EXPLANATION: THESE CHANGES CLARIFY THAT PUBLIC REVIEW IS TO BE IMPLEMENTED ACCORDING TO POLICY REQUIREMENTS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.

POWERS AND DUTIES OF THE BOARD OF EDUCATION
$01.111 AP.2

District Planning Committee

School Year _________________

Members Appointed by the Superintendent:

	Student(s)
	Parent(s)1
	Community Representative(s)1
	Board Member(s)2
	Teacher(s)
	Principal(s)
	Central Office Administrator(s)
	Classified Staff

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


1The Board may propose to the Superintendent candidates to serve as community and parent representatives.
2The Board shall select its representative(s) to the committee.
Committee Appointments Approved by the Board on ________________________

Date

Orientation/Training

Orientation and/or training was provided to committee members on the following topics:

	Areas
	Facilitator/Trainer
	Date(s) Provided

	( Appropriate stakeholder input into the development and review of the plan
	
	

	( Planning skills to assist in developing required plan provisions
	
	

	( Identifying sources of assistance to address reduction of physical and mental health barriers to learning and established gap targets
	
	

	( Other:
	
	

	( Other:
	
	


As appropriate, the Superintendent shall provide the committee with pertinent District data, including but not limited to: student academic performance and noncognitive data, the school facilities plan prepared by the Local Planning Committee, and the most recent annual performance report.

POWERS AND DUTIES OF THE BOARD OF EDUCATION
$01.111 AP.2


(Continued)

District Planning Committee

Process Guidelines

The Committee shall:

1. Identify data to be collected and analyzed, which must include an annual review of disaggregated assessment data.

2. Review gap targets established by the Board.

3. Conduct a needs assessment based on a model of the District’s choice, examples of which include, but not be limited to:

· A process aligned with the Kentucky Standards and Indicators for School Improvement (SISI); or

· The Southern Association of Colleges and Schools (SACS) process.
4.  Use the Board designated reporting format.

5.  Develop goals and activities to enhance student achievement.

6. Schedule a public meeting at which the information is discussed by various stakeholders (Board and council members, students, District staff, and citizens).

7. Conduct required implementation and impact checks each year to evaluate plan activities and achievement of plan goals and objectives, with results to be reported to the Board.

The Committee also shall provide information and updates, as directed by the Superintendent/designee, to promote communication and coordination between the District Planning Committee and school councils.

8. Schedule an update of the plan at least once a year.

9. Submit updated plan to Superintendent and Board, school staff, school councils, and the community for review and comment as directed by Policy 01.111.

10. Maintain copies of the plan for five (5) years and other documentation to illustrate compliance with state and federal requirements.

POWERS AND DUTIES OF THE BOARD OF EDUCATION
$01.111 AP.2


(Continued)

District Planning Committee

Format of Written Plan

	Component
	Person(s) Responsible
	Target Date
	Date Completed

	mission statement
	
	
	

	goals (focusing on student performance and achievement gaps)
	
	
	

	objectives (district/school changes needed to reach goals)
	
	
	

	priority needs:

· addressing student performance weaknesses

· closing achievement gaps
	
	
	

	
	
	
	

	
	
	
	

	action components (strategies & activities) consistent with board/council roles

note: An action component is not required for every standard and indicator listed in the SISI.
	
	
	

	budget by location & program for plan activities and each school plan
	
	
	

	method to evaluate plan
	
	
	

	scheduled implementation & impact check(s) including reports to the board – 

recommended at least once annually
	
	
	

	summary of process used to develop plan
	
	
	


     
     
EXPLANATION: THE 2010 GENERAL ASSEMBLY AMENDED KRS 156.557 TO CLARIFY WHAT SUPERINTENDENT EVALUATION ACTIVITIES MAY TAKE PLACE IN CLOSED SESSION AND WHICH ACTIVITIES MUST BE DONE IN OPEN SESSION. OTHER CHANGES ARE BASED ON RECOMMENDATIONS FROM KSBA SUPERINTENDENT EVALUATION SERVICE STAFF.

FINANCIAL IMPLICATIONS: MINIMAL COST TO REPRINT FORMS
ADMINISTRATION
$02.14 AP.2

Evaluation of the Superintendent
Performance Standards

Instructions

1. Attached are the forms to be completed by each Board member rating each of the performance standards. A separate page is provided for each performance standard. Each Board member should rate all of the performance standards.

2. Each performance standard has performance indicators listed below it. These performance indicators suggest objective measures to consider; do not rate each performance indicator separately. Only rate the overall performance standard.

3. Your comments in support of your rating will be helpful during the Board discussion for preparation of the summative evaluation form.
4. Each Board member’s forms should be returned to the Board Chair or designated Board member for compilation.
5. 
6. 
	In implementing the evaluation process, all discussions and actions during a Board meeting regarding evaluation of the Superintendent shall be conducted in open or closed session in keeping with Policy 02.14 and applicable legal requirements.


ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 1: LEADERSHIP AND DISTRICT CULTURE

This standard stresses the Superintendent’s performance in leadership through empowering others, visioning, helping shape school culture and climate, and understanding multicultural and ethnic differences.
Performance Indicators:

(Do not rate individual indicators. These are listed only to help you think about the standard.)

1.1
Facilitates a community process to develop and implement a shared vision that focuses on improving student achievement.

1.2
Promotes academic rigor that focuses on learning and excellence for schools.
1.3
Creates and supports a community of learners that empowers others to reach high levels of performance to achieve the school’s vision.
1.4
Models learning for staff and students.
1.5
Promotes understanding and celebrating school/community cultures.
1.6
Promotes and expects a school based climate of tolerance, acceptance and civility.
1.7
Develops, implements, promotes and monitors continuous improvement processes.
The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 2: POLICY AND GOVERNANCE

Working with the Board to formulate internal and external District policy, defining mutual expectations of performance with the Board and demonstrating good school governance to staff, students and the community at large.
Performance Indicators:

(Do not rate individual indicators. These are listed only to help you think about the standard.)

2.1
Understands and articulates the system of public school governance and differentiates between policy-making and administrative roles.
2.2
Establishes procedures for Superintendent/Board interpersonal and working relationships.
2.3
Understands and interprets the role of federal, state and regional governments, policies, and politics and their relationships to local Districts and schools.
2.4
Uses legal counsel in governance and procedures to avoid civil and criminal liabilities.
The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 3:
COMMUNICATIONS AND COMMUNITY RELATIONS

This standard emphasizes the skills necessary to establish effective two-way communications not only with students, staff and parents, but the community as a whole including beneficial relationships with the media. It also stresses responding to community feedback and building community support for the District.
Performance Indicators:

(Do not rate individual indicators. These are listed only to help you think about the standard.)

3.1
Develops formal and informal techniques to gain external perceptions of District.
3.2
Demonstrates effective communication skills (written, verbal and non-verbal contexts, formal and informal settings, large and small group and one-on-one environments).
3.3
Promotes involvement of all stakeholders to fully participate in the process of schooling.
3.4
Establishes effective school/community relations, school/business partnerships and public service.
3.5
Understands the role of media in shaping and forming opinions as well as how to work with the media.
The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 4: ORGANIZATIONAL MANAGEMENT

This standard requires the Superintendent to gather and analyze data for decision making and for making recommendations to the Board. It stresses the skills necessary to meet internal and external customer expectations and to effectively allocate resources.
Performance Indicators:

(Do not rate individual indicators. These are listed only to help you think about the standard.)

4.1
Demonstrates budget management including financial forecasting, planning, cash-flow management, account auditing and monitoring.
4.2
Develops and monitors long-range plans for school and District technology and information systems, making informed decisions about computer hardware and software, and staff development and training needs.
4.3
Demonstrates knowledge of school facilities and develops a process that builds internal and public support for facility needs, including bond issues.
4.4
Establishes procedures and practices for dealing with emergencies such as weather, threats to the school, student violence and trauma. 

4.5
Implements appropriate safety and security practices in schools

*4.6
Meets reporting deadlines as required by statute, regulatory agency, local policy or Board action.

The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

*Recommended by Educational support groups.

ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 5: CURRICULUM PLANNING DEVELOPMENT

This standard addresses the Superintendent’s skills in staying up-to-date in curriculum, teaching, learning and testing theories. It requires the Superintendent to make sound recommendations for learning technologies.
Performance Indicators:

(Do not rate individual indicators. These are listed only to help you in thinking about the standard.)

5.1
Develops core curriculum design and delivery system based on content and assessment standards and best practices.
5.2
Establishes curriculum planning to anticipate occupational trends and school-to-career needs.
5.3
Uses child development and learning theories and the process to create developmentally appropriate curriculum and instruction.
5.4
Includes the use of computers, the Internet, networking, distance learning and other technologies in educational programming.
5.5
Assesses student progress using a variety of appropriate techniques.
5.6
Involves faculty and stakeholders in enhancement and renewal of curriculum to ensure alignment of curriculum, instruction and assessment.
The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 6: INSTRUCTIONAL LEADERSHIP

Standard #5 addresses what is to be taught; this standard emphasizes how it should be taught. It emphasizes the skills required to ensure that the most effective teaching techniques are in place and that all instructional resources are used to maximize student achievement. This standard also requires applying research and best practices with respect to diversity sensitivities.
Performance Indicators:

(Do not rate individual indicators. These are listed only to help you think about the standard.)

6.1
Collaboratively develops, implements and monitors change process to improve student and adult learning.
6.2
Formulates plan to assess appropriate teaching methods, classroom management and strategies for all learners.
6.3
Analyzes available instructional resources including applications of technology and assigns them in cost effective and equitable manner to enhance student outcomes.
6.4
Establishes instructional strategies that include cultural diversity and differences in learning styles.
6.5
Applies effective methods of providing, monitoring, evaluating and reporting student achievement and uses good research and assessments to improve the learning process.
6.6
Encourages various staffing patterns, student grouping plans, class scheduling plans, school organizational structures, and facilities design processes to support various teaching strategies and desired student outcomes.
The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 7: HUMAN RESOURCES MANAGEMENT

This performance standard requires skills in developing and implementing a staff performance-evaluation system. It also requires skills in applying ethical, contractual and legal requirements for personnel selection, development, retention, promotion and dismissal.
Performance Indicators:

(Do not rate individual indicators. These are listed only to help you think about the standard.)

