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PERSONNEL 03.11 AP.1
- CERTIFIED PERSONNEL -

The following procedures shall apply in the recruitment, selection, and employment of all
certified personnel hired in the District.

RECRUITMENT

Recruiting shall be the responsibility of the Superintendent/designee. Lfforts shall be made to
recruit a quality staff to include, but not be limited to:

1. Working through placement burcaus of regional and state colleges and universities;
2. Working with state educational associations and the state department of education;
3. Advertising through appropriate media.

POSTING

Vacancies shall be posted on the Kentucky Department of Education and District web sites.

CERTIFIED VACANCIES

The Superintendent/designee shall notify the Chief State School Officer of the vacancy at least
fifieen (15) days prior to filling the position. When such a vacancy needs to be filled in fewer
than fifieen (15) days to prevent disruption of necessary instructional or support services, a
waiver may be requested from the Chief State School Officer. If the waiver is approved, the
appointment shall not be made until the person selected has been approved by the Chief State
School Officer.

APPLICATIONS

All applications for positions shall be made utilizing electronic forms furnished by the
Department of Human Resources.

The Superintendent/designee shall review each application for completeness and shall send an c-
mail notice to each applicant indicating (a) the date of the review and (b) any additional materials
requested.

CRIMINAL RECORD INQUIRY

The District shall make appropriate inquiries with law enforcement agencies to ascertain if an
applicant has a criminal record. Fhe-epplicant-shall submit-with-the-application-histhercheck-or
money-order-in-the required-amount- made-payable-to-the 'Fayette-County-Board-of Education.”
To complete this requirement, the applicant recommended for hire shall be finger-printed by the
Department of Human Resources or other agency authorized by the Kentucky State Police.

EEOC COMPLIANCE

The Equal Employment Opportunity Commission recordkeeping regulations require the District
to maintain records in chronological order of the name, address, sex and race of all persons who
have applied for employment, including the dates on which such applications are made.
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PERSONNEL 03.11 AP.1
(CONTINUED)

Hiring
ELIGIBILITY YVERIFICATION

The United States Tmmigration and Naturalization Service (INS), Immigration Reform and
Control Act of 1986, requires that cligibility for employment in the United States shall be
verificd. Accordingly, the applicant shall file with the Department of Human Resources the
required documents for verification as specified by the INS. The applicant shall advise the
Department of Human Resources, in advance, of the need to determine appropriate alternative
documents if s/he is unable to provide the required documents.

SUPPORTING MATERIALS

Certification - Certified personnel shall hold valid certification issued by the state of Kentucky
and shall file the certificate with the Department of ITuman Resources. Individuals who are to
complete the beginning teacher internship shall file a valid Confinnation of
Employment/Statement of Eligibility.

The Department of TTuman Resources shall review the files of all certified employees appointed
to positions and provide the appropriate administrator with a lisling of any credentials that are
incomplete.

References - Beginning teachers shall include in their list of references the names of their
supervising or cooperaling teacher and college coordinator of student {eaching. Experienced
personnel should include the name of their present principal and/or supervisor. The applicant
shall provide specific and correct names, mailing addresses (including ZIP code), and email
addresses for all references.

For other applicants, three (3) conlidential refcrences are required. ‘The applicant shall provide
specific and correct names, addresses (including ZIP code), and email addresses for all
references.

EXPIRATION OF CERTIFICATION/LICENSURE

When an employee’s required certification/license has expired, the following process shall be
implemented;

1. The employee will be notified in writing of the expired certificate/license and temporary
placement and guidelines,

2. When an employee has allowed a certification/license to expire, the employee will be
temporarily placed in a nen-certificate/license required position for thirty (30) days to allow
for follow up on renewal of the centificate/license.

3. When the period of thirty (30) days has lapsed and certificate/license has not been
renewed/updated, the employce will be terminated.

4. The employee may reapply when the certificate/license has been renewed; however the
District will be under no obligation to rehire the individual.

5. The employee’s salary will be adjusted to the thirty (30) tcmporary placement job salary, and
the District will be under no obligation to retroactively pay the individual once the
certificate/licenses has been renewed/updated.
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PERSONNEL 03.11 AP
(CONTINUED}

Hiring
EXPIRATION OF CERTIFICATION/LICENSURE (CONTINUED)

6. If the employee is able to renew/updale the certificate/license before the thirty (30) day
timeline, they will be placed in a position similar to the one previously held; however, there
is no guarantee of placement in the same position or at the same location.

ADDITIONAL DOCUMENTS

In the event employment is offered to the applicant, s/he shall submit the following additional
required support documents/items or take the appropriate additional action, as specilied:

Health Certificate - Prior to beginning work, employees are required to submit a health
certificate. The certificate shall verify a completed medical examination within the ninety (30}
day period immediately prior to the employment date.

ADA Form - The Special Notice to Disabled Individuals shall be available to employees who
wish to volunieer information conceming any personal physical or mental disability in
accordance with the Rehabilitation Act and Americans with Disabilitics Act.

Tax Exemption Cerlificates - The W-4 (federal) and K-4 (Kentucky) tax exemption certificates
shall be completed for income tax purpoeses.

Employment Eligibility Verification - The Form I-9 shall be completed for employment
cligibility.

Job Description - New employees shall sign their job description, which shall delineate the
general duties and responsibilities of the position. (Job descriptions shall net be considered
all-inclusive descriptions of the job, but shatl indicate the gencral parameters of the duties and
responsibilities of the posilion.)

Letter from the Cabinet for Health and Family Services — stating there are no administrative
findings of child abuse or neglect on record.

SELECTION FACTORS

The Superintendent/designee shall screen applicants based on the following factors:
I Centification (when required for the position)

2 Educational background

3 Previous work experience

4 Recominendations

5 Results from required testing

HIRING OF RELATIVES OF THE PRINCIPAL/HIRING MANAGER

The Superintendent shall not employ a relative of a member of the Board.

A relative of the Superintendent shall not be employed except as provided by KRS 160.380.
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PERSONNEL 03.11 AP.1
(CONTINUED)
Hiring
HIRING OF RELATIVES OF THE PRINCIPAL/HIRING MANAGER (CONTINUED)
The Superintendent shall not employ a relative of any employee to work under the direct or

indirect supervision of that employce. “Relative” means father, mother, brother, sister, husband,
wife, son, daughter, aunt, uncle, (including subcategories of in-law, half and step relatives).

Exception to the above is substitute personnel.
COMPLETION OF EMPLOYMENT PROCESS

For SBDM schools, hiring shall follow statutory guidelines and the provisions of Policy 02.4244,
and the Superintendent shall complete the hiring process. Decisions on District Officels-About
Kids—Suppert—=Services and  District-wide  personnel  shall  be made by the
Superintendent/designee. The Superintendent shall inform the Board of the appointment of all
personnel.

HIRING OF RETIRED PERSONNEL

Re-employment on a full-time basis of persons previously retired from the District shall not be a
standard practice. In an emergency situation, however, consideration and employment of retired
personnel is acceptable, as long as it can be demonstrated that the individual is the best qualified
person for a particular vacancy.

SCREENING/INTERVIEW

Interview teams, as appointed by the Superintendent/designee, shall determine those applicants
to be interviewed in accordance with the needs of the school system.

The first phase of applicant screening for basic qualifications shall be conducted by the
Department of Human Resources. Interview teams led by the school Principal, hiring manager,
and/or the SBDM council, as appropriate under law, which include subject arca specialists and
principals, shall review and evaluate only those applicants who have successfully completed the
credential screening by the Department of Human Resources.

The Division of Human Resources shall make available to the Principal and SBDM councils
information regarding qualified applicants.

Applicants may be requested to provide additional information or to undergo further interviews
regarding position-specific qualifications.

The Principal shall communicate the candidate selected for employment to the Department of
Human Resources for validation and presentation to the Superintendent. In schools operating
undet SBDM, the Principal shall confer with the Council before submitting the selection.

The Department of Human Resources shall prepare and distribute necessary forms and
instructions to all administrators responsible for interviewing and placement of District
employees. However, the official offer of employee shall be made by the Division of Human
Resources.
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PERSONNEL 03.11 AP.1
(CONTINUED)
Hiring
USE OF CONSULTANTS
Consultant contracts must be approved in accordance with Board policy 01.11.

Consultants are those individuals retained by the District via contract to provide services to the
District or an individual school that present District staff are unable to provide. The kinds of
assistance sought from consultants may include, but are not necessarily limited to, services such
as: conducting fact-finding studies, surveys, and research; providing counsel and/or training in
areas requiring special expertisc; and, assisting the District with policy development and/or
program recommendations.

Before entering into any agreement with a consultant, the District shall obtain from the
consultant a written proposal that details, at a minimum, the following information regarding the
consultant and services to be provided:

1. The qualifications held by the consultant, which offer proof of the individual’s experience
and experiise in the appropriate service area,

The specific measurable objectives to be accomplished;
The specilic tasks io be performed,

The target dates for completion of tasks;

WA W N

The method to be used to report results to the District and/or to deliver any “product,” e.g.,
plans, recommendations, training, etc.; and;

6. Total costs.

Written contracts, based on the above proposal, shall be required in all cases where a consultant
is employed by the District. Such contracts shall specify the full amount to be expended for the
contracted services, including amounts for travel and related expenses.

Fmployees that have retired under the Teachers’ Retirement System (TRS) may be used as
consultanis on a limited basis, but only in keeping with requirements of TRS.

CONTRACT

Personnel hired by the Superintendent shall be notified of their contractual obligations
electronically. Electronic contracts must be signed and returned to the Department of Human
Resources within thirty (30} days of receipt.
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Request for Protected Health Information

This form may be used to grant release of a patient’s protected health information by the health care provider
for an employee or student for purposes other than treatment, payment or health care operations. |

L , hereby authorize
Name of Employee, Student 18 or older, or Parent Guardian Name of Physician'Practice

to use and/or disclose my protected health information described below to

School District

My protected health information will be used or disclosed upon request for the following purposes (name
and explain each purpose):

This authorization for use and/or disclosure applies to the following information (please mark those that |
apply):
[ Any and all records in the possession of the above-named physician or physician’s practice, including |

mental health, HIV, and/or substance abuse records. (Please cross out any item you do not authorize to
be released.)

[ Records regarding treatment for the following condition or injury
on or about

[ Records covering the period of time to
O Other (Specify and include dates.)

[ understand that I have the right to revoke this authorization, in writing, at any time by sending such written
notification to above-named physician/practice. [ also understand that my revocation is not effective to the
extent that the persons I have authorized to use and/or disclose my protected health information have acted
in reliance upon this authorization.

['understand that I do not have to sign this authorization and that the above-named physician/practice may
not condition treatment or payment on whether I sign this authorization.

Tunderstand that information used or disclosed pursuant to this authorization may be subject to re-disclosure
by the recipient and no longer protected by federal laws and regulations regarding the privacy of my
protected health information. NOTE: Redisclosure of HIV information shall comply with KRS 214.181
and KRS 214.625, which impose additional limitations on release of such information.

This authorization expires on the following date or event:

I certify that I have received a copy of this authorization.

Signature of Patient or Legally Recognized Representative Date
g/ gall) g P

Name of Patient or Legally Recognized Representative Legally Recognized Representative's Authority
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PERSONNEL 03.111 AP.21
(CONTINUED)

Notice of Privacy Practices

THIS NOTICE DESCRIBES IIOW MEDICAL INFORMATION ABOUT YOU MAY BE USED
AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS INFORMATION. PLEASE
REVIEW IT CAREFULLY. o

Fayette County Public Schools (“"FCPS”), as your group health plan, is required by federal law (the
Health Insurance Portability and Accountability Act of 1996 or “HIPAA") to protect your personal
health information by keeping it private and following certain rules that dictate whether and when
FCPS can use or disclose your health information. Additionally, the law requires that FCPS maintain
and provide upon request this Notice of Privacy Practices to inform its health plan members of their
rights regarding health information and legal duties of FCPS and privacy practices with respect to
protected health information.

FCPS is required to follow the terms of the Notice currently in effect. However, FCPS reserves the
right to change the terms of this Notice and apply those changes to all protected health information
currently maintained by FCPS. If this Notice is changed, you will be notified of the changed Notice
within 60 days after the change is made, and a copy of the new Notice will thereafter be available upon
request through the office of the Privacy Official.

For further information about this Notice, your rights and legal duties of FCPS regarding your health
information, please contact FCPS Privacy Official, 450 Park Place 126 Russell-Cave Rd-, Lexington,
KY 4051105, 859-422-031638+-4118.

PROTECTED HEALTH INFORMATION

Protected health information is any written and oral health information about you, including
demographic data that can be used to identify you. This is health information that is created or received
by FCPS and that relates to your past, present or luture physical or mental health or condition. Tt
includes but is not limited to your name, age, address, a history of your illness or condition, injury or
symptoms, tests given, x-rays taken and laboratory work conducted, and treatment provided to you.
This Notice describes how your protected health information may be used or disclosed and what
controls you may exercise over the use of your health information,

USES AND DISCLOSURES OF PROTECTED HHEALTH INFORMATION

FCPS may use your protected health information for purposes of providing treatment, obtaining
payment for treatment, and operating the health plan. Your protected health information may be used
or disclosed only for these purposes unless FCPS has obtained your authorization or the use or
disclosure is otherwise permitted by the HIPAA privacy regulations or state law. Disclosures of your
protected health information for the purposes described in this Notice may be made in writing, orally,
or by facsimile. Listed below are descriptions of specific ways in which FCPS may use and disclose
your protected health information.

TREATMENT

FCPS may use and disclose your protected health information to coordinate or manage your health
care and any related services. For example, FCPS may disclose your protected health information to
physicians or other health care providers who may be treating you or consulting with respect to your
care. FCPS may also disclose your protected health information to others who may be involved in your
medical care such as health care workers, family members, or clergy.
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PERSONNEL 03.111 AP.21
(CONTINUED)

Notice of Privacy Practices

PAYMENT

Your protected health information will be used, as needed, to obtain payment for the health care
services provided to you. This may include communications to your insurance carrier or the Kentucky
Office of Public Employee Health Insurance. For example, FCPS may need to disclose information to
your insurance carrier to determine your eligibility for certain benefits or whether a particular service
is covered under your plan. FCPS may also need to disclose protected health information to authorize
payment of cerlain services provided 1o you,

OPERATIONS

FCPS may use or disclose your protected health information as necessary [or the operation of the health
plan. For example, FCPS may use your protected health information in order to conducl wtilization
reviews. FCPS may also use your protected health information in order to evaluate the effectiveness
of the health plan. Additionally, FCPS may use your protected health information for the purposc of
renewing or replacing a health insurance contract or health benefits. Some other uses and disclosure
for health care operations may include: activities related to improving health care or reducing health
care costs; underwriting aud other insurance related aclivities; business planning and/or development,
and internal grievance resolution.

TREATMENT ALTERNATIVES

FCPS may use or disclose your protected health information to tell you about or recommend possible
treatment options or altenatives that may be of interest to you.

IIEALTH RELATED BENEFITS AND SERVICES

FCPS may wse or disclose your protected health information to tell you about health related benefits
or services that may be of interest to you.

INDIVIDUALS INVOLVED IN YOUR CARE OR PAYMENT OF YOUR CARE

FCPS may use or disclose your protecied health information to a friend or family member who is
involved n your medical care or the payment of your medical care. FCPS may also tell your family or
friends your location at the time of your care or that information may be communicated to an entity
assisting in a disaster relief effort in order to communicate your condition status and location to your
family. 1€ you want any of this information restricted, then yon must communicate that to FCPS using
the appropriate procedure.

AS REQUIRED BY LAW

FCPS will disclose your protected health information when required 1o do so by federal, state, or local
law. This may include reperting of communicable diseases, wounds, abuse, discase/trauma registries,
health oversight matters and other public policy requirements. FCPS may be required to report this
information without your permission.

To AVERT A SERIOUS THREAT TO HEALTH OR SAFETY

FCPS may use and disclose protected health information to avert a serious (hreat to health or safcty.
FCPS may use and disclose protecied health information for the following public activities and
purposes: 1o prevent, control or report disease, injury or disability as permitted by law; to report vital
events such as birth or death as permitted or required by law; to conduct public health surveillance,
investigation and interventions as permitted or required hy law; to collect or report adverse events and
product defects; to notify a person who has been exposed (o a communicable disease or who may be
at risk of contracting or spreading a disease as authorized by law.
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PERSONNEL 03.111 AP.21
{CONTINUED)

Notice of Privacy Practices

HEALTH OVERSIGHT ACTIVITIES

FCPS may disclose protected health inforntation to a health oversight agency authorized by law for
audils, investigations, inspections, and licensure. Health oversight agencies generally oversee the
health care system, government heafth programs (such as Medicare and Medicaid), and the
enforcement of civil rights laws.

