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PERSONNEL 03.1233 AP.2 

Paid Parental Leave Procedures 

ELIGIBILITY TO RECEIVE PAID LEAVE 
Paid Maternity Leave: An employee with less than six (6) months of employment with the district 
requesting employer paid maternity leave following the birth of a child or children may receive up 
to thirty (30) employer-paid consecutive contract workdays. This applies immediately following 
the birth of the child or children specifically for the employee who gave birth for recovery. An 
employee may use their own accrued leave days beyond the thirty (30) days provided by the Board 
when the need is verified by a physician’s statement. If an employee surpasses their six (6) months 
of employment while on leave, a cross over to district paid parental leave does not occur.   
District Paid Parental Leave: An employee who has worked for the district for over six (6) months 
consecutively requesting employer paid parental leave following the birth or adoption of a child 
or children may receive up to thirty-five (35) employer-paid consecutive contract workdays. This 
applies immediately following the birth or adoption of the child or children. If both parents are 
District employees, both can request thirty-five (35) paid consecutive contract workdays to use 
individually. An employee may use their own accrued leave days beyond the thirty-five (35) days 
provided by the Board when the need is verified by a physician’s statement. 
PROCESS REQUIRED 
The recipient of the employer paid maternity leave must submit to the Benefits Department within 
thirty (30) days of birth a front and back, completed and physician signed copy of the footprint 
card issued by the hospital or present a copy of the birth certificate. The name of the employee 
requesting the leave must be on submitted documentation.  
The recipient of the employer district paid parental leave must submit to the Benefits Department 
within thirty-five (35) days of birth/adoption a front and back, completed and physician signed 
copy of the footprint card issued by the hospital or present a copy of the birth certificate. The name 
of the employee requesting the leave must be on submitted documentation. For adoptions, 
recipients of the paid leave must submit to the Benefits Department a copy of the legal adoption 
agreement signed and dated by a judge within thirty-five (35) days of the judge's signature date. 
GUIDELINES   
Recipient must adhere to the following: 

1. Paid maternity leave is limited to one (1) set of thirty (30) paid consecutive contract 
workdays per fiscal year. District paid parental leave is limited to one (1) set of thirty-five 
(35) paid consecutive contract workdays per fiscal year. 

1.2.District pPaid parental leave is limited to one (1) set of thirty-five (35) paid consecutive 
contract workdays per fiscal year. 

2.3.If the recipient files and is approved for FMLA, it will run concurrently with the District 
paid paid parental leave.birth/adoption leave. (03.12322, 03.22322) 

3.4.If both parents are District employees, and have been employed for six (6) months or 
longer, both can request thirty-five (35) paid consecutive contract workdays to use 
individually but both parents must use immediately following the birth or adoption of the 
child or children. Both parents must use the leave concurrently. 

4.5.If the employee(s) name is not listed on the birth certificate, footprint card, or adoption 
agreement, paid maternity or district paid parental leave will not be granted. 
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6. If documentation validating birth of the child or children is not submitted to the Benefits 
Department within thirty (30) days of the event, paid maternity leave will not be granted 

5.7.If documentation validating birth/adoption of the child or children is not submitted to the 
Benefits Department within thirty-five (35) days of the event, district paid parental leave 
will not be granted. 

6.8.Employees with a less than year-round work calendar must submit a physician’s statement 
to use paid maternity leave or district paid parental leave at the start of the work calendar 
if birth or adoption takes place during non-contract workdays.  
(See examples below.) 
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PERSONNEL 03.1233 AP.2 
 (CONTINUED) 