7.1
 Demonstrates use of system and staff evaluation data for personnel policies, decision-making, promotion of career growth and professional development.
7.2
 Identifies and applies appropriate policies, criteria, and processes for the recruitment, selection, induction, compensation and separation of personnel with attention to issues of equity and diversity.
*7.3
Mentors and coaches administrators throughout the District.
The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

*Recommended by Educational support groups.

ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 8: VALUES AND ETHICS OF LEADERSHIP

This standard requires the understanding and modeling of appropriate value systems, ethics and moral leadership. It also requires Superintendents to exhibit multicultural and ethnic understanding and to coordinate with social agencies and human services to help students grow and develop as caring, informed citizens.
Performance Indicators:

(Do not rate individual indicators. These are listed only to help you think about the standard.)

*8.1
Models and demonstrates multicultural and ethnic practices and is responsive to needs of diverse populations.
8.2
 Describes role of schooling in a democratic society.
8.3
 Manifests a professional code of ethics and demonstrates personal integrity.
8.4
 Models accepted moral and ethical standards in all interactions.
8.5
 Explores and develops ways to find common ground in dealing with difficult and divisive issues.
8.6
Promotes the establishment of moral and ethical practices in every classroom, every school, and throughout the District.
The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

*Recommended by Educational support groups.

ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 9 – STUDENT ACHIEVEMENT & LEARNING*
This standard recognizes that improving student achievement is a critical component of the Superintendent position. It requires that the Superintendent take responsibility for District oversight of student learning.

Performance Indicators:

9.1
Facilitates the development, articulation, implementation, and stewardship of learning.

9.2
Advocates, nurtures and sustains school culture and instructional programming conducive to student learning.
9.3
Ensures management of the organization, operations, and resources for a safe, efficient, and effective learning environment.
9.4
Collects and analyzes assessment data and maintains up-to-date records of student progress, using technologies as appropriate.
9.5
Understands data analysis, how it applies to school and District student achievement goals and demonstrates how to use this data to prioritize decisions and drive change that will improve student learning.
9.6
Understands and demonstrates how to use assessment data to determine and address curricular gaps.
9.7
Demonstrates the need to identify and remove barriers to student learning.
9.8
Secures and utilizes a variety of appropriate school and community resources to support learning.
9.9
Understands and demonstrates that school improvement goals are connected to student learning goals.
9.10
Understands and demonstrates that professional development needs to be aligned to the analysis of test data.
9.11
Communicates student achievement expectations to staff and stakeholders.
9.12
Assesses and analyzes the effectiveness of instruction and makes appropriate changes or recommendations to instruction based upon feedback, reflection, and assessment results.
9.13
Assesses programs and curricula; proposes appropriate recommendations and needed adjustments.
The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

*Recommended by Educational support groups.

ADMINISTRATION
$02.14 AP.2

(Continued)

Evaluation of the Superintendent

Standard 10: LABOR RELATIONS

This performance standard requires the Superintendent to provide technical advice to the Board during labor negotiations, to keep the Board apprised of negotiation status, to understand and effectively administer negotiated labor contracts, and to keep abreast of legislative changes affecting the collective bargaining process.

Performance Indicators:

(Do not rate individual indicators. These are listed only to help you think about the standard.)

10.1
Develops bargaining strategies based upon collective bargaining laws and processes.

10.2
Identifies contract language issues and proposes modifications.

10.3
Participates in the collective bargaining processes as determined by the Board.

10.4
Establishes productive relationships with bargaining groups while managing contracts effectively.

The Superintendent’s performance for this standard:

0
Unacceptable

1
Needs Improvement

2
Good

3
Excellent

4
Outstanding

Comments:

     
     
EXPLANATION: ON NOVEMBER 21, 2009, THE GENETIC INFORMATION NONDISCRIMINATION ACT OF 2008 (GINA) TOOK EFFECT. GINA PROHIBITS DISCRIMINATION BY EMPLOYERS BASED ON GENETIC INFORMATION ABOUT AN INDIVIDUAL.

FINANCIAL IMPLICATIONS: COST OF REPRINTING FORMS
PERSONNEL
V03.11 AP.21

Request for Personnel Action

The position of ________________________________________ at __________________________ is:

______ NEW _____ VACANCY
(Please Explain )_______________________________________


Classified
__________

Part Time
__________

Full Time __________
Certified
__________

Part Time
__________

Full Time __________
Summer
__________

Temporary
__________


Employ ______
Change Funding Source _______
Change from Part Time to Full Time ____
Transfer _____ 
Compensation Level __________ 
Change from Full Time to Part Time ____
(Complete Section V) 
Step Recommended: ________) 
Number of Days/Weeks __________


1._____________________________________________________
______________________%

2._____________________________________________________
 ______________________%

3._____________________________________________________
 ______________________%

4._____________________________________________________
 ______________________%

5._____________________________________________________
______________________%

TOTAL
100%

Requested by: ____________________________
Building/Program/Dept. Level
Date ________
Approved by: ____________________________
Principal, Supervisor

Date ________
Approved by: _____________________________
Director of Personnel

Date ________
Approved by _____________________________
Superintendent


Date ________

POSTING DATE: ________________________
COPY GIVE TO FINANCE
Date ________


I request that ___________________________________ be transferred from ______________________

(First) 
(MI))
(Last)
(Position)

at ___________________________________ to __________________________effective ___________.

Location)
(Position)
(Date)


I request that __________________________________ be ____________________________________

(First) 
(MI))
(Last)
(One of the items from Section III)

Approved by: ____________________________
Principal, Supervisor

Date ________
Approved by: ____________________________
Director of Personnel

Date ________
Approved by _____________________________
Superintendent


Date ________

DATE BOARD NOTIFIED: ________________
COPY GIVE TO FINANCE
Date ________

The Board of Education does not discriminate on the basis of race, color, national origin, age, religion, sex, genetic information, or disability in employment, educational programs or activities.

EXPLANATION: NCLB REQUIRES THAT PARENTS BE NOTIFIED ANNUALLY THAT THEY MAY REQUEST INFORMATION ABOUT PROFESSIONAL QUALIFICATIONS OF THEIR CHILD’S TEACHERS.

FINANCIAL IMPLICATIONS: COST OF COPYING/SENDING FORMS
PERSONNEL
$03.112 AP.22

- Certified Personnel -

NCLB Qualification Notifications
Notification Re Highly Qualified Teachers
To: ______________________________________
From _______________________


Parent’s Name 
School Name
Date ________________
RE _______________________________
GRADE _________


Student’s Name
Dear Parent/Guardian,

Our school is dedicated to providing the best instructional staff we can to teach our students. However, because our school receives Title I federal funds, the federal No Child Left Behind Act (NCLB) requires us to inform you that your child has been assigned to a teacher not considered “highly qualified” under NCLB to teach the subject at your child’s grade level. Your child

· has been assigned to ______________________________ for _____________________for 


Name of Teacher
Core Subject

this school year.

· has been assigned to ______________________________ for ________________ for the



Name of Teacher
Core Subject

 past four (4) weeks (20 instructional days.)

Please let me know if you have questions about this information (_____________________).

Telephone #

Sincerely, _________________________________

Principal/designee
PERSONNEL
$03.112 AP.22


(Continued)
NCLB Qualification Notifications
Annual Notification - Option to Request Teacher Qualifications

To: ______________________________________
From _______________________


Parent’s Name 
School Name
Date ________________
RE _______________________________
GRADE _________


Student’s Name

Dear Parent/Guardian,

Because our District receives federal funds for Title I programs as a part of the No Child Left Behind Act (NCLB), you may request information regarding the professional qualifications of your child’s teacher(s).

If you would like to request this information, please contact _____________________________ by phone at ___________________________ or by e-mail at __________________________. 

Sincerely, _________________________________

Principal/designee
     
     
EXPLANATION: THIS REVISION IS RECOMMENDED TO REFLECT OCTOBER 2009, CHANGES TO THE FAMILY AND MEDICAL LEAVE ACT IN PUBLIC LAW 111-67.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
PERSONNEL
B03.12322 AP. 21

Request for Family and Medical Leave of Absence

Family and Medical Leave shall be granted under the terms of policies 03.12322 and 03.22322.

Name _____________________ Position/School ___________________ Hire Date _________
I request Family and Medical Leave for the following reason:

	( My personal serious health condition

( Serious health condition of my child 

( Serious health condition of my parent

( Serious health condition of my spouse 

( Birth and care of my newborn child

( Adoption of a child(ren) 

( Placement by the state of a child with me for foster care
	· Covered family member’s active duty or call to active duty in the Armed Forces in support of a contingency plan:

( spouse
( child
( parent
( next-of-kin
(
Covered family member has incurred an injury or illness in the line of duty while on active duty in the Armed Forces that has rendered or may render the family member medically unfit to perform duties of his/her office, grade, rank or rating:

( spouse
( child
( parent
( next-of-kin


( Extension of leave requested earlier on _______________________________________________________.


Date

The leave/extension requested will begin on _________________________ and end on ____________________.


Date

Date

If the request is for Family and Medical Leave on a reduced or intermittent basis for recurring medical treatments for a child, parent, spouse, or yourself, specify dates requested. ____________________________________________

___________________________________________________
________________________


Employee’s Signature
Date

If your spouse is employed by the District and also is requesting FMLA leave concurrent with yours for the same reason, please complete the following information.

Spouse’s Name __________________________Position/School ____________________Hire Date ___________

S/he has requested Family and Medical Leave for the following reason: ( Birth/care of child ( Illness of child 
( Adoption/foster care of a child(ren)
( Military service injury/illness
__________________________________________________
________________________


Spouse’s Signature
Date

This form was received by the following person:

______________________________________________________
________________________


Superintendent’s/Designee’s Signature
Date

Attach completed copy of certification required by notice of eligibility and rights and responsibilities.

NOTES

· FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective bargaining agreement that provides greater family or medical leave rights.

· Employees may file a complaint with the U.S. Department of Labor concerning an FMLA issue.

     
     
EXPLANATION: THE 2010 GENERAL ASSEMBLY ENACTED A NEW SECTION OF KRS CHAPTER 189 PROHIBITING THE USE OF “PERSONAL COMMUNICATION DEVICES” WHILE OPERATING A MOTOR VEHICLE. THIS BAN WILL APPLY TO ALL EMPLOYEES OPERATING A BOARD-OWNED VEHICLE (INCLUDING SCHOOL BUSES).

