
PERSONNEL 03.2 

-CLASSIFIED P!<:RSONNEL-

Classified Personnel 

DEFINITION 

Classified personnel are all those employees who hold positions not requmng teacher 
certification. 1 

SUBSTITUTE EMPLOYEES 

��lre-Eetmty-Bmp¥eyecs Retiremem-Sy�ritute empleyees-9hft#­
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Classified Hourly Substitute Employees are subject to retirement contributions if employeet,hey 
works enough hours to average, pursuant to the processes of KY Public Pensions Authority. 

REFERENCES: 

'KRS 161.011 (I) 
KRS 78.510 
KRS 78.615 
702 KAR 001 :035 

RELATED Poucv: 

03.273 
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PERSONNEL 03.17 

- Ci<:RTIFIIW Pl<:RSONNEL -

Termination/Nonrenewal/Separation by Employee 

Termination and nonrenewal of contracts shall be the responsibility of the Superintendent who, at 
the first meeting following the actions, shall notify the Board of same. Such notification shall be 
recorded in the Board minutes. No personnel action shall be effective prior to receipt of written 
notice of the action by the affected employee from the Superintendent. 

CODE OF ETHICS 

Employees who violate prov1s1ons of the Professional Code of Ethics for Kentucky School 
Certified Personnel may be subject to disciplinary action, up to and including termination. 

TERMINATION 

No contract shall be terminated except upon notification to the employee by the Superintendent. 
Prior to notification of the Board, the Superintendent shall furnish the teacher with a written 
statement specifying in detail the charge against the teacher. 1 

Termination of contracts of certified personnel shall be made in compliance with the­

reeitt1rements--of KRS 161.790 and KRS 160.380. 

ALTl<:RNATIVl<:S TO TERMINATION 

As an alternative to termination, the Superintendent, upon notifying the Board and providing 
written notification to the teacher, may impose sanctions in accordance with KRS 161.790 and 
shall notify the Board of the action taken at its next regular meeting. 

NONRENEWAL 

Nonrenewal of limited contracts of certified personnel shall be made in compliance with the 
requirements of KRS 161.750. 

SEPARATION UY EMPLOYEE 

Certified employees seeking to resign or terminate contracts in force shall do so in compliance 

with KRS 161.780. 

A certified employee who voluntarily leaves the District shall complete an exit survey that 
includes, but is not limited to the position vacated, the employee's years of service in the position 
and in the District, if the employee is taking a similar position in another district, and the 
reason(s) provided for leaving the District. This information shall be reported to the Kentucky 
Department of Education (KDE) by the District in a system developed by KDE without 
providing personally identifiable information. 

REPORTING 

The Superintendent shall comply with the reporting requirements of KRS 161.120. 
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PERSONNEL 03.17 
(CONTINUED) 

Termination/Nonrenewal/Separation by Employee 

Rr.FERENCES: 

1 KRS 161.790 

KRS 160.145; 160.380; KRS 160.382 

KRS 161.120; KRS 161.750; KRS 161.780 
OAG 83-362; OAG 92-135 

016 KAR 001 :020 (Code of Ethics); 701 KAR 005:090 
Consolidated Omnibus Budget Reconciliation Act 

RELATf.D POLICY: 

03.172; 08.2324 
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PERSONNEL 03.1233 

- CERTIFIED PERSONNEL - 

Parental Leave Options for Childbirth or Adoption 

PAID MATERNITY LEAVE (KRS 161.155) 
The District shall provide up to thirty (30) paid maternity leave days for an employee who gives 
birth to a child with less than six (6) months of continuous employment with the District. The 
maternity leave days shall be used without deduction of salary and shall be used prior to the 
employee using any other leave. Any maternity leave days unused by the employee shall not 
transfer into sick leave or be converted to any other leave type and shall expire upon return to 
work. This shall not limit the District’s authority to establish additional paid maternity benefits or 
to provide paid parental leave benefits. 
DISTRICT PAID PARENTAL LEAVE 
Childbirth or recovery therefrom, or adoption, Adoption shall entitle the employee to up to thirty-
five (35) paid contract days of Parental Leave immediately following the qualifying event. An 
employee may use sick leave days, beyond the thirty-five (35) days provided by the Board when 
the need is verified by a signed physician’s statement. This applies to both parents when they are 
employed six (6) months or more with the District (continuous employment). 
UNPAID EXTENDED LEAVE  
On written request, the parent of a newborn or the employee who adopts a child or children shall 
be granted unpaid leave of absence not to exceed the remainder of the semester in which the birth 
or placement occurred. Thereafter, leave may be extended in increments of one (1) semester, not 
to exceed two (2) consecutive school years. 
Employees on maternity leave shall notify the Superintendent in writing of their intent to return to 
the school system on or before the date prescribed in Policy 03.123. Employees who fail to notify 
the Superintendent of their return by the date prescribed in Policy 03.123 cannot be guaranteed 
employment for the following school year. 
Employees taking a maternity leave will be entitled on return to a similar position for which they 
are qualified, if available. Placement in the same position or the same building cannot be 
guaranteed. 
FMLA 
In compliance with the Family and Medical Leave Act of 1993, eligible employees are entitled to 
up to twelve (12) workweeks for unpaid leave to care for the employee's child after birth or 
placement of a child with the employee for adoption or foster care. Leave to care for an employee’s 
healthy newborn baby or minor child who is adopted or accepted for foster care must be taken 
within twelve (12) months of the birth or placement of the child. 
REQUEST FOR MEDICAL INFORMATION 
Per KRS 161.770, the Board may only request medical information necessary to decide whether 
to grant a leave of absence; shall not request or retain unnecessary medical information; and shall 
not disclose any medical information received, except as permitted by state and federal law. 