IN CONNECTION WITH JUDICIAL AND ADMINISTRATIVE PROCEEDINGS

FCPS may disclose your protected health information in the course of any judicial or administrative
proceeding in response to an order of a court or administrative tribunal as expressly authorized by such
order. In certain circumstances, FCPS may disclose your protected health information in response to a
subpoena to the extent authorized by state law if we receive satisfactory assurances that you have been
notified of the request or that an effort was made to secure a proieetive order,

FOR 1.AW ENFORCEMENT PURPOSES

FCPS may disclose protected health information if asked to do so by a law enforcement official under
the following circumstances: If you have incurred certain injuries or wounds that are legally required
to be reported; in response to a court order, subpocna, warrant, summons, investigative demand, or
similar process; to identify or locate a suspect, fugitive, material witness, or missing person; under
certain limited circumstances when you are the victim of a crime; if FCPS suspects criminal conduct
on its premises; in emergency circumstances to report a crime, its location, or information about the
person who may have committed the crime.

UsES AND DISCLOSURES THAT YOU AUTHORIZE

Other than as stated above, FCPS will not disclose your health information without your written
authorization. After having given your autherizalion, you may revoke it in writing at any time except
to the extent that FCPS has taken action in reliance upon your authorization.

INDIVIDUAL RIGHTS
You have the folowing rights regarding your protected health information:

Right to Request Restrictions. You have the right (o request that FCPS not use or disclose certain
parts of your protected health information for the purposes of treatment, payment or health care
operalions, You may also request that FCPS not disclose your protected health information to family
members or friends. For example, you may request that FCPS limit what information it provides to
your family members regarding claims being processed for your health care.

FCPS is not required to agrece to your request, If FCPS agrees to your restrictions, FCPS will comply
with your wishes unless the information is needed to provide emergency treatment to you. To request
restrictions, you must make a written request to the Privacy Official identificd on page 1 ofthis Notice.
In your written request, you must state {1) the specific information you want to limit; (2) whether you
want 10 limit use of the information and/or disclosure of the information; and (3) to whom you want
the restriction to apply (for example, disclosures to your spouse). Upen receipt of your request, you
will be notified whether or not FCPS will agree to your restrictions. Either you or FCPS may terminate
the agreement to a restriction under certain circumstances.,
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PERSONNEL 03.111 AP.21
(CONTINUED)

Notice of Privacy Practices

INDIVIDUAL RIGHTS {CONTINUED)

Right to Request Confidential Communications. You have the right to request that FCPS
communicate with you using alternative means or at alternative locations if you clearly state to FCPS
that the disclosure of all or part of that information could endanger you. For example, you may ask that
FCPS call you at a certain phone number and indicate whether or not te leave a message for you.

To request confidential communications, you must make a written request to the Privacy Official
identified on page 1 of this Netice. In your written request, you must state specifically how or where
you wish to be contacted and that communication by regular means could endanger you. FCPS will
honor all reasonable requests for confidential communications.

Right to Inspect and Copy Your Protected Health Information. You have the right to inspect and
copy your protected health information, including most of your medical and billing records. You do
not have the right to review any psychotherapy notes, information created for use in legal actions, or
other information covered by certain laws.

If you would like to inspect and/or copy your protected health information, you must submit your
request in writing fo the Privacy Official identified on page 1 of this Notice. If you request a copy of
the information, FCPS may charge you a reasonable fee for copying, postage, or other expenses related
10 your request.

FCPS may deny your request to inspect and/or copy your health information. If your request is denied,
depending on the circumstances of that denial, you may have the right to have a decision of denial
reviewed.

Please contact the Privacy Official identified on page 1 of this Notice if you have questions about
access to your protected health information.

Right to Request Amendments to Your Protected Health Information, If you think the protected
health information FCPS has in your record is incorrect or incomplete, you may request an amendment
of the information for as long as FCPS maintains this information. You may make a request for an
amendment in writing to the Privacy Official as noted on page 2 of this Notice. FCPS must aci on your
request no later than 60 days after receipt of it. FCPS will provide wrilten notification of the acceptance
or denial of your request. FCPS may deny your request for an amendment if you ask to amend
information that: (1) was not created by FCPS, unless you provide a reasonable basis that the person
or enlity created the information is no longer available to make the amendment; (2} is not part of the
health information kept by I'CPS; (3} is not part of the information which you would be permitted to
inspect and copy; or (4) is accurate and complete. If FCPS denics your request for amendment, you
have the right to file a statement of disagreement with FCPS and FCPS may prepare a rebuttal to your
statement. If such rebuttal is prepared, FCPS will provide you with a copy.

Right to Receive an Accounting, You have the right to receive an accounting of certain disclosures
of your protected health information made by FCPS in the six years prior (o the date on which the
accounting is requested. This right applies to disclosures for purposes other than treatment, payment
or health care operations as described in this Notice. FCPS is also not required to account for
disclosures that you requesied, disclosures that you agreed to by signing an authorization form,
disclosures for a directory, disclosures to family or fricnds involved in your care or the payment of
your care, or certain other disclosures FCPS is permitted to make without your anthorization.
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PERSONNEL 03.111 AP.21
(CONTINUED)

Notice of Privacy Practices

INDIVIDUAL RIGHTS (CONTINUED)

Right to Receive an Accounting (continued). The request for an accounting must be made in writing
to the Privacy Official identified on page 1 of this Notice and must specify the time period sought for
the accounting. FCPS must act on your request for an accounting no later than 60 days after receipt of
such request. FCPS is not required to provide an accounting for disclosures that occur prior to April
14, 2003, FCPS will provide the first accounting you request during any 12-month period free of
charge. Subsequent accounting requests by you within the same 12-month period will be subject to a
reasonable cost-based fee. After learning of the exact amount of the fee, you have the right to withdraw
or modify your request in order to avoid or reduce the fee.

Right to Obtain a Paper Copy of This Notice. You have the right to receive a paper copy of this
Notice from FCPS upon your request even if you have already received a copy or have agreed to accept
this Notice electronically.

COMPLAINTS

You have the right to complain to FCPS and to the Secretary of the United States Department of Health
and Human Services if you believe your privacy rights have been violated. You may file a complaint
in writing to FCPS by contacting the FCPS Privacy Official, 450 Park Place}126 Russell Cave-Rd.,
Lexington, Kentucky 4051105, 859-422-0316384-4-H8. You will not be retaliated against or otherwise
penalized for filing a complaint.
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PERSONNEL 03.121 AP.1

- CERTIFIED PERSONNEL -
Salary Procedures

SALARY SCHEDULE DEVELOPED AND APPROVED

The Board shall approve a single-salary schedule, which shall be based on 189 days/9.5 months
of employment. Compensation for employment contracted beyond 187 days shall be prorated on
the base pay for 187 days. One (1) year of experience credit step-up requires employment for a
minimum of 140 days as a FCPS cerlified employce in a single school year and performance of
teaching duties for the equivalent of at least seventy (70) full school days during that school year,
regardless of the schedule on which those duties are performed. Twelve-month salaried certified
staff must work 70% of the school calendar to be credited with one (1) year of experience.
Teachers who perform teaching duties for the equivalent of at least 140 days during two (2)
consecutive school years shall be credited with one (1) year of experience.

The single-salary schedule shall meet state requirements for Ranks I, II, III, erd-IV_and V,
provide employment for the school term as set by the Board in keeping with statutory
requirements, and contain experience categories.

The Board also shall approve a separate salary schedule or index system for extra services and
supervision, and a salary schedule for substitute teachers during or before the June Board
meeling. Extra services compensation shall be based on expanded duties and responsibilities,
time demands and expertise, and shall be paid only upon documentation of services rendered.

A District may provide monetary compensation, in addition to that provided through the single
salary schedule, to all classroom teachers employed in a school that is identified by the Kentucky
Department of Education as being in targeted or comprehensive support and improvement status.

The substitute salary schedule shall be a per-diem schedule based on rank and experience but
may be lower than the rate of pay for regular full-time teachers.

Salary amounts shall be paid on the prescribed dates without deductions for days in which
schools are closed except that salaries shall not be paid when schools are closed as a result of a
sirike or other work stoppage, or when schools are open and salaried employees fail to render
services.

PAYMENT SCHEDULE

Lach year, employees shall be notified of the dates on which salaries shall be paid. Regular pay
dates for salaried employees shall be in accordance with the schedule adopted by the Board of
Education.

Certified employees shall be paid semi-monthly on the 15" and last day of the month as
designated in the schedule approved annually by the Board. If a pay date falls on a weekend,
payment shall be made on the prior Friday. All direct deposits, including the July and August
deferred payrolls, shall be made on the regularly scheduled pay date, but shall be available for
deposit at the close of the school year, if those employees have completed all responsibilities and
duties and have requested to be paid their remaining salary prior to June 30,

The Department of Financial Services shall annually prepare a listing of due dates for salaried
employees payroll information. This listing shall include the following information for each pay
period:
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PERSONNEL 03.121 AP.1
(CONTINUED)
Salary Procedures

PAYMENT SCHEDULE (CONTINUED)

1. The cut-off date that shall be included in the report each month;

2. The deadline for submitting payroll information to the Business Office;
3. The date of each payday;
4

The pay dates that are only for twelve-month employees or those employees who
receive twenty-four (24) checks; and

5. The paydays that will be addressed in a forthcoming memo.

All reports shall be submitted to the Payroll Office by the specified due date. If a report cannot
be delivered by courier, it shall be delivered to the Payroll Office by the person responsible.

The District shall post salary schedules for all categories of employees.
VOLUNTARY PAYROLL DEDUCTIONS

The Offices of Payroll and Employee Benefits shall make available to all employees information
about voluntary deduction programs in which they may participate.

CREDIT FOR EXPERIENCE

For the purpose of calculating salaries for certified and salaried classified employees, the District
allows credit for a maximum of twenty (20) years of professional experience outside the Fayette
County Public Schools. Credit for professional experience shall be recognized in compliance
with KRS 157.320 (10) and 702 KAR 3:070.

At the time of employment, the initial salary calculation for an employee shall be based upon the
number of years of professional service for which valid verification is on file in the Department
of Human Resources.

CHANGES IN RANK OR CREDITS

Credits and/or rank changes to be considered in determining the salary of a teacher for the
current year shall be completed prior to September 15 and submitted on an official transcript or
certification document to the Department of Human Resources prior to the last business day of
December.

The Department of Human Resources shall calculate the salary rank of certified employees based
upon the official transcripts, teaching certificates and other required supporting documents on
file in the Department of Human Resources on September 15. Salary adjustments for salary rank
effective on or before September 15 which are received after that date may be made only until
the last business day of December.

Statutory funding provisions stipulate that any teacher who has a higher rank certified by the
Education Professional Standards Board effective after September 15 shall not be entitled to the
salary at the higher rank until the beginning of the next school year. Therefore, afler the last
business day of December, eligible salary rank changes shall be credited for salary calculation
purposes at the beginning of the next school year. (Graduate semester hours earned at the AB +
15 or MA + 15 pay levels effective after September 15 shall not entitle the employee to salary at
a higher pay level until the beginning of the next school year.)
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(CONTINUED)

Salary Procedures

CHANGES IN RANK OR CREDITS (CONTINUED)

An increase in salary for each higher training level shall be based on graduate semester hours of
training counting toward a higher degree or rank. Such semester hours of training cannot be a
part of the requirements for the previous degree or rank. Upon approval of the Superintendent,
training that a teacher obtains subsequent to receipt of a bachelor's degree which is not credited
toward a master's degrec may be credited toward achieving the second step on the salary
schedule based on training.

EXTENDED EMPLOYMENT/SUPPLEMENTAL DUTY

School level employees will have the opportunity to apply for supplemental duties, extra services
pay or extended employment.

The Department of Human Resources shall prepare notification for the Board and the payroll
office and officially notify employees of the salary amount due for extra duty assignments.

All extended and supplemental duty assignments are to be effective for the current school year
only. Compensation for such duties cannot be assumed by the employee beyond the year of
nomination to the position.

PAYROLL DEPOSITS

Employees’ net earnings shall be deposited electronically to the bank of their choice designated
on the Payroll Direct Deposit Authorization form located on the District web site.:

https://my.feps.net/forms

Certified employees shall be paid their salary in twenty-four (24) equal checks from August to
July.

NOTE: Teachers who resign or take a leave of absence afler the beginning of the school year
shall receive a final lump-sum paycheck which includes all wages earned that have been set
aside for the June and/or July-August paychecks.

For those teachers who begin teaching after the beginning of the school year or who return from
a leave of absence during the school year, the amount due the escrow fund to provide for full
June and/or July paychecks shall be set aside prior to receiving a current paycheck.

Salary for increased experience and training changes shall be adjusted at the same time as new
salary schedules are implemented.

PAYROLL OFFICE DATA

Payroll-related data shall be maintained in a supplemental file located in the Office of Payroll
Services. These items shall be considered a part of the official personnel file and made available
for review, subject to the previously described conditions. Data maintained in the payroll file
shall include:

1. Federal and State tax withholding forms;
2. Address change forms;

3. A record of all leaves, including sick, emergency, personal, jury duty, professional,
without pay, vacation and military;
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PERSONNEL 03.121 AP.1
(CONTINUED)

Salary Procedures

PAYROLL OFFICE DATA (CONTINUED)
4—Leave-eards-signed-by-the-employeeforallHeaves-ineluding sicls-emergency—personal;
jury-duty-professional, without-pay;vacation-and-mikitary;

5:4.Authorization forms for all payroll deductions, including the credit union, insurance,
and the United Way; and

6.—Salary change notices (SA2):and
7:5.5ick leave bank enrollment forms.
FLEXIBLE WORK DAYS

No administrator/salaried classified personnel employed for twelve (12) months may work more
than five (5) flexible days in any school year. The flexible days accrued by those employees may
not carry over to the new calendar year.

SALARY FOR PERSONNEL WHO RESIGN

Certified personnel who resign during the school year or at the end of the school year will be
paid in full on the regular payday of the month following the resignation. Final payment will be
calculated as follows: Annual salary divided by the number of days of employment, times
number of days taught, minus salary previously received, equals balance due at time of
resignation. Stafl'may be paid only for those holidays occurring prior to resignation.
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PERSONNEL 03.123 AP.1
Leave of Absence Procedures

IMPACT ON BENEFITS
Upon receipt of a certified employee’s written request for a leave of absence for fifteen (15) or

inform the employce of the following areas, as appropriate, that will be affected by a leave of
absence:

more consecutive working days, the Department of Employee BenefitsHuman-Reseourees shall »’[Formatted: ksba normal

1. Work experience credit
2. Procedures for extending, returning from leave or resigning from leave
3. Subsequent job placement

NOTIFICATION TO EMPLOYEE

The Department of Employee BenefitsHuman—Resourees shall provide information to the
employce regarding the following arcas that may be affected by a long-term leave of absence:

1. Kentucky Teachers' Retirement System or County Employees Retirement System, as
appropriatc

Payroll procedures

State-sponsored public school employees' life insurance
Board-sponsored employees' life insurance programs
Federal Credit Union

Tax sheltered programs

State-sponsored health insurance

Voluntary benelits

Change ol employee's address

FMLA

The actual number of days of experience acquired by the employee, prior to the leave of
absence, lor the school year in which the leave occurs.

S R

The number of days of experience that may be acquired by the employee for the school
year in which s/he returns from leave of absence.

_.
i

13. Tor certified personnel, the 140-day minimum service required during a school year to
be eligible for one year of experience on the salary schedule.

INTENT TO RETURN
Employecs wha are placed on leave of absence shall be notified by the Department of Employee

BenefitsHuman-Resources that Board policy requires the employee to notify the Superintendent
in writing by February 28 of his/her intent to return to the school system [or the next year.
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PERSONNEL 03.123 AP.1
(CONTINUED)

Leave of Absence Procedures

EXPERIENCE CREDIT

The total number of paid days acquired during the year in which an employee is placed on a leave
of absence shall be recorded on the Salary Notice (SA2)-by the HumanReseurees Office of
Employee BenefitsServices. This form will contain the following information:

Effective date of leave;
Days worked up to the leave;
Board agenda date documenting the leave of absence;

Return date of the leave;

ST S

Days lefi in the years; and
6. Total days worked by the employee.
The Salary Notice (SA2)}-will be scanned into the employee’s personnel file under SALARY
NOTICES.
A year of experience credit will be awarded in accordance with KRS 157.320. The Payroll

Supervisor will report this information to the Human Resources Director upon completion of the
annual retirement reports at the end of each school year.
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PERSONNEL 03.1311 AP.1

- CERTIFIED PERSONNEL -

Voluntary and Involuntary Transfers

YOLUNTARY REQUESTS
Certified personnel may be considered for vacancies that oceur in the District by completing an
on-line application available on the District web site.

Pursuing a voluntary transfer is the responsibility of the employee. The Division of Human
Resources (HR) acts only as the authorizing agent. Final hiring decisions shall be in compliance
with SBDM and Board policies. Additionally, there is no requirement for principals to interview
or recommend for hiring any voluntary transfer candidate.
Involuntary transfers shall be placed prior to consideration of voluntary transfers.
No voluntary transfers shall be made after July 15 unless the transfer is the result of:

L. A promotion (defined below); or

2. Anagreement between the sending and receiving principal/supervisor; or

3. Approval of the Superintendent.
Adfter—August—t—ne—voluntary—transfer-o finstruetional—staff-will-be—approved-unless—itisa
promotion:
Promotion is defined as: (1) transfer to a position with increased contracted days, or (2) transfer to
a position with an administrative additive.
Employees may request, in wriling, a decrease in FTE, a reduction in work days, and/or demotion
to a lesser position for which they are qualified (i.e., teacher to paracducator, administrator to

teacher). Supervisors will consider the request when there is a vacancy or the request will be
consistent with the department/school staffing plan.