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
PERSONNEL
R03.1321 AP.1

Staff Use of Telecommunication Devices

Employees issued a telecommunication device are responsible for its safekeeping at all times. Defective, lost or stolen equipment (pagers, digital or cell phones, etc.) are to be reported immediately to the Central Office so that the service provider may be notified.

Telecommunication devices issued to employees are to be returned to the Central Office designee at the conclusion of the school year, activity or as otherwise specified.

Restrictions

· Drivers shall not use a telecommunication device while operating a Board-owned vehicle unless the vehicle is parked or unless there is a bona fide emergency.

NOTE: All drivers shall comply with applicable legal requirements concerning use of cellular telephones and other personal communication devices while operating a Board-owned vehicle.

· Telecommunication devices are not to be used for conversations involving District information of a confidential nature.

· Board-owned telecommunication devices are not to be loaned to others.

Reimbursement

In accordance with the following guidelines, any school employee assigned a school or District telecommunication device shall reimburse the District for any charges that exceed the cost of the basic telecommunication plan:

1. On a monthly basis, the using employee shall highlight, on a copy of the telecommunication device billing, any emergency calls made/received.

2. Once personal calls have been highlighted, the employee shall calculate the cost of emergency personal usage and write a check for that amount to the District.

3. The employee shall submit the check to the Central Office, along with the highlighted copy of the billing statement, for review and recommendation for approval.

     
     
EXPLANATION: THESE CHANGES ARE SUGGESTED TO ADDRESS FERPA AND PENDING PERSONNEL ACTION CONCERNS. IT IS IMPORTANT THAT A DISTRICT RESPONSE NOT BE SO SPECIFIC THAT IT VIOLATES FERPA (STUDENT CONFIDENTIALITY) OR REVEALS INFORMATION THAT IS THE SUBJECT OF A PENDING PERSONNEL ACTION. IN ADDITION, THE DISTRICT MUST INVESTIGATE ALL REPORTS OF HARASSMENT/DISCRIMINATION, WHETHER THEY ARE MADE IN WRITING OR VERBALLY.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
PERSONNEL
$03.162 AP.23

Resolution Response

This completed form shall be provided to both the complainant and the accused party.

Complainant_______________________________________________________________

Last Name
First Name
Middle Initial
Accused Party _______________________________________________________________

Last Name
First Name
Middle Initial
Complaint/Appeal Received _______________
Response Delivered ______________

Date
Date

Investigator’s Name _________________________________________________________
Last Name
First Name
Middle Initial 

The investigation of harassment/discrimination complaint/appeal referenced above has now been completed, and the following determinations have been made:

Did the alleged incident(s) occur based on substantiated information?
( Yes
( No

If “yes”, what type of resolution 
will be implemented by the District? (Check all that apply.)?
( Personnel action
( Measures to protect the complainant
( Action against a visitor
( Action against a student offender
If corrective actions were necessary, have they been initiated?
( Yes
( No
______________________________________________ _________________

Investigator’s Signature
Date

______________________________________________ _________________

Superintendent/designee’s Signature
Date

No one shall retaliate against an employee or student because s/he files a grievance, assists or participates in an investigation, proceeding, or hearing regarding the charge of harassment/discrimination of an individual or because s/he has opposed language or conduct that violates Board policy.

     
     
EXPLANATION: ON NOVEMBER 21, 2009, THE GENETIC INFORMATION NONDISCRIMINATION ACT OF 2008 (GINA) TOOK EFFECT. GINA PROHIBITS DISCRIMINATION BY EMPLOYERS BASED ON GENETIC INFORMATION ABOUT AN INDIVIDUAL.

FINANCIAL IMPLICATIONS: COST OF REPRINTING FORMS
PERSONNEL
S03.21 AP.25

- Classified Personnel -

Recommendation for Employment

Date _____________________________________________

I recommend that ___________________________________ be employed as an _____________________________ employee at ________________________ for the school year effective __________________________________.

Education:

High School/GED _____________________________
Date of Graduation _______________________

Vocational School _____________________________
Date of Graduation _______________________

College/University ____________________________
Date of Graduation _______________________

Experience:

Years of Experience _____ Place of Employment ____________________ Date ___________

	Names of Applicants
	Interviewed
	Date
	References Called
	Minority

	1.
	Yes
	No
	
	Yes
	No
	Yes
	No

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	

	8.
	
	
	
	
	
	
	


Board Agenda Month ______________

Is the applicant related to a Todd County Board of Education member, Superintendent or employee of the District?
_____ YES
_____ NO If yes, Who? _______________________________________

How Related? ___________________________
Position _________________________________

The Board of Education does not discriminate on the basis of race, color, national origin, age, religion, sex, genetic information, or disability in employment, educational programs or activities as set forth in Title IX and VI, and in Section 504.

     
     
explanation: 702 KAR 3:246 is being revised to change the annual deadlines for Boards to notify councils of allocations. the district now must provide councils TWO (2) ALLOCATION noticeS: a tentative allocation NOTICE by March 1 and a final allocation NOTICE by May 1.
financial implications: None anticipated

FISCAL MANAGEMENT
$04.1 AP.2

Budget Planning Timeline

	Month
	Due Dates/Event
	Date Completed

	End of 1st School Month
	Each school site administrator records that school’s official student enrollment for the current school year.
	

	October 
	15 - The Superintendent projects the enrollment for the next five (5) years for each school site and gives that enrollment figure to the school’s administrator. Each site administrator, under the direction of the school council in SBDM schools, shall conduct a needs assessment of program and support services, facility, and maintenance.
	

	November 
	15 - School needs assessment presented to the Superintendent
	

	December
	1 - The Superintendent completes the District needs assessment and presents a summary report to the Board.

31 - Superintendent presents to the Board revenue projections for the District for the ensuing year.
	

	
	
	

	January
	15 - Superintendent presents draft District budget plan, including estimated salary increases, to the Board. Board reviews District priorities along with the educational plan/needs assessment for the District.

*31 - Board reviews draft budget plan and establishes budget parameters for the ensuing school year.
	

	
	
	

	March
	*1 - Board provides tentative notice of allocations to school councils. Superintendent recommends any demotion of administrators and/or abolishment of positions.

2 - Based on the educational plan/needs assessment developed earlier, the site administrator begins work with parent and teacher groups on development of the school budget.
	

	
	
	

	April
	1 - School council adopts school working budget and presents to the Superintendent.

15 - Superintendent and/or council members present school council budgets to the Board for review.
	

	
	
	

	May 
	*1 - Board provides final notice of allocations to school councils.
*15 - Superintendent notifies certified staff of any reduction(s) in responsibilities no later than ninety (90) days before the first student attendance day of the school year or May 15, whichever comes first.

*30 - Board adopts tentative working budget, including salary schedules.
	

	
	
	

	
	
	

	June
	30 - By this date, each school/school council shall make an annual report at a public meeting of the Board describing the school’s progress in meeting the educational goals set forth in KRS 158.6451 and District goals established by the Board. (KRS 160.345)
	

	July
	*1 - Board sets tax rates. (Date may vary, depending when tax rates are certified by the Chief State School Officer per KRS 160.470.) Board must levy rates and send them to KDE within 30 days of receiving assessment data.

25 - Annual financial report and balance sheet submitted electronically to KDE.
	

	
	
	

	September
	*15 – Staffing allocations to school councils are adjusted if changes in enrollment occur.

*30 - Board adopts a working budget to be submitted electronically to KDE.
	

	
	
	

	*Board action required by statute and/or regulation


EXPLANATION: BASED ON CHANGES TO THE MODEL PROCUREMENT CODE (KRS CHAPTER 45A), USE OF A REVERSE AUCTION IS NOW AN OPTION.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
FISCAL MANAGEMENT
E04.32 AP.1

Procurement

A. Conditions, including emergencies, and procedures under which purchases may be made by means other than competitive sealed bids.

Purchasing officers are authorized to acquire goods, services, or construction through non-competitive negotiation under the following circumstances providing a written determination is made that competitive bidding is not feasible. If available, quotes from three suppliers shall be secured. At least one (1) of the following conditions shall be met:

1. An emergency has been determined.

An emergency condition is a situation which creates a threat to public health, welfare, or safety such as may arise by reason of floods, epidemics, riots, and equipment failures. The existence of such a condition creates an immediate and serious need to supplies, services, or construction that cannot be met through normal procurement procedures and the lack of which would seriously threaten (a) the functioning of the District; (b) the preservative or protection of property; (c) the health or safety of any person. When such conditions exist, the Superintendent and designated purchasing agents are authorized to purchase through non-competitive negotiation. The determination of an emergency and the details of the procurement shall be stated in writing and reported to the Board at its next regular meeting.

2. The product or service to be procured is available from a single source.

3. A necessity is temporarily unavailable from the contracted supplier.

When a particular necessity is temporarily unavailable from the contract supplier and the purchasing officer makes a written determination to that effect, the purchasing officer has the authority to treat such items as a single source of services or products and has authority to proceed to procure the same by non-competitive negotiation.

4. Contracts for services.

The District may contract for the services of licensed professionals such as attorney, physician, psychiatrist, psychologist, certified public accountant, registered nurse, or educational specialist: technicians such as plumber, electrician, carpenter, or mechanic; or an artist such as a sculptor, aesthetic painter, or musician; printers for special projects. This provision shall not apply to architects or engineers providing construction management services rather than professional architect or engineer services.

Noncompetitive negotiations for services of licensed professionals shall occur only when specialized training is required of the contractor, when a specific program or service can be delivered by only one or a few individuals, or when travel costs and time dictate constraints on the bidding process.

5. The contract is for the purchase of perishable items purchased on a weekly or more frequent basis. “Perishables” are those items which are subject to natural decay and deterioration if not put to their intended use within a reasonable time, and include such items as fresh fruits and vegetables, meats and fish. Perishables do not include dried, canned or frozen food products which are normally purchased less frequently than by the week. Items which may be classed as perishables, but which readily lend themselves to competitive bidding shall be obtained only by competitive bidding. Such items include milk and bread.

FISCAL MANAGEMENT
E04.32 AP.1


(Continued)

Procurement

6. The contract or purchase is for replacement parts where the need cannot be reasonably anticipated and stockpiling is not feasible.

7. The contract is for proprietary items for resale.

8. Items for resale include printed documents: stocks and inventories for school bookstores; candies; soft drinks, and, all other items that are sold to students and to the general public. Supplies which must be processed prior to resale, such as food purchases for the Food Service Program are not included as items for resale.