http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/155.pdf&requesttype=krs
http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/770.pdf&requesttype=krs
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REQUEST FOR MEDICAL INFORMATION 
PER KRS 161.770, THE BOARD MAY ONLY REQUEST MEDICAL INFORMATION NECESSARY TO 
DECIDE WHETHER TO GRANT A LEAVE OF ABSENCE; SHALL NOT REQUEST OR RETAIN 
UNNECESSARY MEDICAL INFORMATION; AND SHALL NOT DISCLOSE ANY MEDICAL INFORMATION 
RECEIVED, EXCEPT AS PERMITTED BY STATE AND FEDERAL LAW. 
 
PERSONNEL 03.1233 
 (CONTINUED) 

Parental Leave Options for Childbirth or Adoption 

REFERENCES: 
KRS 161.155; KRS 161.770 
OAG 80-151; OAG 84-43; OAG 86-66 
Family and Medical Leave Act of 1993 

RELATED POLICIES: 
03.123; 03.1232; 03.12322 

Adopted/Amended: 7/28/2025 
Order #:          

http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/770.pdf&requesttype=krs
http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/155.pdf&requesttype=krs
http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/770.pdf&requesttype=krs
http://policy.ksba.org/documentmanager.aspx?requestarticle=/civil/opinions/OAG80151.htm&requesttype=oag
http://policy.ksba.org/documentmanager.aspx?requestarticle=/civil/opinions/OAG8443.htm&requesttype=oag
http://policy.ksba.org/documentmanager.aspx?requestarticle=/civil/opinions/OAG8666.htm&requesttype=oag


PERSONNEL 03.1241 

- CERTIFIED PERSONNEL -

Workers' Compensation Payments 

COORDINATION WITH SICK LEAVE 

Employees shall not be required to use sick leave in connection with a work related injury. 
However, employees claiming workers' compensation income benefits who have sick leave 
available may choose to use sick leave in order to maintain the equivalent of full salary for the 
days they are unable to work. Employees shall not be entitled to payment in excess of one 
hundred percent (l 00%) of contracted salary. 

The school district shall coordinate among the income and benefits from worker's compensation, 
temporary disability retirement, and district payroll and benefits so that there is no loss of income 
or benefits to an employee for work time lost because of an assault/physical injury by a student 
while performing assigned duties for a period of up to one ( 1) year after the assault/physical 
injury as indicated by the medical provider. 

EMPLOYEE ELECTIO!'i 

In order to maintain full salary, employees may voluntarily elect to use sick leave to which they 
are entitled. To coordinate benefits in connection with the employee's election to use sick leave 1 , 
the employee shall pay to the District a sum equal to workers' compensation income benefits 
received for the same period that the employee uses sick leave. The employee may make such 
payment by endorsing the workers' compensation benefits check to the District or by paying the 

District by personal check or cash. The employee's sick leave balance shall then be reinstated to 
the extent of such payment. 

