting with parents, visitors and members
of the public. Individuals who come onto District property or contact employees on school
busmess are expected to behave accordingly. Employees who fail to observe appropriate
standards of behavior are subject to discplinary measures, including dismissal.

In cases involving physical attack of an employee or immediate threat of harm, employees
should take immediate action to protect themselves and others. In the absence of an immediare
threat, employees should attempt to calmly and politely inform the individual of the provisions
of Policy 10.21 or provide him/her with a copy. If the individual continues to be discourteous,
the employee may respond as needed, including, but not limited to: hanging up on the caller;
ending a meeting; asking the individual to leave the school; calling the site
administrator/designee for assistance; and/ or calling the police.

As soon as possible after any such incident, employees should submit a written incident report
to their immediate supervisor. 10.21

Tobacco, Alternative Nicotine Product, or Vapor Product

The use of any tobacco product, altemative nicotine product, or vapor product as defined in
KRS 438.305 is prohibited for all persons and at all tmes on or in all property, including any
vehicle, thatis owned, operated, leased, or contracted for use by the Board and while attending
or participating in any school-related student trip or student activity and is in the presence of
a student or students.




EMPLOYEE CGONRBUCT

School employees shall enforce the policy. A person in vickticn of this policy shall be subject
to discipline or penalties 23 set farth by Board. 03.1327

Acceptable Use of Technology |

The Board supports reasonable access to vadons informadon formars for studenty,
cmployees and the community zad believes it is incumbent upon users fo wilize this
privilege in 2n appropriate aud responsible manner as required by policy end related
proceduses, which agply to all parties who use District techaology. Cenified employees
are required to follow Board policy and administrative procedures and guidelines
designed to provide gutdance for access to electronic mediz.

If you have quesdons about what constitutes acceptable use, please check with the
Principal/designee. 08,2323

Materials Used with Students .
Allmatrrisls presented for stadent nse or viewing shall be reviewed by the teacher before use. |
!
1

Exeeptinng shall be current events programs sod programs provided by Kenmucly Bdncationa]
Telwoision.

Unless the Principal grants 2n exception based on documentation that the entire video s
direcdy related 10 the content being taught, rather than showing an entire film, only clips
of videos shall be used to highlight core content concepts, 08,234

Controversial I[ssues

Teachers are expected to exercise reasonsble 20d prodent jedgment in the selection znd nse of |
materdals and discussion of fssues in their classrocms. All classroom materisle shall be current,
relevant, and sipnificant to the instroctionsl program., Matedzls shall be appropriate for end [
within the znge of the knowledpe, understnding, age and matudty of students,

Neitherissues nor materials that have a potentially disroptive effect on the educarions] process
ghall be discussed or chosen. Teachers who suspect that materals oc & given issue may be
inconsistent with this policy shall coafer with the Principal prder 10 the classmom use of the
materials or discussion of the issue. 1 the Prindpad is in doubt, 8/he ehall confer with the
Superintendent. §8.1353

Search and Seizure

Unless otherwise permitted by policy 09.436, only those certified personnel directly responsible |
for the conduct of the pupl or the Principal of the school the student attends are suthorized |
toseanch the stedend’s persen or bis or ber personal effects. Before 2 student’s outer dothing,
pockers, or pesonal effects (g, handbags, backpacks, etc) are scarched, there must be |
reasemable grounds to helieve the scanch will seveal evidence that the smdent has viclated oz is
vislating either a school nile or the law o possesses an ftem harmfid to the school and its
sudenre. Search of a pupil’s person shall he conducted only with the express autherity of the

{

|
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EMPLOYEE CONDUCT

Unless otherwise permitted by policy 09.436, no search of a pupil shall be conducted in the
presence of other students. No strip searches of students shall be permitted. 09.436

Child Abuse

Any school personnel who knows or has reasonable cause to believe that a child under
eighteen (18) is dependent, abused or neglected, or a victim of human trafficking, or is a victim
of female genital mutilation shall immediately make BB report to a local law enforcement
agency, the Cabinet for Health and Family Services or its designated representative, the
Commonwealth’s §lCounty Attorney]

Teachers shall complete Board selected training on child abuse and neglect prevention,
recognition and reporting by January 31, 2017 and every two (2) years thereafter. Teachers
hired after January 31, 2017 shall complete the training within mnety (90) days of being hired,
and every two (2) years thereafter. 09.227

Reporting telephone numbers:
Social Services 606-889-1724
Police Dispatch 606-886-1010
| hefiDipuch 606.886.6171
State Police 606-433-71711
County Attorney 606-886-6863
Emergeacy a1
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Corperal Punishment
Emplayees shal not utilize comporal punishment os o penalty or punishment for smudent

dmr——an

EMPLOYEE CONDUCT

mishehavior Corpoml punishment shall refer to the deliberats infliction of physical pain ona
student by ey means, 62.433

Use of Physical Restraint and Seclusion
Use of physical restrzint and seclusion shall be in gccordance with Beard policy and

procedure, 09.2212
Retention of Recordings

Emgployees shall comply with the statntory requirement that school officils are to semin any
digita, video, or sudio recarding 25 required by law. 0161

Required Reports !