9. The contract or purchase relates to an enterprise in which the buying or selling by students is a part of the educational experience.

10. The contract or purchase is for expenditures made on authorized trips outside the boundaries of the service area of the agency.

11. The contract or purchase is for purchase of supplies which are sold at public auction or by receiving sealed bids.

12. The contract is for group life insurance, group health and accident insurance, group professional liability insurance, worker’s compensation insurance, or unemployment insurance.

13. The contract or purchase is for a sale of supplies at reduced prices that will afford a purchase at savings to the school district.

14. The contract or purchase is from a state, U.S. Government, or other public agency.

15. The contract or purchase is from a state, U.S. Government, or other public agency price contract.

16. Specifications cannot be made sufficiently specific to permit an award on the basis of either the lowest bid price or the lowest evaluated bid price.

17. Sealed bidding is inappropriate because the available sources of supply are limited.

18. The bid prices received through sealed bidding are unresponsive or unreasonable.

B.
Reverse Auction

Competitive bidding or competitive negotiation for goods and leases may include use of a reverse auction, which is to be conducted as provided in KRS 45A.365 (competitive sealed bidding) or KRS 45A.370 (competitive negotiation).
C. Rejection of bids, consideration of alternate bids, and waiver of informalities in offers.

The conditions for bidding shall be applicable to and incorporated in all invitations for bids. Failure to comply with such conditions shall be cause for refection of the bid. The Board or its designee retains the right to waive any informalities in offer.

D. Confidentiality of technical data and trade secrets information submitted by actual and prospective bidders or offerors.

Technical data and trade secrets information submitted by actual and prospective bidders are exceptions to the open records requirements and shall be rated confidentially.
FISCAL MANAGEMENT
E04.32 AP.1


(Continued)

Procurement

E. Partial, progressive and multiple awards.

The district purchasing officer is authorized, when feasible, to advertise for bids as a discount from a price list or catalog. The conditions shall state that multiple awards may be made. When such multiple awards are made, purchases at the contract discount may be made form such price lists or catalogs without further negotiation. However, any changes in the price list exceeding 10% during the period of the contract shall disqualify such items from purchase.

F. Supervision of store rooms and inventories, including determination of appropriate stock levels, and the management, transfer, sale or other disposal of government-owned property shall be the responsibility of the Department Head/Supervisor of the district.

G. Definitions and classes of contractual services and procedures for acquiring them.

The District may obtain the services of various classes of professionals, technicians, and artists by non-competitive negotiation when specialized training is required of the contractor, when a specific program or service can be delivered by only one or a few individual, or when travel costs and time dictate constraints on the bidding process.

H. Procedures for the verification and auditing of local public agency procurement records.

The Superintendent shall maintain sufficient records for the Board to verify all purchasing agreements and purchases made through such agreements. Financial records of all transactions related to the purchase of goods and services for the District or individual schools are subject to an annual financial audit.

I. Annual reports from those vested with purchasing authority as may be deemed advisable in order to insure that the requirements of this policy are complied with.

1.
Each staff member authorized to approve purchase orders shall:

a.
Keep a copy of all purchase orders issued.

b.
Maintain a log to include the name of the vendor from which products or services were obtained. (Identified in the MUNIS accounting system)

c.
Record the purpose of the product or service.

d.
Record how the decision was made to purchase from the vendor (bid, negotiation, single source, state price contract, etc.)

e.
List other vendors contacted and their cost for the product or service.

2. All Board policies and District procedures pertaining to procurement, whether promulgated under KRS 45A.345 to 45A460 or otherwise, shall be maintained in the District Central Office and shall be available to the public upon request at a cost not to exceed the cost of reproduction.

J.
Except as permitted by law, every invitation for bid or request for proposals shall provide that an item equal to that named or described in the specifications may be furnished.
     
     
EXPLANATION: KSBA FACILITIES PLANNING STAFF RECOMMENDS UPDATING THIS PROCEDURE TO ALIGN IT WITH THE AMENDMENT PROCESS REQUIRED BY THE KENTUCKY SCHOOL FACILITIES PLANNING MANUAL.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
SCHOOL FACILITIES
$05.11 AP.1

Alterations to Buildings and Grounds

Amendments to the Local Facilities Plan

When there is a major change in enrollment or curriculum or a major disaster or other unforeseen occurrence that takes place during the District’s planning cycle, the District may request an amendment to the District Facilities Plan. In making the request, the District shall follow the amendment process set out in the Kentucky School Facilities Planning Manual.

1. 
2. 
3. 
4. 
5. 
Alterations in General

Any structural alteration of a building shall require the approval of the Board and appropriate state agencies.

Any alteration to a building or its grounds that significantly changes the appearance of the building or grounds shall require Board approval.

A consulting engineer, architect, or other qualified person shall review and/or approve playground equipment and/or other construction projects for safety in design and construction techniques.

Equipment Owned by Outside Groups

Equipment owned by a school-related organization such as, but not limited to, PTA/PTO shall meet all applicable safety standards as verified by the Superintendent/designee.

Signs

The Superintendent/designee shall grant prior approval for the erection of new signs or repainting of existing signs on school property.



EXPLANATION: AS RECOMMENDED BY KENTUCKY EMERGENCY MANAGEMENT STAFF, THE SECTIONS MARKED SHOULD BE DELETED TO REFLECT THE LATEST IN SEVERE WEATHER SAFETY STRATEGIES.

FINAL IMPLICATIONS: NONE ANTICIPATED
SCHOOL FACILITIES
$05.42 AP.1

Severe Weather Drills

Drills

The Principal/designee shall schedule severe weather drills according to Policy 05.42 and shall complete Procedure 05.41 AP.2.

Definitions

Severe weather - Tornadoes, destructive winds, severe thunderstorms, severe snow or freezing rain shall be considered to be severe weather.

Drop procedure – an activity during which each student and staff member takes cover under a table or desk, dropping to his or her knees, with the head protected by the arms, and the back to the windows.

Safe area – a designated space including an enclosed area with no windows, a basement or the lowest floor using the interior hallway or rooms, or taking shelter under sturdy furniture.

Responsibilities of Principal/Designee

Implementation of the school building disaster plan shall be the responsibility of the Principal or designee. As part of the implementation process, the Principal/designee shall:

1. Plan/coordinate all evacuation drills to minimize disruption of the educational process.

2. Provide plan of predrill and pretraining instruction, including but not limited to, warning signals, the approved drop procedure, and safe areas, for all staff and students.

3. Assure that the school can receive and understand communications for severe weather watches and warnings.

4. Sound the severe weather alert signal that is different from the fire alarm and the “all-clear” signal.

5. Designate, mark, and post assigned and alternate safe areas as follows:

a) Students/personnel who are housed in one-story buildings, shops, and in portable buildings shall be brought into interior halls or corridors of the main buildings.

b) Students/personnel who are housed in two-story buildings should be evacuated from the top floor to interior halls of the lower floor. If this space does not accommodate all students, the smallest number of students possible should be kept in corridors of the second floor southwest area.

c) Students/personnel shall not be placed in auditoriums, gymnasiums, cafeterias, or other large areas with a wide, free span roof or in boiler or furnace rooms.

6. Maintain in the Principal’s office a master chart of the safe areas.

7. Prepare and keep on file a report on all drills and forward a copy to the Superintendent, as required.

8. Notify Superintendent/designee if transportation or evacuation to another facility may be necessary.

9. Determine, in conjunction with the Superintendent, the need for schools to be dismissed early.

SCHOOL FACILITIES
$05.42 AP.1


(Continued)

Severe Weather Drills

Faculty/Staff Responsibilities

The faculty and staff shall:

1. Utilize designated safe areas during a severe weather drill or warning.

2. Instruct students in the procedures to be used during a severe weather drill, watch, or warning.

3. Maintain order during the drill, watch, or warning and arrange assistance for students with disabilities. 

4. Require students to use one of the following positions, as appropriate:1
a) Rest on knees, lean forward, cover face by crossing arms above face.

b) Sit on floor, cross legs, cover face with folded arms.

c) If space does not permit use of the first or second suggested position, stand and cover face with crossed arms. Wraps or coats, when readily available, should be used as a covering.

5. Remain in the assigned safety area with students until the “all-clear” signal or recall signal is given.

6. Report to the Principal any student who is missing.

Custodians’ Responsibilities

When a tornado warning has been received, the Principal/designee shall notify the head custodian/designee to:

1. Turn off all gas and electrical appliances.

2. Turn off all motor-operated equipment and pilot lights to hot water heaters or stoves in furnace rooms, cafeterias, home economics rooms, and shops.

3. 
4. 
5. 
Bus Drivers’ Responsibilities

If the bus is en route to or from school when a severe weather warning is issued, drivers shall:

1. If available, take shelter in a substantially strong, weather proof building in the immediate vicinity.

2. Otherwise, stop the bus near a depression or cut in the road where possible and keep the students in the bus, except when a tornado or destructive winds occur, in which case lead students away from the bus and power lines and instruct them to lie flat in a ditch.

1 Kneeling and sitting positions should be maintained for only a short period of time. If the alert must be kept for a longer time, students should be permitted to stand for a brief period and then resume kneeling or sitting positions.
Related Procedure:

05.41 AP.2

     
     
EXPLANATION: THE PROPOSED CHANGES REFLECT PENDING REVISIONS TO 702 KAR 3:030.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

SCHOOL FACILITIES
F05.6 AP.1

Property Insurance

Replacement Cost

Fire and extended coverage on all non-surplus buildings shall be carried in the amount of the replacement cost.

Inventory of Contents

An inventory of the contents of each school shall be made each year as specified in policy 04.7. The inventory will show the description, cost, date of purchase, condition, quantity and location of each item inventoried. Inventory lists shall be maintained in the Central Office and at the site location.

Coinsurance and Deductible

Each building and its contents shall be insured for an amount equal to 100% of the replacement cost as shown on the schedule of values certified by the Kentucky Department of Education or as determined through a certified replacement cost appraisal of the building and its contents performed by an appraiser experienced in appraising commercial or governmental property and properly licensed to perform appraisal services in Kentucky.

Bid or Negotiated

Property insurance will be a part of the total insurance package to be bid by the Board.