REFERENCES: 

1 KRS 161.155, KRS 342.730 

RtLATED POLICIES: 

03.1232 
03.12322 
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PERSONNEL 03.223 

- CLASSIFIED PERSONNEL - 

Leaves of Absence 

APPROVAL 
Authorization of leave and time taken off from one’s job shall be in accordance with specific leave 
policy. 
ACCOUNTABILITY 
All absences shall be accounted for under an appropriate leave policy. Absence from work that is 
not based on appropriate leave for which the employee is qualified may lead to disciplinary 
consequences, up to and including termination of employment. 
EXTENDED LEAVE WITHOUT PAY (15 DAYS OR MORE) 
In addition to other leaves covered in this section, classified employees may be granted special 
leave of absence with loss of pay for a period not to exceed one (1) fiscal year. Such leaves may 
include educational leaves and employees on loan to educational or governmental entities. 
Extensions of a leave of absence may not exceed one (1) fiscal year. Requests must be submitted 
in writing to the Superintendent for approval by the Board. 
DAYS WITHOUT PAY (LESS THAN 15 DAYS) 
Classified employees may be granted no more than fifteen (15) consecutive days without pay away 
from their assigned duties unless the days would fall under any other appropriate Board leave 
policy. Supervisors may approve such days without pay, provided all appropriate, available leave 
has been used by the employee. Requests for days without pay shall be submitted in writing before 
the absence begins and directed to the employee's next immediate supervisor. Upon the 
supervisor's approval, the request shall be forwarded to the Superintendent or designee to be placed 
on the Board agenda for approval. 
Failure to obtain prior approval may be grounds for disciplinary action that may include 
termination, unless the absence was the result of an emergency, as determined by the 
Superintendent. 
OUTSIDE EMPLOYMENT 
Employees on leave of absence without pay shall not accept other employment during the period 
of leave of absence, with the exception of employees on educational leave. 
NOTIFICATION 
Employees on extended leave through the end of a school/fiscal year shall notify the 
Superintendent in writing by February 28 of their intent to return to the school system the following 
school year. Employees intending to return at any time other than the beginning of the school year 
shall provide such notification at least sixty (60) calendar days prior to the date of return. Failure 
to provide required notification will render the position vacant. 
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PERSONNEL 03.223 
 (CONTINUED) 

Leaves of Absence 

NOTIFICATION (CONTINUED) 
Employees who fail to notify the Superintendent by February 28 cannot be guaranteed employment 
for the following school year. If an employee on leave has not contacted the Superintendent by 
February 28, the Superintendent is authorized to fill the position for the following school year. 
When an employee in the final year of leave fails to contact the Superintendent by February 28, to 
either request an extension of leave or to provide a date of return, the Superintendent may 
determine whether personnel action is required. 
LEAVE FOLLOWING ASSAULT 
The District shall provide leave with pay for employees assaulted while performing their assigned 
duties when the assault results in injuries that qualify the employee for workers’ compensation 
benefits. The period of leave shall not exceed one (1) calendar year following the assault. During 
that period, the employee shall not experience loss of income or benefits, including sick leave, 
under the terms and conditions set forth in KRS 161.155. 
PLACEMENT UPON RETURN 
Employees taking leave will be entitled on return to a similar position for which they are qualified, 
if available. Placement in the same position or the same building cannot be guaranteed. 
EMPLOYEES NOT ELIGIBLE 
Nothing contained in any of the leave policies in this section shall be construed as extending leave 
benefits to personnel employed on a per diem or per hour basis for extra or occasional work. 
FMLA 
Eligible employees may apply for leave under the provisions of the Family and Medical Leave Act 
of 1993. 
REQUEST FOR MEDICAL INFORMATION 
Per KRS 161.770, the Board may only request medical information necessary to decide whether 
to grant a leave of absence; shall not request or retain unnecessary medical information; and shall 
not disclose any medical information received, except as permitted by state and federal law. 
 
REFERENCES: 

KRS 161.155; KRS 161.770; OAG 01-9 
Family and Medical Leave Act of 1993 

RELATED POLICIES: 
03.2232, 03.22322, 03.2233, 03.2234, 03.224 

Adopted/Amended: 07/25/2011 
Order #:         K.25 

http://policy.ksba.org/documentmanager.asp?requestarticle=/krs/161-00/155.pdf&requesttype=krs
http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/770.pdf&requesttype=krs
http://policy.ksba.org/documentmanager.asp?requestarticle=/krs/161-00/155.pdf&requesttype=krs
http://policy.ksba.org/documentmanager.asp?requestarticle=/krs/161-00/770.pdf&requesttype=krs
http://policy.ksba.org/documentmanager.asp?requestarticle=/civil/opinions/oag019.htm&requesttype=oag
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PERSONNEL 03.2233 