Paid Maternity Leave Procedures 

EXAMPLE: Mr. Smith, attendance specialist, welcomed a baby with his spouse, Mrs. 
Smith. This is Mrs. Smith’s first year with FCPS and is two months into her employment. 
Mr. Smith has been employed with FCPS for only two months as well, so unfortunately, 
he is not eligible to receive maternity leave (as he is not the employee who gave birth) and 
is not eligible for district paid parental leave because he has not been employed by the 
district for at least six (6) months. Mrs. Smith is eligible for the paid maternity leave as she 
gave birth however is not eligible for district paid parental leave based on her length of 
employment. 
EXAMPLE: An employee who has worked for the district for less than six (6) months has 
a baby when school is out for summer break. Physician’s statement will determine whether 
the thirty (30) days leave is applicable and must order the employee to be out for recovery 
thirty (30) days past the start of the work calendar. Ms. Hawkins, a teacher whose work 
calendar begins August 5th has a baby on June 2nd. The submitted physician statement 
indicates a recovery period that extends past the start of the work calendar. e.g., June 3rd-
Sept. 16th. With the physician statement, the employee would be eligible to use the thirty 
(30) days of paid maternity leave and then use their employee leave time. 
EXAMPLE: Ms. Applegate, a new teacher whose work calendar also begins August 5th 
has a baby on June 3rd.  Her physician’s statement states she needs June 2-August 2. Ms. 
Applegate would not be eligible to use the thirty (30) days of paid maternity leave. 
EXAMPLE: A new employee, employed with the district 5 ½ months, gives birth. At the 
time of birth, since the length of employment is not six (6) months, the employee is eligible 
for paid maternity leave. Even though the employee will hit six (6) months of service while 
on leave, the employee is not eligible for district paid parental leave because at the time of 
birth, the employee had not been employed for six (6) months.   

Paid Parental Leave Procedures 

EXAMPLE: An employee’s spouse has babies when school is out for summer break and 
the physician statement orders the employee to be out for thirty-five (35) days. Mr. 
Roberts’, a bus driver whose work calendar begins on August 5th, spouse has twin babies 
on July 25th. The submitted physician statement indicated a bonding period of thirty-five 
(35) days. This resulted in twenty-eight (28) days being employer paid since seven (7) of 
the thirty-five (35) ordered by the physician began before his calendar began. Employer 
paid days are pro-rated and the employee is allotted the remainder of the thirty-five (35) 
days after birth/adoption unless the physician statement orders more than the thirty-five 
(35) day employer district paid parental leave. 
EXAMPLE: An employee has a baby when school is out for summer break. Physician’s 
statement will determine whether the thirty-five (35) days leave is applicable and must 
order the employee to be out for recovery thirty-five (35) days past the start of the work 
calendar. Ms. Mullins, a teacher whose work calendar begins August 5th has a baby on 
June 2nd. The submitted physician statement indicates a recovery period that extends past 
the start of the work calendar. e.g., June 3rd-Sept. 20th. With the physician statement, the 
employee would be eligible to use the thirty-five (35) days of district paid parental leave 
and then use their employee leave time. 
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EXAMPLE: Ms. Sterling, a teacher whose work calendar also begins August 5th has a 
baby on June 3rd.  Her physician’s statement states she needs June 2-August 2. Ms. 
Sterling would not be eligible to use the thirty-five (35) days of district paid parental leave. 

ELIGIBILITY TO RECEIVE UNPAID LEAVE 
Following paid maternity leave, an employee may request additional leave, unpaid or with use of 
employee accrued leave time, with a physician statement.  
 
Following district paid parental leave, an employee may request additional leave, unpaid or with 
use of employee accrued leave time, with a physician statement or with completed FMLA 
application. 
PROCESS REQUIRED  
Medical documentation must be submitted to the Benefits Department prior to lapse of thirty (30) 
for paid maternity days. 
Medical documentation or completed FMLA application must be submitted to the Benefits 
Department prior to lapse of thirty-five (35) district paid parental days. 
The parent of a newborn or the employee who adopts a child or children shall, upon request, 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. If an employee has accrued leave time available, those 
will be used during approved leave before unpaid leave begins. Employees utilizing extended leave 
must inform the Benefits Department of their intent to return or remain on leave for the following 
year by February 28. 
Employees taking an extended paid maternity or district paid parental leave will be entitled to 
return to a similar position for which they are qualified. Placement in the same position or the same 
building cannot be guaranteed. 
GUIDELINES 
Recipient must adhere to the following: 

1. If the recipient files and is approved for FMLA, it will run concurrently with the unpaid 
birth/adoption leave.  
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PERSONNEL 03.1233 AP.2 
 (CONTINUED) 

Paid Parental Leave Procedures 

GUIDELINES (CONTINUED) 
2. Physician statement must be submitted to the Benefits Department for unpaid leave before 

thirty (30) or thirty-five (35) day district paid leave is exhausted. 
3. If employee is no longer covered under FMLA or on district paid maternity or district paid 

parental leave, and requests to extend their unpaid leave, they must seek approval by 
principal, chief, and associate director of benefits. (03.1234, 03.2234)  

4. If employee is not FMLA eligible and no longer in a paid status, benefits will terminate 
until employee returns to work.  