INVOLUNTARY TRANSFERS OF TEACHERS
Superintendent Discretion - Notwithstanding the remaining provisions of this administrative

procedure, the Superintendent may involuntarily transfer a teacher no later than 30 days prior to
the first attendance day of the succeeding school year.

SBDM council determines the impacted teaching areas.

Involuntary transfers of tenured teachers shall be made no later than 30 days prior to the first
attendance day of the succeeding school year and consistent with the time line specified in KRS
161.760.

In determining teachers to be involuntarily transferred, seniority within the District, determined by
the total length of scrvice as a certified employee under a contract for District employment, shall
be considered. If the length of service of two (2) or more teachers is equal, then the date of notice
to the Board of employment by the District in a certified position and the date of receipt of the
application for employment in a certified position shall be used as the second and third
determinants, respectively.
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PERSONNEL 03.1332 AP.1

- CERTIFIED PERSONNEL -

Hours of Duty - Records/Conference/Staff Development Days

DEFINITION

Records/Conference also called Staff Development Days refer to the two (2) days in the school
calendar that are required by law and the two (2) days in the school calendar that arc paid for by

LR 1 Formatted: Centered

the Board and which exceed legal requirements. (KRS 158.070) The purpose of

Records/Conference or Staff Development Days is to work on and participate in training activities.

WORK SCHEDULE

The teacher's work day of a minimum of seven and one-half (7'2) hours shall be observed on
Records/Conference or Staff Development Days,

PARAMETERS

Records/Conference or Staff Development Days will be indicated on the instructional calendar.
No Records/Conference or Staff Development Days shall be flexible unless the Superintendent
grants a specific exception based on a well-defined plan. Requests shall be submitted to the
appropriate Director and forwarded to the Office of the Superintendent for approval,

Requests for Records/Conference or Staff Development Days to be flexible fall within these limits:
The other four (4) days may be flexible days within these limits:

I The opening records day and the second records day shall not be flexible.

2. The closing records day at the end of the first semester shall not be flexible. The closing
records day at the end of the second semester shall not be flexible, unless the Superintendent
grants a specific exception in order to accommodate retiring personnel.

3. One (1) of the four (4) days may be worked at a location selected in accordance with a plan
developed in accordance with SBDM Council policy and submitted to the School
ChiefBireetor. Each plan shall indicate that:

a. Work relates to student records and/or conferences with parents.
Work is completed during and/or prior to the scheduled day.

A documentation system is in place.

Operational practices/procedures are included.

e po T

A notification system to parents is included.
f. Flexibility is included to address varying teacher and parent needs.

TELEPHONE CONFERENCE TIME
Ifa school plan allows for telephone conferences, the following procedures shall be observed:
1. Parents must be notified, preferably in writing, that a telephone conference will occur.

2. A summary of the conference shall be sent to the parent and filed with the Principal.
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PERSONNEL 03.171 AP.1

- CERTIFIED PERSONNEL -
Reduction in Force Procedures

DEFINITIONS

Teaching field shall be defined as the field(s) for which a teacher is certified. If a teacher is certified
in several fields, the "teaching field" of that teacher shall not be confined to the area in which s/he
is presently teaching.

REDUCTION BY ATTRITION

When staff reductions are necessary, every effort shall be made to accomplish such reductions
through normal attrition.

PREFERENCE FOR CONTINUING CONTRACTS
In effecting staff reductions, the Superintendent shall, within cach teaching field affected, give
preference to teachers on continuing contract and who have greater seniority. In each teaching

field affected, teachers with limited contracts of employment shall be notified of nonrenewal of
their contracts before the continuing contract of any teacher is suspended.

NONRENEWAL OF LIMITED CONTRACTS

To the extent that normal attrition is not sufficient to effect the necessary staff reductions and
provide openings for tenured teachers returning from leave of absence or a Memorandum of
Agreement, the returning employees shall be placed in a position in the area of certificationthe-last
schoel-they—were-employed. Principals will be required to non-renew non-tenured teacher(s) as
necessary to provide a vacancy in the returning teacher’s area of certification.

RESTORATION OF CONTINUING CONTRACTS

Teachers with continuing contracts shall have the right of restoration in continuing service status
in the order of seniority of service in the District, if teaching positions become vacant or are created
for which any of the teachers are or become qualified.

In order to be considered for placement in the upcoming school year, continuing contract
employees whose contracts have been suspended are required to notify the Director of the
Department of Human Resources by April 15 of new teaching areas in which they expect to
become certified prior to the beginning of the new school year.

DETERMINATION OF SENIORITY
Seniority is determined by the accumulated length of paid service as a certified employee under a

contract of employment within the District. . Short-term leaves of absence of fifteen (13) days or
less, without pay, shall not be a consideration in determining seniority.

BREAKING OF TIES

In the event that the length of service of two (2) or more teachers is equal, then the date of notice
to the Board of employment by the Distriet in a certified position and the date of receipt of the
application for employment in a certified position in the District shall be used as the second and
third determinants, respectively.
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PERSONNEL 03.19 AP.1
- CERTIFIED PERSONNEL -

Professional Leave

PRIOR APPROVAL OF SUPERVISOR

Individuals who request time away from their duties to make presentations at conventions or
conferences, or who have been invited to represent the Fayette County Public Schools in any
manner, shall obtain the approval of their immediate supervisor.

Approval shall be obtained prior to accepting assignments or invitations, shall be reduced to
writing, and shall carry the signature of the immediate supervisor.

A copy of the supervisor's authorization shall accompany the professional leave request that is
filled with the Office of Professional Development.

Procedure and forms concerning professional stafl development and in-service training and the
District’s PROFESSIONAL LEAVE HANDBOOK are available on the District web site.z

hitps:/my-feps.net/forms
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PERSONNEL 03.21 AP.1

- CLASSIFIED PERSONNEL -

The following procedures shall apply in the recruitment, selection, and employment of all classified
personnel hired in the District,

RECRUITMENT

Recruiting shall be the responsibility of the Superintendent/designee. Efforts shall be made to
recruit a quality staff to include, but not be limited to:

1. Working through placement bureaus of regional and state colleges and universitics;
2. Working with state educational associations and the state department of education;
3. Advertising through appropriate media.

POSTING

Vacancies shall be posted on the District web site.

The closing date for receiving applications shall be listed when vacancies arc posted unless the
position is designated as one open until filled.

APPLICATIONS

All applications for positions shall be made via electronic forms under the Department of Human
Resources section of the District’s web site.

The Superintendent/designee shall review each application for completeness and shall send a notice
to each applicant indicating (a) the date of the review and (b} any additional materials requested.

CRIMINAL RECORD INQUIRY

The District shall make appropriate inquiries with law enforcement agencies Lo ascertain if an

applicant has a criminal record. Fhe-applicant-shall-submit-with-the-application-histher-check-or

moenev-orderinthereauired-amaenntmade nauahla to-the-"Eavette Countr Baard of Educatine ! To
o yrUiduimrteretired-amotn - maae-payaote-to-th Ty ciic-COthty50tra- O aueaton:

complete this requirement, the applicant recommended for hire shall be finger-printed by the
Depariment of Human Resources or other agency authorized by the Kentucky State Police.

EEOC COMPLIANCE

The Equal Employment Opportunity Commission recordkeeping regulations require the District to
maintain records in chronological order of the name, address, sex and race of all persons who have
applied for employment, including the dates on which such applications are made.

ELIGIBILITY REQUIREMENTS

No person shall be initially hired unless s/he holds at least a high school diploma or high school
certificate of completion or [Tigh School Equivalency Diploma. Licenses or credentials issued by a
government entity that require specialized skill or training may also substitute for this requirement.

Clerical: Applicants must take the required clerical assessments and eamn a passing score and must
have a high school diploma or High School Lquivalency Diploma.
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PERSONNEI, 0321 AP.]
(CONTINUED)

Hiring

ELIGIBILITY REQUIREMENTS (CONTINUED)

Bus Driver and Bus Monitor: Applicants musi have a high school diploma or High School
Equivalency Diploma.

Food Service: Applicants must have a high school diploma or High School Equivalency Diploma.
ELIGIBILITY VERIFICATION

The United States Immigration and Naturalization Service (INS), Immigration Reform and Conirol
Act of 1986, requires that eligibility for employment in the United States shall be verified.
Accordingly, the applicant shatl file with the Department of Human Resources the required
documents for verification as specified by (he INS. The applicant shall advise the Department of
Human Resources, in advance, of the need to determine appropriate alternative documents if s/he
is unable to provide the required documents,

SUPPORTING MATERIALS

Diploma or High School Equivalency Diploma - Classified personnel hired since July 13, 199,
shall hold at least a high school diploma or High School Equivalency Diploma.

Designated classified employees are required to be licensed as follows:

Food Servige - All food service/school nutrition employees shall meet the qualifications of and be
in compliance with the responsibilities noted in federal regulation. Food Service Supervisors shall
hold a valid Driver's License, and specified food service positions will require that the cmployee
hold a valid Kentucky Commercial Driver's License.

Instructional Support Services - Specified Instructional Suppont Service positions require that the
employee hold a valid Kentucky Driver's License or a valid Kentucky Commercial Driver's
License.

Law Enforcement - A valid Kentucky Driver's license is required for all Law Fnforcement
positions. Sworn Oftficers are required to have a "Special Law Enforcement Officer Commission.”
Communications personnel are required to hold a "Law Enforcenent Telecommunicator
Certificate,"

Maintenance - All Maintenance positions requite the employee hold a valid Driver's License or a
valid Kentucky Commercial Driver's License, The position of Plumber requires a Master Plumber's
License. The position of electrician requires an Llectrical Contractor's License.

Grounds and Custodial Support - Designated Grounds and Custodial Suppoit positions require that
the employee hold a valid Driver's License or a valid Kentucky Commercial Driver's License,

Paraeducator - For instructional positions, employees shall be required to hold a high school
diploma or a High School Equivalency Diploma and to earn a minimum score on any required
testing.

Transportation - School bus drivers arc required by Kentucky Administrative Regulation to
complele a state-mandated training course prior {o employment, along with eight (8} hours of
updale training annually (702 KAR 5:080). Bus drivers and mechanics are required to hold a valid
Kentucky Commercial Driver's License.
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PERSONNEL 03.21 AP.1
(CONTINUED)

Hiring
EXPIRATION OF CERTIFICATION/LICENSURE

When an employee’s required certification/license has expired, the following process shall be
implemented:

1. The employee will be notified in writing of the expired certificate/license and temporary
placement and guidelines.

2. When an employee has allowed a certification/license to expire, the employee will be
temporarily placed in a non-certificate/license required position for thirty (30) days to allow for
follow up on renewal of the certificate/license.

3. When the period of thirty (30) days has lapsed and certificate/license has not been
renewed/updated, the employee will be terminated.

4. The employee may reapply when the certificate/license has been renewed; however the District
will be under no obligation to rehire the individual.

5. The employee’s salary will be adjusted to the thirty (30) temporary placement job salary, and
the District will be under no obligation to retroactively pay the individual once the
certificate/licenses has been renewed/updated.

6. Ifthe employee is able to renew/update the certificate/license before the thirty (30) day timeline,
they will be placed in a position similar 1o the one previously held; however, there is no
guarantee of placement in the same position or at the same location.

ADDITIONAL DOCUMENTS

In the event employment is offered to the applicant, s/he shall submit the following additional
required support documents/items or take the appropriate additional action, as specified:

Health Certificate - Prior to beginning work, employees are required to submit a health certificate
that is issued by the designated contractor or personal physician. The certificate shall verify a
completed medical examination within the ninety (90) day period immediately prior to the
employment date.

ADA Form - The Special Notice to Disabled Individuals shall be available to employees who wish
to volunteer information concerning any personal physical or mental disability in accordance with
the Rehabilitation Act and Americans with Disabilities Act.

Confirmation—of Employment—New—elassified—employees—shall—sign—a—"Confirmation—of
Employment™establishing-hourly-rate; status; and-work-schedule-

Tax Exemption Certificates - The W-4 (federal) and K-4 (Kentucky) tax exemption certificates
shall be completed for income tax purposes.

Employment Eligibility Verification - The Form I-9 shall be completed for employment eligibility.

Job Description - New employees shall sign their job description, which shall delineate the general
duties and responsibilities of the position. (Job descriptions shall not be considered all-inclusive
descriptions of the job, but shall indicate the general parameters of the duties and responsibilities
of the position.)
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PERSONNEL 03.21 AP.1
(CONTINUED)
Hiring
ADDITIONAL DOCUMENTS (CONTINUED)

Fxperience - Previous experience of classified personnel shall be verified in writing by former
employers. The District shall recognize up to fowr-twenty (204) years of professionally related
experience outside the Fayette County School System as specified on the applicable salary schedule
for the purpose of salary calculation.

References - The applicant shall provide specific and correct names, mailing addresses, and email
addresses for all references and shall not list relatives, friends or prospective in-laws.

Atleast three (3) confidential references shall be provided and must include only former employers
or professional contacts.

SELECTION FACTORS

‘The Superintendent/designee shall screen applicants based on the following factors:

1. Certification (when required for the position)
2. Educational background

3. Previous work experience

4. Recommendations

5. Results from required testing

HIRING OF RELATIVES OF THE PRINCIPAL/HIRING MANAGER
The Superintendent shall not employ a relative of a member of the Board.
A relative of the Superintendent shall not be employed except as provided by KRS 160.380.

The Superintendent shall not employ a relative of any employee to work under the direct or indirect
supervision of that employee. “Relative” means father, mother, brother, sister, husband, wife, son,
daughter, aunt, uncle, (including subcategories of in-law, half and step relatives).

Exception to the above is substitute personnel.
COMPLETION OF EMPLOYMENT PROCESS

For SBDM schools, hiring shall follow statutory guidelines and the provisions of Policy 02.4244,
and the Superintendent shall complete the hiring process. Decisions on District Officelts-About
Kids-Suppert-Services and District-wide personnel shall be made by the Superintendent/designee.
The Superintendent shall inform the Board of the appointment of all personnel.
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(CONTINUED)

Hiring
HIRING OF RETIRED PERSONNEL

Re-employment on a full-time basis of persons previously retired from the District shall not be a
standard practice. In an emergency situation, however, consideration and employment of retired
personnel is acceptable, as long as it can be demonstrated that the individual is the best qualified
person for a particular vacancy. Retired classified personnel may be hired for permanent positions
working four (4) hours or more each day. Retired classified personnel may be hired as classified
substitutes, working no more than seventy (70) days each school year.

SCREENING/INTERVIEW

Interview teams, as appointed by the Superintendent/designee, shall determine those applicants to
be interviewed in accordance with the needs of the school system.

For school-based positions, the first phase of applicant screening for basic qualifications shall be
conducted by the Department of Human Resources. Interview teams led by the hiring manager,
school Principal and/or the SBDM council, as appropriate under law, which include subject area
specialists and principals, shall review and evaluate only those applicants who have successfully
completed the credential screening by the Department of Human Resources.

In arcas where special skills are required, applicants may be referred to the appropriate District staff
for a performance assessment to determine competency.

The DepartmentBivision of Human Resources shall make available to the hiring manager, Principal
and SBDM councils information regarding qualified applicants.

Applicants may be requested to provide additional information or to undergo further interviews
regarding position-specific qualifications.

The Principal/hiring manager shall communicate the candidate selected for employment to the
Department of Human Resources for validation and presentation to the Superintendent. In schools
operating under SBDM, the Principal shall consult with the Council before submilting the selection.

The Department of Human Resources shall prepare and distribute necessary forms and instructions
to all administrators responsible for interviewing and placement of District employees. However,
the official offer of employee shall be made by the DepartmentBivision of Human Resources.

CONTRACT

Personnel hired by the Superintendent shall be notified of their contractual obligations by letter.
The contract must be signed and returned to the Department of Human Resources within two (2)
weeks.
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PERSONNEL 03.221 AP.1
- CLASSIFIED PERSONNEL -

Salary Procedures

SALARY SCHEDULE DEVELOPED AND APPROVED

The Board shall approve salary schedules for each category of classified personnel on an annual
basis. These schedules shall be based on skills required, training, longevity, and supervisory
responsibilities. The salary schedule shall indicate the hourly rate of pay according to level of
experience credit. Previous experience may be verified by former employers. A classified
employee shall earn one (1) year of experience credit for step-up on the salary schedule when the
employee has workedreeeived-pay for a minimum of 70% of the annual work calendar.

The substitute salary schedule shall be based on an hourly rate that may be lower than the rate of
pay for regular full-time employees.

PAYMENT SCHEDULE

Each year, employees shall be notified of the dates on which salaries shall be paid. Regular pay
dates for employees shall be in accordance with the schedule adopted by the Board of Education.