     
     
EXPLANATION: THE 2010 GENERAL ASSEMBLY ENACTED A NEW SECTION OF KRS CHAPTER 189 PROHIBITING THE USE OF “PERSONAL COMMUNICATION DEVICES” WHILE OPERATING A MOTOR VEHICLE. THIS BAN WILL APPLY TO BUS DRIVERS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
TRANSPORTATION
Q06.2 AP.12

Radio Communications

Two‑way mobile radios or cellular phones placed in the school buses operated by the District can be an important safety device if properly used. The purpose of these radios/phones is to provide instant communication with the base units in case of an accident, mechanical problems, or a misplaced child. The following rules and procedures for the use of mobile radios/cellular phones shall be followed:

1. The radio/phone shall be used for school business only.

2. Students or unauthorized persons are not to use the radio/phone.

3. Conversations should be brief and to the point.

4. Only information of an emergency nature should be transmitted over the radio. 

5. Avoid the following:

· conducting personal business;

· using unauthorized code words or phrases such as, but not limited to “CB” phrases such as “over and out, Wilco,” etc. and/or

· Requesting phone calls to be made that serve little or no purpose and/or are not pupil transportation business

6.
Bus drivers shall comply with applicable legal requirements concerning use of cellular telephones and other personal communication devices while operating a school bus.

All radio communications are monitored by District personnel and sources outside the school system. Unnecessary and/or inappropriate use of radios will be documented and disciplinary action will be administered in accordance with Board policy and/or certified or non-certified evaluation documents.

Before Each Trip

Before each trip, the bus driver shall:

· Be sure the radio is in place, turned on, and set on the appropriate channel.

· Be sure the squelch is set and volume is at an appropriate level.

· Listen for conversations already in progress. Do not interrupt an ongoing conversation unless there is an emergency.

· When transmitting, hold the microphone approximately two (2) inches from your mouth. Key the microphone by depressing the button on the side of the microphone. Pause 1-2 seconds before speaking. Think before speaking. Do not yell into the microphone; use a normal voice level. The unit initiating the transmission should identify his/her unit first, “This is unit ____ to ____, Over.” Acknowledge messages with “10-4” (message received – okay, yes), or “negative” (not received, no). Upon conclusion of your transmission, state, “Unit ____ CLEAR.”

· When possible, refrain from using student names. In the case of a missing or misplaced student, use of the student’s name is permissible.

· Signal 6 – call me on the telephone about this transmission.

TRANSPORTATION
Q06.2 AP.12


(Continued)

Radio Communications

Care of Radios

Care should be taken to see that the radios are handled properly to prevent damage to or theft of the unit. Drivers are directed to follow the care guidelines contained in the service manual.

Accidents

In the event a driver witnesses and accident or is involved in an accident, s/he shall:

· Maintain composure and use proper radio procedures to contact District Base or Bus Garage;

· State if the driver’s bus is involved. If the driver’s bus is not involved, state, “There are no buses involved.”

· Report the location and any known injuries;

· The driver should not move the bus until s/he is instructed to do so; and

· The driver should not make any comments about who caused the accident. Discuss this information only with law enforcement officials and District Administrator(s).

If the accident did not occur in the driver’s presence and there are other vehicles around, the driver should not report the accident unless someone on the scene requests him/her do so. The driver may inform the District Base and his/her fellow school bus drivers that the roadway is blocked or otherwise impeded and might cause a delay for other buses.

Mechanical Problems

To report mechanical problems, bus drivers should use proper radio procedure to contact the Bus Garage and/or District Base and allow personnel adequate wait-time to respond to your call for assistance. It is important for the driver to provide a clear transmission that informs vehicle maintenance personnel of the general nature of the problem and should provide directions to the location of the bus.

Radio Communications System

The District’s radio communications system is licensed by the Federal Communications Commission and assigned set frequencies. The “FCC” regulates radio use, and proper use is a condition of licensing. Inappropriate use of the radios may subject the District to suspension from use of the radios, a fine, or revocation of the District’s license. The system’s two-way radios have been installed at the District Office, Vehicle Maintenance Garage and service vehicle, Facility Maintenance Department, all four (4) schools, and on all regular, handicap and pre-school buses.

     
     
EXPLANATION: CLARIFY THAT THE SCHOOL NUTRITION REPORT MUST BE DONE ANNUALLY. MAKE THE PREFERRED TERM OF SCHOOL NUTRITION PROGRAM CONSISTENT WITH TERMINOLOGY OF CORRESPONDING POLICY.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
SUPPORT SERVICES
F07.1 AP.1

School and Community Nutrition Program

Program Funds

Because the District receives federal, state, and local funds to finance the school and community nutrition program, it is imperative that funds be properly safeguarded, that accurate records be kept, and that reports be made as required. In order to achieve this, the following procedures will be implemented:

1. All funds received as payment for meals (school nutrition program breakfast and/or lunch) and federal and state reimbursements shall be used only for food, labor, equipment, and supplies for the operation/improvement of the school nutrition program.

2. School nutrition program funds may not be used for:

a. The purchase of land.

b. The purchase or construction of buildings.

3. All schools shall make the required reports as required by the Kentucky Department of Education.

4. A copy of all reports, financial records, and applications for free- and/or reduced-price meals shall be kept for a period of three (3) fiscal years plus the current year and are subject to audit by state and federal officials.

5. All meals receiving federal reimbursement are priced as a complete unit.

6. The school nutrition program is operated on a nonprofit basis. Actual cash balances shall be maintained in accordance with state/federal regulation, as appropriate.

Food Service/School Nutrition Director Report

Each year, the District/area Food Service/School Nutrition Director shall assess the school nutrition program and issue a written report to parents, the Board, and school-based decision making councils by a date specified by the Superintendent/designee. The annual report shall include:

· An evaluation of compliance with the National School Breakfast/Lunch program;

· An evaluation of the availability of contracted fast foods or foods sold through commercial vendors;

· A review of access to foods and beverages sold outside the National School Breakfast/Lunch program, including vending machines, school stores, canteens and a la carte cafeteria sales;

· A list of foods and beverages available to students, noting the nutritional value of those foods and beverages; and

· Recommendations for improving the school nutrition environment.


EXPLANATION: 704 KAR 3:390 DOES NOT REQUIRE PUBLISHING A NOTICE OF EXTENDED SCHOOL SERVICES IN THE NEWSPAPER AT THE BEGINNING OF THE SCHOOL YEAR. THE DISTRICT IS FREE TO CHOOSE THE MANNER OF PROVIDING REQUIRED INFORMATION TO PARENTS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
CURRICULUM AND INSTRUCTION
$08.133 AP.1

Extended School/Supplemental Educational Services

Eligible students shall be provided extended school (ESS) and/or supplemental educational services (SES) in accordance with the following procedures.

Eligibility for Extended School Services

One (1) or more of the following methods of documentation shall be used to determine which students shall be eligible and in the greatest need of extended school services:

1. Teacher recommendation;

2. Academic performance data, including diagnostic, formative or interim and benchmark assessments, and summative assessments;

3. Student performance on high school, college, and workforce readiness assessments required by KRS 158.6459; or

4. Behavioral and developmental progress as documented in formal and informal assessments and reports.

Selection for Extended School Services

Selection criteria for the extended school services program shall be in compliance with applicable administrative regulations.

Notification to Parents of Extended School Services

Parents of eligible students shall be notified using Procedure 08.133 AP.2.

The District will inform parents and guardians of the availability of extended school services, the rationale for offering extended school services, and consequences of not obtaining a high school diploma.
Students Attending Private, Parochial, or Home Schools

Students residing within the District’s boundaries who attend private, parochial, or home schools shall not be eligible for the after-school tutorial program. Upon application, they may be considered for enrollment in the summer school program. Their eligibility and selection shall be based on the same criteria as students enrolled in the District schools.

Supplemental Educational Services

Eligible students shall be provided supplemental educational services (SES). “Eligible students” mean all students from low-income families who attend Title I schools that are in their second year of school improvement, in corrective action, or in restructuring. “Supplemental educational services” means additional academic instruction designed to increase students’ academic achievement such as tutoring, remediation, distance-learning technologies, or other educational interventions provided by state-approved service providers outside of the regular school day.
CURRICULUM AND INSTRUCTION
$08.133 AP.1


(Continued)

Extended School/Supplemental Educational Services

Supplemental Educational Services (continued)
In providing supplemental educational services, the District shall:

1. Notify parents of eligible children about the availability of supplemental educational services in a manner that is clear and concise, as well as clearly distinguishable from other school-related information that parents receive.

The District shall post on the District/school web site(s) information about available supplemental educational services to include:

a. The number of students who were eligible for and who participated in supplemental educational services (SES), beginning with data from the 2007-08 school year and for each subsequent year; and

b. A list of SES providers approved to serve the District, as well as the locations where services are provided for the current school year.

2. Help parents, at their request, choose a provider;

3. Determine which students should receive services, pursuant to criteria set forth in federal law, if not all students can be served;

4. Enter into agreements with service providers whom the parents select;

5. Assist the Kentucky Department of Education (KDE) in identifying potential providers within the District;

6. Provide information KDE needs to monitor the quality and effectiveness of the services that providers offer; and

7. Protect the privacy of students who receive supplemental educational services.
Reference:

704 KAR 3:390

Related Procedure:

08.133 AP.2

     
     
EXPLANATION: THESE CHANGES SPELL OUT THE COMPLAINT PROCEDURES FOR TITLE I VIOLATIONS AS REQUIRED BY NCLB. PLEASE NOTE THAT THIS PROCEDURE ONLY APPLIES TO TITLE I PROGRAM IMPLEMENTATION. ALL OTHER NON-TITLE I RELATED COMPLAINTS SHOULD BE PROCESSED THROUGH NORMAL CHANNELS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
CURRICULUM AND INSTRUCTION
$08.13451 AP.1

Title I Violation Complaint Procedure

No Child Left Behind requires the adoption of a written procedure for the receipt and resolution of complaints alleging violations of Title I, Part A in the administration of the program.

1. The complaint must be in writing and addressed to the District Title I Coordinator. The complaint must contain the following:

· The name of the complainant and the contact information;

· The nature of the complaint (the specific violation of the administration of the Title I, Part A program).

2. The Title I Coordinator must maintain a complaint log. The log must include the following:

· The name of the complainant;

· The receipt date of the complaint;

· The log-in number assigned to the complaint for tracking purposes;

· The name of the staff to whom the complaint will be referred (if applicable);

· The date of the response to the complaint.