5. Donations can be received once thirty (30) or thirty-five (35) paid maternity or district paid 
parental leave and accrued employee leave time are exhausted. (03.1232, 03.2232) 

Review/Revised:6/24/2024 
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SCHOOL FACILITIES 05.31 AP.21 
Facility Usage Hourly Rate ScheduleApplication for Use and Contract 

Part I to be Completed by Applicant (Please Type or Print, Attach Extra Sheets if Necessary.) 

I. Name of Organization/Applicant: Name of Contact Person: Telephone Number: 
    

 Street Address: Fax Number: Email Address: 
    

 City / State / Zip: Name of Liability Insurance Company: Insurance Policy Limits: 
    

 Type of Organization (if Applicant is an Organization): 
  School  School-Related Group (PTA, Booster Club, etc.)  SBDM Club Sport 

 Civic  Charitable  Government  Non-Profit  
Religious 
 Commercial (For Profit)  Other: 
________________________________________________________________ 

 Names & Telephone Nos. of Individual Primarily Responsible for Facility & Conduct of Persons Using Facility: 
 Primary Person: Phone #:  Emergency Phone #:  
 School at Which Facility is Located: Anticipated # of Participants: 
   
 Description of Proposed Activities, Including Detailed Description of Any Tents, Stages, or Other Structures to be Erected (Attach Extra Sheets if 

Necessary): 
 

 Is this a school-related fundraiser?  Yes  No If yes, explain: 
 Will inflatables be used:   Yes  No If yes, what type: 

NOTE: FCPS will not authorize use of inflatable bounce houses or submersible dunking booths. 
 Will admission be charged? Will donations be solicited or accepted? Will concessions or other items be sold? 

 Yes  No  Yes  No  Yes  No 
If the answer to any of the above is “Yes,” will the net proceeds from such admission charges , donations, etc., 
be used exclusively for civic, charitable, government, non-profit, or religious purposes?  Yes  No 

 If a non-District labor force will be used for any purpose, will it include anyone convicted of a crime?  
Yes  No 

 Facility or Area within Facility Being Requested: 
  Baseball Field  Track  Kitchen  Library 

 Football Field  Softball field  Cafeteria  Classroom(s):  
 Gymnasium   Tennis Courts  Auditorium  Other: _________________ 

 Types & # of District Employees Requested: 
  Custodial: ____ (#)  Law Enforcement: ____ (#)  Tech. Support: ____ (#)) 

 Food Service: ____ (#)  Other:___________________________________ ____ (#) 
 Equipment Requested (Audio / Video / Lighting / Athletic Equipment / etc.): 
  
 Date(s) Facility to be Used: Time(s) Facility to be Used (Include Adequate Time for Setup & 

Cleanup): 
No. of Hours to be 
Used: 

    
On behalf of the Applicant, I confirm that I have read and understand all terms and conditions of 
usage set forth in the District’s Facility Usage Contract on the District’s web site. 

Applicant Signature: __________________________________________ 
Applicant - Send Application to Principal/Designee for Approval 

By: _________________________________________ ________ 
Signature of Authorized Representative Date 

FACILITY USAGE APPLICATION 
_________ - _________ 
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SCHOOL FACILITIES 05.31 AP.21 
 (CONTINUED) 

Application for Use and Contract 
FACILITY USAGE APPLICATION 

PAGE 2 
Part II to be Completed by School (Please Type or Print, Attach Extra Sheets if Necessary.) 

 II. Is the Facility Available & Approved for Use by the Applicant on the Date(s) & at the Time(s) Requested? 
  Yes  No If no, indicate reason: 

  Will the Proposed Use of the Facility Involve a School Activity? 
  Yes  No (If a school initiates a request to collaborate on an activity that is in the school’s plan or 

program and if the school maintains primary control of the activity, then it is a school 
activity).  