Classified employees shall be paid semi-monthly as designated in the schedule approved annually
by the Board. All direct deposits, including the July and August deferred payrolls, shall be made
on the regularly scheduled pay date.

The Department of Finaneial Services shall annually prepare a listing of payroll dates for classified
employees. This listing shall include the following information:

1. The actual dates covered in the payroll period;

2. The date of each payday; and

3. The paydays which will be addressed in a forthcoming memo.
The District shall post salary schedules for all categories of employees.
PAYROLL DEPOSITS

Employees™ net earnings shall be deposited electronically to the bank of their choice designated
on the Payroll Direct Deposit Authorization form located on the District web site.:

VOLUNTARY PAYROLL DEDUCTIONS

The Offices of Payroll and Employee Benefits shall make available to all employees information

about voluntary deduction programs in which they may participate.

DAILY RECORD SHEET

gk ‘LFormattedz Centered
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For purposes of calculating payroll, each hourly classified employee must utilize the assigned _ - {'Fiormatted: ksba normal

electronic time and attendance systemwho-does-net-punch-a-time-cloek-isrequired-to-keep-a-daily
reeord-sheet of-time on-duty.

Time is calculated to the nearest quarter hour. Unless work is involved, employees shall not report
for duty nor check in prior to the regular starting time. Employees shall go off duty and check out
at the end of the regular schedule.
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PERSONNEL 03.221 AP.1
(CONTINUED)

Salary Procedures

PAYROLL OFFICE DATA

Payroll-related data shall be maintained in a supplemental file located in the Office of Payroll
Services. These items shall be considered a part of the official personnel file and made available
for review, subject to the previously described conditions. Data maintained in the payroll file shall
include:

1. Federal and State tax withholding forms;
2. Address change forms;

3. A record of all leaves, including sick, emergency, personal, jury duty, professional,
without pay, vacation and military;

4—Leave-cards-signed-by-the-employee for all leaves,including sick-emergeneys personal;
jury-duty;-professional-witheutpay;-veecation-and-military;

5:4.Authorization forms for all payroll deductions, including the credit union, insurance, and
the United Way;

6:5.Confirmation of employment forms; and
7-6.Sick leave bank enrollment forms.
COMPENSATION OF PARAPROFESSIONAL COACHES

1. Paraprofessional coaches must be paid as a “discretionary coach” as established on the
Supplemental Salary Schedule by the Board of Education.

2. Paraprofessional coaches will be paid in equal payroll installments over the course of the
sporting season.

3. Paraprofessional coaches must be Board employces paid by the District. Payments made
by booster clubs to compensate paraprofessional coaches must be sent in one (1) check
to the Financial Services Department for the amount of the supplements. All checks shall
be made payable to the Fayette County Board of Education with accompanying memo
outlining the purpose of the payment and including the name, $S#;-coaching position,
and appropriate budget codes.

Payment to the Financial Services Department must include an add-on of 3% for salaried
employees, 18% for hourly employees, or 12% for non-District employees to cover matching
employer paid benefits (Medicare, FICA, workers comp, unemployment insurance) incurred by
the District in addition to the established supplement amount.

OFFICIAL WORK SCHEDULE

Each year the Supcrintendent/designee shall develop a schedule of days worked for all employees
and these are distributed to each administrator, who then notifies the classified employees under
his/her supervision. No deviations shall be made from these work schedules without approval from
the DistrictCentral OfTice.
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PERSONNEL 03.221 AP.1
{CONTINUED)

Salary Procedures

OFFICTIAL WORK SCIIEDULE (CONTINUED)

Holidays shall be established in the official school calendar. Eligibility for paid holidays shall be
determined per policy 03.222.

FEmployees shall not be paid for:
¢ Scheduled lunch periods
* Overtime, unless approved in advance per policy 03.221
+ Unapproved early arrivals/late departures

¢ Days when schools are closed for inclement weather or other emergencies, unless
otherwise approved in advance by the Superintendent/designee

SALARY FOR PERSONNEL YWHO RESIGN

Classified personnel who resign during the contract period will be paid in full for the actual days
worked during the pay period on the regular payday of the month following the resignation. Staff
shatl be paid only for those holidays oceurring prior to resignation.
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PERSONNEL 0329 AP.1
- CLASSIFIED EMPLOYEES -

Professional Leave

https:Amy fepsnet/forms

RELATED PROCEDURE:
03.19 AP.1
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SCHOOL FACILITIES 05.1 AP.21
Naming/Renaming of Facilities

Requests by an SBDM council (or individual employee in schools without a council) to name or
rename existing property must be submitted to the Superintendent/designee by March 30™ of cach
school year.—Fhe-enly—requests—that—wil-be—eonsidered—will-be—these—ef-n—decenased-staff
member;-community -member-or-former-student-who-achieved-national—state—or—loeal
prontinence;

This scction is to be completed by the school council or individual making the request. ]

Requesting School/Individual Date Submitted
Area recommended for naming/renaming:
INDOOR
O gym/arena O auditorium O library/media center O cafeteria
[ Other (specify):
CURRENT NAME (IF ANY):
OUTDOOR
O courtyard O stadium O gym/arena O feld [ sub-parcel

O Other (specify):

CURRENT NAME (IF ANY):

SUGGESTED NEW NAME:

RATIONALE:

|

This section is to be completed by the ad hoc committee appointed by the Superintendent.

After due consideration, the committee recommends to the Superintendent the following response:
[J Request be granted by the Board [J Request be denied
RATIONALE:

Signature of Committee Chair Date Submitted
BOARD ACTION: O Request granted [ Request denied  DATE OF ACTION:
REQUESTING SCHOOL/EMPLOYEE NOTIFIED (DATE) :

Page 1 of 1




DRAFT 10/7/24 -
JISCAL MANAGEMENT 04311 AP.1

Payment of Bills

ORDERS OF TREASURER

On a weekly basis, Accounts Payable will review and process all approved invoices that have been
submitted for payment by the deadline set forth in the vendor payment schedule, After each check
run, the Orders of the Treasurer report is produced for review and signature by the designated
Board member. All checks issued | will be immediately released to the vendors, Before presenting
Orders of the Treasurer to the Board of Education for retroactive approval, one (1) Board member
designated on a three (3) month rotating basis shall review and sign the Orders (claims and post
approvals), Upon finding them to be in order, the Board member shall recommend their approval

to the Board.

Board policy requires the preparation of Orders of the Treasurer for review by the Board as part
of the bill-paying process. The purpose of preparing the Orders is to enable the Board to Teview
the payments for appropriateness and to monitor their issuance under Board policy. The Board is
also able to review “post approvals,” or claims for which checks have already been released since
the preceding Board meeting. Board members (except the Chair) are cach assigned one (1)
calendar quarter during which s/he reviews the Orders documentation. The review process will
take place by the close of business on the Wednesday preceding the regular meeting(s) during
which claims are approved.

REVIEW OF CLAIMS AND POST APPROVALS

1) For both the Main Account and the Food Services Account, there are two (2) reports:
“Orders of the Treasurer” and “A/P Cash Disbursements Journal.” The Orders of the
Treasurer provides the Vendor Code, the Name of the Vendor, the Check Number, and the
amount paid. The check amount will be for up to 20 invoices (a system limitation) above
which an additional check(s) will be produced. The Board member reviews this report.
Should a question arisc on particular payments, staff will refer to another report for more
information, as follows:

2) Review as necessary the “A/P Cash Disbursements J ournal™. For cach check, the following
information is provided:

a. Check number or EFT number

b. Check date

¢. Check type or EFT type (manually produced or produced by the system)
d. Vendor number

Vendor name

@

f. Voucher information, including the organization code (budget) and expenditure object
code (expense account) to which the check is charged.

g. Invoice number
h. Invoice date
i.  Purchase order number

J- Warrant number (identification number for a batch of invoices)
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FISCAL MANAGEMENT 04.311 AP.1
(CONTINUED)

Payment of Bills

REVIEW OT CLAIMS AND POST APPROVALS (CONTINUED)
k.  Nect amount of invoice
1.  Total amount of check

The report will show details ol items “d” through “k” for cach invoice, including individual
accounts charged.

3) Using the “A/P Cash Disbursements Journal,” stalT will be_able to answer most of a Board
member’s questions about particular payments. The Board member may request 1o sce afl
supporting documentation on particular checks which stafl will produce from Accounts
Payable files.

4) The Board member will sign on the last page of the “Orders of the Treasurer” printout,
signifying review of all preceding pages.
APPROVAL DATE FOR BOARD CLAIMS

Payment of claims shall be submitted to the Board for approval at each regularly scheduled
meeting of the Board and, as necessary, at special meetings as provided in KRS 61.823.

FILING OF CLAIMS FOR APPROVAL

Failure to submit claims for payment to the Accounts Payable office by the cut-oif date shall cause
claims to be held for payment until the third Monday of the following month,!

The cut-off for filing claims to be submitted {or Board approval shall be eight (8) business days
prior the date of the meeting at which the claims are to be approved. Exceptions to this deadline
may be required, such as when holidays or breaks alfect the 8-day cut-olf date. Claims received
late will automatically be entered in the process for submission at the next regular meeting (or
special meeting if such action is placed on the agenda).

POST APPROVALS FOR CASH DISCOUNT

Post approval checks may be issued to take advantage of cash discounts offered for early payment,
provided taking such discounts is advantagcous to the Board, Post approval payments are not
advantageous unless there is a net cost reduction to the Board, The loss of interest income incurred
as a result of early payment and the cost of manually writing post approval checks shall be
considered in determining the net cost reduction.

Before post approval checks are authorized to take advantage of a cash discount, the following
criteria shall be satisfied:

1. The discount shall be 8 minimum ol 1%, ten {10) days of the invoice date; and

2, The total discount amount on the invoice (or invoices, if more than one invoice is
included in the payment) shall be equal 1o at least forty dollars ($40).

NOTE: Both criteria (1) and (2) shall be met for a claim to qualify for the issuance of a post
approval check for carly payment.

CONSTRUCTION PROJECTS
All claims submitied against construction projects as authorized by contract with the Board of
Lducation shall be paid within the terms of the contract,
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FISCAL MANAGEMENT 04311 AP.1
(CoNTINUED)

Pavment of Bills

SCHEDULE OF DATES 'OR CLAIMS

Issuance of checks shall take place only when claims have been submitied with appropriate
verification,

'Cut-off date for majority of claims prepared by: Operations and Support, Grounds and Custodial
Support, Mainlenance, Transportation, and Media Services; and professional travel vouchers and
mileage reimbursement vouchers,

NOTE: Claims shall be presenied to the Accounts Payable office by noon of the {inal cut-off datc.
Failure to meet this deadline shall cause claims to be held for paymert until the next month.
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FISCAL MANAGEMENT 04.31 AP.21
General Fund Budget Reserves (Contingency)

DEFINITION AND PURPOSE OF THE RESERVE (CONTINGENCY)

The General Fund is the primary fund used by the Board to account for most of the Board’s
educational and instructional services. Accordingly, the General FFund’s reserve procedures are
intended to provide the Board with options when responding to unexpected issues, and to afford a
buffer against shocks and other forms of risk.

A “reserve” is defined as the contingency portion of the total fund balance. A “fund balance” is
defined as resources remaining from prior years, which are available to be budgeted and/or spent
in the current year. The six (6) most important purposes are to help:

¢ Plan for contingencics and unforesecn events — The Board may face challenges when
it comes (o matching planned revenues with actual expenditures. Elastic sources of
revenues — such as occupational license and utility gross receipts taxes contribute to a
volatile revenue structure. Local events, such as the closure of a major employer, can
also negatively affect revenues. Finally, extreme cvents (major winter storms,
tornadoes or floods for example) can increase operating costs or capital costs. Reserves
can be used to oflset these temporary shortfalls, thereby allowing the Board time to
make permanent changes to prevent the fiscal problem {rom worsening.

e DMaintain good standing with rating agencies — Bond rating agencies consider an
adequate level of fund balance and-reserves (contingency) a sign of creditworthiness
because it enhances a government’s (school District’s) ability to repay debt on time and
in full. It also allows the Board the ability to borrow funds at a more favorable interest
rate, thus saving taxpayers’ money.

e Avoid interest expenses — Interest expenses, caused by temporary cash shortfalls, can
be avoided by using reserves instead of borrowing money.

¢ Generate investment income — Fund balance and-reserves (contingency) can be used
to generate investment income, thereby adding to the Board’s revenue streams and
decreasing its reliance on taxes.

¢ Lnsure cash availability when revenue is unavailable — Fund balance and-reserves
(contingency) can be used to bridge situations occurring during times of the year (July
through September) when there are temporary low levels of cash on hand prior to
property tax revenue collection revenue being received. Maintaining adequate reserves
can balance differences in cash availability.

¢ Create a better working relationship between the Board and staff — Formal reserve
procedures create a shared understanding of the proper level and use of reserves.

RESERVE LEVEL AND FUNDING OF THE TARGET AMOUNT

The Board commits to maintaining the fund balance categories listed below. The total target
amount of all five (5) fund balances noted below shall be a minimum of sixeleven percent
(61+%) of total General Fund expenditures. Additionally, the Board requires the
Superintendent/designee, to place these funds into the reserves (contingency) under the GASB 54
requirements to address unforeseen emergencies or disasters, revenue instability, and legal
liability., The reserves (contingency) shall be a minimum of six and-ene-half-pereent-(6:5%).
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FISCAL MANAGEMENT 04.31 AP.21
(CONTINUED)

General Fund Budget Reserves (Contingency

PERIODIC REVIEW OF TARGETS

The Superintendent shall review the General Fund reserve requirements and thresholds as a part
of the annual operating budget adoption process, as well as, cach time a General Fund budget
revision is presented to the Board for approval.

AUTHORITY AND CONDITIONS FOR USE OF THE RESERVES

Any appropriation or use of the reserves, which would cause the total General Fund Reserve
(contingency) to fall below sixeleven percent (611%) minimum threshold ofand/er the reserve
(contingency)-te—fal-below—the-six—and-one-halpercent-(6:5%) minimum threshold of total
General Fund expenditures, shall require formal Board authorization, except [or extreme public
emergencies and as provided in the section below.

BORROWING FROM THE RESERVE

Except for the payment of expenditures to be reimbursed through Reimbursable Grants, borrowing
money from any of the General Fund reserves by any other fund, even il there is a promise to repay
those funds back at a later date, shall be prohibited unless it is approved by the Board on a case-
by-case basis.

Reimbursable Grants are defined as programs or grants that are operated on a reimbursement basis,
where expenses are incurred by the Board before reimbursement is provided by the grantor.
Examples of Reimbursable Grants include, but are not limited to, Title I, IDEA, Carl Perkins, etc.

REPLENISHMENT OF THE RESERVE

The Superintendent should restore the fund balance to the levels shown herein in the (iscal year
that follows the decline, so that the reserves can continue to serve as a hedge against future risks.

If the total General Fund Reserve level cannot be replenished in the year following its use, the
Superintendent working in conjunction with the District leaders that oversee the financial services
and budgeting process shall be required to identify strategics and recommendations that would
restore these reserves to their required levels within three (3) years of the reserves’ use,

LILXCESS FUND BALANCE

At the end of each fiscal year, if the total General Fund Balance exceeds the minimum target level
required herein, the Superintendent/designee is authorized to utilize the excess funds for one of the
reasons listed below,

¢ [nstructional needs,
e (Capital Projects funds,
e ['CPS Board one time initiatives, or

e [quity initiatives.
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DRAFT 10/7/24
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.

ALTERATIONS IN GENERAL
Any structural alteration of a building shall require the approval of the Board and appropriate
governmentalstate 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.

CONSTRUCTION REQUIREMENTS - PROJECT DONATIONS

When individuals or groups wish to provide money, materials or services for the construction
of any project on school property, such construction shall be carried out in one (1) of the
following ways:

I. With Districtsehoe! personnel doing the actual work. However, the Board shall not
undertake large or substantial projects with its own personnel.

2. By means of a contract with professional construction firms in accordance with statutory
procedures. Prior to the awarding of a contract, funds to be donated for the construction
of projects shall be paid by the organization directly into the treasury of the Board as a
donation to the District's public school funds. IT the size of the project is sufficient to
require it, the Board shall bid it and appropriate from school funds an amount sufficient

to complete the project.

3. By means of donated labor and materials. Upon approval of the Board, school-related
organizations may underlake projects utilizing donated labor and materials; or,
organizations may contract directly with a professional construction firm to complete

approved projects.

CERTIFICATION OF FUNDS

All organizations and individuals shall certify in writing to the Board that sufficient funds
are available to carry the project to completion; that no part of the funds donated to the
Board are borrowed; and that no amount is due to any person or entity thereof as a result of
the following:

1. Funds donated
2. Materials purchased
3. Labor utilized
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SCHOOL FACILITIES 05.11 AP.1
(CONTINUED)

Alterations of Buildings and Grounds

APPROVAL OF QUALIFIED PERSONS

Items of playground equipment or any other objects constructed shall be approved by a
consulting engineer, architect, or other qualified person as to safety in design and
construction techniques. The finished product also shall be inspected and approved by the
Safety and Health Supervisor before use by pupils.