Although you may be directed to maloe additional reporrs, the foflowing repore are required
by law and/or Board policy:

Within seventy-two (72) hours of the discovesy o notification of & security breach, the
District shall notify the Comsmissioner of the Kenracky Stare Police, the Aunditor of Fublic
Accounts, the Attorney General, a0d the Education Commissioner. 0L61

An employee shall seport to the Supedatendent if the emplogee hes been found by the |
Cabinet for Health and Family Services 0 have sbused or neglected 2 child, and if the |
employes has weived the right to sppeal such a substatiated finding or the findiag has !
been upheld upon appeal. 83.11 1
Report to the immediate supervisor damaged, lost, stalen, or vandalized school propesty |
arif Distict property has been used for unanthorized purpeses, 05,1321 |

Ifyou have been authorized to use such messures, notify the Prncipal 23 soon as possible I
when you use seclusion or physical resteint with a snudent, but no latee than the end of [
the schocl day on which it ocrurs, mnd document fn writing the incident by the end of the |
next schoal day, 09,2212 :

I£ jou know ar belicve het the Disticts alcchal-fie/dngfree policics have been |
violared, promptly make 2 mport to thelocal police department, shexiff, or Kentucky State

Tolice, Thig is requiced if you koow ar have reasanshle cause 1o believe that conducthos |
occurred which constitutes the use, possession, or sale of controlled substances on the ‘
school premises or within one thousand (1,000) fest of schoal premises, on 2 school bus,
arat a schocl spensored or sanctioned event, 03.13251/09.423 |

% |




EMPLOYHE CGCNDUCLT

Upoa the request of a victim, school personnel shell zeport an act of damestic violence
and gbuse or dating vidence and abuse to a law enforcement officer. Schodl pesonne]
shall discoss the report with the victim prior 10 contacting a law enforcement officer.

School persormel shall report to a law enforcement officer when s/he has a belief that the
death ofa victim with whom s/he hashad 2 professional ineraction is related to domestic
viclence and sbuse or dating violence and abuse. 03.13253/09.425

Immediately repost to Prncipal after sustaining a work-related injury oracddent and also
report potential safety or security hazards tn the Principal 03.14/05.4

Report to the Principal /immediate supervisor or the District's Title IX Coordinatorifyou,
another employee, a student, or 2 visitor to the school or Districe is being or has been
subjected to harasement or discrimination, 83,162/09,42811

Employees who believe orhave been madz sware thar they or any other employes, smden,
o visitor has been subject to Titde IX Sexual Hamssment shall repart & to the TIXC,
Failure 10 malte such 2 report shall be grounds for discipline up o and induding
teomingtion, If the knowledge of 1he zeporting party gives rise to reasomable cause o
believe that the reported conduct constimtes child shuse Poliy 09.227 or a seportable
ciminal offense Policy 09.221, notification of state officials shall be made 25 required by
taw. 03.1621/05.428111

If you suspect that finendial fiand, improprety oc imegularity hes occurred, immediately
xeport those suspicions 1o Principal or the Superintsndent. If the Superintendent is the
alleged party, employees should address the complaint to the Board chafrperson, 84,41

Report to the Pdncipal any stodent who is missing duting or after o
fire/tomado/severe weather/homb threar ddll or evacuation. 05.41 AP.1/05.42
AP1/05.43 AP.1

‘When potified of 2 bomb threat, scan the atea noting any items that appear ta be om .

of place, and report same to Frndpal/dedignes. 0543 AP.L

Ifyouknow ot belicve that the District’s weapon policy has been violared, prompily male
areport to the local police department, shedff, or Kentucky State Police. This is sequired
when you know or have reasonahle rense 1o believe that conduct has ovcurred which
constitutes the carrying, possession, or use of a deadly weapon on the schodl premises or
within one thowsand (1,000) feet of school premises, on 2 schoal bus, or at a schodl
sponsored or sancticned evear. 05.48

Distrct emplayees who know orhave reasonghle canse 1o believe that n studenthas been
the victim of a vidlation of any felony offense specified in KRS Chaprer 508 (2ssault and
selated offenses) committed by another student whils on school premises, on school-
sponsored tasportation, or at 2 school-sponsored event shall immediarely cause an oml
orwritten repoct to be made to the Pencipal of the echool antended by the victim.