 Will the Proposed Use of the Facility Require the Presence of One or More District Employees to Maintain the Care, Safety & Security of the 
Facility? 

  Yes  No If “No,” indicate below why a District Employee will not be needed: 
 The Facility is an outdoor facility of a type which does not require a District Employee. 
 Other: ___________________________________________________________________ 

 If the Presence of One or More District Employee(s) is Required, Will it be Necessary for Such Employee(s) to Work Overtime (i.e., to be 
Overscheduled)? 

 Yes  No If no, indicate below why it will not be necessary for District employee(s) to work 
overtime: 

 Applicant will be conducting after-school activities for students during scheduled custodian 
hours. 
 One or more District employees will already be present during Applicant’s use of the facility 

and no clean-up will be required to be ready to conduct school the next school day. 
 Other: ___________________________________________________________________ 

 List Below those Overtime Hours to be Worked by District Employees (Attach Extra Sheets if Necessary): 
 Types & # of District Employees 

Assigned: 
Name(s) of Employees 

Assigned: 
Date(s) 

Assigned: 
Overtime Hours) 
Assigned (In and 

Out) 

Total # 
Overtime. 

Hours: 
  Custodial: ___ (#)     
  Food Service: ___ (#)     
  Law Enforcement: ___ (#)     
  Tech. Support: ___ (#)     
  Other: ___ (#)     
 List All Equipment Approved for Use: 
  

Principal/Designee Signature:  

By: ________________________________ ________________ 
Signature of Principal/Designee Date 

Principal Forward Completed Form to: Fayette County Public Schools, Department of Operations and Support 
400 Springhill Drive, Lexington, KY 40503 

(Phone: 859.381.3824 Fax: 859.381.3852) or 
Lisa.Clark@Fayette.kyschools.us 



Page 3 of 8 

SCHOOL FACILITIES 05.31 AP.21 
 (CONTINUED) 

Application for Use and Contract 

FACILITY USAGE CONTRACT 
THIS CONTRACT, made and entered into on this _____ day of _______________, 20___, by 

and between ____________________________________________________ (“Applicant”) and 

the Fayette County Board of Education (the “District”). 

W I T N E S S E T H: 
WHEREAS, Applicant has requested the use of District facilities, grounds, employees, and/or 
equipment for non-commercial activities during non-instructional time either before the 
commencement or after the conclusion of the school day; and  
WHEREAS the Principal or other supervisor of such facilities or grounds has, in his or her 
discretion, confirmed the availability and initially approved the use of designated portions of such 
facilities and grounds, and/or the use of designated equipment, all on specified date(s) and time(s) 
pursuant to the terms and conditions of this Contract; and 
WHEREAS, the District’s Department of Operations and Support has determined or will 
determine usage fees relating to the use of the facility, grounds, and/or equipment approved by the 
Principal and has, in its discretion, additionally approved the use of such facilities, grounds, and/or 
equipment on specified date(s) and time(s) pursuant to the terms and conditions of this Contract; 
and 
WHEREAS Applicant has agreed to pay all applicable usage fees and to abide by and satisfy all 
other terms and conditions of this Contract as consideration for the use of the specified area(s) of 
the facility, grounds, and/or equipment on the specified date(s) and time(s),  
NOW, THEREFORE, in consideration of the mutual promises set forth herein and other good 
and valuable consideration the receipt of which is hereby acknowledged, the parties hereby agree 
as follows: 
1. The document appended hereto as Exhibit “A” is incorporated by reference into and made 

a part of this Contract. 
2. As consideration for Applicant’s agreements to timely pay all usage fees set forth in Exhibit 

“A” and to abide by and satisfy all terms and conditions set forth in Paragraph 3 of this 
Contract, the District agrees to make available for Applicant’s reasonable use, on the 
date(s) and time(s) specified in Exhibit “A,” the area(s) of the facility and/or grounds 
(“Facility/Grounds”) and/or the District equipment (“Equipment”) specified in Exhibit 
“A.”  