NATIONAL FIRE CODE

No building alterations shall be undertaken unless the Safety and Health Supervisor
ascertains that alterations conform with National Fire Code standards.

SIGNS

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

EQUIPMENT OWNED BY QUTSIDE GROUPS

Equipment owned by a school-related organization, such as a P.T.A. group, shall meet all
applicable safety standards as verified by the Safety and Health Supervisor.

MASTER PLAN

For further information concerning approved equipment to be installed on elementary
school grounds, refer to the master plan for the development of elementary playgrounds as
prepared by the administrative staff.

REQUESTS FOR ASSISTANCE

In the event a school-related group wishes to develop an elementary school playground and
cannot raise funds sufficient to complete the project, these groups may submit a request for
financial assistance to the Board. The Beard shall in turn consider the request on its merits
and in light of budgetary conditions prevailing at the time the request is made.

REFERENERSSE L et s i e et Il el o & LS R IR e S ) ey ‘[Fnrmalted: ksba normal J
BCPSDistrictEacllity BIan: (MEPY. .o i b s i o ave o s fa i s 5 i ‘[Formalted: ksba normal, Small caps J
FCPS Building Components Requirements(BCR), 1 X" | Formatted: ksba bold, Font: Not Bold )
FCPS Facility Programming Guide j\‘\\“ ‘\\\{ R e e J

‘\\\:‘\\{Formatted: Reference, Left, Indent: Left: 0" J
‘:\\‘\{ Formatted: ksba bold ) J
“\\“‘\{ Formatted: ksba bold J
“\\[ Formatted: ksba bold, Font: Not Bold J

' Formatted: ksba bold =1
LF_ormatted: Reference J

Page 2 of 2




DRAFT 9/23/24  Zirry

SCHOOL FACILITIES 05.43 AP.1

Bomb Threat Procedures

PRILLS

%WMMM%MMH%—%M%WHQWWMe
red—Dﬁ{-H%eﬁeft-Fe%m— which ean-be-accessed-from-the Distriet’s-web-site-on-the FCPS Risk

RESPONSIBILITIES OF PRINCIPAL/DESIGNEE

The Principal/designec shall'

b t—hmﬁeeLte—wafmaag
s;gﬂals—ﬂssesﬁﬁen%efw%hfeat—pfe%eeel—aﬂd— des+gnat+eﬂ—af—s&f&ﬂfeas—fer—a+kst~a£f—and
students.

3:1.__ Putinto action the followmg procedures \»hen a bomb threat has been recelved

be standard procedurc to cvacuate the bmldmg and surroundmg areas.

b. E%%eaat%d}ﬂgurﬁseﬁndwated—bﬁh&assessmeﬂppreeess—&nd—eCall FCPS Police
859-422- 4200%%%@%%&%&“%@%&
as-appropriate,

c¢. Use the Audio Enhancement Intercomaubh&uaddfess—system or similar

technologydevice to announce the evacuation.

d. Notify your Chief School Leadership OfficerSuperintendent/designes,

e. FCPS Police will Mmake building accessible 1o law enforcementageney
representatives who respond by providing the search team with a floor plan and keys
to unlock rooms.

ﬁ%&b&ﬂdfﬂgﬂse%&&ﬁeéﬂ&eeﬁamﬁﬁ%%ﬂ%@wmeaeﬁbawﬁnfeﬁmem

offic nl vhath or—not Ir-\||| is—safe—to—ra-antar. Immadintals:
OHicH Wwhether—or—anot T

Ot To—sdrtt—tO—Ffe-ente r—HR SOHHe:

J’

Supeﬁﬂtendeﬂ#ées%ﬂeenrﬂaﬂy—éamage -peeurs,

g:f. Notify Chief School Leadership OfficerSuperintendent/designee if transportation or
evacuation to another facility may be necessary.

4:2.__Ifan actual bomb is discovered on school grounds:
a. Immediately report the bomb by calling FCPS Police9H-loeal/state-police-and the-fire
department.
b. Evacuate the area designated by FCPS Police and school administration and remain in
that area until all cleared has been determmed by appropriate personnelbomb-site-to-a

safe-area-at-least-85
eaeh—@ree—ha&been+emeveé%d;s&med4&y4h&bemb—sq&aé

¢. [FCPS Police will help with traffic control and assist with emergency vehicle trafficka

M%memwmwem
not-block drives-and-aceessroads.
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SCHOOL FACILITIES 05.43 AP.1
(CONTINUED)

Bomb Threat Procedures

RESPONSIBHATHES-OF- PRINCIPAL/DESIGNEE (CONTINUED)
HMBMMWWWMHW

detonation:

FACULTY/STAFF RESPONSIBILITIES
The faculty and staff shall:

1. —Past—n-ea i i udent
wspon&bﬂ%s#hese—mﬁ—mﬂm%eaimw—m%gﬂmdﬂt%hw—e%ﬂ&

mdm—use—d&&nga%embﬂ&ea{—drﬂ%&re#&eum
2:1.1f a written bomb threat is received, preserve it for invi esugatlon and not1fy FCPS Pollceby%he

poelice-for possible-fingerprints by-handlingi
envelope-Notify-the-Prineipal or administrator in-charge-who-shal lnetify- the Division-of Law
Enforeement.

3:2.Take the following steps if a bomb threat is received by telephone:
e Notify the Principal or administrator and FCPS Policein-charge and-the-Division of Law
Enforesment.

* Complete the BOMB THREAT CHECKLIST as soon as practical. (See 05.43 AP.2, )

* Remain available outside the building, but near the main entrance, to assist the inspector
from the Lexington-Fayette Urban County Government and an officer from the Division
of Law Enforcement in filing the official report.

Me?ﬂm@a%&p&bﬁm@eﬁe@ﬂwaﬁu&aﬂéwdﬁeﬁm&e&
areas-ineluding stairwells-and-hallways.
6.—"Fak&elass—ms%er—and—eheek—mﬂ—when4h&e{ass—is—iﬂ—-it&evaeuatien—afea—andrfepemte—ﬂae

Prineipal-any-student-who-is-missing—O# 5
person-shall-remain-in-the building during-a-bomb threat-or bomb-threat drill
F—Maintain-erder—during—the—evacuation—and—arrange for—the—assistance—of-students—with
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DRAFT 9/23/24
SCHOOL FACILITIES 05.45 AP.1

Crowd Control

PRINCIPAL'S AUTHORITY

The Principal shall have authority to promote the orderly conduct and safety of the students and
other spectators attending events on school property. Crowd control procedures shall include the
following:

1. Assignment of authorized school personnel to provide adequate supervision.

28 The Principal may request FCPS PoliceDivision-of Law Enforcement personnel 1o be

present if s/he anticipates the crowd may pose a conduct or safety problem.

a) Division of Law Enforcement personnel shall be provided for athletic events, as
approved by the Superintendent.

b) The Principal and FCPS PoliceBivision-ef-Law-Enforcement personnel shall
utilize judgment regarding the number of officers needed and advise as to their
placement.

3. The admission gate or entrance shall be controlled and admission limited to eligible
students, chaperones, guests, spectators, and other authorized persons.
4—Persens-under-the-influence of alcohol- or drugs-are-subjectto-exelusionfrom-the-event:

5:4. It a disturbance occurs, school administrationautherities shall determine if the event

needs to be concluded and may close the event, as appropriate, and send those in
attendance off the school grounds,

SPORTING ACTIVITIES

Al the beginning of each school year, the Principal shall meet with personnel from the FCPS

PoliceDivision-efLawEnforeement to arrange for adequate crowd control before, during and

after each sporting activity and to develop a plan of action for crowd managementte—be

implemented-in-the-event-oftrouble. The plan shall address the following issues:

1. The Principal/designee shall contact the visiting school as early as possible to discuss
crowd control procedures for each game, parking sites, bleacher areas, and the loading
and unloading of buses and automobiles.

2:———Supervision-of-parking-areas-during games-is-advised-In-addition—parking-areas shall be
wetbHehted

3:2. __In order to minimize congestion, the Principal/designee shall arrange for an adequate
number of ticket takers, ticket sellers, entrances, exists, concession stands, etc.

4:3. _ School administration/designeePersennel shall secure stadium and gymnasium gates and
doors, prior to the scheduled opening time.

5———If special-seating-areas-are-to-beroped-off;-this shall be done before-the gates-are-opened:
The-Prineipal-shall-provide-speeial seatingfor the-visiting-school's-band:

6———The—Prineipal—shall—direct—ticket—takers—to—sereen—speetators —and —to—notify—Law
Enforeement-persennel-of-poteatial-problems—Regardless-of when-during-a-game-they
purehase-a-ticket-spectators-are-required-to-pay-full-ticket price:
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SCHOOL FACILITIES

Crowd Control

SPORTING ACTIVITIES (CONTINUED)

F4.  No spectators are allowed onto the sidelines. Authorized persons other than players,
coaches, managers and members of football "chain gangs" shall be issued VISIBLE

SIDELINE PASSES.

8:5. The school administration and staffPrineipat shall provide for supervision during

half-time to help direct the crowd, keep spectators off the playing surface and prevent

loitering.

9:6. ___The Principal/designee shall maintain open lines of communication with administrators

of the visiting school.

10— Team;band-and pep-busesshall- depart-as-seon-as pessible-after the-game-
H-7. _The school administration and staffPrineipal shall supervise students until they are picked

up by a parent or guardianarrange—for-and-provide—supervision—to—continue—until-all

speetators-have-lefl-including the-team bus.

> T il i hatles SE Dl £l Enf T

follows:

Prevention-of Crime
1Protection of spectators-and participants
2—Patrot-of prounds-and facilities
3—lnvestieation-ef ineidents (crimes; ete.)

Protection-ef ELayette Count-Public School Property-and Personal Property

+—Prevention-of-thefts

FrattieControl
|--Supervisedrattic-onsehoo b property
Z—-Supervise-parking
3—tvestipate sutomobile-aceidents

Erowd Control
+—Assistschool o fficials-insupervisingspectator flow
) e Fcials N |

Publie Relations
+—Assistspectators
2. -Assist partieipants-and-officials
3. 1. Assiststudents
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SCHOOL FACILITIES 05.6 AP.1
Property Insurance Procedures

REVIEW COMMITTEE

The Property Tnsurance Review Committee shall annually review statements of District property
values and the extent of insurance coverage. This committee shall consist of the This committee
shall consist of the Chicf Operating Officer, Director of Risk Management and Safety, Executive
Director of Accounting and BenefitsEinaneial Services and the Director of Purchasing.

REPLACEMENT CosT

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

APPRAISAL OF BuiLbINGSs

An appraisal of non-surplus buildings may be made every seven (7) years. The professional
appraiser shall estimate the Teplacement cost, and an adjustment will be made each year 1o
compensate for any increased labor and material costs.

INVENTORY oF CONTENTS

An inventory of the contents of each school shall be made cach 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 at the John D, Price BuildingTAlk
Suppert-Serviees.

CO-INSURANCE 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. A NO co-insurance plan with a per-occurrence deductible
of $5,000 will be specified. The maximum allowable deductible per occurrence is five percent
(5%) of the prior year’s capital outlay allotment or $25,000, whichever amount is smaller.

Page 1 of |
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TRANSPORTATION 06.13 AP.1

Fuel, Equipment and Repairs

PURCHASING FUEL AND PARTS

The purchase of fuel, motor oil, transmission fluid, antifreeze, and selected bus parts shall be
determined by the Board’s bidding policy (04.32) and related procedures.

FUELING

Drivers shall ensure their bus fuel tank is at least half full when it is parked;-exeept-that-trip-buses
may-berefueled-onthenext-working day. Spare buses shall be refueled by the driver when the bus
is returned to the terminal.

Drivers will fuel their buses at the Board's fuel pump(s) or as directed. Fueling Facilities shall be
available at all hours.

When buses are to be fueled, the following procedures shall be implemented:
1. No students shall be on board the bus while it is being fueled.
2. While having the bus fueled, the driver shall turn off the engine.
3. Smoking is prohibited at all times within 50 feet of the fueling station.
4. Fuel tank caps shall be replaced prior to leaving the fueling station.

Drivers taking out-of-town trips may be issued credit cards for fuel and emergency purchases, as
appropriate.

A mechanic will fill buses with antifreeze, transmission fluid and oil, as needed.
REPAIRS

The maintenance staff’ of the Transportation DepartmentDivision shall follow the preventive
maintenance program mandated by the Kentucky Department of Pupil Transportation.

School bus drivers shall utilize the Pre-tripMeehanieal-Frouble Report form to report bus defects.

All replacement of parts will be done by a mechanic.

In case of mechanical trouble, the driver will call (or radio) the bus shopterminal or the dispatch
officeBireetor-of Transpertation/designee for instructions.

OUT-0F-DISTRICT TRIPS

Upon approval of the Director of Transportation/designee, a Board credit card may be furnished
to drivers making out-of-District trips. These cards are to be used to purchase fuel and/or to pay
for minor repairs. In the event it becomes necessary for the driver to pay cash for a bus charge(s),
s/he shall get a receipt for the payment and turn it in to the Transportation Director/designee for

approval and reimbursement of expenses. In emergency situations, the Superintendent may
authorize payment prior to Board approval.

RELATED PROCEDURE:
06.13 AP.2

Page 1 of 1
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TRANSPORTATION 06.2 AP.1
School Bus Safety

SAFETY INSTRUCTION

Principals will ensure that safety training is provided annually to all students who ride school
buses, This training will be tailored 1o the appropriate age level as outlined in the annual
Transportation Safety Plan. The Bivisien-ef-Transportation Department shall provide assistance
in the form of resource materials;-along-with schedules-of various-subjects-to-be-presented on the
publie-sehooHelevision-channel. Presentations using “Buster or Barney” the robot school bus may
be arranged for elementary age students by contacting the Transportation Department Safety &
Training CoordinatorPivisien. This safety training will be accomplished during the first month of
school and a report of completion provided to the Transportation DepartmentBivisie.
Documentation evidencing completion will also be maintained at each school for a period of one
year. The form to be used for documenting the training is located on the District web site:

https://www.feps.net/staff/transportation

hitps:#my-feps-netforms

BUS EVACUATION DRILLS

Prior to the beginning of school each year, the Superintendent’s designee shall publish a schedule
of four (4) school bus evacuation drills, twice during each half of the school year. Drivers of school
buses will conduct the drills in accordance with specific instructions provided by the

Transportation Department Safety & Training CoordinatorBivisien. School principals/designees  _ - { Formatted: ksba normal

will observe the conduct of the bus evacuations and, using the evacuation drill form, report within
five (5) working days to the Superintendent/designee that scheduled evacuations were completed
by all buses serving their school.

Evacuations will normally be scheduled to coincide with morning arrival times and may be
scheduled on different days for various school starting times in order to minimize the delay in
buses on subsequent routes. Activity and trip buses will conduct evacuation drills prior to the
beginning of cach trip. The Superintendent or designee shall maintain each drill report for a period
of one (1) year, with copies provided to school directors.

DRIVERS

Bus drivers shall receive instruction in bus safety as part of the bus driver training program. Any
driver involved in a preventable accident shall be required to participate in the Defensive Driving
Program.

RELATED PROCEDURES:

06.2 AP.2
06.21 AP.1

Page 1 of 1
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TRANSPORTATION 06.2 AP.11

Accidents

If any District vehicle is involved in an accident, the following procedures are to be followed by

the bus

1.

driver;
School Buses

Set the parking brake and notify the dispatcher of what, when, where, bus number, school,
pupils on board, and injury status.

2 Turn off engine and leave key in on position with radio on.

3. Remain calm and reassure the pupils.

4, If students aren’t on_board, then Buse emergency reflectors to “protect the scene,” as
appropriate.

5 Unless the bus is on a railroad track or is in danger of another collision, do not move the
vehicles involved until law officers advise you to do so.

6. Check for injury to pupils. If there is an injury, proceed as follows:

a) Move the person from danger and give first aid. Caution must be observed if neck
or back injury is indicated.
b) H-the-injuries-appear-to-be-serious; aNotify the dispatcher of all injuries.

7. Keep all pupils on the bus unless there is a fire, or the possibility of a fire;-or-the-vehiele-is
in dangereffirthereollision.

8. Account for all pupils.

9. The dispatcher shall notify the Transportation Director, Associate Director, Terminal
Manager /Direetor Shop Supervisor, Routing Office, FCPS Police, School(s) and Families
whe-will-netify-school-administrators—and-appropriate-law-enforcement-ageney—ofthe
location—and-nature—of-the—aceident. In reporting the accident, give the following
information:

a) The exact location of the bus,
b) If another bus is needed to transport students, and/or
c) If a wrecker is needed.

10. An__ email of the incident accident report shall be sent to
FCPSBuslncidentsAccident(@fayette.kyschools.us.

1L When authorized to do so, continue the transportation of the pupils by: (1) the present bus
or (2) a substitute bus, if the present bus is inoperable.

10:12. When a school bus is involved in an accident that requires an emergency response, school
and District staff will go to the scene. Students will be transported back to campus to reunite
with their families.