3. The Title I Coordinator must respond to the complaint within thirty (30) working days upon receipt of the complaint.

4. The Title I Coordinator must maintain a copy of the complaint, log, and response on file in the District office.

5. After the complainant has received a response from the Title I Coordinator, the complainant has thirty (30) days to appeal the local decision. This appeal must be filed in writing with the Kentucky Department of Education in compliance with 704 KAR 3:365.

     
     
EXPLANATION: THIS CHANGE IS SUGGESTED TO REFLECT EVOLVING MEDIA FORMATS.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED.
CURRICULUM AND INSTRUCTION
F08.2322 AP.21

Request for Reconsideration of Instructional/Library Materials

School ________________________________
Please indicate the format of the material (book, DVD, magazine, CD, etc.): _________________

_____________________________________________________________________________________
	 
	 
	 

	 
	
	

	
	
	


Title
_______________________________________________________________________

Author
_______________________________________________________________________

Publisher/Producer_____________________________________________________________________

Request initiated by ____________________________________________________________________

Telephone ______________________
Address _____________________________________________

City ________________________________________ State __________________ Zip ______________

Please answer the following questions after you have read, viewed or listened to the material in its entirety. If sufficient space is not provided for your response, attach additional sheets. (Please sign your name to each additional statement.)

1. To what in the material do you object/ (Please be specific. Cite page(s), scenes, etc.)_______________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

2. What do you believe is the theme or purpose of this material? ______________________________

________________________________________________________________________________

________________________________________________________________________________

3. What do you think might be the result of a student using this material? _______________________

________________________________________________________________________________

________________________________________________________________________________

4. For what age group would you recommend this material? _________________________________

________________________________________________________________________________

________________________________________________________________________________

5. Is there anything of value in this material? Please comment. _______________________________

________________________________________________________________________________

________________________________________________________________________________

6. Did you read/view the entire work? _____ YES _____ NO If not, what pages or sections did you read/view? ___________________________________________________________________

________________________________________________________________________________

CURRICULUM AND INSTRUCTION
F08.2322 AP.21


(Continued)

Request for Reconsideration of Instructional/Library Materials

7. Are you aware of how literary critics have judged this work? ______ YES 
_____ NO

8. Are you aware of the teacher’s purpose in using this work? ______ YES 
_____ NO

Add additional comments._______________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

_______________________________________________
_________________________


Complainant’s Signature
Date

Please return completed form to the school Principal

     
     
EXPLANATION: THESE CHANGES CLARIFY PARENTAL OPTIONS TO REVIEW THEIR CHILD’S EMAIL FILES OR CHALLENGE INFORMATION ACCESSED THROUGH DISTRICT TECHNOLOGY RESOURCES. OTHER CHANGES REFLECT IMPLEMENTATION OF THE MICROSOFT LIVE@EDU COMMUNICATION SERVICE, WHICH IS HOSTED AND MAINTAINED ON TECHNOLOGY SYSTEMS THAT ARE NOT DISTRICT OWNED.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
CURRICULUM AND INSTRUCTION
F08.2323 AP.1

Access to Electronic Media

Electronic Mail/Internet

The District offers students, employees, Board members and PTO/PTSO presidents to have access to the District’s computer network for electronic mail and Internet. Because access to the Internet may expose users to items that are illegal, defamatory, inaccurate or offensive, we require all students under the age of eighteen (18) to submit a completed Parent Permission/User Agreement Form to the Principal/designee prior to access/use. All other users will be required to complete and submit a User Agreement Form.

Except in cases involving students who are eighteen (18) years of age or older, parents/guardians may request to review the contents of their child(ren)'s email files.

Parents/guardians wishing to challenge information accessed via the District’s technology resources should refer to Policy 08.2322/Review of Instructional Materials and any related procedures.

General Standards for Users

Standards for users shall be included in the District’s handbooks or other documents, which shall include specific guidelines for student, staff, and community member access to and use of electronic resources.

Access is a privilege - not a right. Users are responsible for good behavior on school computer networks. Independent access to network service is given to individuals who agree to act in a responsible manner. Users are required to comply with District standards and to honor the access/usage agreements they have signed. Beyond clarification of user standards, the District is not responsible for restricting, monitoring or controlling the communications of individuals utilizing the network independently.

The network is provided for users to conduct research and to communicate with others. Within reason, freedom of speech and access to information will be honored. During school hours, teachers of younger children will guide their students to appropriate materials. Outside of school, families bear the same responsibility for such guidance as they exercise with information sources such as television, telephones, movies, radio and other media that may carry/broadcast information.

No Privacy Guarantee

The Superintendent/designee has the right to access information stored in any user directory, on the current user screen, or in electronic mail. S/he may review files and communications to maintain system integrity and insure that individuals are using the system responsibly. Users should not expect files stored on District servers or through District provided or sponsored technology services, to be private.

CURRICULUM AND INSTRUCTION
F08.2323 AP.1


(Continued)

Access to Electronic Media

Rules and Regulations

Generally, behavior including, but not limited to, the following is not permitted:

1. Sending or displaying offensive messages or pictures

2. Using obscene language

3. Harassing, insulting or attacking others

4. Damaging computer systems or computer networks, or school/District websites
5. Violating copyright laws

6. Using another user’s password

7. Trespassing in another user’s folder, work or files

8. Intentionally wasting limited resources

9. Using the network for commercial purposes
10. Using technology resources to bully, threaten or attack a staff member or student or to access and/or set up unauthorized blogs and online journals, including, but not limited to MySpace.com, Facebook.com or Xanga.com.
Additional rules and regulations are specified in User Agreement Form. Violations of these rules and regulations may result in loss of access/usage as well as other disciplinary or legal action.

EXPLANATION: THESE CHANGES REFLECT IMPLEMENTATION OF THE MICROSOFT LIVE@EDU COMMUNICATION SERVICE.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

CURRICULUM AND INSTRUCTION
AC08.2323 AP.21

User Agreement Form

Per Board policy 08.2323, Todd County schools will offer students the privilege of accessing the Internet and resources on the local District network. These privileges can be revoked due to violation of the District’s Acceptable Use Policy. Access to network services is a privilege, not a right, and is given to students who agree to act in a considerate and responsible manner. Parent/Guardian permission is required for students under 18 to use these services.

Approved users are responsible for their use of the network. Todd County schools maintain the right to limit access to all types of electronic resources in order to assure that District resources are used for intended educational purpose. Transmission of any material in violation of any federal or state regulation in prohibited. This includes, but is not limited to, copyrighted material, threatening or obscene material, vulgarity, or material protected by trade secret. The District technology staff has the right to access information stored in any user directory, on the current user screen, or in electronic mail (email). District administrators may close a student account at any time. The administration, faculty, and staff of each District school may also deny, revoke, or suspend specific use accounts at the facility. Their decision shall be final.

Unacceptable Use:

· Giving our your password or log-in credentials to another student;

· Allowing other students to use your log-in;

· Using or altering another user’s account;

· Accessing, altering or destroying another user’s files;

· Vandalizing programs, data, computers or networks;

· Harassing, insulting or threatening other on the network, Internet or via email;

· Sending mass emails to all student or staff; 

· Forwarding junk emails and or chain letters;

· Using the network to access copyrighted materials such as music or software;

· Accessing inappropriate or objectionable websites;

· Use of on-line social sites including, but not limited to, MySpace, LiveJournal, Facebook, etc.)

· Use of online proxy sites, circumventors or other firewall redirecting sites; and

· Mass printing; printing is limited to assignments and projects assigned by staff.

Violation of any of the above mentioned rules and responsibilities will result in a loss of access and may result in other disciplinary or legal action.

Student Name (Print)__________________________________________________
Grade _____________

School _____________________________________________________________

Student Agreement:

I have read and understand the Todd County “Acceptable Use Policy and I hereby agree to comply with the conditions described in this policy. Should I commit any violation, my access privileges may be revoked and disciplinary action will be taken.
Student Signature _____________________________________________________
Date ______________

Parent/Guardian Agreement

As parent/guardian, I have read and understand the Todd County schools Acceptable Use Policy. I understand that this access is designated for education purposes only. I also understand that Todd County Schools will restrict access to controversial materials; however, it is impossible for the school, District, or state to restrict access to all controversial materials. I will not hold Todd County schools responsible for, or legally liable for, any materials distributed to or acquired from the Internet. I hereby give my permission for my child to have network/Internet access.
CURRICULUM AND INSTRUCTION
AC08.2323 AP.21


(Continued)

User Agreement Form
Consent for Use of Live@edu

The Outlook Live e-mail solution is provided to your child by the District as part of the Live@edu service from Microsoft. By signing this form, you hereby accept and agree that your child’s rights to use the Outlook Live e-mail service, and other Live@edu services as the Kentucky Department of Education may provide over time, are subject to the terms and conditions set forth in District policy/procedure as provided, and that the data stored in such Live@edu services, including the Outlook Live e-mail service, is managed by the District pursuant to policy 08.2323 and accompanying procedures. You also understand that the Windows Live ID provided to your child can also be used to access other electronic services that provide features such as online storage and instant messaging. Use of those Microsoft services is subject to Microsoft’s standard consumer terms of use (the Windows Live Service Agreement), and data stored in those systems is managed pursuant to the Windows Live Service Agreement and the Microsoft Online Privacy Statement. Before your child can use those Microsoft services, he/she must accept the Windows Live Service Agreement and, in certain cases, obtain your consent.

Parent Signature ______________________________________________________
Date ______________

Equal Opportunity/Affirmative Action Employer Offering Equal Education Opportunities 

     
     
EXPLANATION: THIS OPTIONAL NEW PROCEDURE IS BASED ON KDE GUIDANCE CONCERNING REQUIREMENTS FOR STUDENT ENROLLMENT. 

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
STUDENTS
$09.12 AP.1

Student Enrollment and Homeless/Immigration Status

Immigrant Status

The Principal/designee shall notify school staff that a student’s right to enrollment does not depend on his/her or the parent/guardian’s immigration status.