3. The parties agree that the use by Applicant of the specified area(s) of the Facility/Grounds 
and/or the specified Equipment shall be subject to each of the following terms and 
conditions: 
a. At least two (2) weeks prior to its proposed use of the Facility/Grounds, Applicant 

shall: 
i. Execute and return this Contract; 
ii. Submit payment of the usage fee deposit listed in Exhibit “A;” 
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SCHOOL FACILITIES 05.31 AP.21 
 (CONTINUED) 

Application for Use and Contract 

iii. If requested by the District, procure and maintain throughout the term of 
this Contract a general liability insurance policy with a reputable insurer 
having an A.M. Best financial strength rating of “A-” or better, in which: 
(a) the District is indemnified in an amount not less than $1,000,000 for any 
and all claims whatsoever, including injury to persons and damage to 
property, arising out of the use of the Facilities/Grounds by Applicant, its 
agents, servants or invitees; and (b) the District is named as an additional 
insured under the policy. A certificate of insurance must be provided to the 
District prior to the use of the Facilities/Grounds. 

Applicant and the District agree that any insurance policy(ies) procured by 
Applicant that provides benefits or protection for the District shall be primary and 
that any insurance policy(ies) procured by the District that might happen to provide 
benefits or protection to the District arising out of Applicant’s use of the 
Facilities/Grounds shall be excess. 
The executed Contract, usage fee or deposit, and any requested certificate of 
insurance shall each be submitted to the District’s Department of Operations and 
Support, 400 Springhill Drive, Lexington, Kentucky 40503 (Fax: 859-381-3852). 
Applicant acknowledges and agrees that failure on its part to timely submit an 
executed Contract or payment of the full usage fee or a requested certificate of 
insurance shall be grounds for non-approval by the District of Applicant’s facility 
usage application and immediate cancellation by the District of this Contract. In the 
event of non-approval and cancellation, the District shall refund any and all usage 
fee deposits or other payments received by the District as of the date of such non-
approval or cancellation. 
Applicant further acknowledges and agrees that any usage fees other than those set 
forth in Exhibit “A” (such as usage fees relating to catering, food services, and extra 
time) may, at the option of the District, be separately billed to the Applicant either 
before or after the Applicant’s use of the Facility/Grounds.  

b. The District reserves the right to have one or more District employees 
(“Employee”) present at all times the Facility/Grounds is used by Applicant. In the 
event Employee(s) is/are present, said Employee(s) shall in no way be responsible 
for the conduct of persons present at Applicant’s activity(ies), nor shall such 
employee(s) perform duties other than those involving the care, safety, and security 
of the Facility/Grounds and/or Equipment. 

c. Access to Facilities/Grounds shall be strictly limited to those parts of the 
Facilities/Grounds specified in Exhibit A and the entrances to those 
Facilities/Grounds. 
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SCHOOL FACILITIES 05.31 AP.21 
 (CONTINUED) 

Application for Use and Contract 

d. Applicant shall abide by all District policies, procedures, rules and regulations in 
its use of the Facility/Grounds, and Equipment, and shall be legally responsible for 
any and all damage resulting from its use of the Facility/Grounds, and Equipment, 
whether caused by negligence, recklessness, or willfulness on the part(s) of 
Applicant, its agents, servants, or invitees. 

e. Applicant agrees to indemnify and hold harmless the District, all District elected 
and appointed officials, all District administrators, all District principals, all District 
teachers and other employees, all District volunteers and representatives, and all 
persons and bodies corporate acting for or on behalf of them: 
i. Against all liability, claims, demands, actions, suits, damages, proceedings, costs 

and expenses (including reasonable attorneys fees) whatsoever, including injury 
to persons and damages to property, for which they may be or become liable 
directly or indirectly arising out of the use of the Facilities/Grounds by Applicant 
or by Applicant’s agents, servants, or invitees; and 

ii. For such further sums in excess of those contained in any insurance policy 
procured by Applicant relating to the use of the Facilities/Grounds or for such 
amounts as may not be payable under any such insurance policy. 

f. Applicant shall observe all fire and safety regulations. 
g. Applicant agrees that, except as specified in Exhibit “A,” no hazardous materials 

(including, but not limited to, flammable materials or liquids, fireworks, 
pyrotechnic devices, explosives, poisonous materials or plants, or strong acids or 
caustics) and no dangerous animals will be brought onto the Facilities/Grounds or 
used in any way while occupying any portion of the Facilities/Grounds. 