EMPLOYEE CONDUCT

The Principal shall nonfy the parents, legal guardians, or other persons exercising
custodial control or supervision of the student when the student is involved in such
an incident.

Within forty-eight (48) hours of the onginal report of the incident, the Principal also
shall file with the Board and the local law enforcement agency or the Department of
Kentucky State Police or the County Attorney a written report containing the
statutonly required information. 09.2211

If you know or have reasonable cause to believe that a child under eighteen (18) is
dependent, abused or neglected, or a vicim of human trafficking, or is a victim of fernale
genital mutilation, you shall immediately make [l report to a local law enforcement
agency, the Cabinet for Health and Family Services or its designated representative, the
Commonwealth’s llCounty Attomey, md_m the Principall (See Child
Abuse section.) 09.227

Distrct employees shall report to the Principal or to their immediate supervisor those
situations that threaten, harass, or endanger the safety of students, other staff members, or
visitors to the school or District. Such mstances shall include, but are not limited to,
bullying or hazing of students and harassment/ discrimination of staff, students or visitors
by any party. In senous instances of peer-to-peer bullying/hazing/harassment, employees
must report to the alleged victim’s Principal, as directed by Board Policy 09.42811.

In cerrain cases, employees must do the following:

1. Report bullying and hazing to appropriate law enforcement authorities as
required by policy 09.2211; and

2. lnvestigate and complete documentation as required by policy 09.42811
covering federally protected areas. 09.422

Report to the Principal any threats you receive (oral, watten or electronic). 09.425
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EMPLOYEE CONDUCT

Cade of Ethics

The District requires that cerdfied staff, including substitute teachers, adhere to the following
Code of Ethics (SOURCE: 16 KAR 1:020):

Section 1, Cestified personnel in the Commomwealth:

(1) Shall eeve toward excelleace, recognize the importance of the purswit of truth, urture
democntic dtizenship, and safsguaed the freedom to leam and to teach;

(2) Shall believe in the worth and dignity of cach human being and in cducational
oppornmities for all;

(3) Shall stive to uphdld the sesponsibilities of the education profession, including the
following obligations to students, 1o pacents, and to the edueation profession:

(@) To smudenes:

1, Shall provide students with professional education servicesinan i
manner and in consonzace with accepred best practice knewm to the edacatos;

2 Shal respecrthe constitutional dghts of all students;

Shall tzke reasenable measures to protect the health, safety, and emotional well-
being of students;

4. Shall not use professional relationships or authority with smdents for personal
advantage;

5.  Ghall keep in confidence information about stedents which has been gbtzined in
the course of professionsl sevice, unless disclosure serves professional purposes
or i3 required by law;

6. Shall not knowingly make false or malidous smiements about studemts or
colleagues;

Shall refrzin from subjecting stndeats 1o eatbarmssment or dispamgement; and

8.  Shall not engapge in any sexmlly wlated hehavior with a stedent with or without
coasent, but shall sruintain a profssional approach with students. Sexually related
behavior shall include such behaviors as sexual jokes; sexmal remarks; sexuzl
lidding or teasing sexml innuendo; pressure for dates or sexual favors
insppropriate physical touching, kssing, or grabbing; mpe; threats of physical harm;
and sexual assault

-




EMPLOYEE CONDUCT

{b) To parents:

1

2

Shall mzke reasonable effoct ta communicate to patents informatica which should
be revealed in the interest of the student;

Shalt endeavor to understand commumity cultures and diverse home eovironments
of snulents;

Shall nor knowingly distort or suisrepresent fitcts concoming educadonal fvues;

Shall distinguish between personal views aad the views of the employing educational
agency;

Shall pot interfere in the exerdee of polifedl pnd drizenship fghe and
responsibilites of others;

Shall not use institwtional privileges for private gain, for the promotion of politcal
candidates, or for partisan political nctivities; and

Shall not aceept gratuities, pifts, or favors thar might frmpair or appesr 1o jmpeie
professional judgment, and shall net offer any of these to obtzin gpecial advanmge.