School personnel should not engage in any practice that would inhibit or discourage an unauthorized alien student or any other student from attending.
Homeless Students

The term “homeless” shall refer to children and youths who lack a fixed, regular and adequate nighttime residence and includes those that are:

1. Sharing the housing of other persons due to loss of housing, economic hardship or a similar reason;

2. Living in motels, hotels, trailer parks or camping grounds due to the lack of alternative adequate accommodations;

3. Living in emergency or transitional shelters;

4. Abandoned in hospitals;

5. Awaiting foster care placement;

6. Residing in a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular sleeping accommodation for human beings;

7. Living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or train stations or similar settings; and/or

8. Migratory children who are living in the previously described circumstances.
Guidelines for Enrollment

1. In general, only minimal information, such as name and age, can be required to enroll any student in school.
2. Types of reliable proof of a student’s identity and age may include, but are not be limited to: 

· Passport

· Military identification or immigration card

· Baptismal certificate

· Copy of the record of baptism that has been notarized or duly certified and reflects the date of the student’s birth

· Any religious record authorized by a religious official

· Recording of the student’s name and birth in a family Bible or other religious text

STUDENTS
$09.12 AP.1


(Continued)

Student Enrollment and Homeless/Immigration Status

Guidelines for Enrollment (continued)

· Notarized statement from the parents or another relative or guardian as to the date of the student’s birth

· Prior school record indicating the date of the student’s birth

· Driver’s license or learner’s permit

· Adoption record

· Affidavit of identity and age

· Any government document or court record reflecting the date of the student’s birth

· Oral proof when the native language of a parent or guardian is not a written language.

3. A student’s exact date of birth (month, day and year) is not required for initial enrollment.
4. When a student is an unaccompanied homeless youth, appropriate staff of emergency shelters, transitional shelters, independent living programs and street outreach programs may offer proof of age and identity of a student for initial enrollment purposes.
5. The District homeless student coordinator shall assist homeless students to obtain essential records that are not in existence so that enrollment shall not be delayed or denied.
6. To the extent possible, the District homeless student coordinator shall attempt to provide required notices to non-English speaking parents via written language understandable to the general public and in the native language or other mode of communication of the parent with documentation of the attempt. If the native language of the parent is not a written language, the coordinator should take steps to ensure that the notice is translated orally or by other means so that the parent understands the content of the notice and that there is written evidence of the translation to the extent possible with documentation of the attempt.
     
     
EXPLANATION: AS NOTED IN RECOMMENDED NEW PROCEDURE 09.12 AP.1 AND KDE GUIDANCE, A STUDENT’S SOCIAL SECURITY NUMBER CANNOT BE REQUIRED FOR ENROLLMENT. IN ADDITION, KDE HAS ADVISED KSBA THAT THE REQUIREMENT IN 704 KAR 4:020 FOR A PREVENTATIVE HEALTH CARE EXAMINATION PRIOR TO “INITIAL ADMISSION” APPLIES TO STUDENTS ENTERING KINDERGARTEN.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
STUDENTS
$09.121 AP.1

Entrance Age

Principal's Responsibility

Principals are responsible for administering the following entrance requirements related to age and health status of a student:

· Proof of Age and Identity - Each pupil entering any elementary or secondary school for the first time shall present evidence of age by means of a birth certificate or other reliable proof of the student's identity and age. If a birth certificate is not presented, an affidavit of the inability to produce a copy of the birth certificate must be given.

· 
· Proof of Immunization - Upon enrollment, each pupil entering kindergarten or first grade for the first time shall present evidence of immunization by means of a doctor's certificate or a certificate from the Public Health Service.

· Preventative Health Care and Vision Examinations - Within one (1) year prior to initial admission to school, each  student entering kindergarten shall undergo a preventative health care examination, which shall be documented on the state-required form. A preventative health care examination may also be required for students entering pre-school.
Also upon enrollment, each student entering the first year of public school, public pre-school or Head Start must undergo a vision examination as required by applicable statute and regulation and provide the school with the required form by January 1 of the first year of enrollment.  Evidence of a dental screening or examination shall be required to be submitted by January 1 of the first year that a five- and six-year-old student is enrolled in the District.
Principals to Report

Principals are to report to the Superintendent/designee the names of those children who do not present acceptable evidence of age and required immunizations and examinations.

Failure to Provide

Except for vision examination forms and dental examination forms as noted above, which are due by January 1 of the first year of enrollment, failure to provide the remaining required documentation ( upon enrollment ( within five (5) calendar days ( within ten (10) calendar days ( within fifteen (15) calendar days ( within thirty (30) calendar days after enrollment may constitute reason for appropriate action.
Related Procedure:
09.12 AP.1
     
     
explanation: bECAUSE kENTUCKY special education LAW IS MORE RESTRICTIVE THAN FEDERAL LAW, these changes are recommended so that the log will apply to required documentation for release of information for any student.

FINANCIAL IMPLICATIONS: None anticipated

STUDENTS
$09.14 AP.22

Student Record Logs

Inspection/Release to Other Agencies/Districts

	Student’s Name: ____________________________________________________
Date of Birth: ________________________


NOTES:
· Any agency or individual inspecting, reviewing, or receiving copies of any student records under the authority of the Family Educational Rights and Privacy Act is cautioned that the Act provides that personal information shall only be transferred to a third party on the condition that such party will not permit any other party to have access to such information except as allowed by law.
· This form need not be completed for disclosures made to parents or eligible students, records released to District employees having a legitimate educational interest under FERPA, or disclosures of records made pursuant to a subpoena or court order where a court order, issuing agency, or other law provides that other individuals are not to be notified.
· KDE uploads District student records on a daily basis.
	Date of Request
	Name of Requesting Agency/District/Individual
	Legitimate Interest
	Records Accessed/Released
	District Response:

#1 Copied Provided
#2 Records Inspected/Reviewed
#3 Request Denied
	Employee Initials/Date

	
	
	
	
	( 1
( 2
( 3
	/

	
	
	
	
	( 1
( 2
( 3
	/

	
	
	
	
	( 1
( 2
( 3
	/

	
	
	
	
	( 1
( 2
( 3
	/

	
	
	
	
	( 1
( 2
( 3
	/

	
	
	
	
	( 1
( 2
( 3
	/

	
	
	
	
	( 1
( 2
( 3
	/

	
	
	
	
	( 1
( 2
( 3
	/

	
	
	
	
	( 1
( 2
( 3
	/
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(Continued)
Student Record Logs

Emergency Release Documentation
As required by the Family Educational Rights and Privacy Act (FERPA), for each instance of employee disclosure of information from this student’s educational record made in response to an actual, impending, or imminent articulable and significant health/safety threat, documentation shall be made as follows:

	Information Disclosed
	Employee Initials/Date
	Basis for Disclosure
	Receiving Party(ies) 

	
	/
	
	

	
	/
	
	

	
	/
	
	

	
	/
	
	

	
	/
	
	

	
	/
	
	

	
	/
	
	


     
     
EXPLANATION: ACCORDING TO FEDERAL LAW 7 C.F.R. §245.6, DISCLOSURE OF FREE/REDUCED PRICED MEAL INFORMATION TO DISTRICT/SCHOOL ADMINISTRATORS FOR PURPOSES OF GRANTING STUDENT FEE WAIVERS FOR SUCH ACTIVITIES AS TEXTBOOK RENTAL AND SCHOOL ATHLETIC AND FIELD TRIPS IS PERMISSIBLE ONLY AFTER RECEIVING WRITTEN CONSENT FROM A PARENT/GUARDIAN. IMPROPER USE OF MEAL ELIGIBILITY STATUS INFORMATION CARRIES STIFF PENALTIES INCLUDING A FINE OF NOT MORE THAN $1,000 OR IMPRISONMENT OF NOT MORE THAN ONE YEAR, OR BOTH, FOR “PUBLISHING, DIVULGING, DISCLOSING, OR MAKING KNOWN IN ANY UNAUTHORIZED MANNER ANY MEAL ELIGIBILITY INFORMATION.”

FINANCIAL IMPLICATIONS: STAFF TIME TO FOLLOW UP WITH PARENTS THAT DO NOT COMPLETE THIS FORM AND PARENTS OF HOMELESS STUDENTS TO ASK THEM TO AT LEAST SIGN THE DISCLOSURE RELEASE CONCERNING QUESTION #3.
STUDENTS
$09.15 AP.21

Application for Waiver/Reduction of Fees

	Student’s Name ______________________________ ____________________ __________________


Last Name
First Name
Middle Initial
Student’s Address __________________________________________ _________ _____________


City
State
ZIP Code
Student’s Age ______ Date of Birth _______ Sex _______ Student’s Phone Number __________
School ___________________ Grade _______ Homeroom/Classroom ____________________


Name of Parent/Guardian _______________________________________________________________

Address of Parent/Guardian _____________________________________________________________

Home Telephone __________________
If none, number of nearest neighbor ____________________

In the chart below, list the Name, Birthdate, School, and Grade for all other children in the home:

	Name
	Birthdate
	Grade
	School Attending

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment Status of Parent/Guardian:

Mother:
( Employed
( Unemployed

Employer’s Name ____________________________ Address ____________________
Father:
( Employed
( Unemployed

Employer’s Name ____________________________ Address ____________________

Gross Family Income from last Income Tax Return ________________________

1. Is the family presently receiving or eligible to receive any type of financial aid from the Kentucky Cabinet for Human Resources? 
( YES
( NO

2. Are you financially able to partially pay the instructional resources fee now and continue to make payments until fully paid?
( YES
( NO
STUDENTS
$09.15 AP.21


(Continued)

Application for Waiver/Reduction of Fees

3. If your child is granted free/reduced price meal status, do you grant permission for school food service personnel to disclose that information to the following District personnel for the sole purpose of determining if your child is eligible for a fee waiver for such activities as textbook rental and school athletic and field trip fees, etc.?
· School administrators

· Other District personnel, such as activity sponsors, who do not otherwise have access to information in connection with the School Nutrition program.

( YES
( NO

· Failure to sign this consent statement will not affect your child’s eligibility or participation for the program.

· The recipient will be required to maintain confidentiality of the information.
Comments: ___________________________________________________________________________

_________________________________________________________
__________________________


Parent/Guardian’s Signature
Date

Application ( approved
( denied ____________________________________ _________


Central Office Designee’s Signature
Date

     
     
EXPLANATION: THERE IS NO STATUTORY OR REGULATORY REQUIREMENT TO HAVE SOMEONE WITH FIRST AID TRAINING TO SUPERVISE WHEN STUDENTS TAKE MEDICATION. OTHER REVISIONS REFLECT BEST PRACTICE RECOMMENDATIONS FROM THE KDE MEDICATION ADMINISTRATION TRAINING MANUAL.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
STUDENTS
B09.2241 AP.1

Student Medication Guidelines 
Student Self-Medication

Students may be authorized to carry on their person and independently take their own medication (prescription or nonprescription), provided the parent/guardian has written approval on file with school personnel. Such approval shall assure school personnel that the child has been properly instructed in self-administering the medication. If prescription medication is involved, written authorization of the student’s physician/health care provider also is required.