h. Applicant agrees that, except as specified in Exhibit “A,” no amusement rides or 
attractions (including, but not limited to, trampolines of any type, enclosed air 
support structures of any type, climbing walls, climbing ropes, firearms or shooting 
activities, bow and arrow shooting activities, or equipment or devices related 
thereto) will be brought onto the Facilities/Grounds or used in any way while 
occupying any portion of the Facilities/Grounds. 

i. Applicant shall prohibit the use of tobacco, alternative nicotine, or vapor products 
and alcoholic beverages in or on the Facility/Grounds. 

j. Applicant shall not allow any immoral or illegal activity, including gambling, in or 
on the Facility/Grounds. 

k. The Principal or other supervisor of the Facility/Grounds and/or the District’s 
Police DepartmentDepartment of Law Enforcement shall determine the need for 
security during Applicant’s use of the Facility/Grounds. 

l. Applicant shall not make any alterations to the Facility/Grounds without prior 
approval of the District’s Department of Operations and Support. 
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SCHOOL FACILITIES 05.31 AP.21 
 (CONTINUED) 

Application for Use and Contract 

m. Applicant shall not sublease or reassign any portion of the Facility/Grounds or item 
of equipment covered by this Contract. 

n. The use of equipment shall not be a part of this Contract unless such equipment is 
specifically listed in Exhibit “A”. In the event equipment is listed in Exhibit “A,” 
Applicant agrees that: 
i. Equipment may not be used by Applicant if it is needed for school activities; 
ii. Equipment shall not be removed from the Facility/Grounds; and 
iii. Applicant shall assume full responsibility for any and all expenses resulting 

from the transfer, repair, or replacement of Equipment necessitated by its 
use. 

In case of damage to Equipment, the Facility Principal shall send a report to the 
District’s Department of Financial Accounting and Benefit Services at 450 Park 
Place 1126 Russell Cave Rd., Lexington, KY 4051105, and to Applicant at the 
address listed in Applicant’s Facility Usage Application. Settlement agreeable to 
the District shall be a pre-requisite to additional use by Applicant of any facility or 
grounds in the District.  

o. In the event Equipment assigned for Applicant’s use is either unavailable or in 
unsatisfactory working condition on the date and at the time scheduled for its use, 
Applicant’s sole remedy shall be a refund of any equipment usage fees paid by 
Applicant up to that point. 

p. Applicant shall ensure that proper care is taken of the Facilities/Grounds during use 
and that the Facility/Grounds are left in as good a condition as before used. 
Applicant agrees that any furniture and equipment moved during the use of the 
Facilities/Grounds shall be restored to its original position and that the 
Facilities/Grounds shall be left in a clean and tidy condition. 

q. Applicant shall not operate food or drink concessions unless approved by the 
Principal or other supervisor of the Facility/Grounds. 

r. Applicant shall not sell or offer for sale any merchandise at any function conducted 
in or on the Facility/Grounds, other than approved food and drink concessions. 

s. Applicant shall abide by all District and other administrative procedures relevant to 
conservation of energy. 

t. Applicant shall be responsible for the conduct of individuals using the 
Facility/Grounds. Applicant shall not charge admission or solicit or accept 
donations for attendance at or participation in events held in or on the 
Facility/Grounds, except that civic, charitable government, non-profit, and 
religious groups may charge admission or accept donations when the net proceeds 
of such charges or donations are used exclusively for civic, charitable, government 
non-profit, and religious purposes. 

u. Applicant shall not use the Facility/Grounds, or equipment for commercial, for 
profit activities. 
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SCHOOL FACILITIES 05.31 AP.21 
 (CONTINUED) 