- CLASSIFIED PERSONNEL - 

Parental Leave for Childbirth or Adoption 

PAID MATERNITY LEAVE (KRS 161.155) 
The District shall provide up to thirty (30) paid maternity leave days for an employee who gives 
birth to a child with less than six (6) months of continuous employment with the District.. The 
maternity leave days shall be used without deduction of salary and shall be used prior to the 
employee using any other leave. Any maternity leave days unused by the employee shall not 
transfer into sick leave or be converted to any other leave type and shall expire upon return to 
work. This shall not limit the District’s authority to establish additional paid maternity benefits or 
to provide paid parental leave benefits. 
DISTRICT PAID PARENTAL LEAVE 
Childbirth and recovery therefrom, or adoption, shall entitle the employee to up to thirty-five (35) 
paid contract days of Parental Leave immediately following the qualifying event. An employee 
may use sick leave days, beyond the thirty-five (35) days provided by the Board when the need is 
verified by a signed physician’s statement. This applies to both parents when the employee has six 
(6) months or more of continuous employment with the District. 
UNPAID LEAVE 
On written request, the parent of a newborn or the employee who adopts a child or children shall 
be granted unpaid leave of absence not to exceed the remainder of the semester in which the birth 
or placement occurs. Thereafter, leave may be extended in increments of one (1) semester, not to 
exceed two (2) consecutive school years.1 
Employees on maternity leave shall notify the Superintendent in writing of their intent to return to 
the school system on or before the date prescribed in Policy 03.223. Failure to do so will render 
the position vacant. 
Employees taking a maternity leave will be entitled on return to a similar position for which they 
are qualified, if available. Placement in the same position or the same building cannot be 
guaranteed. 
FMLA 
In compliance with the Family and Medical Leave Act of 1993, eligible employees are entitled to 
up to twelve (12) workweeks of unpaid leave to care for the employee’s child after birth or 
placement of a child with the employee for adoption or foster care. Leave to care for an employee’s 
healthy newborn baby or minor child who is adopted or accepted for foster care must be taken 
within twelve (12) months of the birth or placement of the child. 
Request for Medical Information 
Per KRS 161.770, the Board may only request medical information necessary to decide whether 
to grant a leave of absence; shall not request or retain unnecessary medical information; and shall 
not disclose any medical information received, except as permitted by state and federal law. 
 
REFERENCES: 

1KRS 161.770  
 KRS 161.155 

http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/155.pdf&requesttype=krs
http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/770.pdf&requesttype=krs
http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/770.pdf&requesttype=krs
http://policy.ksba.org/DocumentManager.aspx?requestarticle=/KRS/161-00/155.pdf&requesttype=krs
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 Family & Medical Leave Act of 1993 
RELATED POLICIES: 

03.223; 03.2232; 03.22322 
Adopted/Amended: 7/28/2025 

Order #:          





























































PERSONNEL 

Hiring 

CRIMINAL BACKGROUND CHECK AND TESTING (CONTINUED) 

03.21 
(CONTINUED) 

2. Upheld at an administrative hearing conducted in accordance with KRS Chapter 13B and
not appealed to a Circuit Court; or

3. Upheld by a Circuit Court in an appeal of the results of an administrative hearing
conducted in accordance with KRS Chapter I 3B.1

Probationary employment shall terminate on receipt of a criminal history background check 
documenting a conviction for a felony sex crime or as a violent offender. 

The form for requesting a CAIN check is available on the Cabinet for Health and Family 
Services website. 

Criminal records checks on persons employed in Head Start programs shall be conducted in 
conformity with 45 C.F.R. § 1302.90. 

REPORT TO SUPERINTENDENT 

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

HIRING OF RETIRED PERSONNEL 

Except for cases involving disability retirement, persons who have previously retired from the 
District and who subsequently are rehired shall be considered first-year employees for the 
purposes of sick leave. (See Policy 03.2232.) Classified retirees are eligible to be hired in a 
permanent position working four (4) hours or more each day. Classified retirees may work as 
substitutes up to seventy (70) days per school year. Exemptions may be granted by the Senior 
Director of Administrative Services. 

EDUCATIONAL REQUIREMENTS 

No person shall be initially hired unless s/he holds at least a high school diploma or high school 
certificate of completion or High School Equivalency Diploma or is provided an opportunity by 
the District upon employment to obtain a High School Equivalency Diploma at no cost to the 
employee. Licenses or credentials issued by a government entity that require specialized skill or 
training may also substitute for this requirement. Employees shall hold the qualifications for the 
position as established by the Commissioner of Education. 3

All paraprofessionals_shall satisfy educational requirements specified by federal law.4 

JOB REGISTER 

The Superintendent or the Superintendent's designee shall maintain in the Central Office a job 
register listing all current job openings in the District. The register shall describe the duties and 
qualifications for each opening, and District employment policies shall be attached to the 
register. The job register shall be open to public inspection during Central Office business hours. 
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