All District-Owned Vehicles
1 Do not move the vehicle until the police report is completed,
1:2. Do not discuss the facts of the accident with anyone except the investigating officer and

Page 1

school officials.
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TRANSPORTATION
(CONTINUED)
Accidents
All District-Owned Vehicles (continued)
2:3. __Fill out an accident report and file it with the Department Director/Terminal Manager on

34,

the day of the accident. Failure to do this constitutes negligence on the part of the driver.
The driver is not to admit that an accident is his/her fault. The driver may-say;“Fm-sorey

the-aceident-happened—and-it-will-be reported-to-the-insurance-company-that handlesthe

Board's-insuranee™
Refer accident parties to contact the FCPS Risk Management OfficePo-not-offer-te-pay

any-damages-to-the-otherparty-invelved—tf-the bus-driver-is-at fault the Board s-insurance
company will handle-any-elaims,

The driver should tell the party that s/he has filed the accident report with the Director of

Transportation and that the party will have to contact the FCPS Risk Management Office
for additional assistance. See the Director or the Board’s insurance agent. (This is very

important in settling claims.)

8.

and addresses of any witnesses to the accident.

Take photographs of the accident before vehicles are moved.

§—Never—saHhe~BeaFd—s—H+suFaﬂecLeemﬁaﬂy—wa | l»ﬁayufer—th&damage—?he—l%afd—s

a-statement-eitherwritten-or-oral-the-drivershall-refuse The%veﬁ;heuld—tel-l—the—pﬂfw

that-sthe-has-filed-the-aecidentreport-with-the Di

witl-have-to-see-the-Director-or-the-Board’s-insuranee-agent—(This-is-very-importantin
e

6———Be-sure-to-get-the-names:-addresses;-driver's-Hieense numbers;-tag-numbers—and-insurance

%3,

informatien-of-all-persons-invelved-in-the-aeeident—Tt-is-very-important-to-get-the-names
and-addresses-ofany-witnesses-to-the-aceident:

When involved in an accident while driving a District-owned vehicle, employees are to:
a. Contact the local police/fire/rescue.
b. Contact FCPS PolicePistriet Law-Enforcement.

¢. Contact Risk Management.

e

Contact supervisor.

e. Ifa vehicle is being towed. if the FCPS employee is receiving a citation. if anyone is
injured and being transported by EMS, or if there is a fatality then Rreport to the
District’s Occupational Medical provider as soon as possible (in non-injury situations)
for drug testing.
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Accidents

All District-Owned Vehicles (continued)

Employees authorized to operate District-owned vehicles are required to safely operate those
vehicles as an essential function of that duty. When employees are first assigned to operate a
vehicle, the supervisor shall provide training on how to do so in a safe and effective manner.
Employees subsequently encountering problems complying with vehicle operating procedures
shall inform their supervisor to request additional training.

Negligent or improper operation of a District owned vehicle is grounds for discipline, up to and
including termination.

Page 3 of 3
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TRANSPORTATION 06.21 AP.1

Inclement Weather Procedures

TRANSPORTATION OPTIONS

During periods of inclement weather the Superintendent may authorize modifications to the
normal bus transportation schedules, including:

¢ Closure of all schools,
e Operation of normal bus routes on a one or two-hour delay,

*  Operation on an abbreviated transportation plan corresponding to major arterials, or those
roads and streets that have been made safe by removal of snow or ice, and

e  Early dismissal when dictated by safety considerations.
DECISION PROCESS

Based on recommendations from a team of District staff the Superintendent will decide and
announce any transportation schedule deviation as carly as possible. Recommendations to the
Superintendent will be supported by physical observations of the present and expected conditions
of the roads and streets throughout the District. Once the Superintendent has made a decision, it
will be immediately provided to the various electronic media resources.

CLARIFICATION OF OPTIONS

Unless modified and announced, the regular school bus schedules will be maintained. Modified
schedules are summarized as follows:

SCHOOLS ARE CLOSED

All school sponsored activities and events are cancelled for that day, except that the Superintendent
may authorize school bus operations for extracurricular and/or athletic activities.

ONE OR TWO HOUR DELAY

All school bus routes will be accomplished on the appropriate delay basis with the school start
time delayed in the same manner. All mid-day transportation service other than career and
technical centersveeational-sehoels will be suspended. On a two (2)-hour delay, career and
technical centers transportation will be suspended. Early Start will not be in session on delayed
start days. School dismissals will be at the regularly scheduled times.

ABBREVIATED FRANSPORFATION-PLAN
The—Transpertation-Division-will-prepare--and-update-as—required;-aplan-for-transportation-of
students-to-and-from-designated-bus stops-that-are loeated-on-roads-and streets that are more-likely
to-be-made-safe-through-early-snew-or-ice-removal—The-abbreviated-plan-will-eerrespend-to-the
first-priorities- on-County-and-State-snow-removal-plans;-and-the-city-extensions-of these same
eorriders—The-abbreviated-plan;which-may-be referred to-as the “Snow-Plan. 2 will be-inserted-into
the-enline Bus-Route-Finder linked-to-the District homepage-at-the-time-a-decision-is-made-to-use
this-plan:

Page 1 of 1
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TRANSPORTATION

10/7/24

DRAFT

Bus Drill Report

06.2 AP.2

s ‘[Formatted: Centered ]

The standard for real drills is to completely evacuate the bus within two (2) minutes. Drivers shall follow
the evacuation strategies specified in the Pupil Transporiation Management Manual published by the

Department of Education.

Bus # Date Exit Used | Number  of | Evacuation Name of
Conducted (Rear, Side, | Passengers Time School
or Service)

13 School

i '[ Formatted: Superscript

2™ School

| rads ‘[Formatted: Superscript

3" School

Drivers shall conduct at least two evacuation drills per semester with driver and student participation for+ -

each bus and each school in the school district. Conduct this drill on school grounds, coordinated by the

B '[Formaned: Superscript ]

e ‘[Formatted: Space Before: 6 pt

Safety and Training Coordinator and school administration. As part of the evacuation drill, educate the

students on the following:

Educate students on:

¢ Emergency exits. location and use;

 _Staying calm, quiet, and leaving belongings behind:

o Safe Zone Assembly outside the bus:

¢ Reassemble in the bus to gather belongings; and

¢ Dismissal.

AFFIDAVIT FOR CONDUCTING EVACUATIONS DRILLS

Formatted: Indent: Left: 0.31", Hanging: 0.19",
Bulleted + Level: 2 + Aligned at: 0.75" + Indent at: 1"

-

b T ‘[Formatted: Font: 12 pt, Font color: Auto ]

[ hereby report that I have conducted the evacuation drills for the above schools. This signed document= - & { Formatted: sideheading, Indent: Left: 0" J
will be utilized to account for adherence to the school bus evacuation procedure.

Printed Driver Name:

Driver Signature:

Employee Number:

Return this form to the Safety/Training Coordinator.

i ‘[ Formatted: Indent: Left: 0.31", Space After: 12 pt
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TRANSPORTATION 06.2 AP.2
(CONTINUED)

Bus Drill Report

Name-ef£School Prinecinal
HE-GDOEH06T THHCpat

Date-ofDrill———— Time of Dril——— Time-takento-evacuate —
NUMBER-OF STUBENTSIN-EACH GRADE- TAKING PART-IN-FHE-EVA CHATION-DRIEL

—————Preschool ———Feourth-Grade ————Ninth-Grade

——— Kindergarten - Fifih-Girade —— Tenth-Grade

bt Grade ————Sixth Grade ——FEleventh Grade

S eeand-Grade e Seventh - Grade - Tvelh-Grade
— Third Grade ——Fighth-Grade

NUMBER OF STUBENTS-USING THEFOLLOWING:
O-Grutehes————B-Wheelchairs————8-Child-Safety Restraint System——
B-Other special-needs; please-speeify

CHECK TYPE OF EVACUATION-PRACTICED:

B-frent——B-rear B -side——B-front-and rear—— O -front-and-side—B-rear and side

El fone | sid o el Lwindshiel e )

O-Beithwas-eondueted-by-the-bus-driver.
Comments-{nclude-any-comments-about-safety-orproblems-encountered-during-the-drill)

E fa-diill, e Prinoipaiidesi |
eopy(ies)-to-the-Coordinator of Safety TrainingTransportation Division-

————Prinelpal/Designee’s Signature—————————————__Daje
————Signature of Bus-Driver; as-appropriate Date

Signature-of Coordinator-of-Safety-Training—Transportation———————— Date

Pape 2 of 3




TRANSPORTATION 06.2 AP.2

(CONTINUED)
Bus Training Report
TO: COORDINATOR, SAFETY TRAINING
TRANSPORTATION DIVISION
FROM: PRINCIPAL, (SCHOOL)
SUBJECT:  ANNUAL SAFETY TRAINING FOR SCHOOL BUS RIDERS
DATE:

This is to advise that required safety training has been accomplished for the school
year for all regular school bus riders and for all students who may ride school buses during activity
trips. Records will be maintained at the school for one year showing the subject, date and class
roster for the specific training covered by this memorandum. The training was composed of subject
matter provided by:

[ In-class videos.

B-Programming en Channel 13-

O Live presentation.

O Transportation Division using “Buster,” the robotic bus.

O Other (describe):

SIGNATURE:
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TRANSPORTATION 06.22 AP.1
Bus Driver Rights and Responsibilities

DRIVER RIGHTS

Driver rights are delineated in KRS 158.110 and Board Policy 06.22.

ARRIVAL

Drivers shall park private vehicles in the spaces provided for employees' private vehicles at both
terminals.

ADHERENCE TO ROUTES

Drivers shall drive their routes in strict adherence with the provisions of the route sheet. Drivers
shall not take it upon themselves to change the route. If for some reason a change is needed, this
shall be referred to the Transportation Supervisor and handled by the Transportation Routing
Office.

School buses shall come to a complete stop at each bus stop; if no pupil is in sight, the bus shall
continue on its route. However, if a pupil is running to catch the bus, drivers shall wait, pick up
the pupil and inform him in a courteous manner that, in the future, to be on timethe bus-will-not
Drivers shall not stop at stores or service stations in order to let pupils off to get drinks, candy, or
treats of any kind.

UNAUTHORIZED PASSENGERS

Unauthorized adults are not allowed on the bus. Drivers shall not permit parents or other persons
wanting to visit schools to ride the school bus. These persons shall be told in a courteous manner
that drivers have been instructed to transport pupils only. If there is a problem, complainants
shall be referred to the Transportation Office.

Drivers-shall-not-permit-preschool-aged-children-to-ride the bus-ineludingspeeialtrips-when
smath-children-are-brought-onto-the-bus—by—their-parents—Persons-who-attempt-to-bring—these
children-onto-the-bus-shall-be-informed-courteously—that-drivers-are not-allowed-to-transpost
youne-children:

Teachers shall not use school buses as their regular means of transportation. Except for special
trips, teachers shall not ride school buses without authorization from the Bireetor-of Pupil
Transportation Office.

Drivers shall not take their own children, friends or relatives on their routes.
LOADING/DEPARTURE

School administratorsBrivers shall not permit pupils to push or crowd into the entrance door.
Entrance-doors—shallremain-elosed-until-pupilsform a-tine-H-the-group-continues-to-erowd-and
push;-this-shall be-reported-to-the Principal-alongwith a request for-assistanee-

Drivers shall make sure that all pupils are seated before leaving the stop.

Drivers shall require all pupils to remain in their seats until their stop is reached. Pupils shall not
be permitted to stand by the door before the bus reaches the stop.

Page 1 of 2




TRANSPORTATION 06.22 AP.1
(CONTINUED)

Bus Driver Rights and Responsibilities

LOADING/DEPARTURE (CONTINUED)

In the afternoon. pre-school, kindergarten, elementary students shall have their tags checked by
the drivers and driver assistants when they embark and disembark the school bus.

Preschool and Kindergarten students require a hand-to-hand dismissal at the bus stop. Families
must present their identification at the stop every day. Identification must match the tag.

If families are not at the stop for PreSchool and Kindergarten students. then the student shall
remain on the bus,

When identification is not available, then the student shall remain on the bus and dispatch shall
be notified.

A _failure to comply form will be submitted to families that fail to follow the dismissal
procedures and FCPS Police will review with the families.

If a bus must make a turnaround at which pupils are loaded or unloaded, pupils shall be on the
bus during the turnaround process.

Drivers shall use the seat belts provided while the bus is in operation.
Relief Drivers

Relief drivers shall report to work at by-6:30-a:m—and-2:00;unless-otherwise-their assigned

times.

Relief drivers shall fulfill their confirmed times during the morning and afternoon sessions.

Relief drivers who arc 3rd Party DriversFraining—-Assistants shall be assigned, based on the _ - {Formaued; ksba normal

following priorities:
¢ Relief driving on regular routes.
e Training of new drivers and evaluation of present drivers.
s—Category-trip-driving:
Drivers and driver assistantsmeniters shall clock in at the time indicated on their confirmation.

In addition, bus driver qualifications and responsibilities are referenced in state regulation, local
transportation manuals, as applicable, and in documents distributed by the Kentucky Department
of Education.
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TRANSPORTATION 06.23 AP.1
Requirements for Bus Drivers and Assistants

Training for all Fayette County School bus drivers and bus driver assistants shall meet or exceed
minimum requirements established by Kentucky Administrative Regulations.

PROSPECTIVE DRIVERS AND ASSISTANTS

All prospeetive school bus drivers shall receive a minimum of twenty (20) hours of classroom and
driving instruction prior to being a driveremployed.

All prospective school bus drivers and bus driver assistants shall meet the basic physical
qualifications established for issuance of a Commercial Driver’s License, including drug and
alcohol testing, except that minimum physical requirements [or driver assistants may be relaxed
in all areas except vision, hearing and drug and alcohol testing.

NEWLY EMPLOYED DRIVERS AND ASSISTANTS

Newly employed school bus drivers shall receive a minimum of eightsix (86) additional hours of

preseribed driving training under the direct supervision of a 3rd Party Driver Trainer-Assistant.

These drivers shall be evaluated after the first forty-fivethirty-(4530) days of employment_as a
driver.

Newly employed school bus driver assistants shall receive a minimum of twelvesix (126) hours of

practicum experience and sixteen (16) hours of instructor led practicum experience and sixteen _

(16) hours of instructor led prescribed training under the direct supervision of a State Certified
Driver Trainer. These driver assistants shall be evaluated after the first forty-fivethirty (4530) days
of employment by a State Certified Driver Trainer, and thereafter on a monthly basis by the
assigned Transportation Supervisordriver of the bus on which the Aassistant is working,

ANNUAL EVALUATION

All school bus drivers and bus driver assistants shall be evaluated annually to determine if there
are any deficiencies in performance that may require additional training or improvement in
performance.

Bus drivers and bus driver assistants may be evaluated more often than annually based on observed
need.

Annual evaluations of bus drivers and bus driver assistants will consist of the following:
¢ Physical examination.

e Physical Agility Screening, consisting of demonstrated ability to assist students in
disembarking from the bus, the-ability-to-negotiate-the-emergeney-eseape-exits-on-the bus;
and the ability to accomplish the normal daily physical requirements of the respective
positions.

e Participation in the unit drug and alcohol random testing program.
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TRANSPORTATION 06.23 AP.1
(CONTINUED)

Requirements for Bus Drivers and Assistants

MAINTENANCE OF CERTIFICATION

School bus drivers and assistants shall receive twenty-four (24) hours of in-service training
annually in order to maintain their driver certification. Failure to meet any portion of the annual
evaluation requirements shall result in the employee being placed on probation for a period of not

less than 90 days, except that failure to pass a scheduled drug or alcohol test shall result in an

complete training before driving buses. Along with any probationary period covered by this
paragraph, the employee shall be given an Improvement Plan outlining in detail the specific goals
that must be achieved within a specificd time in order to retain employment with the District.

RELATED PROCEDURE:
06.2 AP.2
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TRANSPORTATION 06.33 AP.1
Bus Stop Procedures

PRINCIPAL'S PERMISSION

Students shall ride their assigned school bus to and from school cach school day, and are
required to get on and ofT the bus at the same stops each day, unless permission to the contrary is
granted by the Principal or Assistant Principal of their school. The School Bus Boarding Pass to
be used for changes in bus assignments for elementary.-and middle, and high school students is
located on the District’s web site:

https://www.fcps.net/staff/transportation e '[ Formatted: Centered

Permission notes from parents, teachers, or others shall not be accepted by the drivers.

BASIS FOR DENIAL
Students—shall-not-be-given-permission-to-ride-another-busfor-sueh-reasons-as-taking-music-or

In-addition;+The Principal shall not permit a student to ride another bus if such action would
cause that bus to be overcrowded.

REGULAR Bus STOPS

When the Principal gives students permission to ride a different bus, they shall board the bus or
disembark at a regular bus stop only. Bus stops and routes shall not be changed, except for
cmergencics.