Application for Use and Contract 

v. Unless otherwise provided in this Contract, Applicant’s privilege of using the 
Facility/Grounds or Equipment shall terminate upon the earlier of either (1) the 
delivery by one party to the other of written notice of termination; (2) the last day 
of the Applicant’s activity as specified on Exhibit “A;” or (3) June 30 following the 
effective date of this Contract. Notice of termination shall be delivered by one party 
to the other at the address of the other party as set forth at the conclusion of this 
Contract. 
In the event Applicant terminates this Contract by delivering written notice of 
termination to the District at least forty-eight (48) hours prior to the earliest date 
and time scheduled for the Facility’s/Ground’s use, Applicant shall not be charged 
any facility usage fees. In the event Applicant terminates this Contract by delivering 
written notice of termination to the District within the forty-eight (48) hour period 
immediately prior to the earliest date and time scheduled for the Facility’s/Ground’s 
use, Applicant shall pay a minimum of one (1) hour worth of the Full Operational 
Fee. In the event this Contract terminates or is terminated at any other time, 
Applicant shall owe all facility usage fees associated with Applicant’s use of the 
Facility/Grounds and/or Equipment. 

w. In the event of inclement weather, Applicant shall be solely responsible for ensuring 
that it has adequate ingress to, parking at, and egress from the Facility/Grounds by 
removing snow, ice, and other impediments from established Facility driveways 
and parking lots. Applicant may contract with a qualified outside entity for the 
removal of snow, ice, and other impediments, provided the outside entity is able to 
demonstrate that it possesses at least as much general liability insurance as that 
demonstrated by Applicant.  

x. In the event the Applicant’s activity takes more time than that originally scheduled 
for the activity, or in the event District employees are required to work more time 
than originally scheduled to get the Facility/Grounds ready for District use the next 
business day, the Applicant agrees to pay any additional usage fees attributable to 
the extra time. The District shall invoice Applicant for such additional usage fees 
and Applicant agrees to pay such invoices within thirty (30) days after receipt. 

y. Applicant agrees that if the Facility/Grounds, Employees, or Equipment become 
unavailable due to circumstances beyond the District’s control, including but not 
limited to loss of electrical power, sickness, terrorism, war, or natural disaster 
(earthquake, fire, flood, ice storm, tornado, windstorm, etc.), Applicant’s sole 
remedy shall be a refund of the applicable usage fee(s) paid by Applicant. 

z. Applicant agrees that, before conducting any activities at or on the 
Facility/Grounds, Applicant will require its on-site personnel to review such 
materials as may be furnished by the District concerning procedures to be followed 
by the District during earthquakes, fires, severe weather, tornados, and other 
emergencies. 



Page 8 of 8 

SCHOOL FACILITIES 05.31 AP.21 
 (CONTINUED) 

Application for Use and Contract 

aa. Applicant agrees to give notice to the District, within 24 hours, of any incident 
resulting in bodily injury or property damage occurring on or in any way connected 
with the use of the Facilities/Grounds. Such notice shall include details of the time, 
place, and circumstances of the incident, as well as the names and addresses of any 
person(s) witnessing the incident. 

ab. Applicant acknowledges that approval of this request does not signify District 
sponsorship, endorsement or approval of the organization or the activity. 

Other: ________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 

IN WITNESS WHEREOF, the parties have hereunto set their hands on this, the day and year 
first above written. 
_____________________________________ ____________________________________ 
(Name of Applicant) (Name of School) 
BY: __________________________________ BY: ________________________________ 

(Signature of Person Responsible) (Signature of Principal) 
______________________________________ ____________________________________ 
TYPED OR PRINTED NAME TYPED OR PRINTED NAME 
TITLE: ________________________________ TITLE: _____________________________ 
ADDRESS: ____________________________ ADDRESS: _________________________ 
______________________________________ ____________________________________ 
TELEPHONE: Home _________________ TELEPHONE: ______________________ 

Work _________________ 

COPIES: School (white), Organization (yellow) 
Review/Revised:6/10/2024 
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FISCAL MANAGEMENT 04.1 AP.2 

Budget Planning Flowchart and Timeline 

BUDGET CYCLE 
Budget planning and adoption shall be accomplished in accordance with the following guidelines. 

