PERSONNEL 03.2321

- CLASSIFIED PERSONNEL -

Use of School Property

All personnel shall be responsible for the school equipment, supplies, books, furniture, and
apparatus under their care and use. Any damaged, lost, stolen, or vandalized property shall be
reported to the employee's immediate supervisor, who shall then report it to the
Superintendent/designee once it is confirmed that the item cannot be recovered.

In addition, employees shall not perform personal services for themselves or for others for pay or
profit during work time and/or using District property or facilities. District property being used
for unauthorized purposes shall be reported to that employee’s immediate supervisor.

OuTtsIDE WORK

An employee shall not use any District facility, vehicle, electronic communication system,
equipment or materials in performing outside work. These items (including security codes and
electronic records, such as E-mail) are property of the District and shall be used solely for
job-related purposes.

ELECTRONIC COMMUNICATIONS

Employees shall not use a code, access a file, or retrieve any stored communication unless they
have been given authorization to do so. Employees cannot expect confidentiality or privacy as to
information entered or stored in their E-mail accounts. Authorized District personnel may
monitor the use of electronic equipment on a case by case basis upon receipt of a written request
from the Superintendent, Board Attorney, or law enforcement officer.

DR1vING RECORD
Employees who have occasion to transport students shall annually provide the Superintendent
with a copy of their driving record from the Kentucky Department of Transportation. Any traffic

citation received during the year shall be reported to the Superintendent prior to transporting
students.

REFERENCE:

KRS 160.290; KRS 189.292; KRS 281A.205
702 KAR 005:080
15-ORD-190

Adopted/Amended: 8/22/2016
Order #: IVB
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