RELATED PROCEDURE:
06.31 AP.1
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TRANSPORTATION 06.34 AP.1
Bus Conduct Procedures

RULES OF CoNDUCT
Specific rules of conduct on school buses can be found in the Rider Rules given to each student.
RESPONSIBILITIES OF BUS DRIVERS AND MONITORS

School bus drivers and monitors have the primary responsibility for maintaining good discipline
on their buses. To [ulfill that responsibility, they are expected to refleet the following
characteristics:

1. Respected in the community;
Neat and clean in appearance;
Uses appropriate speech;
Friendly, but not familiar;
Courleous;

Fair in dealing with students;

Firm, not tough;

08 = N th B L2 B

Keeps bus clean; and
9. Punctual.
HANDLING DISCIPLINARY PROBLEMS

Bus drivers and menitors shall utilize the following suggestions when handling disciplinary
problems:

1. Anticipate trouble before it starts;
2. Watch for trouble by using the inside rear-view mirror;
3. Always stop the bus before taking any disciplinary actions;

4. Remain calm at all times;

5. Be kind when disciplining studentsNever diseipline-when-angry;
6—Neveruse-physical-punishment—as-it-may result in-accusations-of physieal-injury:

7:6.0nly dropNeverunload students at otherthan-their regular bussteps-and-expeet-them-to
walchome;-except as-otherwise permitted-by-Board Poliey-and Procedure-;

8.7.Be kindNeverridicule;
9 Nevermake-any-threat-for-which-there is no-autherity-
10:8.Focus on rule violators, rather than disciplining an entire group;

H-9.Complete bus misconduct reports in a timely manner, same dayDo-net-let-a-situation
getout-ofhand beforereporting-it-to-the Prineipal; and

12:10.Be consistent, i.e., avoid being lax one day and tough the next.
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TRANSPORTATION 06.34 AP.1
(CONTINUED)

Bus Conduct Procedures

RECOMMENDED ACTIONS

The following types of disciplinary action typically produce the best results:
L. Talking privately with students ofien clears up trouble.
2. Students who are misbehaving shall be told exactly what they are expected to do.
3. Reseat students who are misbehaving, preferably in the front of the bus.

4. Complete student misconduct reports the same day as the behavior occurs; and If
sméeﬂ&s-%ﬂﬁameﬁn%sbeh&veﬁbe);sha%kb&fepeﬁed%—the%iﬁeipa%—e(f'—»the——seheei
they-attend-and-to-the Dj reetorof Pupil Fransportation-

4:3.Enter_misconduct reports in EOS (employability operating_system) with_your~ - - ro-rmaued.—'METs-—_*'_'fﬁ_j
SUpervisor. e e e e A R

LOADING AND UNLOADING

ﬂweﬁiéenw&%m%aéa%ﬂ&%ékeepﬂuéefmﬁ%wememsﬁfs&m%ﬂmﬁﬂméeﬂm
are-not-stumbling-everone another

Drivers shall supervise the loading of the bus and ensure that seats are shared fairly and that
every seal is taken before students are permitied to stand in the aisle. I necessary, the driver may
assign seats to students three (3) 10 a seat.

Drivers shall not permit students to sit on the steps or stand so close to the front that the driver's
view of the bus door is blocked. The driver shall report instances of overcrowding to the
Transportation SupervisorDivision.

Drivers shall stay with their bus, whether students are loading or unloading. Drivers shall stand
by-the-doororsit in the driver's seat so that students can be supervised.

OPERATION OF THE Bus

Drivers shall permit talking on the bus, as long as it does not interfere with safe operation of the
bus.

COOPERATION WITH PRINCIPALS

Drivers shall cooperate closely with Principals who are responsible by law for the conduct of

students on the bus and for any disciplinary action. If students do not cooperate with the driver,

the driver shall report this to the Principal, utilizing the Report of Misconduct on the School Bus o e VP R A
form, and the EOS employability _operating s stem whieh—-c—w%e—aeeessed—ﬁﬂtﬂ;ﬂi_eu,—{Fnrmatted.— ksba normal, Font color: Auto

%ﬁﬂp@%ﬁm%&%ﬁ%@;&meﬁsw%wmeﬂéﬁbh—meH%Hlmﬂ%dﬂeﬂm e o TP e
improve-thereafter-the mattersha H-then be-reported-to- the-Transportation Division.

When a student is reported in writing for failure to cooperate on the bus, appropriate disciplinary

action shall be taken by the Principal, after investigation of the complaint and notification of

parents. In cases of a student's repeated failure to cooperate, the Principal may withhold the

student’s bus-riding privileges for up to ten (10) days per occurrence.

Drivers do not have the authority to withhold bus-riding privileges from a student without
authorization from the Principal.
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TRANSPORTATION 06.34 AP.1
(CONTINUED)

Bus Conduct Procedures

ENFORCEMENT

Bus drivers will assist the Principal in enforcing the rules of conduct on school buses. If any
student persists in violating these rules, the driver shall create a new misconduct reportaetify-the
Prineipal. The Principal may withhold bus-riding privileges (consistent with Board policies
06.34 and 09.2261) if the student continues to disobey the rules. If withholding of bus-riding
privileges becomes necessary, the Principal shall notify the parents.

REFERENCE:

Report of Misconduct on School Bus form located on District web site
(https://my.feps.net/forms).
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SUPPORT SERVICES 07.1 AP.1

Food/School Nutrition Service Procedures

OPERATION

The Seheel-Iood/School Nutrition Service pProgram shall be operated under the direction of the

Director of SchoolChild Nutrition. Each school nutrition program site shall have a food service

contact person{suc—h—asHmnageH}rfsateHite—leader-) under the supervision of the Assoeiate

Director of SchoolChild Nutrition-and-the-Prineipal.

Fﬁmmﬂ%ftm%ﬁm%m%r%mmﬂﬁm&%mw#%
NutrEt{'ea—pregm1n,—p{easEﬂ‘efer—to—th&Gﬁ?—#{i#ﬁH‘H&H—Qpem#ofrHﬁndbeek—.

PROGRAM FUNDS

Because the Food/School Nutrition Services ProgramBistriet receives federal, state, and local _ _ - { Formatted: ksba normal j

funds to finance the school and community nulritioinipirc;g_rzflﬁ,ii[ ?s_i;lfpalﬁﬁ\;c_lilﬁlif[u;d_s_buc
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 food service 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 ehild-nutrition funds may not be used for:
a. The purchase of land.
b. The purchase or construction of buildings.

3. All schools nutrition program sites shall complete the required reports as required by the - { Formatted: ksba normal ]
USDA and 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 through the current fiscal year and the three (3) years that follow or
through the completion of any unresolved audit issues, whichever is longer,

It is recommended by KDE that if the school/District is eperating under the Community
Eligibility Provision, copies of Educational Benefits Forms (EBF)HouseholdIncone
Forms-(HIE) be kept following the retention schedule above.

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

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

ANNUALFOOB-SERVCE-DIRECFOR REPORT

Each year, the District SchoolChild Nutrition Director shall assess the school nutrition program
and postissue a wrilten report forte parents, the Board, and community ision
making—eouneils by a date specified by the Superintendent/designee. The report shall include
requirements specified by state and federal regulations.

TEAMWORK ESSENTIAL

The School€hild Nutrition Director shall have the overall responsibility for the nutrition program
in each school. However, there shall be close cooperation among the Principal, the Director of the
Bivision-of-ChildSchool Nutrition, the School€hild Nutrition Manager, teachers, stafl, parents,
and students.
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SUPPORT SERVICES 07.1 AP.1
(CONTINUED)

Food/School Nutrition Service Procedures

PRINCIPAL'S-RESPONSIBH:ITIES
2—Assists-inthe-collection-of the-meal-assistance-forms:
3—Approve-theschedulinp-otspecial-events-heldinthe-caleteria
4—Prepare-an-appropriate-serving-schedule-in-collaboration-with-the Manager-
%E&abhsh&&ud%%?m%%he%%#emeﬁ?@emmtﬂeﬂe%eﬂmn&emﬂmnpm

"Offervs-ServeMeal-Pattern:
2—Establish-standards-for-efficient-and-sanitary-preparation-and-serving of food.
3—DPevelopspeethicationstorfoodand-supplies:

4. Determine amounts of food and supplies to be purchased and assist the Purchasing Office

g gt o
s A tht i e il e

systemrsl;aﬂ—be—devﬁped—&ﬂd-pfeﬂded—wappmﬁﬁa{e—peﬁeme%
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SUPPORT SERVICES 07.1 AP.1
(CONTINUED)

Food/School Nutrition Service Procedures

CRITERIA FORA-MODEL-MEAL-COUNT-SYSTEM
H]&eash!eheeleee-lﬂlectwnﬁystem—far—mtmbu%sabieﬁmealrs—and—eﬂ%sales—eﬂsures%mt

for-elainm-and reimbursement:
H_Edﬁ—eheeksﬁpmdiwdual—sehoolsshaﬂ%e-m}p}ementeeHeﬂdenHﬁy—petenha%preblems—m
Hae—meal—eetmt—systenﬂr

eempliaﬁeeaﬁth—th&apﬁweérmea}-eemﬂ—systenk
NUFRFHON-MANAGER'S RESPONSIBH-ITIES

3—Send-reeeivingreports-and-invoices-to-the-Child Nutrition-Offi ce-each-day.

9-—Assistthe-Prineipal with-speeial-events.
Ho—Participate-in-the-evaluation-of-foed-service employees-assigned to the schook
H—Enterpayroll-adjustments-for-food-service-employees-into-the-payroll-program-
DHASION-OF CHILD- NUFRIFON-ADMINISTRATIVE-RESPONSIBHITIES

+—Be-responsible—for—the—total-Child-Nutritien—program-of-the—Eayette-County—Publie
Sehools:

MMWMWMH—WWWWS&%—M&%
delivery-and-utilization-of:
&upphe&fmeludmg—sw#eqwﬁmeﬁt};—gevemmenFeemmed—ities,—aﬂd—rep%aeemem—ef
equipment:
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SUPPORT SERVICES 07.1 AP.1
(CONTINUED)

Food/School Nutrition Service Procedures

DIVISION OF CHID-NUFRITION-ADMINISTRATHVE-RESPONSIBILITIES (CONFINUED)

4—Pay-all-invoices—whieh-have-been-properly—completed—and-signed—by—the Nutrition
Maenager:

S Vi Esakaal ChRildaE o
: ; ; Lin the-Child-Nutriti
Progeate

F—pprove-payroll-records-and-authorize-the-payroll-department-to-make—payment-of

8-—As-required-by-the Kentucky Department-of Edueation—file-one-(1)-elaimfor Federal
- S i Eallsshool

0 O

hild-Nutrition-program-to-the-students-of Faye ty=

ble.Cl :
COLLECHON
‘Fhe-Child Nutrition-Division-will-collaberate-with-a-third-party companyfor-the-collection o ENSE
Tands:
REFERENCES:

702 KAR 6:090
7C.FR, 245.6
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SUPPORT SERVICES 07.1 AP.11
Food Allergies and Special Dietary Needs

The Distriet-School Nutrition Program shall provide modified menus or food preparation for
students as required by their individual education plan (IEP), Section 504 plan, or health plan.

The Bistriet-School Nutrition Program shall be informed of any student who is unable to consume
the meals normally served at the school in which s/he is enrolled.

School Nutrition Program services shall provide for substitution of food items based on child-
specific medical guidance.
PARENT RESPONSIBILITIES
Parents requesting dictary accommodations for their child shall:
1. Notify the school authorityprineipal of any food allergy or special dictary need related to a
disabilitydisabling-eondition or medical necessity.

2. Provide a written statement/food service modification form containing medical information
from a medical authority authorized to practice within the State of Kentucky as noted in the
student’s IEP, 504 plan or health plan.

3. Provide updated medical information as requested by the District.

4. Participate in any meetings or discussions regarding the student’s meal plan.
5. Notify the school of any changes relating to the food allergy or special dietary need.
SCHOOL SITE RESPONSIBILITIES
1. Inform school nurse and school nutrition personnel who to notify when they receive a request
from a parent or student for accommodations related to food allergies.

— Tdentify-ohilds o el diet LGt
3-2.Refer a student with known or suspected special dietary needs for special services as required
by law and shall notify the Special Education Director, Section 504 Coordinator, school
nurse or health services assistant, as appropriate, given the nature of the medical requirement
or disabling condition known or suspected.
4:3.Make stafl and the student aware of precautions needed related to field trips, classroom
parties, allergy alert identification, intervention strategies, and other issues necessary to
promote student safety.
5:4.Communicate plan requirements to all potential plan implementers, such as designated
School Nutrition staff, the student’s teachers, etc.
6:5.Monitor and update the IEP, Section 504 plan, or health plan as needed.
Foob-& SCHOOL NUTRITION SERVICES RESPONSIBILITIES
1. Provide food modificationsitem-services and/or substitutions for students based on medical
need. Menus will not be modified based on personal preference.
2. Provide training to school nutrition personnel on how to react to food allergies and food-
related emergencies and how to modily menus.
3._Maintain special dictary information on each student identificd as having special dietary
needs and update this information as needed.

3.4.Collaborate and confirm that school nurse is aware of any special dietary needs.
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SUPPORT SERVICES 07.1 AP.2

Meal Charge Procedures

OVERVIEW OF MEAL CHARGES

No student will be denied a reimbursable school breakfast or lunch at the point-of-sale (POS).

Students who reach the POS without funds to purchase a reimbursable meal will be allowed to
charge the meal. Students may never charge second meals or a la carte items. Adult charges are
never allowed.

Students are encouraged to pay in advance for meal purchases at the point-of-sale or online at
www.myschoolbucks.com. Students will be reminded verbally as needed when their account is
getting low. When a student incurs meal charges parents/guardians will be notified via the
District’s automated call system. emails and/or charge letters regarding the amount owed. At the
end of each school year either the school or the District will reimburse School Nutrition Program

s {Formatted: Centered J

for charges that were not collected. The District may pursue additional collection efforts.

School administration will assist in determining if there are extenuating circumstances and assist
as needed. School administrators may complete a free/reduced meal application for a student with
a non-responsive parent/guardian. The USDA requirement to notify the parent/guardian of the
action will be followed.
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gi%n—te%tﬁden%s—aﬁ—}meded—
2—Authorized-school-offieials-willreceive-a-weekly-printout-listing-accounts-over=>$10-00

in-charges:
3.—An-account-is—considered—delinquent“—when—unpaid—accounts—aeerve—to—>-520-00—in

: eafetena—manageﬁarrdes&gﬂe&
5. The-authorizedschool—official -aceepts—the—responsibility—for—the—repayment—af—the
delinquent-account(s)-to-the-cafeleria-orrasemi-vearh-basis—{Anaust-December-invoiced
in-dannary-and-tanary-May-invoiced in-June):

6—As-needed—the-sehooholfice/Family Resource Center/Youth-Service Center may provide
a-studentloan—TFhe-student/parent/puardian—will-be—required-to—repay-thelean(s}—The
parent/guardian-stills-aceountable-for-the-charges-that-have-been-ineurred-in-the-eafeteria-

Thispolicy-is-in-effect-for brealkfast-and-teneh-onb=
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Meal-Charge Proeedures

EBEMENHMNI}M%BBLESCHQB&PRBGEBGRE{GGNHNGED)

cafeteﬁa—

S—Qpen—&swde%bemgappm%ﬁm&weéﬁwaﬁbﬂmmhemeﬁmmmmemlm{the

efg&&i—zaﬁeﬂ&e%e%her—efgﬂﬂéz&ﬁet—these—f-‘ami{ies—in-payig—fer—ehilcirenlsﬂwa]s-.
HGHSCHOOE-PROCEDURE
1.—High-school-students-may-only-charge-up-to-$5.00-per-account.

2—Students-who-have-charges-may-not-purchase-a-la-carte-items-until-their-account-is-paid-in
fuke

3—Students-may-receive-a-loan-from-a-friend;school-bank-(when-available)-and/orYouth

&wailable—i n—eaeh—seheel-’sefﬁdreafeteﬁfh

mng-approvedfor-freefreducedmends-byannuthorized-schooloffieialthe
en#pamﬂ#gaa;d&n—%&ﬂ—mspea&rbh—fb#ﬂ#&emm#&eemkehmg&&p%ﬁ—me

ABUET-PROCEDURE
purchase:
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SUPPORT SERVICES 07.11 AP.21
Meal Assistance Program-Ferms-and-Letters

NON-COMMUNITY ELIGIBILITY (CEP) SCHOOLS FREE AND REDUCED PRICE MEAL PROGRAM

ApplicationFerms, household letters, and other documents relating to the I'ree/Reduced-Price meal
program may be found at the following link:

Meal Assistance Programs - Fayette County Public Schools (fcps.net) Lo '[Formatted: Centered

hitps//educationtey-goviederal/SCN/Pages/School-Meal-Programs-aspx

Hard copiesofapplications-and other-lree-reduced-price-materials-shall-be-made-available-at-each
men in a—ph a e 1mife o—FEreeg Rea d MMae Annli 1 nd

= g O

Instructions:—Free-and-Reduced-Policy-Statement;-letters-to-househelds-for-notification-of direct
ofs 3 M M 1ls 0 . 3 o E a 5 E S.