FLOW CHART OF BUDGETARY TASKS 
________ School Year 

⇐  ⇐ 

⇓ 
 

⇒  ⇒ 
 

 ⇐  ⇐ 

⇒  ⇒ 
 
 

 ⇐  ⇐ 
 

⇒  ⇒ 
 

 ⇐  ⇐ 
 

⇒  ⇒ 

Assess School System Needs 
⇐ 

Plan for Future 
⇐ 

⇒  Determine Educational Goals 
and Objectives for Programs and 

Services  ⇒ 
Distinguish Instructional Programs 

from Non-instructional Programs  ⇒ 

⇒  Identify Program Constraints  ⇒ 

⇒  Develop Program Alternatives  
⇒ 

⇒  Decide on Recommended 
Programs  ⇒ 

⇒  Allocate Resources to desired 
Programs  ⇒ 

 

⇒  Implement Programs  ⇒ 
⇒  Monitor and Evaluate Programs 
(Back to Plan for Future)⇒ ⇑ 
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FISCAL MANAGEMENT 04.1 AP.2 
 (CONTINUED) 

Budget Planning Flowchart and Timeline 

DATE BUDGET ACTIVITY 

January  Review of enrollment projections. 

Begin review of Program Budget. (Is budget emphasis consistent with educational goals?) 
Prepare for possible amendment during February. 

February Conduct sessions with location administrators to revise budget forms and develop guidelines 
for uniform budget presentation. 

Begin discussions with the Board, Superintendent and designees regarding goals, programs, 
and shifting emphasis. 

Review academic plan and curricular updates. 

March Begin budget input hearings in each of the middle schools and various budget locations. 

Begin review of salary proposals. 

Begin review of the Long-Range Planning Committee's work. 

All location administrators with budget responsibilities prepare budget forms within the 
prescribed guidelines. 

April Begin formal budget hearings and presentations to be held with the Board and public present. 

May Begin working draft of the General Budget using preliminary revenue data. 

Begin discussions with the Board, Superintendent and designees on budget goals for salaries 
and long-range planning. 

June Begin close out procedures for the Close Estimate Budget with intensive review of the 
Program Budget and expected carry-over funds. 

Establish guidelines and procedures for expenditures under Interim Budget (Carry-over) 
which is zero based. 

Continue review of salary proposals. 

July Review and adjustment of projections for enrollment, revenue and expenditure. 

Prepare update of preliminary General Budget. 

August Continue refinement of budget data while awaiting final revenue and tax rate information. 

Open Finalize and present the General Budget to the Board and public. 

 Finalize and present the Close Estimate Budget to the Board and public. 

 Finalize and present the Program Budget to the Board and public. 

October Begin preparation for the budget for the next school year. 

December Finalize enrollment and academic program planning for the budget. 

Review/Revised:7/26/10 
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January - March 

• Draft Budget reviewed by Board in January 
• Enrollment projections are completed by DPP and utilized during work sessions for upcoming school year 
• Department and school budgets developed for upcoming school year in collaboration with leadership 
• Review grant spending plans with program managers 
• Generate salary projections for upcoming school year 
• Prepare salary schedule for upcoming school year 
• Examine expenditures for upcoming school year with leadership 
• Staffing finalized for upcoming school year 
• Collaborate with FABS on revenue projections 
• Discuss Tentative Budget initiatives with leadership. 
• Prepare Tentative Budget for Board and KDE approval 
• Board Finance & Accountability Committee meets 

April - June 

• Tentative Budget and salary schedule reviewed with leadership 
• Board Finance & Accountability Committee meets 
• Discuss Tentative Budget at work sessions with Board  
• Tentative Budget reviewed and approved by Board in May then sent to KDE for approval 
• Salary Schedules approved by Board 
• Commence year-end closing procedures in collaboration with FABS 
• District Assurances approved by Board 
• Finalize grant spending plans with grant managers 
• Board Finance & Accountability Committee meets 

July - September 

• Complete year-end processing and roll new year budgets in MUNIS 
• Receive tax rates from KDE 
• Board Finance & Accountability Committee meets 
• Tax rates proposed by FABS and approved by Board 
• Finalize revenue projections and beginning fund balance in collaboration with FABS 
• Conduct work session with leadership to discuss working budget initiatives  
• Day 10 adjustments completed 
• Working Budget reviewed with leadership 
• Working Budget reviewed and approved by Board in September then sent to KDE for approval 

October - December 

• Review average daily attendance and growth with DPP and generate second month adjustments 
• Calculate Carryforward for SBDM reallocation 
• District audit finalized 
• Board Finance & Accountability Committee meets 
• Conduct work session with leadership to discuss draft budget initiatives 
• Draft Budget reviewed with leadership 
• Draft Budget prepared for Board review 
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