0} To the education profession:
© pro

1

2

Shall exemplify behaviors which mainrmin the dignity and integsity of the profession;
Shall accord just and equitable treatment to all members of the professiva in the
exexcise of their professicnal fights and responsihiides;

Shall keep in confidence information acquired about colleagues in the couse of
employment, vnless dsclomire serves professional prrposes or i required by law;

Shall not use coercive means or give special treamment in onder to influence

Shall apply for, accept, offer, or assign 2 position or resporsibility coly on the basis
of profesgional prepamtion and lege! qualifications; and

Shall not knowingly falsify or missepresent records of fact relatiog to the educateds
own qualifications or those of other professionals,

Section 2. Violation of this administetive segnlation may resultin cause to initiate proceedings
forrevocation ot suspension of Kentmrky certification es provided in KRS 161,120 zod 704
XAR 20:585.

- . —




Appendix |
l
Substitute Information Update Form ]

TO: Humsn Resources |
Substitte: List Managers .

NAME OF SUBSTITUTE: 1

L3 1 hereby request 1o be semoved from thelist of approved substitate teachers. :

I3 1 wish to remsin on the list of approved substitute teachess for the upcoming school year.
PREFERENCES:
El Allgchodls L ‘These schools only:

[0 Migmdes LThesegrades oy 1

SECONDARY LEVEL:

01 Allsubjecrs [ 'These subjects odlp:

B3 “The following is new information:
Neme;
Miiling Address
Telephone #: Emergency Contactéf:
Emsail Address:
New cenification (frrther documnentation will be required);

Sipnazure Date !
Retom this signed form ta the Central Qffice to headded to your personned file. !
|




Professionat Substitute Checklist

BEFORE Cr.ASS :

ARRIVAL :

B Repax ta Principal/scheol office. 0 Wrteyourname on the board.

O  Ask shout IEP/564 plans and extrz I Scan lesson plans ond Incate materials m be
dutics aesipned to the regular teachen used. 1

O Obtain keys, daily schednls, lesson [ Locate znd review building  evaccaton
plans and teacher’s gradde book. directions, ]

O Ask how to report tardy or zbeeat 00 Check for posted fizs dell, bomb threat, Inck-
students and how to refer a student to down, tamado and other safety related
the office. Instractions.

Chexlc the teacher’s mailbor, O  Review class mitles 28 posted or Hsted in the
teacher’s lesson plans,

Tocate teachers” restronms znd work B When the ball singe, stand in the doorway and

roum/Iounge. geeet students as they enter,

O Introduce poursclf to teachers zdjacent B Use the seating chart, if provided, to wzke
to your clzesroom. aftendance.

TRERESTOEYQUR DAY DEPARTURE

O Greetsmdentsat the doorand fovolve [ Instruct students to straighten and clean their
them in a leaming activity sighr away. work areas.

O Resiew the scheduls and voutite with [ Remind stndents of homework:
the class, .

O Camyoutthelessonplansondassipned I3 Complete ony forms the teacher/Prndpal
daties to the best of your abilifies, dizected you to prepare.

O Impravise if needed by extending LI Yezve the teacher 3 note of what was or was
practice, claborating on activites, or not accomplished; atuch 2ty documents
supplementing leeson plans. received that day, )

O  Use planning dme to grade wosk and [0 Organizeand label work tumed In by smdeats.
prepare for the semainder of the day or
the next, if you wilt be reteming, i

O Checkthe teachers mzitbax durdngthe O Close windows, tum off equipment and lights,
day. and leave the zoom in good order before you

lock the dac, if directed to do so. i

O Bc Giy, fexible gnd consistent a1 O Tom in keys, grade book, znd any moncy
dealing with stodents, collected to the office, listing wha tamed in the

money and for what purpose. ]

O Be podive and respectfil in your T

interactions with stodents and staff.

Confirm if yon will be needed again the next
day. i

|
|
!
|
|

!




Acknowiedgement Ferm

2023-2024 School Year

5,

bave received 2 copy of the Subsdane
Ermployes Name

Teacher Handbogk issued by the District underztand and egree that I am 10 review this
handbook in detadl, consult District and schoal policies and procedures, and direct any
queastioas conceming the contents of this material with my Prneipal/supervisor if ] have
any questions.

I undesstand and agree:

L

that this handbook 1s intended s o genemt guide to District persoane] polices and
procedures and that it is not intended 1o create any sort of contract between the
District and any one or all of its employees;

that the Distrct may modify any or all of the referenced policies and procedures, in
whole or in pazt, st any time, with ox without prdor notice; and

that in the event the District modifies any of the information coamined in this
hendbock, the changes will become binding on me immediarely upon issuance of
the new or cevised policy or procedure by the Distdcr.

I understand that at an employee of the District I ant required to rrvieo and follow the information set
forth in this Emplayee Handbook and I agree 1o da 1o,

Emplayze Name (phase print)

Signature of Emplayes Datz
Remm this signed form 1o the Central Office.
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