COMMUNITY ELIGIBILITY PROVISION (CEP) MEAL PROGRAM

Educational Benefit Forms (EBF)Heuseheld-lneomeForms and other documents relating to the
Community Eligibility Provision meal program may be found at the following link:

Meal Assistance Programs - Fayette County Public Schools (fcps.net) At '[Formatted: Centered
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SUPPORT SERVICES 07.11 AP.1
Meal ProgramsFood-Services

FREE AND REDUCED PRICE MEALS

Since :,chools in the District participate in the N'ational School Lunch Program, School Brcakl"m

the DastnctFCPS complies with all Federal and State chulauom while providing healthy mcah
to students,
OPERATION

The Food/School Feed-Service Nutrition pProgram shall be operated under the direction of the
Asseeiate-Director of School NutritionferEeed-Serviee. Lach school nutrition program site shall
have a food service contact person, manager (sueh-as—a-manager-orsatellite-leader)-under the

supervision ol the Asseetate-Director of School NutritionferFeed-Serviee-and-Prineipal.

DEFINITION

For purposes of this administrative procedure, “authorized school official” means school
personnel as designated in the National School Lunch program application and agreement with
the Kentucky Department of Education who are authorized by applicable law and regulation to
process information or act in connection with the matter described.

COMMUNITY ELIGIBILITY PROVISION (CEP) MEAL PROGRAM
If a school in the District participates in the National School Lunch Program, School Breakfast

Program, and/or the USDA FoodsPenated-Food-Program through the Community Eligibility
Provision (CEP), they must follow the federal and state policies and regulations below:
STUDENTS

To implement required policies and regulations, these procedures will be followed for student
participants:

1. CEP school sites and program information is posted on the District website and
updated annually/as needed.Letters-explaining-the-School-Food-ServiceProgram-shall
be-sent-to-all parents each-yenrnatthe-epening—ofsekoelnnd-ssneeded-thronshoutthe
Yo

2. HeuseholdIncomeForms—(HIE)-shall-be-collected-by-a-designated-Distriet-official
outside-of-ledera-Hoodservieeaperations—t-isrecommended-by D that-copies-of
Household-Income-Forms-(HIE)-Educational Benefit Forms (EBF) are maintained by
the FRAM Coordinator and will be kept through the current fiscal year and the three
(3) vears that follow or through the completion of any unresolved audit issues,
whichever is longer.

3 A—master—list/roster—to—track—student—withdrawals,—transfers,—and—entries—shall—be
maintained by the Superintendentor-designee-{s):

ADULTS

; d-to-a—seheel-Adults may have access to meals served in
the Q}chool Nutl itionFeed-Serviee Program. The cost of the meal shal] be dctermincd by lhe

Io]lowm
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SUPPORT SERVICES ATO7.11 AP.1
(CONTINUED)

Free and Reduced-Price Meals

ADULTS (CONTINUED)

Serviee Program and whose salaries are paid entirely from food service funds may at-the
diseretion-of-the-District-receive one meals per day at no cost._Ala carte items/second _ - ’{Formatted: ksba normal

meals are excluded and must be paid for by the employee.

2. All other District employees and all other adults shall pay the full adult meal price
according to the following formula in NS Instruction 782-5, Rev. 1.

a. Adult meal price formula for Pricing Sites: The minimum adult payment should
reflect the price charged to students paying the school’s designated full price, plus the
current value of Federal cash and donated food assistance (entitlement and bonus) for
full price meals.

b. Adult meal price formula for Non-Pricing Sites: The minimum adult payment should
reflect the price of the free meal reimbursement, plus the current value of Federal
cash and donated food assistance (entitlement and bonus).

3. It is required that the school nutritionfeed-serviee program cost out their meals and ensure
that the calculated price covers the cost and if not, the adult price must be higher than the
calculated cost.

4—The-cost-of-the-adult-meal-price-must-be-determined-annually-by-the-Board-according—te

| i il a blishi e ekt
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SUPPORT SERVICES 07.12 AP.1
Yending Machines

BEVERAGE VENDING

The Board may bid the installation of beverage vending machines, using specifications established
by the Superintendent.

SNACK VENDING

Snack vending machines may be installed using the vendor of each school’s choice at the direction
of the Principal.

FACULTY/STAFF/ADULT ACCESS
Per-the-contraet—the-desipnated-vendorshalb-be-responsible-formaintenance ofvending-machines
for-faculty-uses-including-receiptsrsupplies—and-stocking:

Thc Principal shall deswnate responsnblilty for mamtenﬂnce of vendlng machines_ for

product, but must bg lgca gd in areas where students cannot access them

STUDENT AND PUBLIC ACCESS

Vending machines approved for limited student and public use will be placed in a controlled access
area. Student access (o vcnding m'lchincs shall bc in comp]idncc with current  District

M%mpﬂw@eagmadwﬂm—ﬂﬁu—be—mmﬂsmfm—mmmn%ﬂmmwmﬂﬂg
maehines—ineludingreceipts;-supplies;-and-stocking:

RELATED POLICY:
07.111
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SUPPORT SERVICES 07.13 AP.1

Bidding-Procurement of School NutritionFeod Serviee Supplies

In_accordance with_United States Department_of Agriculture regulations, the District shall+._ ‘[Formatted ksba normal J
approve a “Procurement Plan for the School Nutrition Program. The plan shall be periodically \[Forma“ed_ Normal, Justified, Space After: 6 pt J
reviewed by School Nutrition and revised if as needed.

FARE I EMSIN-BXEESS-0F-S40,000 Fusm ‘{ Formatted: Space After: 0 pt J

Hthe-total-amount-ofpurchases-for-like-items—s-540.000-or- more—formal-bid-procedures-will-be
wtihzed—Feodtoodproducts—supplies-and-equipmentwil-be-bid-ammatly-erasneeded:
BJB-SPEGI-F{GHH-GR-S

EE { Formatted: Space After: 0 pt, Tab stops: Not at 0.25" ]
lunehmﬂn#cﬂfe{eHavsupphes—sh&l}«be—prepared—by—th&—School—Fned—S&wlee#SehGGl

Nutrition Program Director.
2—The-request{or-bid-shall-be-advertised-through-http:/vwww.ECPSNET/BIDSon-the

Distri o
3—Specifications—and—bid—documents:—Vendor—registers—through—abeve—link—selects

by =T {Formatted: Space After: 0 pt J

mehaseé—u&mg—seheel—feeé—sew&ee—?&ﬂés—&haﬂ—be
preeufed—m-ﬂeeeféaﬂee—w&h—z—GF—R—ZQ%%é)—

EMERGENCY-PURCHASES

Hritisneeessan—to-makemrenergeney-purchase-in-order-to-continue service—the-purchase-shall
medHnd%geﬁaHuelkpw%ases—émH—b&mm&md—aﬁ—%weéb%ehem

The-following-recardswilbbe-maintainedHora-period-ofHthree- (3} years-plus-the-currentyear:
-l—ReeeFds—ef—all—pheﬂe—qﬂe&es
& ol | A ol
Hmmenﬁuete&mmd{leeu;nents
4—Comparison-of
5—Price-comparison-showing-bid-erquote-awarded
. 1 AR

RELATED PROCEDURE:
04.32 AP.1
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SUPPORT SERVICES 07.14 AP.1
Financial Reports of School Nutrition Program¥Feed-Serviee

JIn order to meet the requirements of the Board and the Kentucky Department of Education (KDE), . - —[ Formatted: ksba normal

Division of School and Community, Nutrition (SCN), the School Nutrition Director, or designee ‘[Formatted: kb rarmal

shall complete the required Monthly Report and Claim for Reimbursement utilizing the approved Ths - ;
KDE-SCN software. All claims shall be completed by the deadlines provided by KDE-SCN, All '+ [ Formatted: ksba normal, Font color: Auto

other optional forms provided by KDE shall be completed the School Nutrition Program. *, Y, | Fermatted: ksba normal

\
D AR o \\{ Formatted: ksba normal

]

Food Service,-as-to-requiredrecords-and-reports;-the-following-procedures-shall-be-implemented: ‘[Formatted: ksba normal

CobE ForM PREPARATION/SUBMISSION | e -{ Formatted: Font: 10 pt

o A ‘[Formatted: Font: 10 pt

s ‘[_Formatted: Font: 10 pt

Form#22 _ | "Report-of Daily PrograntIncome _ _ _| Information-to-be-submitted-daily—Data-Processing-shall | _ - ‘[Formatted: Font: 10 pt
summarize-this—information—at-the—end-of-each-month
(PGM-SCHO12).
SFES-Ds _ _ | Report-ofDaily-Goeds-and Services: | Prepared—in-the-Foed-Service-Officefrom-theAecounts | _ - ‘[Formatted: Font: 10 pt
Rendered Payable-Edit-print-out (PGM-SCHLOA)—Adjustments
: 4 :
supphies-not-shown-as-an-expense-until-they-are-sent-to-the
sehools:
SRR | “Purchased Foodlnventory _ _ _ _ _ _| Cafeteria_Managerto-prepare-and-_submitto-the-Scheol | _ - ‘[Formatted: Font: 10 pt
o eeoh - ;

i ‘[ Formatted: Font: 10 pt

e ‘[ Formatted: Font: 10 pt

= | ‘{Formatted: Font: 10 pt

Lt ‘{Formatted: Font: 10 pt

SES-DI0 | Record of Expenditares
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DRAFT 10/8/24
STUDENTS 09.224 AP.22
Student Accident Report
1. School Student Attends: Location of Accident:
2. Name of Student: DOB: Sex:

3. Student’s Address:

Phone Number:

Address City

4. Name of Parent/Guardian:

5. Date of Accident:

State Zip Code

Time Of Accident:

6. Place of Accident:

O Classroom O Gym O Stair O Bus Stop O Ball Field
O Cafeteria O Playground O Library 0O Music O Parking Lot
O Sidewalk O Steps O School Bus O Soccer Field O Hall

O Restroom
7. Nature of Injury:

[ Bruise O Turned Ankle O Burn O Sting O Mashed
O Cut 0O Bump O Dental O Concussion 0O Seizure
O Sprain O Fracture O Pulled muscle O Fainted O Abrasion
O Scratch O Nose bleed O Dislocation O Puncture O Bite

8. Part of Body Injured:
O Head O Lip O Shoulder 0O Stomach O Toe
O Face O Leg O Foot O Mouth O Other
O Knee 0O Hand O Elbow O Tooth 0O Ear
O Finger 0O Wrist O Nose O Chest O Hip
O Arm 0O Side 0O Neck O Ankle O Back
O Eye

9. *Give a detailed description of how the accident occurred & activities engaged in at the time of
the accident. (Attach additional pages and job requests if needed.)

10. Witnesses (Name, Address & Phone)

11. Degree of Injury. (Note: If serious injury, please notify the Division of Risk Management &
Safety at 859-422-0291381-3827 ASAP.)
Death [ Permanent Injury [ Serious but not permanent [ Minor [J
12. Days absent from school
13. Was parent, guardian or next of kin notified? Yes O NoO
14. Does the student have school insurance? Yes[ No [
15. Immediate Action Taken

[ None Needed O sent to Physician I First Aid [ Sent Home [ Sent to Hospital

Signature of Person in Charge at Time of Accident Date Reported

NOTE: KEEP PINK COPY FOR SCHOOL FILE, SUBMIT WHITE AND YELLOW COPIES TO THE
DIVISION OF RISK MANAGEMENT AND SAFETY. ATTACH MEDICAL BILLS IF AVAILABLE.
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EXPLANATION: HB 829 CREATES KRS 218B.045 WHICH REQUIRES THE BOARD TO ENACT A POLICY
BY DECEMBER 1, 2024, TO EITHER PERMIT OR PROHIBIT THE USE OF MEDICINAL CANNABIS BY A
STUDENT ON SCHOOL PROPERTY.

IF THE BOARD DOES NOT PERMIT THE USE OF MEDICINAL CANNABIS, THIS FORM IS NOT NEEDED.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

STUDENTS 09.2242 AP.2
Medicinal Cannabis Administration « - - { Formatted: policytitie
I (the school nurse or other school staff member) refuse to_administer or supervise the _- {Formaued; ksba bold

administration of medicinal cannabis on school property.

Name: Title: 2 ’[ Formatted: ksba bold, Font: 12 pt
Signature: Date: i &= ’[Formatted: ksba bold, Font: 12 pt
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DRAFT 10/14/24 Ams {Formalted: Centered

STUDENTS 09.1231 AP.1

Dismissal Procedures

ELEMENTARY/MIDDLE SCHOOLS

Upen—enrolment;—all—students—in—the—elementary—schoels—shall—have—a—eolor-coded
dismissal/transportation-tags-assigned for the-entire sehool-year-

St bl e g s : b sl { disissal
Sméawhags—pmwdeéb%mKSSﬂmm%ede%eded—Walkeﬁ&vmm-GaFﬁm{Qmﬂge}
Day-Care-{Green)-School-Care-(Pink);-Bus-Riders-{all-other-eolors)—Parents/Guardians-will-be
Fespeﬂ&}b}e—fer—rep}aeemeﬂt—eests—ef lesHag%S{udeﬂ%smayhaVHnu%lee—tag&é&pen&ag—emhe}r

Changes in transportation must be in writing. [f an emergency occurs where the parent/guardian
cannol provide a transportation change in writing, arrangements must be made with the Principal
or designee.

In the event of a dismissal event that requires immediate attention, parents/guardians will be
instructed to contact the school administrative office first, and if no one is available, contact FCPS
Law Enforcement.

Principals are responsible for ensuring that FCPS bus and automobile loading zones are supervised
by school staff when students are present, and bus loading zones are free of all other traffic until
buses have left the campus.

Schools shall develop common collection areas il possible. If school facilities prevent separate
pick-up areas, the school may request District assistance in designing dismissal procedures
appropriate for the school. The District team shall be composed of representatives from
Transportation Services, Risk Management, Law Enforcement, and Safe Schools.

Bus RIDERS
e—Buses-will-be-colorcoded;and-students-will-have-matching-color-coded-tags:

s—Schoolstaffwill cheeloffeachstudent-asthey board the bus-and-keep-a-positive record-of
whe—is—en—the—bus—each—day—Bus—riders/bus—transpertation—has—priority—in-dismissal

procedures.
s—Distriet-wide-boarding-passes-will-be-necessaryfor-any-new-bus-riderand/orany-change
in-transportation{student-gets-offat different stop:student-isriding-a busfor the firsttime):
CARRIDERS (ORANGE)
o - Carriders shall be assigned orange-tags:

s—The—school-shall-implement-an—identification—system—using—rwnbers—for-ear—riders—
wheever-is-pieking-up-the-child-will have to-display-the-school-assigned numbereard:

s—In-an-emergeney-situation-where-the-school-assigned number-card-is-not-presented-by-the
person-pieking-up-the-ehild-then-the-person-shall-provide-identification-andfollewregular
offiee sign-out procedures.
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STUDENTS 09.1231 AP.1
(CONTINUED)

Dismissal Procedures

EHEAHENEARY MDD EE-SCHOOES—PAY-CAE-VANS (GREEN)
1 i akiatid s _
s—Scheolstatbwill-eheeleofFeach student-as-they-get-on day eare van.

brden articipating—in—afte e61—program heH—be—assivaed—a—pin A~
respensible-for-after-sehool activities-will cheek-eff each-studentas-s/he-arrives:
WALKERS (CWHITE)
G—Walrkefsw%&assfgneéawhﬁeﬂgwmﬂkberdtm11ssed-when-the—meexpal-deteﬂn+aes

e&eh—studeﬁt—as%#h&emtﬁh&bmldmg—

etlﬁamerp&tmg—sméeﬂts—te immﬁwspemmwemmmﬂrmﬁme&@%%pfmﬂ&the
seheduted-starbofservieeThisHstwith-inelude the students-namer-address-and-telephone number.

Using-the-list—theTransportation-Division-will-develop-a-bus—route-consisting-efsuffisient-bus
stops-to-provide-reasonable-walldng-distances-fron-the-stops-to-the-hemes-efthe-students—A-eopy
eﬁﬁe%u&mtﬂe—aleﬂg%ﬂﬂh&hs&e%ﬁudmm—mlkb&mmmed%emmqh&seheﬁ wﬂl

beafdmg tmbmes%démﬂal{%em&sﬁmma@hsmﬁmmbmﬁ%ﬂﬁ%&l
loadingzone-at-the-time-students-board-the-buses:
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STUDENTS 09.1231 AP.1
(CONTINUED)

Dismissal Procedures

reuteshee%he}makahsufe—the—we+e&te—sheefs-were~publishe€ken4heﬁame
et Thas s -odet 1t 4t Ronsdin . 18 | ! T,
verifying that the-passes-are-complete-Ateach bus stop; the driver will-announce-the stop-and-the
names of the students-seheduled-to-departthe bus-at-that-location:

NOTE+The boarding-passform-ean-be-necessed-from-the District’s-web-site-inthe Dowsnloadable
Forms/Transportation section:

SPECIAL EDUCATION /S04 TRANSPORTATION

Special Education/304 students will be transported in compliance with their Individualized
Education Program (IEP). When supervision is required at the bus stop, and no authorized person
is present to receive the student at the designated time, the student shall be returned to the school
for safekeeping. Valid telephone numbers are required for all students using special transportation.
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