All Other Medications

1. Medication should be given at home when possible. Medication that must be given at school should be brought to school by the parent/guardian whenever possible. Medication that is sent to school with the student should be transported in the original container placed in a sealed envelope and given to designated school personnel immediately upon arrival.

2. Prescribed oral medications in pill or tablet form shall be counted and the number recorded on the Medication Administration Record.
3. School personnel authorized to give medications must be trained in accordance with KRS 156.502 and 704 KAR 4:020.  
4. Except for emergency medications (including, but not limited to Diastat, Glucagon, and EpiPens) and medications approved for students to carry for self-medication purposes, all medications shall be kept in a safe, locked, secure place accessible only to the responsible authorized school personnel. Medications requiring refrigeration shall be stored in a separate refrigerator in a supervised area.
5.  School personnel who administer medication shall arrange for the child to take the medication at the proper time.

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

Prescription Medications

Parents/guardians and health care providers shall complete the required forms before any person administers prescription medication to a student or before a student self-medicates.    
STUDENTS
B09.2241 AP.1


(Continued)

Student Medication Guidelines 
Prescription Medications (continued)

Prescription medications shall be administered only as prescribed on the physician/health care provider’s written authorization. Prescription medications shall be delivered by the parent/guardian to designated school personnel unless otherwise approved by the Principal/designee. Parents shall have the ultimate responsibility to provide the school with an adequate supply of medication to enable the orders to be followed.

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

Changes in the dosage and/or times of administration must be received in the form of a written order from the physician/health care provider OR a new prescription bottle from the pharmacy indicating the change and a note from the student’s parent/guardian.

Nonprescription Medications

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

Except for medications approved for self-administration, all medication given must be documented on a medication log. Records must be kept on file. Documentation should be complete, reflecting beginning and ending dates and notations of missed doses and absences. Subject to confidentiality requirements in Policy 09.14 and accompanying procedures, medication recording logs shall be kept on file at the school.

Disposal of Unused Medication

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

STUDENTS
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(Continued)

Student Medication Guidelines 
Medication Refusal

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

Medication Error

If an error in the administration of medication is recognized, initiate the following steps:

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

2. Assess the student’s status and document.

3. Identify the incorrect dose/type of medication taken by the student.

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

5. Notify the student’s physician/health care provider.

6. 
7. If unable to contact the physician/health care provider, contact the Poison Control Center for instructions.

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

9. Complete a “Medication Administration Incident Report” form.
Related Policy:

09.2241

Related Procedures:

09.2241 AP.21

09.2241 AP.22

     
     
EXPLANATION: THESE CHANGES ARE SUGGESTED TO ALIGN THIS PROCEDURE WITH THE KDE MEDICATION ADMINISTRATION TRAINING MANUAL.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
STUDENTS
$09.2241 AP.23

Medication Administration Incident Report

	Student’s Name ______________________________ ____________________ _____________


Last Name
First Name
Middle Initial
Student’s Address __________________________________________ _________ __________


City
State
ZIP Code

Student’s Age ______
Date of Birth ________
Student’s Phone Number ____________
Grade ________ School Name____________________________


To be completed in ink by school personnel in the event that an error is made in administration of medication
Name of person administering medication: ___________________________________________

Name of medication/dosage/route prescribed: _________________________________________

Time(s) to be given: ____________________________________________________________

Type of medication error: (check all that apply)

	( Medication administered to incorrect student
	( Medication administered at incorrect time

	( Incorrect dosage of medication administered
	( Incorrect medication administered

	( Incorrect documentation provided
	( Other


Description of error: _____________________________________________________________

Date and time of error: ________________________________ ____________( am ( pm
Dosage given: __________________________________________________________________

Describe circumstances leading to error: _____________________________________________

______________________________________________________________________________

Explain action taken: ____________________________________________________________

______________________________________________________________________________

Reaction(s): ___________________________________________________________________

______________________________________________________________________________

Persons notified of error: ( School Principal ( School nurse, if appropriate ( Physician


( Poison Control Center ( Parent/Guardian 


( Other, _________________________________________________

_______________________________________________________ _____________________


Signature of Person Completing the Report

Date

_______________________________________________________ _____________________


Principal’s Signature
Date

Follow-up notes, if applicable: ____________________________________________________

     
     
EXPLANATION: FEDERAL TITLE I AND SCHOOL NUTRITION PROVISIONS NOW REQUIRE A SEPARATE AND SPECIFIC PROCESS FOR RESPONDING TO TITLE I AND TO SCHOOL NUTRITION COMPLAINTS. A PROPOSED NEW TITLE I PROCEDURE 08.13451 AP.1 AND A REVISION TO POLICY 07.1 ARE INCLUDED IN THE UPDATE FOR THE DISTRICT’S CONSIDERATION.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
STUDENTS
E09.4281 AP.1

Grievance Procedures

Students wishing to initiate a harassment/discrimination complaint should use procedure 09.42811 AP.2.
Conditions

1. All grievances are individual in nature and must be brought by the individual grievant.

2. All grievance proceedings shall be conducted outside the regular school day and at a time and place mutually agreed upon.

3. The grievant shall be permitted to have not more than two (2) representatives.

4. All attendant records shall be filed in the office of the Principal and/or Superintendent and shall be considered private information and separate from the student’s educational records. All records will be kept for a minimum of three (3) years.

5. No reprisal shall be taken against any aggrieved student because of the filing of a grievance.

Time Limits

1. Students or their parents must file their grievance within fifteen (15) school days following the alleged violation. However, depending on the nature of the grievance, the Superintendent may recommend an extension of the filing deadline to twenty (20) school days if the grievance is based on an alleged violation of constitutional, statutory, regulatory, or policy provisions.

2. Days referred to in the grievance initiation form shall be school days.

3. The time limits stated in various sections of these procedures may be extended by mutual consent of the Board, its authorized agents, and the grievant.

4. If no extension occurs and the grievant does not file an appeal to the next level within ten (10) school days of receiving a response, the grievance shall be considered to have been settled and terminated at the previous level, and the answer given at that level shall stand.

Principal’s/School Council’s Involvement

1. When appropriate, the grievant shall give his/her communication directly to the Principal, thus bypassing the teacher or other employee. This action shall be taken only in those instances where the matter communicated is of such a personal and private nature that it cannot be effectively communicated at a lower level or in those instances where the nature of the grievance would require the initial response of the Principal.

2. The Principal reserves the right to redirect the communicator to the appropriate level and/or consult with the council, as appropriate.

STUDENTS
E09.4281 AP.1


(Continued)

Grievance Procedures

Superintendent’s/Designee’s Involvement

1. When appropriate, the grievant shall give his/her communication directly to the Superintendent, thus bypassing the Principal. This action shall be taken only in those instances where the matter communicated is of such a personal and private nature that it cannot be effectively communicated at a lower level or in those instances where the nature of the grievance would require the initial response of the Superintendent.

2. The Superintendent reserves the right to redirect the communicator to the appropriate level.

Board of Education’s Involvement

1. If the student, after reviewing the Superintendent's response, desires direct communication with the Board of Education, the student may present his/her written communication to the Superintendent for transmittal to the Board of Education, or notify the Superintendent ten (10) school days prior to the meeting of the Board at which the student wishes the grievance presented. Students contacting Board members individually about a grievance shall be advised to communicate with the entire Board.

2. If the Board decides to review the grievance, the student will then be afforded an opportunity to appear before the Board at the next regular meeting for relevant discussion of the student’s communication. If the student does not wish to make a verbal presentation, the student’s right to refrain from such activity will be respected. 

3. The Superintendent or the grievant shall present the communication to the Board of Education at its next regularly scheduled meeting.

4. The Board of Education will consider the grievance, and will provide the student a written response within ten (10) school days after the next regularly scheduled meeting of the Board, following the meeting of the Board at which the grievance was initially presented. The decision of the Board of Education shall be final.

NOTES:
· Students/parents wishing to initiate a complaint about a Title I issue should refer to Procedure 08.13451 AP.1.

· Complaints concerning discrimination in the delivery of benefits or services in the District’s school nutrition program are to be referred to the Superintendent/designee.
Related Procedures:

08.13451 AP.1

09.42811 AP.2

     
     
EXPLANATION: THESE CHANGES ARE SUGGESTED TO ADDRESS FERPA AND PENDING PERSONNEL ACTION CONCERNS. IT IS IMPORTANT THAT A DISTRICT RESPONSE NOT BE SO SPECIFIC THAT IT VIOLATES FERPA (STUDENT CONFIDENTIALITY) OR REVEALS INFORMATION THAT IS THE SUBJECT OF A PENDING PERSONNEL ACTION. IN ADDITION, THE DISTRICT MUST INVESTIGATE ALL REPORTS OF HARASSMENT/DISCRIMINATION, WHETHER THEY ARE MADE IN WRITING OR VERBALLY.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED
STUDENTS
$09.42811 AP.24

Resolution Response

This completed form shall be provided to both the complainant and the accused party.

Student Complainant ________________________________________________________

Last Name
First Name
Middle Initial
Accused Party _______________________________________________________________


Last Name
First Name
Middle Initial

School _____________________________________________________________________

Complaint/Appeal Received _______________
Response Delivered ______________

Date
Date

Investigator’s Name _________________________________________________________
Last Name
First Name
Middle Initial 

The investigation of harassment/discrimination complaint/appeal referenced above has now been completed, and the following determinations have been made:

Did the alleged incident(s) occur based on substantiated information?
( Yes
( No

If “yes”, what type of resolution will be implemented by the District? (Check all that apply.) 

( Personnel action
( Measures to protect the complainant
( Action against a visitor
( Action against a student offender
If corrective actions were necessary, have they been initiated?
( Yes
( No
______________________________________________ _________________

Investigator’s Signature
Date

______________________________________________ _________________

Superintendent/designee’s Signature
Date

No one shall retaliate against an employee or student because s/he files a grievance, assists or participates in an investigation, proceeding, or hearing regarding the charge of harassment/discrimination of an individual or because s/he has opposed language or conduct that violates Board policy.

     
     
Section I





Section II	The Position Is:





Section III	Request to:





Section IV	Funding source(s):





Section IV	Transfer:





Section VI	Employ:








