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ol District | It's about ALL Rids.

DATE:
June 26, 2026

AGENDA ITEM (ACTION ITEM):
Receive the Annual Procedures Update and Revision Drafts.

APPLICABLE BOARD POLICY:
01.51 — Administrative Procedures

HISTORY/BACKGROUND:

The Kentucky School Board Association completed a review and updated our district procedures after
the legislative session to align our procedures with revised statutes. District administrators also reviewed
and revised several procedures that are included in the annual update as well.

FISCAL/BUDGETARY IMPACT:
None

RECOMMENDATION:
Receive the Annual Procedures Update and Revision Drafts.

CONTACT PERSON:
Henry Webb
Principal/Administrator District Administrator Superinteridét

Use this form to submit your request to the Superintendent for items to be added to the Board Meeting Agenda.
Principal —complete, print, sign and send to your Director. Director —if approved, sign and put in the Superintendent’s mailbox.



KSBA Procedure Service
2026 Procedure Update (#30) Checklist

5/26/2026

District:  Kenton County Schools

To enable KSBA to track and store your District's administrative procedures in our procedure database, please
indicate below what decision you have made on the proposed new/revised procedures enclosed for your review.
We will forward printed or reproducible copies of the procedures when we receive this form and update your
online manual if you belong to that service.
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Procedure Number

05.2 AP.22
0521 AP.1
0545 AP.1
055 AP.1
06.13 AP.1
06.2 AP.2
06.21 AP.1
06.23 AP.1
06.31 AP.1
07.1 AP.21
07.11 AP.1
08.1114 AP.1
08.113 AP.1
08.133 AP.1
08.2323 AP.22
09.11 AP.22
09.12 AP.2
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09.12 AP.24
09.12 AP.25
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09.22 AP.2
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Adopt as Adopt with  Date of District/  Keep Current Delete

Procedure Number g st .
Written Modification* Board Review Procedure Procedure

09.2241 AP.22 07/06/2026

N

09.315 AP.21

09.36 AP.212

09.429 AP.1

09.429 AP.2

09.429 AP.21

09.429 AP.22

09.429 AP.23

09.429 AP.24

09.429 AP.25

SENINTNINISINS NS

09.435 AP.24

See additional
procedure revisions
below.

*Please attach a copy of the moditied policy. DO NOT RETYPE A DRAFT - simply indicate the district-initiated changes
by writing in colored ink, circling, highlighting, etc.

Superintendent's Signature Date

Please return this completed form to KSBA at your earliest opportunity.
Please contact your KSBA Consultant IF you need KSBA to completely reprint all policy pages or to order
additional new manuals, instead of just getting copies of the updated policies.

Additional procedures:

03.125 AP.21

04.31 AP.1

04.7 AP.2

04.8 AP.1

04.8 AP.21 - Delete
05.21 AP.2

09.33 AP.1 - Delete
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DRAFT
EXPLANAT. HB 253 AMENDS KRS 156.095 ADDING TRAINING FOR ALL E JOYEES ON APPROPRIATE RELATIONSHIPS AND COMMUNIC ONS. THIS
BILL CONTAINS AN EMERGENCY CLAUSE AND IS IN EFFECT AS OF APRIL 10, 2026.
FINANCIAL IMPLICATIONS: COST OF TRAINING
EXPLANATION: KRS 161.011 SPECIFIES THAT DISTRICTS MAY PROVIDE TRAINING OPPORTUNITIES TO CLASSIFIED STAFF.
FINANCIAL IMPLICATIONS: COST: COST OF TRAINING
EXPLANATION: HB 253 AMENDS KRS 158.307 REQUIRING RATHER THAN ALLOWING THE BOARD TO DEVELOP A POLICY ON DYSLEXIA INCLUDING
IDENTIFICATION OF STUDENTS. THIS BILL CONTAINS AN EMERGENCY CLAUSE AND IS IN EFFECT AS OF APRIL [0, 2026.
FINANCIAL IMPLICATIONS: COST OF TRAINING
EXPLANATION: HB 67 AMENDS KRS 160.145 EXPANDING DEFINITIONS, LIMITING THE SCOPE OF UNAUTHORIZED ELECTRONIC COMMUNICATION AND
EXCLUDING DESIGNATED TYPES OF COMMUNICATION FROM THE REQUIREMENT TO OBTAIN WRITTEN PARENTAL PERMISSION. THIS BILL CONTAINS AN
EMERGENCY CLAUSE AND IS IN EFFECT AS OF APRIL 13, 2026.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

PERSONNEL 03.19 AP.23
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PERSONNET

Superintendent and Board.

District Traini. Requirements

SCHOOL YEAR:
This form may be used to track completion of local and state employee training requirements that apply across the District and maintain a record for the information of the

03.19 AP.23

LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
ToriC
CITATION PoLICY COMPLETED
ALL | ALL CERTIFIED STUDENT BUILDING TRANSPORTATION ATHLETICS DESIGNATED
SCHOOL NUTRITION OPERATIONS
PERSONNEL

District planning 01.111 v
committee members.
Board member training KRS 01.83 v
hours. 160.180;

702 KAR

1:115;701

KAR 8:020
Superintendent training KRS 02.12 v
program to be completed 160.350
within two (2) years of
taking office.
Evaluation Training. KRS 02.14/03.18/ v v v v v v

156.557; 3.28
704 KAR
3:370

Supervisors shall receive 02.3 v

appropriate training to
equip them to meet the
standards of Personnel
Management.
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|

PERSONN. 19 AP.23
(CONTINUED)
District Training Requirements
LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
ToriC
CITATION | PoLICY COMPLETED
ALL ALL CERTIFIED STUDENT BUILDING TRANSPORTATION ATHLETICS DESIGNATED
SCHooL NUTRITION OPERATIONS
PERSONNEL
All School Resource KRS 02.31 v
Officers (SROs) shall 158.4414
successfully complete
forty (40) hours of annual
in service training that has
been certified or
recognized by the
Kentucky Law
Enforcement Council for
SRO:s.
Council member training KRS 02.431 v
hours. 160.345
Employees authorized to KRS 03.11 v
use Criminal History 160.380 AP.2521
Record Information
(CHRI) will complete
Security Awareness
Training via Criminal
Justice Information
Services (CJIS)
Initial/follow-up training KRS 03.1161 v v
for coaches of 160.445; 03.2141
interscholastic athletic KRS 09.311
activities or sports. 161.166;
KRS
161.185;
702 KAR
7:065
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| PERSONNET 03.19 AP.23

NTINUED)
District Training Requirements
ToriC LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION PoLICY COMPLETED
ALL ALL CERTIFIED | STUDENT BUILDING TRANSPORTATION | ATHLETICS | DESIGNATED
ScHoot, NUTRITION | OPERATIONS
PERSONNEL
Asbestos Containing 40 C.F.R. 03.14/03.2 v v
Building Material Part 763 4
(ACBM), 401 KAR
Lockout/Tagout and 58:010
personal protective 803 KAR
equipment (PPE) training 2:308
for designated OSHA
employees. 29 C.F.R.
1910.132
29 C.F.R.
1910.147
29 C.F.R.
1910.1200
Bloodborne pathogens. OSHA 03.14/03.2 v
29 C.F.R. 4
1910.1030
Behaviors 34 C.F.R. 03.162/03. v
prohibited/required 106.1- 262
reporting of 106.71, U.S.
harassment/discriminatio | Department
n. of Education
Office for
Civil Rights
Guidance
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| PERSONNF! 03,19 AP.23
. NTINUED)
District Training Requirements
ToriC LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION PoLicy COMPLETED
ALL ALL CERTIFIED STUDENT BUILDING TRANSPORTATION ATHLETICS DESIGNATED
SCHOOL, NUTRITION OPERATIONS
PERSONNEL
Title 1X Sexual 34 CpRy | 210205
Harassment 106.45 <0 LA
28111
Teacher professional KRS 03.19 v v
development/learning. 156.095
Active Shooter Situation KRS 03.19 v v
training (initial and every 156.095
4 years) with ALICE
training annually
Student suicide KRS 03.19 v v
prevention training for 156.095
certified employees.
(initial and every 4
years)
Self-study review of KRS 03.19 v v
seizure disorder 156.095
materials. (initial and
every 4 years)
Child abuse and neglect KRS 03.19 v v
prevention, recognition, 156.095
and reporting. (initial and
every 4 years)
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PERSONNIE! 03,19 AP.23
NTINUED)
District Training Requirements
ToriC LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION PoLICY COMPLETED
ALL ALL CERTIFIED STUDENT BUILDING TRANSPORTATION ATHLETICS DESIGNATED
ScHoot. NUTRITION | OPERATIONS
PERSONNEL
Appropriate relationships KRS 03.19/032 | ¥
and communication and 156.095 9
inappropriate
relationships and
communication with
students. sexual
grooming and sexual
misconduct,
Instructional leader KRS 03.1912 v
training. 156.101
The Board may provide KRS 03.29 4
training,_for classified 161.011

staff focusing on topics
including but not limited

to suicide prevention,
abuse recognition, and

cardiopulmonary
resuscitation. Fhe
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| PERSONNF! "2.19 AP.23
\ JNTINUED)
District Training Requirements
ToriC LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION POLICY COMPLETED
ALL ALL CERTIFIED STUDENT BUILDING TRANSPORTATION ATHLETICS DESIGNATED
SCHOOL. NUTRITION | OPERATIONS
PERSONNEL
Training of the KRS 03.5 v
instructional teachers’ 161.044
aide with the certified
employee to whom s/he
is assigned.
Orientation materials for KRS 03.6 v
volunteets. 161.048
Integrated Pest 302 KAR 05.11 v
Management (7a) 29:060
Certification.
Training for designated 05.4 4
personnel on use and
management of
equipment.
Automated external KRS 03.1161/03 4 v
defibrillators (AEDs), 158.162 2241
training on use of such. KRS 05.4/09.31
311.667 1/09.224
School Safety KRS 05.4 v
Coordinator (SSC) 158.4412
training program
developed by the
Kentucky Center for
School Safety (KCSS)
School Principal training
on procedures for
completion of the
required school security
risk assessment.
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| PERSONNET 19 AP.23

« NTINUED)
District Training Requirements

ToriC LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION PoLicy COMPLETED
ALL ALL CERTIFIED STUDENT BuiLpinG TRANSPORTATION ATHLETICS DESIGNATED
ScHooL NUTRITION | OPERATIONS
PERSONNEL
Fire drill procedure KRS 05.41 v
system. 158.162
Lockdown drill KRS 05411 v
procedure system. 158.162
KRS
158.164
Severe Weather/Tornado KRS 05.42 v
drill procedure system. 158.162
KRS
158.163
Earthquake drill KRS 05.47 v
procedure system. 158.162
KRS
158.163
First Aid and 702 KAR 06.221 v v v
Cardiopulmonary 5:080
Resuscitation (CPR)
Training,.
Annual in-service school 702 KAR 06.23 v
bus driver training. 5:030
Designated training for KRS 07.1 v v
School Nutrition 158.852 07.16
Program Directors and 7C.F.R.
food service personnel. §210.31
Ldeptiodna shodente neith KPRE 081343 ¥
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required training on
identifying and working
with gifted/talented
students. All other
personnel working with
gifted students shall be
prepared through
appropriate professional
development to address
the individual needs,
interests, and abilities of
the students.

| PERSONNE! 03.19 AP.23
NTINUED)
District Training Requirements
Toric LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION PoLICY COMPLETED
ALL ALL CERTIFIED STUDENT BUILDING TRANSPORTATION ATHLETICS DESIGNATED
SCHOOL NUTRITION | OPERATIONS
PERSONNEL

Students Experiencing 704 KAR 09.12 4
Homelessness 7:090
Trauma Informed Care KRS 0l1.111 v
(initial and every 4 158.4416
years)
Browser Security Basics District v
& Email/Messaging Security
Safety (initial hire only) Breach

Protocol
Human Trafficking KDE v v
(initial hire only) required
Teachers of 704 KAR 08.132 v v
gifted/talented students 3:285
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PERSONNET 3.19 AP.23
NT]NUED)
District Training Requirements
ToriC LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION POLICY COMPLETED
ALL ALL CERTIFIED STUDENT BUILDING TRANSPORTATION ATHLETICS DESIGNATED
SCHOOL NUTRITION OPERATIONS
PERSONNEL

KDE to provide training KRS 08.141 v v
to address the 156.095
characteristics and
instructional needs of
students at risk of school
failure and most likely to
drop out of school.
Student training on 47 US.C. 08.2323 v
appropriate online 254/Childre
behavior on social n’s Internet
networking sites and Protection
cyberbullying awareness Act; 47
and response. C.F.R.

54.520
Traceable KRS 08.2324 v
communication with 160.145
students.
Confidentiality of 34 C.F.R. 09.14 v
student record 300.623
information. (initial and
every 4 years)
Student suicide KRS 09.22 v
prevention training: 156.095:
Provide two (2) suicide KRS
prevention awareness 158.070

lessons each school year.
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| PERSONNET 03.19 AP.23

NTINUED)
District Training Requirements
ToriC LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION PoLICY COMPLETED
ALL ALL CERTIFIED STUDENT BUILDING TRANSPORTATION ATHLETICS DESIGNATED
SCHOOL. NUTRITION | OPERATIONS
PERSONNEL
Anonymous reporting KRS 09.22 v
tool: Develop and 158.4451

provide a comprehensive
training and awareness
program on the use of the
chosen anonymous
reporting tool for
students, parents, and
community members.

Training for school KRS 09.22 v
personnel authorized to 158.838 09.224
give medication. KRS 09.2241
156.502
702 KAR
1:160

Training on employee KRS 09.2211 v
reports of criminal 158.148;
KRS
158.155;
KRS
158.156;
KRS
160.380
209A.100
KRS
209A.110
KRS
620.030

activity.
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PERSONNEI 3.19 AP.23
NTINUED)
District Training Requirements
TopIc LEGAL | RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION PoLICY COMPLETED
ALL ALL CERTIFIED STUDENT BuiLpING TRANSPORTATION | ATHLETICS DESIGNATED
SCHOOL NUTRITION | OPERATIONS
PERSONNEL
Personnel training on 704 KAR 09.2212 v v
restraint and seclusion, de- 7:160
escalation, and positive
behavioral supports.
Age appropriate training 34 C.F.R. 09.42811 v
for students during the 106.1-
first month of school on 106.71, U.S.
behaviors Department
prohibited/required of
reporting of Education
harassment/discrimination. | Office for
Civil Rights
Guidance
Training to build capacity 704 KAR 09.4341 v
of staff and administrators 19:002

to deliver high-quality
services and programming
in the District’s
Alternative Education
Program.
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| PERSONNE! 03.19 AP.23
NTINUED)
District Training Requirements

TOPIC LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION POLICY COMPLETED

ALL ALL CERTIFIED STUDENT BUILDING TRANSPORTATION ATHLETICS DESIGNATED
SCHOOL. NUTRITION OPERATIONS
PERSONNEL

Student discipline code. KRS 09.438 v
158.148;
KRS
158.156;
KRS
158.444;
KRS
525.070;
KRS
525.080

Intervention and 10.21 v
response training on
responding to instances
of incivility.

Training for Supervisors 16 KAR v
of Student Teachers. 5:040

Career Tech - If funds KRS v
available, High School 158.818

teachers to receive
training regarding
embedding reading,
math, and science in
career tech courses.

Committee for KRS v
Mathematics 158.842
Achievement — training
for teachers based on
available funds.
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PERSONNEI 03,19 AP.23
NTINUED)
District Training Requirements
ToriC LEGAL RELATED EMPLOYEES OR OTHERS AS DESIGNATED DATE
CITATION POLICY COMPLETED
ALL ALL CERTIFIED | STUDENT BUILDING TRANSPORTATION | ATHLETICS | DESIGNATED
Schnoot. NUTRITION | OPERATIONS
PERSONNEL
KDE to provide or KRS v
facilitate statewide 158.6453
training for teachers and (SB 1)
administrators regarding
content standards,
integrating performance
assessments,
communication, and
higher order thinking.
Grants regarding training KRS 4
for state-funded 160.156
community education
directors.
Local Board to develop KRS 4
and implement 161.046
orientation program for
adjunct instructors.
KDE shall provide KRS v
technical assistance and 158.305

training for multi-tiered
system of supports upon
District request.
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| PERSONNEI 3.19 AP.23
NTINUED)

District Training Requirements

THIS 1S NOT AN EXHAUSTIVE LIST — CONSUL'T OSHA/ADA AND BOARD POLICIES FOR OTIER TRAINING REQUIREMENTS,
For training provided in person, participants should sign in at the end of the meeting to document their attendance. The sign-in sheet shall be maintained in paper or electronic format
as required by the Kentucky Records Retention/Public Schoaol District Schedule.
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EXPLANATION: HB 67 CREATES A NEW SECTION OF KRS 160 ESTABLISHING THE CALENDAR AND
PROCEDURES ADOPTING THE DISTRICT BUDGET.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

FISCAL MANAGEMENT 04.1 AP.11



FISCAL MANAGEMENT 04.1 AP.11

Budget Calendar and Timeline

TIMELINE

On or before Januarv 31. the Superintendent shall submit to the Board for review at a public
meeting a draft budeet that provides line item estimated revenues and proposed expenditures for
the subsequent fiscal vear.

On or before Mav 31:

1. And at least two (2) weeks prior 1o the required public meeting. the Superintendent shall
submit to the Board a complete proposed tentative budeet for consideration; and

2. At apublic meeting:

a. The Board shall review the proposed tentative budget: and

b. After anv discussion or amendments, the Board shall adopt a tentative budget for
the subsequent fiscal vear: and

On or before September 30:

1. And at least two (2) weeks prior to the required public meetinge. the Superintendent shall:

a.  Submit to the Board a complete proposed working budget for consideration;

b. Submit to the Board a report explaining:

L. The projected revenues {rom the various taxes levied bv the District;

ii.  The appropriations that the District expects to receive from statc and
federal resources;

111, The projected expenditures for personnel. transportation., maintenance,
and materials for the operation of the District.

iv.  Anv one (1) time major expenses expected for the vear, including those
for special projects or programs;

v.  The projected revenues and expenditures associated with restricted funds,
including facilities funds:

vi.  The costs associated with debts incurred bv the District; and

vil. How the minimum reserve required shall be maintained: and

c. Deliver the items listed above in a digital format to Board members. However, if a
Board member requests the items also be delivered in phvsical format. the
Superintendent shall provide those within one (1) business dav of the request in
the format requested;

2. At apublic meeting of the Board:

a. The Superintendent shall present to the Board:




FISCAL MANAGEMENT 04.1 AP.11

Budget Calendar and Timeline

TIMELINE (CONTINUED)

1. The proposed workine budeet: and

1. The report required in subparagraph 1.b.

b. The Board shall review the proposed working budget:; and

¢. After anv discussion or amendment, the Board shall adopt a workine budget for the
fiscal vear.

A

3. The Board shall submit to the Kentuckv Department of Fducation the adopted working
budget for final approval.

RELATED PROCEDURE:
04.1 AP.2




EXPLANATION: HB 67 CREATES A NEW SECTION OF KRS 160 ESTABLISHING THE CALENDAR AND
PROCEDURES ADOPTING THE DISTRICT BUDGET.
FINANCIAL IMPLICATIONS: NONE ANTICIPATED

FISCAL MANAGEMENT 04.1 AP.2



FISCAL MANAGEMENT

DRAYT 1o DELETE

Budget Planning Timeline

04.1 AP.2
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EXPLANATION: SB 5 CREATES A NEW SECTION OF KRS 158 ALLOWING A BOARD PARTICIPATING IN
ANY OF THE UNITED STATES DEPARTMENT OF AGRICULTURE CHILD NUTRITION PROGRAMS TO
PURCHASE KENTUCKY-GROWN AGRICULTURAL PRODUCTS. THIS BILL CONTAINS AN EMERGENCY
CLAUSE AND IS EFFECTIVE AS OF MARCH 27, 2026.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

EXPLANATION: HB 392 AMENDS THE AMOUNT FOR SMALL PURCHASE PROCEDURES.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

FISCAL MANAGEMENT 04.32 AP.1



FISCAL MANAGEMENT 04.32 AP.1

Procurement Guidelines

The Kenton County Board of Education has adopted KRS 45A — Model Procurement as
the legal procurement form for the District. Under KRS 45A the District is responsible to
make purchases utilizing our Small Purchase Procedure. Competitive Sealed Bidding.
Competitive Negotiations, or by using Non-Competitive Negotiations.

The Small Purchase Procedure shall be followed for purchases which do not exceed in
aggregate $50.000.0048;6008-80 over the fiscal year. Contracts or purchases shall be
awarded by competitive sealed bidding when the amounts in aggregate exceed
$50.000.0040;000-00 over the fiscal year with the Board of Education approving the lowest
and/or best bid. except as otherwise provided by KRS 45A.370. KRS 45A.375. and KRS
45A.380. and KRS 45A.385: or when other governmental contracts exist including but not
limited to Cooperative. Local Governmental, State. and/or Federal Contracts for the desired
goods or services. Monetary limits on non-bid items are as follows:

$0.00-52,499.99 Requires an approved Requisition form.
$2,500.00-$9,999.99 Requires an approved Requisition form and

Small Purchase Determination and Finding
form. with three (3) documented prices from
competitive sources, unless approved by the
Purchasing Department.

$10,000.00-549.999.9939.999.99 Requires an approved Requisition form and
Small Purchase Determination and Finding
form. with three (3) written quotations from
competitive vendors or suppliers unless
approved by the Purchasing Department.

$50.000.00405000:00 and over Contact the Purchasing Department to
proceed.

Note: In accordance with KRS 45A.380. a Non-Competitive Determination and

Finding form may be used where applicable.

Principals may purchase in the instances and in the manner provided for by administrative
procedures for small purchases. and by non-competitive negotiation in connection with the
purchase of items for resale as provided herein. Each Principal is vested with the authority
to utilize the small purchase procedure in connection with purchases from their school’s
activity tunds when a purchase does not e\ceed $30.000.00 004&999-99 or the aggregate
non-competitive negotiation procedures for the purchase ot proprletary ltems for resale,
upon their finding and determination that the items to be purchased are proprietary items
for resale.

The Director of School Food Services is vested with authority to contract for perishables
purchased on a weekly or more frequent basis by non-competitive negotiation. Each
Director is vested with the authority for his division under small purchase procedures when
a purchase does not exceed $20,000.0048;600-00, or the aggregate amount does not exceed
$50.000.00406:600-60.



FISCAL MANAGEMENT 04.32 AP.1
(CONTINUED)

Procurement Guidelines

The intent ot the purchasing procedures is to establish a framework so that purchasing
activities for the School District are carried out in a prudent and economical manner.
Fundamentally, the objective is to purchase supplies and equipment from the qualified
vendor who submits the lowest or best bid for products or services that are equal or better
than the specifications in the bid documents. The supplier who may be awarded the bid need
not be the lowest bidder. but rather the best evaluated bidder for the quality, service. and
quantity of items as specified.

The following are general interpretations of KRS 45A — Model Procurement. which are to
be considered in carrying out the purchases for the School District:

B. Small Purchase

The Small Purchase Procedure may be used in connection with purchase of supplies.
services or construction when the aggregate amount of the contract during a fiscal year
does not exceed $50.000.0046;8606-88. When practicable, price quotations shall be obtained
from several reputable sources before purchases are made. Documentation of oral and
written quotations shall be maintained.

Aggregate Amount: “Aggregate amount” of a contract shall refer to the total dollar
amount during a tiscal year in connection with items of a like nature. function and use, the
need for which can be reasonably determined at the beginning of the fiscal year. (Items
need not be included in an aggregate amount. if the need for such items could not
reasonably be established in advance.)Ilf the total dollar amount exceeds
$50.000.0040;8000-06, general procurement procedures. rather than small purchase
procedures. shall be used for the purchase of such items.

Determination that the “aggregate amount™ does not exceed $30.000.0040;680-00 shall be
made in writing: shall include the written findings upon which the determination is made:
and shall be kept in the file relating to the contract. This written determination is only
required when items of a like nature, function and use are purchased. the need for which
can reasonably be determined at the beginning of the fiscal year. Supplies. equipment or
services normally supplied as unit cannot be artificially divided for the sole purpose of
using small purchase procedures.

Supplies, equipment or services to be provided over a period of time at the same unit price
shall be considered a single purchase contract. If the amount of the purchase contract
exceeds $30,000.0040;060-00. other procedures shall be utilized.

Supplies. services or construction, the need for which cannot be reasonably established in
advance. or which were unavailable because of a failure of delivery, may be obtained
utilizing the small purchase procedure, if the price. at the time ot awarding contract, does
not exceed $30.000.0040;600-00.

Ofticials authorized to determine if the aggregate amount of any contract exceeds
$50.000.0048;600-0060 shall make such decisions in good faith and shall not use small
purchase procedures to circumvent the general requirements of the Model Procurement
Code.



FISCAL MANAGEMENT 04.32 AP.1

(CONTINUED)

Procurement Guidelines

Competitive Sealed Bidding

Invitations to Bid: Competitive Sealed Bidding shall fully comply with KRS 45A.365.All
invitations for competitive sealed bids shall state whether the award shall be made on the
basis of the lowest bid price or the lowest evaluated bid price. If the latter is used. the
objective measurable criteria to be utilized shall be set forth in the invitation for bids. The
"evaluated bid price" shall mean the dollar amount of a bid after bid price adjustments.
pursuant to objective measurable criteria which affect the economy and effectiveness in
the operation or use of the product, such as reliability. maintainability, useful life. residual
value, and time of delivery, performance. or completion. In order to utilize "objective
measurable criteria” in connection with bids where the award is to made on the basis of the
lowest evaluated bid price. the invitation to bid shall include the weight to be given to
various qualities or items in the product or service to be furnished, together with the method
of evaluation so that the evaluation of bids may be determined with reasonable
mathematical certainty and. where appropriate, criteria may be utilized which are otherwise
subjective. such as taste and appearance.

Advertisement for Bids: All notice of invitations for bids shall be either published under
the legal section of the Kentucky Enquirer or posted on the Internet. Adequate public notice
(not less than seven (7) days before the date set for the opening of the bids) shall be given.

Competitive Negotiations

When the purchasing officer determines in writing that the use of competitive sealed
bidding is not practicable, and except as provided in KRS 45A.095 and KRS 45A.100. a
contract may be awarded by competitive negotiation.

1. Adequate public notice of the request for proposals shall be given in the same
manner and circumstances as provided in KRS 45A.080 (3).

9

Contracts other than contracts for projects utilizing an alternative project delivery
method under KRS 45A.180 may be competitively negotiated when it is determined
in writing by the purchasing ofticer that the bids received by competitive sealed
bidding either are unreasonable as to all or part of the requirements. or were not
independently reached in open competition, and for which each competitive bidder
has been notified of the intention to negotiate and is given reasonable opportunity
to negotiate.

Contracts for projects utilizing an alternative project delivery method shall be
processed in accordance with KRS 45A.180.

(OS]

4. The request for proposals shall indicate the relative importance of price and other
evaluation factors.

5. Award shall be made to the responsible offeror whose proposal is determined in
writing to be the most advantageous to the Commonwealth, taking into
consideration price and the evaluation factors set forth in the request for proposals.



FISCAL MANAGEMENT 04.32 AP.1

(CONTINUED)

Procurement Guidelines

6. Written or oral discussions shall be conducted with all responsible offerors who
submit proposals determined in writing to be reasonably susceptible of being
selected for award. Discussions shall not disclose any information derived from
proposals submitted by competing offerors. Discussions need not be conducted:

a. With respect to prices. where the prices are fixed by law or administrative
regulation. except that consideration shall be given to competitive terms and
conditions;

b. Where time of delivery or performance will not permit discussions: or

c. Where it can be clearly demonstrated and documented from the existence of
adequate competition or prior experience with the particular supply. service. or
construction item. that acceptance of an initial offer without discussion would
result in fair and reasonable best value procurement, and the request for
proposals notifies all offerors of the possibility that award may be made on the
basis of the initial offers.

E. Non-Competitive Negotiations

The Kenton County School District may contract or purchase through non-competitive
negotiation in accordance with KRS 45A.095 when there has been a written determination
by the Superintendent or the Superintendent’s designee that competition is not feasible and
further determination by one (1) of the foregoing that:

1.

[§S]

(FS]

An emergency exists which will cause public harm as a result of the delay in
competitive procedures: or

There is a single source within a reasonable geographical area of the product or
service to be procured: or

A necessity is temporarily unavailable from the contracted supplier.

The contract is for the services of a licensed professional, such as attorney.
physician, psychiatrist, psychologist. certified public accountant, registered nurse,
or educational specialist; a technician such as a plumber. electrician, carpenter, or
mechanic; or an artist such as a sculptor. aesthetic painter. or musician, provide.
however that this provision shall not apply to architects or engineers providing
construction management services rather than professional architect or engineer
services; or

The contract is for the purchase of perishable items, as indicated in applicable
federal and state law, including unprocessed locallv grown or locallv raised

agricultural products.purehased-with-funds-etherthanschoolnutritionservicefunds

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

The contract is for proprietary items for resale*:




FISCAL MANAGEMENT 04.32 AP.1

(CONTINUED)

Procurement Guidelines

9-8.  The contract relates to an enterprise in which the buying or selling by students is a

part of the educational experience*:

+06-9. _The contract or purchase is for expenditures made on authorized trips outside of the

boundaries of the local public agency*:

H-10. The contract is for the purchase of supplies which are sold at public auction or by
receiving sealed bids:

4+2:11. The contract is for group life insurance. group health and accident insurance. group
professional liability insurance. worker’s compensation insurance and
unemployment insurance: or

savings to the local public agency: or

+4:13. The contract or purchase is from a state. U. S. Government. or public agency.

15:14. Specifications cannot be made sufticiently specific to permit an award on the basis
of either the lowest bid price or lowest evaluated bid price.

+6-15. Sealed bidding is inappropriate because the available sources of supply are limited.

+716. In situations where the Board ot education has properly advertised for bids and has
received no bids, it may proceed to acquire the necessary supplies. services or
construction by non-competitive negotiation.

*These items or services, in connection with a school activity, may be obtained by non-
competitive negotiation whenever a written determination is made by the Principal. The
Principal immediately shall forward a copy of any such determination to the Purchasing
Department.

Reverse Auction

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

Rejection of bids, consideration of alternate bids, and waiver of informalities in offers.

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

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

Technical data and trade secrets information submitted by actual and prospective bidders
are exceptions to the open records requirements and shall be rated confidentially.



FISCAL MANAGEMENT 04.32 AP.1
(CONTINUED)

Procurement Guidelines

L. Partial, progressive and multiple awards.

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

J. Supervision of store rooms and inventories, including determination ot appropriate stock
levels. and the management, transter, sale or other disposal of government-owned property
shall be the responsibility of the purchasing officer of the District.

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

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

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

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

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

l. Each staft member authorized to approve purchase orders shall:
a. Keep a copy ot all purchase orders issued

b. Maintain a log to include the name of the vendor from which products or
services were obtained.

C. Record the purpose of the product or service.

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

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

19

All Board policies and District procedures pertaining to procurement. whether
promulgated under KRS 45A.345 to 45A.460 or otherwise, shall be maintained in
the District Central Oftice and shall be available to the public upon request at a cost
not to exceed the cost of reproduction.

N. Except as permitted by law, every invitation for bid or request for proposals shall
provide that an item equal to that named or described in the specifications may be
furnished.



EXPLANATION: HB 392 AMENDS KRS 45A.385 INCREASING THE AMOUNT FOR SMALL PURCHASE
PROCEDURES.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

EXPLANATION: SB 5 CREATES A NEW SECTION OF KRS 138 ALLOWING A BOARD PARTICIPATING IN
ANY OF THE UNITED STATES DEPARTMENT OF AGRICULTURE CHILD NUTRITION PROGRAMS TO
PURCHASE KENTUCKY-GROWN AGRICULTURAL PRODUCTS. THIS BILL CONTAINS AN EMERGENCY
CLAUSE AND IS EFFECTIVE AS OF MARCH 27, 2026.

FINANCIAL IMPLICATIONS: NONE ANTICIPATED

SUPPORT SERVICES 07.15 AP.1



SUPPORT SERVICES 07.13 AP.1
PurchaseBidding of School NutritionFeed Service Supplies

LIKE ITEMS IN EXCESS OF THE SMALL PURCHASE MAXIMUMS$40,000

If the total amount of purchases for like items is more than the small purchase maximum$46;060
er-meore. formal bid procedures will be utilized. Food, food products. supplies, and equipment will
be bid through or in accordance with a schedule determined by the local educational cooperative.

BID SPECIFICATIONS

I. The bid specifications, including delivery and storage instructions, for all
lunchroom/cafeteria supplies shall be prepared by the School Food Service/School
Nutrition Program Director.

19

The request for bid shall be advertised on the Kenton County School District website.

Specifications and bid documents are posted for viewing to all potential bidders on the
Kenton County School District website.

|98}

4. Bids shall be opened and tabulated by the School Food Service/School Nutrition
Program Director.

5. The bids shall be submitted to the Board of Education for action.
AGRICULTURAL PRODUCTSPERISHABLES

Federal regulatory requirements Applicable-federal-law-deesnet provide a geographic preference

bidding exception for purchases of unprocessed locallv grown or locally raised agricultural

products using perishablefoed—items—purehased—with—school nutritionfeed service funds.

Perishables purchased using school nutritionfeed service funds shall be procured in accordance
with applicable federal regulations2-EFER—260320.

When purchasing Kentuckv-erown agricultural products. the District mav purchase up to $15.000
using federal micro-purchase thresholds or up to $350.000 using federal simplified acquisition
thresholds.

EMERGENCY PURCHASES

If it is necessary to make an emergency purchase in order to continue service. the purchase shall
be made and a log of all such purchases shall be maintained and reviewed by the School Food
Service/School Nutrition Program Director.

The log of emergency purchases shall include: item name. dollar amount, vendor, and reason for
emergency.

RECORDS MANAGEMENT
The following records will be maintained for a period of three (3) years plus the current year:

. Records of all phone quotes

2. Logs of all emergency and noncompetitive purchases

3. All written quotes and bid documents

4. Comparison of all price quotes and bids with the etfective dates shown
5. Price comparison showing bid or quote awarded

6. Log of approval substitutions




SUPPORT SERVICES 07.13 AP.1
(CONTINUED)

PurchaseBidding of School NutritionEeed Service Supplies

RELATED PROCEDURE:
04.32 AP.1




EXPLANATION: IN THE CASE OF MAHMOUD V. TAYLOR, 606 U.S. __ (2025) THE UNITED STATES
SUPREME COURT HELD THAT THE FIRST AMENDMENTS REQUIRES A SCHOOL DISTRICT TO
PROVIDE PARENTS/GUARDIANS WITH NOTICE OF MATERIALS TO BE TAUGHT AND THE RIGHT TO
OPT OUT BASED ON SINCERELY HELD RELIGIOUS BELIEFS.

COST: NONE ANTICIPATED

STUDENTS 08.231 AP.21



STUDENTS 08.231 AP.21

Religious Beliefs Excusal Process

This parent or guardian complaint must be submitted in writing to the Principal of the school where
the student is enrolled alleging that specific curricular material 1s in conflict with the parent’s or
ouardian’s sincerelv held religious beliefs.

COMPLAINANT (PARENT OR GUARDIAN)

Complainant Name Date

Home Address Phone

Student Name(s)
Home Address Phone
School (Grade Level

COMPLAINT(S)

Provide a reasonablv detailed description of the specific material to which the parent or guardian
objects. sufficient to allow the Principal to locate and evaluate the materials. (Use additional sheet
if necessarv.)

STATEMENT

Provide a statement that the parent or guardian sincerelv believe the identified materials conflicts
with their religious beliefs.

Complainant’s Signature Date

LEVEL ONE: SCIHHOOL PRINCIPAL NAME:

The Principal/designee shall review the identified material to confirm whether it demonstrably
contains the content described in the complaint above before acting on the request. If the Principal
determines that the identified material does not demonstrablv contain the content described by the
parent or guardian, the request mav be denied.




STUDENTS 08.231 AP.21
(CONTINUED)

Religious Beliefs Excusal Process

PRINCIPAL’S DETERMINATION (USE ADDITIONAL SHEET IF NECESSARY.)

Principal’s Sienature Date

A parent or cuardian not having filed the appeal mav request in writing access to the appealed
materials, programs. or events for review and shall abide bv the school's and District's policies and
procedures when requesting and reviewing such information.

LEVEL TWO: APPEAL OF THE PRINCIPAL’S DETERMINATION TO THE SUPERINTENDENT

If the Principal denies a request, the parent or guardian mayv appeal in writing to the Superintendent
within ten (10) calendar days of the Principal’s decision. The Superintendent shall render a written
decision within thirtv (30) calendar davs of receipt of the appeal, affirming or overruling the
Principal’s decision.

Complainant Name:

Date appeal submitted at this level to the Superintendent:

Complainant’s Signature Date

SUPERINTENDENT’S DETERMINATION (USE ADDITIONAL SHEET IF NECESSARY.)

Superintendent’s Signature Date




STUDENTS 08.231 AP.21
(CONTINUED)

Religious Beliefs Excusal Process

LEVEL TUREE: APPEAL OF THE SUPERINTENDENT’S DETERMINATION TO THE BOARD
(USE ADDITIONAL SHEET [F NECESSARY..)

If the Superintendent denies the appeal, the parent or guardian mav appeal in writing to the Board
within ten (10) calendar davs of the Superintendent’s decision. The Board shall render a written
decision within thirtv (30) calendar days of receipt of the appeal, affirming or overruling the
Superintendent’s decision.

Complainant Name:

Date appeal submitted at this level to the Board:

Complainant’s Signature Date

BOARD’S FINAL DISPOSITION (USE ADDITIONAL SHEET [F NECESSARY.)

Board Chair’s Signature Date




EXPLANATION: HB 67 AMENDS KRS 160.145 RELATING TO UNAUTHORIZED ELECTRONIC

COMMUNICATION IN SCHOOLS.
COST: NONE ANTICIPATED

CURRICULUM AND INSTRUCTION 08.2324 AP.1



CURRICULUM AND INSTRUCTION 08.2324 AP.1

Traceable Communications

A parent mav submit written consent to authorize a designated District emplovee or qualified

school volunteer who is not a family member to participate in private electronic communication

with his or her child outside of the traceable communication svstem.

The written consent:

a.

Shall be filed in the administrative oftice of the student's school;

b.

Shall be submitted to the administrative office of the school prior to anv private electronic

communication being sent from a District emnplovee or qualified school volunteer to
a student outside of the traccable communication svstem;

Shall designate each specific District emplovee or qualified school volunteer that mav

participate in private electronic communication with the student outside of the traceable
communication svstem and shall not be transferable to anv other District emplovee or
gualified school volunteer:;

Mav be revoked bv the parent who filed the consent at anyv time. Upon notice of a

o

revocation, the school’s administrative office shall promptly notifv the emplovee or
qualified school volunteer subject to the revocation.

Mav establish terms limiting electronic communication with a student including

establishing an expiration for the term of the consent. Anv electronic communication with
he student enrolled in the school district outside of the traceable communication shall
complv with all terms of the written consent.

Shall not be rejected or denied bv the school or District unless the written consent fails to

ife]

properlv identifyv the applicable student, District emplovee, or qualified school volunteer.
Upon receipt of the written consent, the administrative office shall deliver a copv of the
written consent to the District and the designated District emplovee or qualified school
volunteer.

Shall not be compelled as a requirement for a student to participate in an academic,

athletic, or extracurricular opportunity; and

Shall not authorize a District emplovee or qualified school volunteer to engage in

inappropriate or sexual electronic communication with a student or be used as a basis of a
defense for a District emplovee or qualified school volunteer that engages in inappropriate
or sexual communication with a student or students.




EXPLANATION: HB 67 AMENDS KRS 160.145 RELATING TO UNAUTHORIZED ELECTRONIC

COMMUNICATION IN SCHOOLS.
COST: NONE ANTICIPATED

CURRICULUM AND INSTRUCTION 08.2324 AP.2



CURRICULUM AND INSTRUCTION 08.2324 AP.2

Consent for Qutside Traceable Communications

I herebv consent to authorize the following District emplovee or qualified school volunteer who is
not a familv member to participate in private electronic communication with mv child outside of
the traceable communication svstem.

Name of Student:

Name of eEmployees/Qualified School ¥Volunteers:

If applicable, terms limiting electronic communication including expiration date:

AN fortha camma 1eatian:.
IOy 1O O CoOMHTIaImoaton:

Is Parentto-be-included onall communications2———— - Yes———H-Ne

Exvniration-Date far thic form e cancant:
TAPTTaOUT Dot 1O Oy T 5~ COISTIT

My consent does not authorize a District employvee or gualified school volunteer to engage in
inappropriate or sexual electronic communication with my childstudent or be used as a basis of a
defense for a District emplovee or qualified school volunteer that engages in inappropriate or
sexual electronic communication_with mv child.

Signature of Parent/Guardian Date

Any electronic communication with thea student enrolled in the District outside of the traceable
communication system shall comply with all terms of this written consent.

Signamreet mplsyeeerVelusteer—  — ————————— Date




CURRICULUM AND INSTRUCTION 08.2324 AP.2
(CONTINUED)

Consent for Qutside Traceable Communications

The District or the school shall not reject or denv the written consent unless it fails to properly
identifyv the applicable student. District emplovee. or qualified school volunteer.

Upon receipt of this consent. the administrative office shall deliver a copv of this consent to the
District and the designated school emplovee or qualified school volunteer.

For administrative oftice use only:

Received by Date




EXPLANATION: THE KENTUCKY DEPARTMENT OF EDUCATION SUGGESTED THE POLICY
CLARIFICATION THAT HOMELESS STUDENTS BE IMMEDIATELY ENROLLED IN ACCORDANCE
WITH 704 KAR 7:090 AND 42 U.S.C. 11431 ET SEQ. (MCKINNEY-VENTO ACT).

COST IMPLICATIONS: NONE ANTICIPATED

STUDENTS 09.12 AP.1

Page I of 3



DRAIT

STUDENTS 09.12 AP.1

Student Enrollment and Homeless/Immigration Status

IMMIGRANT STATUS

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

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

HOMELESS STUDENTS AND UNACCOMPANIED YOUTH

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

[

S8

Do

7.

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

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

Living in emergency or transitional shelters;
Abandoned in hospitals;

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

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

Migratory children who are living in the previously described circumstances.

GUIDELINES FOR ENROLLMENT

I.

In general, only minimal information, such as name and age. can be required to enroll
any student in school.

Homeless children and vouth are to be immediatelv enrolled in the District.

Types of reliable proof of a student’s identity and age may include, but are not be
limited to:

Passport

Military identification or immigration card

Baptismal certificate

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

Any religious record authorized by a religious official

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

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

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

Driver’s license or learner’s permit

Adoption record

Affidavit of identity and age

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

Page 2 of 3




STUDENTS 09.12 AP.1

(CONTINUED)

Student Enrollment and Homeless/Immigration Status

GUIDELINES FOR ENROLLMENT (CONTINUED)

+

(9]

CHILDRE

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

A student’s exact date of birth (month, day and year) is not required for initial
enrollment.

When a student is an unaccompanied homeless youth. appropriate staff of emergency
shelters. transitional shelters, independent living programs and street outreach
programs may offer proot of age and identity of a student for initial enrollment
purposes.

The District homeless student liaison shall work with the local child welfare agency,
the school last attended. or other relevant agencies to obtain essential records that are
not in existence and immediately place the student in appropriate programs.

To the extent possible, the District homeless student liaison shall attempt to provide
required notices to non-English speaking parents via written language understandable
to the general public and in the native language or other mode of communication of the
parent with documentation of the attempt. 1f the native language of the parent is not a
written language, the liaison should take steps to ensure that the notice is translated
orally or by other means so that the parent understands the content of the notice and
that there is written evidence of the translation to the extent possible with
documentation of the attempt.

N IN FOSTER CARE

The foster care liaison may also be the homeless education liaison. The foster care liaison’s
responsibilities shall be to ensure that:

1.

8]

|98}

The child in foster care remains in his or her school of origin, unless it is determined
that remaining in the school of origin is not in that child’s best interest:

If it is not in the child’s best interest to stay in his or her school of origin, the child is
immediately enrolled in the new school even if the child is unable to produce records
normally required for enrollment; and

That the new (enrolling) school immediately contacts the school of origin to obtain
relevant academic and other records.

DISTRICT FORM

Please refer to Procedure 09.1224 AP.21 for-aeepy-of the District’s enrollment and emergency
information requirementsfors.



DRAFT

POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.61 AP.1

Records Managsement

RETENTION AND DISPOSAL OF SCHOOL RECORDS

The Superintendent’s designated Records Officer shall implement the procedures listed in the
Records Retention/Public School District Schedule. Any deviation from these procedures shall be
submitted in writing by the Superintendent/designee to the Director of Archives and Records. The
request must be approved in writing by the State Librarian prior to the disposal or destruction of
school records. The following procedures shall be followed in records management:

1. The Superintendent/designee shall notify the Public Records Division in the Department
for Libraries and Archives of the name of the District Records Officer who shall
represent the District in its relations with that Division.

2. The Records Officer shall prepare a records retention and disposal schedule for the
District that is compatible with state statutes and regulations.
3. The Records Officer shall review this schedule with all staff members responsible for

school records.

4. Records that have met the retention schedule shall be disposed of by shredding or
burning within six (6) months after the required retention period.

5. The disposal or destruction of school records shall be under the supervision of the
Records Officer who shall keep a log ot all disposed records.

6. Records listed as “permanent™ on the schedule shall be kept in a secure location.

7. Both active and inactive records shall be filed in locations that offer reasonable security
and accessibility.

8. Electronically received records such as. but not limited to, e-mail. diskettes. CDs. and
faxes shall be handled in accordance with the procedures used in the storage. retention,
and disposal of other Board records.

EMAIL AND VOICEMAIL DESTRUCTION

All routine email. and anv voicemail messages transcribed to the email svstem, must be retained
as routine District correspondence for two vears per the Kentucky school records retention

Destruction and Documentation

Anv existing district email. two vears or older, will be deleted and destroved in an ongoing.
automaled. dailv process. The volume of dailv emails destroved will be documented bv the
technology department and a destruction certificate will be submitted to the District records
custodian on a monthlv basis.

Preserving Emails and Voicemails

Any email or voicemail which is crucial to the preservation of the administrative history of the
school or school District. shall be saved as an electronic or paper file. along with anv corresponding
messages or attachments, and archived in an appropriate. and text or contenti-searchable manner.




POWERS AND DUTIES OF THE BOARD OF EDUCATION 01.61 AP.1
(CONTINUED)

Records Management

EMAIL AND VOICEMAIL DESTRUCTION (CONTINUED)

Preserving Attached or Embedded Files

Anv document. video, or audio file embedded or attached within District email that should be
retained for organizational, administrative, historical purposes, or as directed bv the Kentucky
records retention schedule, must be extracted and saved outside of the district email servers before
email destruction occurs. Principals and department heads are responsible for extracting and
archiving relevant documents. These documents shall be archived in an appropriate. and
searchable manner.

Voicemail File Deletion

Voicemail that has been transcribed to email should be manuallv deleted from the phone svstem
bv emplovees on a dailv basis without requiring documentation.




PERSONNEL 03.11 AP.1
Hiring

The following procedures shall apply in the recruitment. selection. and employment of all

classified and certified 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 universities:

2. Conducting orientation meetings with students at the high school relating to future
employment opportunities with the District:

Working with state educational associations and the state department of education:

(o8}

4. Conducting recruitment programs through parent-teacher organizations: and
5. Advertising through appropriate media.
POSTING

Vacancies shall be posted-in-the-directory-inthe Central Officeineachschool building-during the
scheolyearand on the District’s webpage.

NOTE: Districts are required to post all certified vacancies on the Kentucky Department of
Education’s web site.

All postings at the local level shall be made within five (5) working days of each certified vacancy
opening. The closing date for receiving applications shall be listed when vacancies are posted.

CERTIFIED YVACANCIES

The Superintendent/designee shall notify the Chief State School Officer of the vacancy at least
fifteen (15) days prior to filling the position. When such a vacancy needs to be filled in fewer than
fifteen (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

Completed applications should be stored in the Human Resources office and accompanied by
transcripts and certificates, as appropriate.

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

1. Certification (when required for the position)

RS

Educational background

Previous work experience

[US]




| PERSONNEL 03.11 AP.1
(CONTINUED)

Hiring
SELECTION FACTORS (CONTINUED)
4. Recommendations
5. Personal characteristics exhibited during the interview process:
a. Ability to communicate
b. Ability to work cooperatively with others
C. Applicant's educational philosophy
d. Knowledge of work area or subject matter
6. Results from required testing
EMPLOYMENT

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 Central Office and District-
wide personnel shall be made by the Superintendent/designee. The Superintendent shall inform the
Board of the appointment of all personnel.

CONTRACT

Personnel hired by the Superintendent shall be notified of their contractual obligations by letter.
The contract must be signed and returned to the Personnel Office within two (2) weeks. If not
returned within this time frame, the contract may be considered null and void.



DRAFT
PERSONNEL 03.11 AP.252

Criminal Records Release Authorization

In order to obtain required state and national background checks, District employees and
student teachers assigned within the District must complete the Kentucky State Police
Criminal Records Release Authorlzatlon form, which is available from the Kentucky State




PERSONNEL 03.11 AP.2521

Criminal History Record Information

PURPOSE

The District may use Criminal History Record Information (CHRI) obtained from the Kentucky
State Police (KSP) to check qualification for employment or service as provided in KRS 160.380
and related policies and for authorizing personnel who will make fitness determinations. CHRI
may not be used for any other purpose.

AUTHORITY

The District has the authorization to submit fingerprints to KSP for a fee-based state and federal
background check pursuant to KRS 160.380.

NONCRIMINAL JUSTICE AGENCY CONTACT (NAC) & LOCAL AGENCY SECURITY OFFICER
(LASO)

The Superintendent will designate employee(s) to serve as the NAC and LASO points of contact
with KSP through which communication regarding audits, District personnel changes. training,
and security are conducted. The NAC and LASO will receive and disseminate communication
from KSP to all authorized District personnel. Additionally. the LASO shall where applicable:

1. ldentify who is using the Criminal Justice Information Services (CJIS) Systems
Agency (CSA) approved hardware. software. and firmware and ensure no unauthorized
individuals or processes have access to the same.

2. ldentify and document how the equipment is connected to the state system.

3. Ensure that personnel security screening procedures are being followed as stated.

4. Ensure approved and appropriate security measures are in place and working as
expected.

5. Support policy compliance and ensure the CSA Information Security Officer is

promptly informed of security incidents.
AUTHORIZED PERSONNEL

Authorized personnel will be given access to view and handle CHRI after completing the required
Security Awareness Training and any additional training required by KSP. Only authorized
personnel may access. discuss, use. possess, disseminate. or destroy CHRI.

The District will keep an updated list of authorized personnel that will be available to the KSP
Auditor during the audit process.

TRAINING OF AUTHORIZED PERSONNEL

The District will ensure all persons authorized to have CHRI access will complete Security
Awareness Training via CJIS Online immediately upon hire or appointment to access CHRI. The
NAC will keep on file the Security Awareness Training certificate on all authorized personnel.

The District will ensure authorized users complete recertification of Security Awareness Training
every twelve (12) months.

Authorized personnel will review the KSP website Noncriminal Justice Agency (NCJA) section
for policies, procedures, and forms necessary for CHRI handling and fitness determination.
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(CONTINUED)

Criminal History Record Information

COMMUNICATION

Authorized personnel may discuss the CHRI results with covered persons in a secure. private area.
Extreme care will be taken to prevent overhearing. eavesdropping. or interception of
communication.

The District will not allow a covered person to have a copy of their record or take a picture of it
with an electronic device.

The District will provide the covered person with required forms and options to obtain their record
if a record is to be challenged.

PHYSICAL SECURITY

The District will ensure that information system hardware, software. and media are physically
protected through access control measures by ensuring the perimeter of a physically secured
location shall be prominently posted and separated from non-secure locations by physical controls.
The District will control all access points (except for those areas within the facility officially
designated as publicly accessible) and will verify individual access authorizations before granting
access. The District will control physical access to information system distribution and
transmission lines within the physically secure location. The District will control physical access
to information system devices that display Criminal Justice Information (CJI) and will position
information system devices in such a way as to prevent unauthorized individuals from accessing
and viewing CJI. The District will monitor physical access to the information system to detect and
respond to physical security incidents. The District will control physical access by authenticating
visitors before authorizing escorted access to the physically secure location (except for those areas
designated as publicly accessible) and will escort visitors in a secured location.
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(CONTINUED)

Criminal History Record Information

STORAGE AND RETENTION OF CHRI

The fingerprint results from KSP should only be handled by authorized personnel.

During the fitness determination:

CHRI will be stored in a locked drawer/container at the Central Office and only accessible
to authorized personnel.

CHRI will be stored in a separate file that cannot be released for any public records request
and will not be archived in a publicly accessible location.

CHRI results will be stored electronically the agency using proper security and encryption
methods.

If stored electronically. the District will ensure compliance of CJIS Security Policy for the
Network Infrastructure to include the following:

Session Lock
Event Logging
Advance Authentication

1. Network Configuration

2. Personally Owned Information Systems
3. Publicly Accessible Computers

4. System Use Notification

5. Identification/User ID

6. Authentication

7.

8.

g,

10. Encryption

I1. Dial-up Access

12. Mobile Devices

13. Personal Firewalls

I4. Bluetooth Access

15. Wireless (802.11x) Access

16. Boundary Protection

17. Intrusion Detection Tools and Techniques
18. Malicious Code Protection

19. Spam and Spyware Protection
Security Alerts and Advisories

. Patch Management

. Voice over Internet Protocol (VolP)
. Partitioning and Virtualization
Cloud Computing

Per KRS 61.878, CHRI is not subject to disclosure under the Kentucky Open Records Act
and will not be archived in a publicly accessible location.
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Criminal History Record Information

MEDIA TRANSPORT

The District will protect and control digital and physical media during transport outside of
controlled areas and will restrict the activities associated with transport of such media to authorized
personnel.

DisrPOSAL OF MEDIA CHRI

The District will properly sanitize or destroy physical or electronic CHRI per the Kentucky
Department of Libraries and Archives (KDLA) Public School District Records Retention
Schedule. If a third party performs the destruction, an authorized person shall accompany the
CHRI through the destruction process. For electronic media. the District shall overwrite three (3)
times or degauss digital media prior to disposal or release, inoperable digital media shall be
destroyed: cut up, shredded, etc. The District shall ensure the sanitation or destruction is witnessed
or carried out by authorized personnel.

MISUSE oF CHRI

In the event of deliberate or unintentional misuse of CHRI. the District will subject the employee
to disciplinary action per Board policy and procedures. up to and including termination, or request
for criminal investigation/charges.
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- CERTIFIED PERSONNEL -

Letter of Intent

A letter of intent mav be sent electronicallv each Spring to all certified and classified staff that
allows staff to indicate if thev intend to resign. retire, or take an approved leave of absence for the
following school vear. This form is not a guarantee of continued emplovment, nor is this an
emplovment contract for the following school vear. It 1s a District planning tool to accurately
forecast future staffing needs and allow district staff to receive appropriate guidance documents

and forms for the emplovee’s mtcndcd S thepurpeseotthivnemoisto-assistthe Centrat
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Leave Request Form




S : lent/desi Si " Date:

Complete this form at least thirtv (30) davs prior to the start of vour leave. A leave is
defined as an absence, paid or unpaid, of more than five (5) consecutive days. Please fill the
form out completely.

N E

ame: ‘mplovee #:
Preferred Phone #: Preferred Email:

School/Location: Position:




# of hours contracted | # of davs contracted to
per dav: work per week:

Supervisor:

Do vou currently carrv our medical
insurance?

OYES ONO

Do vou currently earry our supplemental
insurance (short term disabilitv)? OO YES [0 NO

Anticipated Leave Start Date: Anticipated Leave Return Date:

Place a check next to requested tvpe of leave

For Self For Family

[0 Maternity (birthing mother) O Serious health eondition of my:

I My own personal serious health Ochild Clspouse [Clparent
sandition [ Paternity

LI Military Self O Care of myv adopted/foster child or
O Educational Leave SUrrogacy

O Political Leave O Military Family leave for my:

O Extended Leave Ochild Ospouse Clparent

O Workers’ Compensation O Extended Leave for family

Time off work is expected to be (select the most appropriate box):

O For continuous block of time (greater than 5 davs., weeks or months off work)

O For intermittent davs

Please fill in the tvpe and number of davs vou anticipate vou will be using during vour leave of
absence.

Sick Personal Maternitv (for Donated Non-Contract Unpaid
birthing
mother)

« Paid sick leave shall be used in accordance with Board Policy 03.1233/03.2233 - Paternal
Leave; up to 45 davs immediately following the birth or adoption of a child or children

. Emplovees are required to use all paid leave davs, if available, for all other forms of leave
except FMLA Leave. If an emplovee qualifies for FMLA they mayv request to reserve up to
ten (10) davs of sick leave and three (3) davs of personal leave. 1 wish to reserve
sick davs and personal davs.

o The use of Non-Contract davs is optional for all forms of FMLA Defined Leave

e Determination of eligibility for leave under FMLA additional documentation or
clarification of documentation, mav be required prior to making a final FMLA
determination to approve or denv an FMLA leave request.
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(CONTINUED)

Leave Request Form

Requested Substitute’s Name: (must be an active substitute in the district)

Note:

A long-term certified substitute is preferred for absences of more than fifteen (135)

consecutive davs

Emergency substitutes do not have a teaching certificate, cannot be paid long term wages

(absences for more than fourteen (14) consecutive davs) and are not eligible to fulfill a

long-term absence

1 will abide bv all applicable board policies, state and federal resulations governing a
leave of absence.

1 understand that my benefits, including health insurance, will be terminated once 1 ain
in an unpaid status or at the end of twelve (12) weeks if eligible for FMLA. I mayv be
eligible for COBRA and should contact the District’s appointed Benefits Specialist for
more information.

I understand that I must notifv Human Resourees if the start date or end date of mv
leave changes.

1 must notifv Human Resourees prior to returning from a leave of absence to determine
if/when I mav return to work, and, if applicable, provide a return to work note from
my doctor.

It is mv responsibility to keep all contact information (email, mail and phone) current
while on a leave of absence.

I am aware nnpaid davs mav negativelv affect inv annual retiremnent serviee credit*
and annual pav increases**.

*Contact vour retirement svstem for more information.

** 1f I do not work 140 davs of nv annual contract, I will not receive an annual step
increase.

In the event I am incapacitated or not of sound mind to communicate myv leave of
absence intentions with a member of the District, I approve the following individual
permission to speak to, and provide information on mv behalf with Human Resources:

Name of Individual:
Relationship:

Contact Information:
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(CONTINUED)

Leave Request Form

Emplovee Signature: Date:

Printed Name:

Approved or Denied (List Denial Reason(s)):
O FMLA O Non-FMLA

Superintendent/Designee Signature: Date:

Send completed form to Human Resources by email at HR@kenton.kvsehools.us or fax at

859.344-1531

RELATED POLICIES:

03.12322; 03.1233: 03.1234; 031235; 03.1238; 03.1239; 03.22322: (3.2233; 03.2234; 03.2233;
03.2238
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- CERTIFIED PERSONNEL -

Family and Medical Leave Compliance

REQUIRED NOTICES

As required by law. the District shall post information and distribute notices using documents
prepared by the United States Department of Labor (DOL) to implement the federal Family and
Medical Leave Act. The FMLA poster provided by the DOL must be displayed in a conspicuous
place at all locations where employees and applicants for employment can see it. including those
work locations to which no eligible employees are assigned.

Posters. notices to provide to employees. and designated forms may be downloaded from the

fellewing (DOL) web site:
http://www.dol.gov/deltepic/benefitsleave/fmlahtm
These include the following:

e FMLA Poster (PDF)

e WH-380-E Certification of Health Care Provider for Emplovee’s Serious Health Condition

e  WH-380-F Certification of Health Care Provider for Family Member's Serious Health
Condition —httpwww-dolsoviwhdHorms/ WH-380-FEpdf

e WH-381 Notice of  Eligibility and  Rights &  Responsibilities

o WH-382 Designation Notice— -httpfwww-dokgeviwhdHorms/ WH-382 pdf

e WH-384 Certification of Qualifying Exigency for Military Family Leave—

e WH-385 Certification for Serious Injury or lliness of Covered Servicemember—

e  WH-385-V Certification for Serious Injury or lliness of a Veteran for Military Caregiver

Leave—atmsstiodelb oo bvbd fomanio ho 850 pdd
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Request for Family and Medical Leave of Absence

When applving for Familv and Medical Leave, see Procedure 03.123AP.2 Leave Request Form.
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Notice of Employee Separation

NOTICE OF EMPLOYEE RESIGNATION

Preferred means of resienation is through the district online form that can be found on the [Human
Resources page of the district website. For emplovees without online access, the below form is an
additional approved method.

TO:  Superintendent

Attention: Human Resources Department
Kenton County School District

2044 Tuscanyview Dr.+055-EaterDr
CovingtonEt—Wright. KY 41017

L . hereby resign my position(s) as
(Print Name)

(List All Positions Being Resigned)

at
(Location)
The purpose of my resignation is:
My last day worked will be:
(Date)
Signature: Date:
(Employee Signature) (Today’s Date)

My contact information after my resignation date will be (Required to receive final W2 and important
documents):

Address:
(Street)
Address:
(City) (State) (Zip)
Phone:
Personal E-mail:
Accepted by: Date:

(HR Team Member)
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Notice of Employee Separation

NOTICE OF EMPLOYEE RETIREMENT
Preferred means of resignation is through the district online form that can be found on the Human
Resources page of the district website. For emplovees without online access. the below form is an
additional approved method.

TO:  Superintendent

Attention: Human Resources Department
Kenton County School District

2044 Tuscanyview Dr.1055-EatonDPr

CovingtonFt—Wright, KY 41017

I, . hereby resign my position(s) as
(Print Name)

(List All Positions Being Resigned)

at

(Location)

The purpose of my resignation is RETIREMENT. I filed all required paperwork with the following
retirement system:

TRS (Teacher Retirement System) KRS (Kentucky Retirement System)

on

(Date Paperwork Filed)

My last day worked will be:

(Date)

My first day of retirement will be:

(Date - Consult with yvour retirement system to determine this date.)

Signature: Date:
(Employee Signature) (Today’s Date)

My contact information after my resignation date will be (Required to receive final W2 and important
documents):

Address:

(Street)

Address:

(City) (State) (Zip)
Phone:

Personal E-mail:

Hu-- (N N L) SEEN SN BN NN G BEE BED GEE NS BED BED GIN SN BN EEn G GEN UEE SEE BED BN BED BEE NN BN BEE GEN S S

man Resources use unly

Accepted by: Date:
(HR Team Member)
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Conflict of Interest Agreement

The policv for conflict of interest shall be reviewed annuallv as part of the Opening Dav checklist.
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- CERTIFIED PERSONNEL -
Evaluation
SCHEDULE OF EVALUATIONS

Evaluation of all certitied personnel shall be done on the following schedule:

1. All non-tenured certified staff shall be evaluated at least annually:
2. All tenured certitied staff shall be evaluated at least once every five (5) vears:
3. All District certified staff, including principals and assistant principals shall be evaluated

at least once every five (5) year period or as often as documentation deems necessary. The
evaluation of the Superintendent is the responsibility of the Board.

4 A review procedure shall be available to all school personnel:

a. All supervisory personnel in the authority line of the particular staff member shall
read and initial all evaluations prior to filing in the personnel file. A review of the
evaluation by any supervisory person outside the authority line shall conform to the
District policy regarding personnel files.

b. All evaluations shall be signed and dated by the evaluator and the certified statf
member being evaluated.

€. 1f an evaluatee feels any written evaluation is incomplete, inaccurate, or unjust, s’he
shall put his/her objections in writing and have them attached to the evaluation
report to be placed in his/her personnel file within seven (7) school days after the
writing of the evaluation. In any case. the evaluatee shall initial any and all
evaluation reports to indicate that s/he has seen and read the evaluation. The
evaluatee and the evaluator shall sign and date any addendum to the evaluation.

d. Additional administrative personnel may be used at the option of the
Superintendent/designee, in addition to the primary evaluator. to provide and
review any evaluation.

& Any evaluatee may appeal his/her evaluation to the local Appeals Panel. The
request for an appeal shall be in writing to the Superintendent. and shall be made
within ten (10) school days of the summative conference.

EVALUATION FORMS
All forms shall be approved by the District Evaluation Committee prior to submission to the Board.
TIMELINE

1. The evaluation criteria and evaluation process to be used shall be explained to and
discussed with certified school personnel no later than the end of the evaluatee’s first thirty
(30) calendar days of the school year as provided in regulation. The responsible supervisor
shall conduct a conference with all teachers or administrators to be evaluated that vear.
Evaluation procedures and forms shall be thoroughly reviewed and distributed to each
evaluatee. A general time table shall be established for completion of the required
evaluations.
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(CONTINUED)
Evaluation

TIMELINE (CONTINUED)

[98)

W

Individual conferences may also be scheduled as needed. Attendance at the orientation
conferences should be documented.

Teachers should fill out the pre-observation guide. This form is required for a formal
observation. The pre-observation conference may be through electronic media if it is
mutually agreeable to both parties. Evaluators should consider a variety of observation
techniques. Video tape observation shall be done at the mutual consent of both parties.

Following at least two (2) formal observations. an evaluation form shall be completed by
the evaluator. The certified staft member shall have a copy of the written evaluation at least
two (2) days prior to the summative conference. Goal planning should be included in the
summative conference. Growth Plans must be chosen and written down on the evaluation
forms.

Follow-up observations and conferences should be scheduled as needed, but especially
when areas of concern and unsatisfactory ratings appear in the evaluation. Multiple
evaluations are also recommended when these ratings are given.

H ! mative: | eacher
evaluations and supporting evidence mav be stored in the District approved platform or in
the Primarv Personnel File after the summative conference.

ay o
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The Superintendent/designee is responsible for evaluation training and is the contact person
for the evaluation plan.

The summative evaluation of teachers shall be completed by April 30 each school year.
The summative evaluation shall be given to the teacher two (2) working days before the
summative conference.

EVALUATION OF TEACHERS

1.

[S9]

(9%}

W

All certified personnel shall be provided with an orientation to the evaluation process and
the criteria for evaluation no later than the end of the evaluatee’s first thirty (30) calendar
days of the school year.

The evaluator shall hold a pre-observation conference with the evaluatee to discuss the
evaluation process.

Based on the information from observations and discussions. the evaluator is to rate the
evaluatee’s performance with respect to the criteria listed on the evaluation instructions.

The evaluator is encouraged to add pertinent comments at the end of each major domain.

The evaluatee is provided an opportunity to respond in writing within seven (7) school days
to the evaluator’s ratings and comments.

The evaluator and the evaluatee must discuss the results of the appraisal and any
recommended action pertinent to such.

The evaluator and the evaluatee shall sign the instrument in the assigned spaces. The
evaluatee’s signature indicates only that s/he has seen and read the evaluation. The
Principal must review and initial all summative evaluations that were written by Assistant
Principal(s).
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(CONTINUED)
Evaluation

EVALUATION OF TEACHERS (CONTINUED)

8.

10.

11.

The instrument and all mandatory forms must be maintainedfied in the District approved
platformevaluatee’s-persennel-folder and a signed copy given to the evaluatee.

In case of an unsatisfactory evaluation. a plan for providing assistance to the evaluatee shall
be jointly formulated by the evaluator and the evaluatee.

Individual Professional Growth Plans shall be used as means of performance improvement.
Individual Professional Growth Plans may remediate weaknesses and/or provide for
enrichment. All certified employees shall develop an Individual Professional Growth Plan
on an annual basis that shall be aligned with the school/District improvement plan and
comply with requirements of 704 KAR 3:370.

For each evaluation form, the Performance Evaluation Key is the same. The District intends
to establish high standards as reflected in the following scale:

a. Consistently Exceeds Performance Expectations — Exemplary
b. Consistently Meets Performance Expectations - Accomplished
B Marginal Performance — Developing

d. Ineffective

EVALUATION OF ADMINISTRATORS

The Superintendent/designee is responsible for the evaluation of all administrators. The
Superintendent/designee shall confer concerning these evaluations. Principals are responsible for
the evaluation of their respective Assistant/Asseciate Principal(s).

All admintistrators are to be evaluated using the following procedures:

1.

8]

(%)

An individual meeting shall be held at the start of the evaluation cycle. In addition to
reviewing the evaluation procedure, topics in this conference shall include:

a. the administrator’s assignment and job description and the particular philosophy
that the assignment may entail;

b. the “Yearly Plan of Goals and Objectives™ for the school or program:

€. individual Growth Plans: and

d. any other supporting data.

This meeting shall be documented.

There shall be a minimum of two (2) observations. Observations shall be documented on
the approved form.

Formal and informal observations shall be documented and shared with the evaluatee
within five (5) school days.
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(CONTINUED)

Evaluation
EVALUATION OF ADMINISTRATORS (CONTINUED)

4. Designations by the Superintendent of an evaluator shall be made early in the school year.
It is recommended that one administrative formal observation be completed during the first
semester of the school year and one in the second semester of the school year.

W

A Summative Conference shall be held at the end of the evaluation cycle and the Evaluation
form completed. Growth Plans may be completed at this time or carried over to the next
cycle.

Administrators have the same rights as other certified personnel concerning evaluations including,
the right to a local appeal within ten (10) workdays: the right to an appeal to the State Evaluation
Appeals Panel concerning procedural violations; the opportunity to submit a written response
within seven (7) workdays: and the right to have a copy of the written evaluation at least two (2)
days prior to the Summative Conference.

APPEAL FORM

The appeal of an evaluation shall be filed on the prescribed form (03.18 AP.21) and filed in the
Superintendent’s office within ten (10) school days ot the Summative Conference.
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- CERTIFIED PERSONNEL -
Confidentiality of Records

Personnel evaluation records, specifically the personnel evaluation folder and its contents, will be
kept as a part of the employee’s personnel file_and /or held in the District’s approved platform, and
will be treated as confidential as required by law. During an appeal/hearing, evaluation records will
be kept in a secure location designated by the Superintendent.

ACCESSIBILITY
Evaluation records will be accessible only to:

1. Members of the District Evaluation Appeals Panel when an employee has appealed
his/her summative evaluation to the Panel.

3

Administrators who supervise. or share the supervision of. the evaluatee. Generally,
these administrators will include the Principal/Assistant Principal in the evaluatee's
building, the Superintendent. and other District-level administrative staff members, as
designated by the Superintendent.

(8]

The Board on advice of legal counsel and upon a majority vote when access to the
information is required for lawful District purposes. Access may be permitted without a
vote when such records are relevant and necessary to hearing matters or proceedings
before the Board such as in the case of a demotion hearing under KRS 161.765. Except
as otherwise required or authorized by law, access shall take place in closed session.

4. Records may be subpoenaed in cases where litigation occurs.
REFERENCES:

KRS 61.878

KRS 156.557

KRS 161.765

704 KAR 3:370
RELATED PROCEDURE:

03.18 AP.11
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- CERTIFIED PERSONNEL -

Flexible Professional Development Request
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Family and Medical Leave Forms

When applving for Family and Medical Lea\e see Procedure(s) 803-42322-AP21/Requestfor
Eamily-and-Medical Leave-of- Absenee(3.123 AP.2 Leave Request F'orm.
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—CLASSIFIED PERSONNEL—
Confidentiality of Records

Personnel evaluation records, specifically the personnel evaluation folder and its contents. will be
kept as a part of the employee’s personnel file and/or held in the District’s approved platform, and
will be treated with the same confidentiality as other personnel records. During an appeal/hearing.
evaluation records will be kept in a secure location designated by the Superintendent.




DRAKT
FISCAL MANAGEMENT 04.1 AP.1

Needs Assessment

SCHOOL NEEDS ASSESSMENT

During the courseBy-the-end-of the second-menth of the school year. each site administrator shall

conduct and submit to the Superintendent an annual needs assessment. In SBDM schools the
administrator shall conduct the assessment at the direction of the council.

If the school has developed a strategic plan or improvement plan. items identified in those plans
should help determine needs. As the school develops its improvement plan. as outlined by the
Department of Education. the needs assessment will assist in determining the contents of that plan.

GUIDELINES FOR SCHOOL ASSESSMENTS

The annual needs assessment shall identify existing programs. strengths ot the school. and where
needs exist. Examples of needs to be addressed are:

1. Instructional program
2. Student support services (counselors, music teachers. etc.)
3. Major equipment (science. technology. etc.)
4. Major maintenance (roof, heating and cooling. painting. door replacement. etc.)
DOCUMENTS TO BE REVIEWED
In preparing the District needs assessment. the Superintendent shall include a review of pertinent

information, including but not limited to:

e Student academic assessment results (state-mandated tests, AP scores. nationally normed tests,
SAT, ACT, etc.)

e Student noncognitive variables (attendance. drop-out rates, retention rates, etc.)

® District strategic plan or recommendations from the District’s long-range plan

® (Goals and objectives established by the Board and those set out in statute

® Needs assessments of individual schools

e Capital outlay needs of the District, including major maintenance needs

® Personnel salaries (Specific salary increases should not be included in the needs assessment.)

e Recommendations of accrediting associations such as the Southern Association for Elementary
and Secondary Schools

e Staffing levels (The needs assessment should review statfing and programs included or funded
in the schools’ and District budgets.)

PRESENTATION TO THE BOARD
AnnuallvBy-Deeember+ the Superintendent shall have completed the District needs assessment.
tabulated the results. and presented a summary report to the Board for its review and utilization in

developing budget priorities. The report shall include the estimated cost for each item. and costs
shall be within the revenues available to the District.

The Superintendent, at his/her discretion, may involve a committee to assist in development of the
District needs assessment.



FISCAL MANAGEMENT 04.1 AP.1

(CONTINUED)

Needs Assessment

DISTRICT NEEDS ASSESSMENT (ESSA TITLE 1V)

As needed to qualify for a federal Title IV grant, the District needs assessment must be conducted
once every three (3) years as specified in Every Student Succeeds Act of 2015 (ESSA). The needs
assessment shall be done with input from stakeholders. including. but not limited to: parents.
teachers. principals. school and community leaders, local government representatives. and others
with relevant and demonstrated expertise in the area. The assessment shall examine needs for
improvement of the following:

1.

Access to. and opportunities for. a well-rounded education for all students:

2. School conditions for student learning in order to create a healthy and safe school
environment; and
3. Access to personalized learning experiences supported by technology and protessional
development for the effective use of data and technology.
REFERENCE:

20 U.S.C. § 7116(d)
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Maintenance and Technoloov Repair Requests

Maintenance and technoloev repair requests shall be electronicallyv submitted through the District
Utilized Platform/Process
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DRAFT
SCHOOL FACILITIES 05.21 AP.1

Principal’s Responsibility for School Property

The Principal/designee. under the direction of the Superintendent. shall have charge of and be
responsible for the assigned school buildings. the furniture. books. equipment. apparatus. and
supplies belonging thereto.

PRINCIPAL’S REQUEST FOR MAINTENANCE

The Principal shall report all needed building. equipment and grounds maintenance to the
Department of Maintenance through the District’s on-line work order program. [echnology repair
requests will also be submitted through the District’s on-line platform.Fhe-FeehnologyRepair

beecaesttommshah-seuseatoratbcompates sonisment
EMERGENCY REPAIRS
Emergencies shall be processed by telephone with follow-up made utilizing the appropriate form.

ENERGY CONSERVATION

Each year, Principals and other appropriate supervisors shall provide appropriate instruction to
employees with regard to the following conservation measures:

1. Employees shall turn off lights whenever they leave an area regardless of the length of
time they are to be gone.

9]

District HIVAC svstems shall be set to room temperatures between 68 deg. I and 73 deg.
I dependent on seasonal needs. Heating and cooling svstems shall be scheduled as
follows:

Administration Offices — no later than 3:00pm

All other areas — no later than one-hour after dismissal

Approved events outside of normal hours shall be scheduled as needed.

4-3.Employees shall immediately report to their supervisor any occupied areas with
temperatures outside the District range of 68 deg. F and 73 deg. I’ that-are-over-heating

or-over-eooling-so that these problems may be addresscdeerreeted by the Maintenance
Department.

3-4.Cooling systems shall be used in buildings housing summer school programs for
students. However, these cooling units shall be shut down no later than 4:00 pm each
day, unless a request for an extended cooling schedule is submitted.

6-5.During the summer months. cooling systems in—ether buildings_not housing school
programs shall not be allowed to run untilterned-en-before §+6:00 am. 1f the school has
cooling zones. the cleaning program shall be confined to a single zone. In any case, the
cooling system shall be shut down no later than 4:00 pm,_unless a request for an extended
cooling schedule is submitted.

#6.Administrative, guidance and library areas with separate cooling systems may be cooled
during the summer months during working hours. when occupied.




SCHOOL FACILITIES 05.21 AP.1
(CONTINUED)

Principal’s Responsibility for School Property

DISPLAY OF FLAG

The Principal shall be responsible for the proper display of the Flag of the United States in
compliance with KRS 2:040. During inclement weather. the Flag shall be displayed within the
school building.

The Principal shall follow appropriate procedures when disposing of worn or tattered flags. The
local American Legion or the Boy Scouts can assist with proper disposal.

Flags shall be furnished to the school upon request of the Principal to the Department of Buildings
and Grounds. The Principal may also accept flags from groups such as the American Legion or
P.T.A.



DRAFT
SCHOOL FACILITIES 05.45 AP.1

Crowd Control

PRINCIPAL'S AUTHORITY

The principal/designee shall be responsible for implementing crowd control procedures for all
school-sponsored events (athletics. extra-curricular events, assembles. etc.) on school property,
The principal/designee shall have the authoritv 10 promote the orderlv conduct and safetv of the
students and spectators attending school-sponsored events on school propertv.

CROWD CONTROL

Crowd control procedures shall include the following:

Pre-Event Planning:

1. Evaluate anticipated attendance. nature of the event and prior historv.

!‘J

Identifv events requiring additional supervision and/or securitv.

3. Assign adeqguate personnel, which mav include administrators, certified/classified staff,
School Resource Officers (SROs). Law Enforcement (as needed). Supervision zones and
responsibilities will be assigned.

4. Designate and clearlyv identifv entrv and exit points, spectator seating areas. and restricted
access areas. Limit access to non-essential areas.

5. Ensure staff have access to communication devices.

6. Review emergency procedures prior to the event.

Supervision During Events:

1. Staff shall activelv monitor assigned areas and circulate throughout the venue.
2. High-traffic arcas shall be prioritized.
3. Tollow the Code of Conduct and expectations.

4. Address concerns promptlv to prevent escalation.

5. When appropriate, ensure law enforcement presence.

6. Maintain separation of groups when necessary to ensure safetv.

Crowd Management:

1. Monitor crowd size to prevent overcrowding.

2. Maintain clear and accessible entrv and exit routes.

('S

Utlize muluiple access points when feasible.

4. Provide staff direction to manage flow and prevent congestion.




SCHOOL FACILITIES 05.45 AP.1
(CONTINUED)

Crowd Control

CROWD CONTROL (CONTINUED)

Incident Response:

1. Address incidents immediatelv bv staff.

(N

Notifv administrator and/or SRO/Law Enforcement if needed.

(%]

Follow Code of Conduct and safety protocols.

Emergency Situations:

1. Implement School Emergency Management Plan

2. Coordinate with emergency responders as needed.

Post-Event Procedures:

1. Ensure orderlv dismissal of attendees.

2. Provide supervision until all students have safelv exited.

Enforcement:

1. Principal/designee shall ensure staff are informed of expectations for supervision and
crowd control.

o

Individuals who fail to follow expectations for conduct mav be: removed from the event,
restricted from future events. and/or subject to disciplinary and/or legal consequences.

RELATED POLICIES:

05.3
09.311
09.35




DRAFT

SCHOOL FACILITIES 05.5 AP.1

Building Security

In order to address reasonable security of District property the following practices (Items 1-3) are
required in all schools and shall be implemented as soon as practicable but no later than July 1.

2022):

1.

9

8]

Controlling access to the main entrance of the school with electronically locking doors.
a camera, and an intercom system. No other entrances shall be left open to outside access
during the school day.

Windows and outside doors will be properly secured one (1) hour after the close of the
school day. Custodians shall inspect all windows and exterior doors at the close of their
work day.

Classroom doors are to be equipped with hardware that allows the door to be locked from
the outside but opened from the inside. Classroom doors are to remain closed and locked
during instructional time.

Classroom doors with windows are to be equipped with material to quickly cover the
window during a building lockdown.

The number of keys or other means of access to outside doors will be limited and issued
only to those persons required to enter the building after hours on a regular basis.

Outside security lights will be placed in strategic locations.

Inside lighting. in corridors. administrative areas. and other strategic locations, will be
turned on when custodians complete their schedule.

8-7.Money shall not be left in classrooms-er-vending-machines overnight.

9.8.Principals will see that bank deposits are made—_in accordance with requirements

established in the current version of the Accounting Procedures for Kentucky School

Activity Funds (Redbook)daily-and-night-depeosits-are-utilized-whenfeasible.

10:9.  The local police and/or sheritf will be requested to place the school buildings on

their security rounds.

ADDITIONAL SECURITY MEASURES

With approval of the Board, the Superintendent mav direct the installation of a securitv svstem

and/or the melo\ mem of security Dersonn»lkba%g%&r—ak&m—sys&em—shaﬂ—be—ms&aﬂeé—m—e&eh




DRAFT
TRANSPORTATION 06.13 AP.1

Fuel and Equipment

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. The designated vendor
will furnish. install. and maintain. as appropriate. pumps and related equipment for gasoline and
diesel fuel.

TANKS TO BE FILLED

Drivers shall keep their bus fuel tank at least half full at all times. Spare buses shall be filled with
fuel and cleaned by the driver when the bus is returned to the garage.

PROCEDURES FOR ACQUIRING
Drivers will fuel their buses at the Board's fuel pump(s), as designated.

Drivers will secure their motor oil. transmission fluid. and antifreeze at the bus garage or other
facility. as designated. Drivers are required to check all fluid levels daily. A mechanic. upon
request of the driver. will fill buses with antifreeze and transmission fluid.

When buses are to be tueled-away-from-the Board sfuel pump(s); the following procedures shall

be observed:
1. No personstudents shall be on board the bus while it is being fueled.
2. The driver shall turn off the engine and remain by fuel pump until fueling is complete.
3. Smoking shall be prohibited at the fueling station at all times.

4. The driver shall record the necessary information (bus number. mileage. number of
gallons).

REPLACEMENT OF PARTS
All replacement of parts will be done by a mechanic.
EMERGENCY PROCEDURES

In case of mechanical trouble, the driver will call from a cell phone (or radio) the bus garage or
the Director of Transportation/designee for instructions. In the event it becomes necessary for the
driver to pay for a bus charge(s). including for fuel. s/he shall get a receipt for the payment and
turn it in to the Transportation Director/designee for approval and reimbursement of expenses. The
bus number, odometer reading. and number of gallons. if applicable. shall be recorded on the
receipt.

OuUT-0OF-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.



| TRANSPORTATION

RELATED PROCEDURES:

03.125 AP.21
04.31 AP.2
04.32 AP.1
06.13 AP.2

Fuel and Equipment

06.13 AP.1
(CONTINUED)



DRAFT
TRANSPORTATION 06.2 AP.2

Bus Evacuation Drill Report

The standard for practice drills is to completelyv evacuate the bus within two (2) minutes. Drivers
shall follow the evacuation strategies published in the Kentucky Department of Education Driver
Trainer Manual.

Name of School Principal
Bus Number Number of students Weather Conditions
Date of Drill Time of Drill Time taken to evacuate

Number of students using the following:

O Crutches O Wheelchairs O Child Safetv Restraint Svstem

L1 Other special needs; please specifv

Check tvpe of evacuation practiced:

O front [ rear O side O front and rear [ front and side O rear and side

O front. rear and side [ emergency window, hatches and windshield evacuation instruction

Drill was conducted bv: O Principal/designee [ Bus driver O Central Office designee

Comments: (Include anv comments about safetv or problems encountered during the drill.)

IFor each drill. the bus driver shall complete and keep on file this form and provide a copv(ies) to
the Superintendent/designee. as required.

Principal/Designee’s Signature: Date
Bus Driver Signature: Date
Superintendent / Desionee Signature: Date

B-frept——B-rear—B-side—H-front and rear——H-front and side—H-rearand side
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DRAFT
TRANSPORTATION 06.21 AP.1

Inclement Weather Plan

During periods of inclement weather and when the timing of the inclement weather permits. the
Superintendent/designee and members of the Transportation staff shall evaluate weather and road
conditions prior to 5:00 a.m. each school day. This evaluation shall be accomplished through on-
site inspections of areas throughout the county by designated staff.

Following the evaluation. the Superintendent/designee shall determine if school is to be held or
canceled. H-scheeolis-to-be-insessiene0ne of the following options shall be implemented:

1. Regular schedule:
2. Closing of School:

2.3 Non-Traditional Instruction (NTI)

3-4.Delay of the beginning of the school day: or
4-5.Dismiss school early.
NOTIFICATION

The Director of Transportation/Central- Offiee-designee shall prepare a plan whereby all bus drivers
will be notified when school is delayed or dismissed.

In the event that school is delayed or dismissed due to inclement weather or unanticipated
emergencies, an announcement shall be made through telephone, email. and text. The Distriet will
post the information on the website and social media. Additionallv. it will be communicated to

media outlels enthefolowingradio-and-television-stations:

WKRC (550 AN WSAL {()A 1 END
\JJU / Z T 1 X /

YV INICOT YV OIXY paps

Bus Runs

Drivers should be available for unexpected schedule changes.
When the opening of school is delayed. bus runs will reflect the delay.
SEVERE WEATHER

When a tornado or a severe weather warning is issued while drivers are performing their regular
assignment drivers shall follow procedures designated_bv Kentucky Department of Education
requirements and #-the District safetv plan-Utilized Platform/Process.




DRAIT
TRANSPORTATION 06.23 AP.1

Bus Driver Training

Training for all Kenton County School bus drivers shall meet all requirements established by
Kentucky Administrative Regulations.

PROSPECTIVE DRIVERS

All prospective school bus drivers shall receive a minimum of twenty-one (218) hours of
classroom and driving instruction. Prospective drivers shall be employved as itinerant drivers during
the training period.

NEWLY EMPLOYED DRIVERS

Newl\ emploved school bus drners shal—l—reeewe—a—ﬂﬂmm&m—ef—se(—ééa—adémeﬁal—heﬁfs—ef

ev aluated -a#et—%he—ﬁ%%—&hw&(%@)—days—eﬁempleﬂaeﬁt—

o Within five (5) working davs of completion of the core curriculum (Driver Review 1)

o Driver Review 2 after 30-435 davs of completing Review |

e Driver Review 3 within three (3) — six (6) months of Driver Review 2

MAINTENANCE OF CERTIFICATION

School bus drivers shall receive at least eight (8) hours of in-service training annually in order to
maintain their driver certification.

RELATED PROCEDURE:
06.2 AP.2




DRAFT
TRANSPORTATION 06.31 AP.1

Bus Scheduling and Routing

SCHEDULING AND ROUTING

The Director of Transportation/designee shall prepare a route sheet and schedule of stops for each
bus in the District. Routes shall be established to insure minimal time on the bus for each pupil.
Special routing of buses shall be arranged to provide appropriate transportation for special
education pupils as needed.

When establishing bus stops. consideration for economy shall be limited only by requirements for
safety. reasonable efficiency and convenient service to pupils. Bus stops shall be located in areas
which permit students optimal safety while walking to. waiting for. and unloading of the bus.

EXTENSION OF BUS ROUTES

The Transportation Director/designee will survey the need for a route extension on request by
interested parties.

NEW-DRIVERS AND ROUTES

At least one (1) week pr1or to the opening of school. each rew-driverand-each-experienced-driver
with-anewroute shall receive his/her route sheets and schedule. The drivers shall drive their routes

before school opens in order to become tamiliar with the route and the schedule.
TRANSPORTATION SCHEDULE

A transportation schedule will be made available to schools annually prior to the first day of school
to assist school personnel in answering student and parent questions concerning bus assignments.
locations of bus stops. and pick-up times for each stop.

DRIVER TO FINALIZE SCHEDULE

Each driver shall finalize his/her route schedule as soon as possible. This route schedule will
contain the name of the road(s) on which the bus is routed. and the time of the stop. Drivers shall
notify the Director of Transportation/designee of any revisions to their routes.



TRANSPORTATION

Bus Scheduling and Routing

ROUTE TIME RECORD

06.31 AP.1

(CONTINUED)

Driver/Monitor Name: Date:
Bus #:
Part 1  What time do you depart from the location where the bus is parked?
Part I What time do you pick up your first student?
Part 11l What time do you let your last student off?
Part IV What time do you park the bus? Location:
Part V  Total miles driven.
Part VI Comments:
Part VII Fill out Completely
A B C D E F
Morning Time Mid-day Time Afternoon Time Driving Time | Fuel/Clean | Total Time
Depart Park Depart Park Depart Park 45 Minutes
0.75
Special Needs Staff with Preschool: ONLY use this area 45 Minutes
0.75

Driver/Monitor: | do hereby state the above information is true and correct.
Signature Date

Part VIII FOR OFFICE USE ONLY - Driver/Monitor. DO NOT Fill In

Morning Time Mid-day Time | Afternoon Time Drive Time Fuel/Clean Total Time
45 Minutes
0.75
Special Needs Staff with Preschool:
45 Minutes
0.75




DRAFT
SUPPORT SERVICES 07.1 AP.21

Notice of Meal Charges
OVERDUE STUDENT LETTER TO PARENT/GUARDIAN

Current Date

Primarv Contact First Name Primarv Contact Last Name
Primarv Contact Address Linel

Primary Contact Address Line2

Primarv Contact Citv State Zip Code

Dear Parent or Guardian of Student Full Name:

Your child's meal charees at School Name Cafeteria are currentlv $Account Balance.

This balance is from a previous school vear. Because the main goal of the Kenton Countv School
District's (KCSD) breakfast and lunch program is to ensure no child is hunerv during the school
dav, vour student was able to charge a meal if he or she did not have cash or funds in his or her
account.

KCSD is providing a free breakfast and lunch to every student, every dayv as part of the Community
Eligibility Program (CEP). The District is honored to be able to make sure all students have an
opportunity to obtain adequate nutrition while at school. However. in order for the students to
receive healthy, high qualitv meals, we must make sure we are financially secure. As such. paving
off vour student's balance helps offset expenses within the Student Nutrition Department.

As a reminder, students are not able to purchase a la carte items and extra meals if there are meal
charges on their accounts - even if thev have cash.

We appreciate vour effort to pav off the balance. If vou can onlv afford to pav off a portion of the
balance now and a portion later, that is acceptable. Here are several options for pavment:

o  Add monev to the MvSchoolBucks account. (A non-KCSD convenience fee 1s charged.)

o Send a check or cash with vour student to give to the cafe cashier, or vou mav drop it off
in the front office.

If vou have questions, please contact Diana Hankinson at 8359-957-2639 or email
diana.hankinson@kenton.kvschools.us

Regards,
Jennifer Notton

Student Nutrition Director
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SUPPORT SERVICES 07.1 AP.21
(CONTINUED)

Notice of Meal Charges

USDA Nondiscrimination Statement in accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies. the USDA. its Agencies. offices. and employees. and institutions participating in or
administering USDA programs are prohibited trom discriminating based on race. color. national origin. sex. disability, age. or
reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. Persons with
disabilities who require alternative means of communication for program intormation (e.g. Braille, large print. audiotape. American
Sign Language. etc.). should contact the Ageney (State or local) where they applied for benefits. Individuals who are deaf. hard of
hearing or have speech disabilitics may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English. To file a program complaint of discrimination. complete the
USDA Program Discrimination Complaint Form, (AD-3027) found online at:
http://www.ascr.usda.gov/complaint_fiting_cust.html. and at any USDA office, or write a letter addressed to USDA and provide
in the letter atl of the information requested in the form. To request a copy of the complaint form. call (866) 632-9992. Submit vour
completed torm or letter to USDA by:

(1) mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue. SW
Washington. D.C. 20250-9410;

(2) fax: (202) 690-7442: or

(3) email: program.intake@usda.gov.

This institution is an cqual opportunity provider.



RAFT

SUPPORT SERVICES 07.11 AP.1

Free and Reduced-Price Meals

Since schools in the District participate in the National School Lunch Program. School Breakfast
Program. and/or the Donated Food Program. federal and state policies and regulations must be
followed.

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.

Program. School Breakfast Program. and/or the Donated 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:




SUPPORT SERVICES 07.11 AP.1

(CONTINUED)

Free and Reduced-Price Meals

STUDENTS (CONTINUED)

[.

to

(8]

ADULTS

Letters explaining the School Food Service Program shall be sent to all parents each year
at the opening of school and as needed throughout the year

Household Income Forms (HIF) shall be collected by a designated District ofticial
outside of federal food service operations. It is recommended by KDE that copies of
Household Income Forms (HIF) 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.

A master list/roster to track student withdrawals, transfers. and entries shall be
maintained by the Superintendent or designee (s).

All school personnel regularly assigned to a school may have access to meals served in the School
Food Service Program. The cost of the meal shall be determined by the Board. Charges for adult
meals shall be as follows:

1. Those adults who are assigned to work full or part-time in the School Food Service Program
and whose salaries are paid entirely from food service funds may at the discretion of the
District receive meals at no cost.

9

All other District employees and all other adults shall pay the full adult meal price according

to the following formula in FNS 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.

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).

It is required that the school food service 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 to the
current federal requirements for establishing adult meal pricing.



DRAFT TO DELETE
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Preschool Education




o

{Aaaaad i aay)
Oarhiro<O )y




DRAFT

CURRICULUM AND INSTRUCTION 08.113 AP.1

Civies Exam

GRADUATION REQUIREMENT

KRS 158.141 establishes that a student must pass a civics test composed of one hundred (100)
questions in order to graduate from a public high school with a regular diploma. The Board will
be expected to prepare or approve an exam that must be composed of questions tfrom the United
States Citizenship and Immigration Services test. Students are required to score sixty percent
(60%) or higher and may retake the exam as many times as deemed necessary to pass the test.
Students that have passed a similar test within the previous five (5) years shall be exempt from this
civics test. Beginning with cohort 2029. students are required to score seventy percent (70%) or

higher and may retake the exam as many times as deemed necessary to pass the test.

ADMINISTERING THE C1vicSs Exam

The Civics Exam shall be administered during a student's freshman year social studies
course bvat the end of the course (i.e. end of 2nd or 3rd trimester, end of 2nd semester).

The Civics Exam can be administered in a paper/pencil format or through the web-based
platform. If the school chooses to use the paper/pencil format. a system for scoring the
exam must be established.

If a student is not in the 9th grade. but needs to pass the Civics Exam, that student should
be provided the opportunity to test with the freshman class, or be provided the opportunity
at another time before the end of the school vear.

If a student does not pass the Civics Exam on the first attempt. the student should be
allowed to retake the test with as many attempts as needed until passing the test with a
sixty percent (60%) pass rate. (Starting with the cohort 2029. students must eamn a seventy
percent [70%] to pass the Civics Exam.)

Scores are to be entered into the student information system, within two (2) weeks of the
Civics Exam being administered. by the assigned designee from the Principal.

The school should have a process in place to regularly review this data and scheduling the
assessment for those students who have not yet passed the test.

When administering the Civics Exam, schools must be in accordance with the
requirements and accommodations of a student's individualized education program (IEP).
Program Service Plan (PSP). or 504 Plan. If a student is entitled to accommodations based
on an IEP or 504 plan, these accommodations must be provided for the Civics Exam. Any
English Learner student should receive accommodations that are listed in their PSP.
Schools should avoid using any translated test unless they have a certified interpreter to
administer and interpret the assessment.



DRAFT
CURRICULUM AND INSTRUCTION 08.133 AP.1

Extended School/Direct Student Services

Eligible students shall be provided extended school (ESS) and/or direct student services (DSS) in
accordance with the following procedures. Each school shall develop and implement a written plan
for ESS that includes a clearlv defined timeline for the deliverv of services with the expectation
that all services are provided in accordance with the established timeline.

ELIGIBILITY FOR EXTENDED SCHOOL SERVICES

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

1. Teacher recommendation:

2. Academic performance data. including diagnostic, formative. interim, or summative
assessments:

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

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

|8

SELECTION FOR EXTENDED SCHOOL SERVICES

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

NOTIFICATION TO PARENTS OF EXTENDED SCHOOL SERVICES

The District will inform parents and guardians of the availability of extended school services. the
rationale for offering extended school services. and consequences of not obtaining a high school
diploma.

DIRECT STUDENT SERVICES

Direct student services shall be available to students in schools identified by the State for
comprehensive support and improvement and for low-achieving students in schools implementing
targeted support and improvement plans. Direct student services include:

e Enrollment in academic courses not otherwise available at a student’s school:
e Credit recovery and academic acceleration courses:

e Activities that assist students in successtully completing postsecondary level instruction
that are accepted for credit at such institutions (Advanced Placement, International
Baccalaureate. etc.):

o Components of a personalized learning approach such as high-quality academic tutoring;
and

¢ Transportation to allow a student enrolled in a school identified for comprehensive support
and improvement to transfer to another public school.

Costs associated with direct student services shall be in compliance with state and federal law and
regulations.




CURRICULUM AND INSTRUCTION 08.133 AP.1
(CONTINUED)

Extended School/Direct Student Services

REFERENCES:

KRS 158.6459
704 KAR 3:390
P.L. 114-95. (Every Student Succeeds Act of 2015)

RELATED PROCEDURE:
08.133 AP.2
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DRAFT
STUDENTS 09.11 AP.22

Request for Open Enrollment
SCHOOL YEAR DUE BY:

Terms and Conditions of Application: Please read the entire form prior to completing and submitting form.
Parents must submit a copy of their child’s report card, attendance, discipline records, individual education
plans, and 504 plans, etc. witb this application. Parents are also responsible for all transportation to/from school
if accepted. (Students must arrive no earlier than twenty (20) minutes before school and be picked up at dismissal
time.)

e Open Enrollment applications will only be considered if there is adequate space in that grade level and there
is no undue impact on the programmatic needs of the school/District.

e Assuming space is available. cases will be considered for acceptance based on students abiding by the
following four (4) criteria:
o Satisfactory academic progress and effort as determined by the Principal.
o District attendance policies including matching the District’s average attendance and not exceeding six
(6) unexcused absences.
o Behave in accordance with the Code of Expected Behavior and Conduct.
o  Parent(s)/guardian(s) are cooperative and supportive in their working relationship with the school.
e If approved, this commitment is for one (1) school year and is_subject to the following limitations:
o  Applications are to be made each school year.
o Applications must be received by the Building Principal following enrollment guidelines.
o Athletic eligibility is determined by the KHSAA guidelines 6-12.
e While attending the school on open enrollment, it is our expectation that parents/guardians regularly
monitor student’s academic performance, behavior. and attendance to assist and support maintaining
satisfactory levels.

e This application may be denied or revoked based on the following (applicant returned to original school):

o If enrollment is over any class-size guidelines either at the time of the request or if the enrollment goes
over these same guidelines during the year.

o Failure to abide by any of the criteria listed above related to academic effort and performance.
attendance, behavior and attitude. and/or cooperative and supportive relationship with the home.

o There is undue impact on the programmatic needs of the school/District.

Date Application Filed:

School Year for which Application is Made: Grade for which Application is Made:
Student’s Full Name Date of Bith
Address of Residence

Street City State Zip
Name of Parent/Legal Guardian: Relationship:
Contact Info: (Phone) (Work) (Email)
Name of Parent/Legal Guardian: Relationship:
Contact Info: (Phone) (Work) (Email)
HemeaPhone———bpthersWescs ——— gthersWesi————
School of Residence: School Applying For:

School Presently Attending:

If NEW to School of Application, Please Indicate Reason for request Open Enrollment:

Please list, beginning with the most recent, in order the school(s) your child has attended in the past.

Name of School Year Grade
Name of School Year Grade
Name of School Year Grade

Which school is holding your child’s permanent records?
Other information you wish to share:




STUDENTS 09.11 AP.22
(CONTINUED)

Request for Open Enrollment

We agree to abide by the terms and conditions of this application and we understand that false information
may be grounds for denying this application or changing future status.

Signature of Student: Date:

Signature of Parent/Legal Guardian: Date:

If you are a Kenton County School District full-time employee and you are the legal parent/guardian of this student.
please complete the following:

Employee Name: School/Job Site:

Please return this completed form (front and back) to the Principal of the school to which application is made.

This Area to be Completed by Kenton County School District Staff Only J

Signature below shows application is APPROVED

Principal’s Signature Showing Approval Date ot Review/Signature

Date Notification Sent to Parent

Superintendent’s/designee’s Signature Date of Review/Signature
Application DENIED
Principal’s Signature Showing Denial Date of Review/Signature

Reason(s) for Denial:

Date Notification Sent to Parent

Superintendent’s/designee’s Signature Date of Review/Signature

The Kenton County School District does not discriminate on the basis of race. color, national origin, sex, disability,
or age in its programs or activities and provides equal aceess to the Boy Scouts, Girl Scouts of the United States of
America, and other designated youth groups.

“El Distritio Escolar del Condado de Kenton no discrimina en base a raza. color, origen nacional, seo, discapacidad

o edad, en sus programas o actividades y proporciona un acceso igualitario a los Boy Scouts, Girl Scouts de lo
Estados Unidos de Ame 'rica, y otra grupos de jovenes designados.”
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STUDENTS 09.12 AP.2
Enrollment/Emergency InformationNenresident Student Fransfer Forms

Parents or guardians of all new students to the District will complete the Online Registration

application to provide relevant student and household information. Information collected will

consist of:

Student Information

Legal Parent/Guardian Information (Primarv Household)

Siblings in the Same Household

Legal Parents/Guardians in a Different Household

Transportation

Emergency Contacts

Medical/Mental Health Information

Special Services

Disclosure Compliance Information

Permissions. Acknowledgement & Notifications

Home/Language Survev

(Vacant)




STUDENTS 09.12 AP.23

Disclosure/Compliance InformationEerm

KRS 158.155 requires that a parent or guardian ot a child who has been adjudicated guilty or
previously expelled for homicide, assault, or violation of state law or school regulations relating
to weapons, alcohol or drugs. notify a new school of that fact at the time of registration.

+—In compliance with that requirement, a parent/guardian will be prompted to provide
the relevant information during the registration process when completing the
District’s online reeistration application. The parent/euardian will indicate whether
oo student wus: bBoswear oraffirm that 1 am—the—parent—or puardian—of

whao wuacs
e VYIIUS VAT

 Student’s Name

2-1.adjudicated guilty/convicted: and/or

32 expelled from a private or public
school,
i. in-state or out-of-state; and/or
4.3 disciplined for a violation of state law or school regulation relating to weapons.
1. alcohol or drugs: and

4. The facts of the incident leading to adjudication. expulsion, or disciplinarv action.
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STUDENTS 09.12 AP.24

Homeless Children and Unaccompanied Youth
Adjusted Graduation Credit Contract

Jama. Date af Cantract:
s Ot OOt acts
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STUDENTS 09.12 AP.25

Homeless Children and Unaccompanied Youth

The District shall support homeless children and unaccompanied youth by:

1.

[SS]

I

Awarding and accepting of credit, including partial credit, for all coursework satisfactorily
completed by a student while enrolled at another school:

Allowing a student who was previously enrolled in a course required for graduation the
opportunity. to the extent practicable, to complete the course. at no cost to the student.
before the beginning of the next school year;

Awarding a diploma. at the student's request. by a district from which the student
transferred, if the student transters schools at any time after the completion of the student's
second year of high school and the student is ineligible to graduate from the district to
which the student transfers, but meets the graduation requirements of the district from
which the student transferred. If this is a consideration, the following shall take place:

a. The school counselor and the District Homeless Coordinator will work with the
previous district to validate credits and request the previous district to award a
diploma on behalf of the Homeless Children and Unaccompanied Youth (HCUY):
and

Exempting the student from all coursework and other requirements imposed by the Board
that are in addition to the minimum requirements for high school graduation established by
the Kentucky Board of Education in the district to which the student transfers, if the student
transfers schools at any time after the completion of the student's second year of high school
and the student is ineligible to graduate both from the district to which the student transfers
and the district from which the student transferred.

AWARDING CREDIT FOR COURSEWORK SATISFACTORILY COMPLETED

Consistent with KRS 156.160. and to the extent feasible. homeless children and unaccompanied
youth transferring trom outside of the District and within the District shall be awarded credit,
including partial credit. for all coursework satistactorily completed.

To ensure credit, including partial credit, is awarded for all coursework satisfactorily completed
by homeless children and unaccompanied youth, the District shall adopt written procedures
addressing (written procedures are included below):

1. The tool or methodology the District shall use to calculate credit, including partial
credit, to be awarded for all coursework satisfactorily completed by homeless children
and unaccompanied youth:



STUDENTS

09.12 AP.25
(CONTINUED)

Homeless Children and Unaccompanied Youth

AWARDING CREDIT FOR COURSEWORK SATISFACTORILY COMPLETED (CONTINUED)

a) Upon enrollment of HCUY. registrars shall immediately request the academic

transcript and other educational records from the previous school. School
counselors will review records in order to calculate credits, including any partial
credits, and contact the previous school with any questions needed. Seat time
and completed coursework at the time of transfer will be used to calculate and
award credits and partial credits. In order to complete partial credits efficiently.

HCUY will be placed in corresponding courses at the point where they left off

at the previous school (e.g.. traditional courses. online courses via electronic
platforms). Calculated_adjusted credit requirements will be documented enbv
each high school based on the number of credits required per school’s SBDM

L Re HEDY Adpered—Crraduntion—Creditcontrre o dure 00
AP24.

2. The consolidation of partial credit, where appropriate. to provide opportunities for
credit accrual that eliminate academic and nonacademic barriers for homeless children
and unaccompanied youth:

a) Upon enrollment of HCUY. registrars shall immediately request the academic

transcript and other educational records from the previous school. School
counselors will review records in order to calculate credits. including any partial
credits, and contact the previous school with any questions as needed. Where
appropriate. staff will consolidate partial credits of “like courses™ to eliminate
redundancy and provide for efficient credit accrual.

3. How the District shall provide students experiencing homelessness access to
extracurricular and summer programs, credit transfer and electronic course services.
and after-school tutoring and other extended school services available in the District to
the fullest extent practicable and at nominal or no costs:

a) HCUY shall have access to extracurricular and summer programs available

within the District. including summer school and extended school services.
HCUY shall also have access to credit recovery services (e.g.. summer school:
online courses via electronic platforms). HCUY shall have priority scheduling
in these programs and any fees or costs will be waived per Board Policy 09.15.

4. The ways in which the District shall lessen the impact of school transfers for homeless
children and unaccompanied youth, which shall include:

a) ldentifying systems that are in place to ease the transition of students

experiencing homelessness, particularly during the first two (2) weeks at a new
school;
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09.12 AP.25
(CONTINUED)

Homeless Children and Unaccompanied Youth

AWARDING CREDIT FOR COURSEWORK SATISFACTORILY COMPLETED (CONTINUED)

5.

o For HCUY who transfer into the District, supports and services are in

place to ease their transition. including school counseling services, and
homeless/transition services. During a HCUY student’s first two (2)
weeks of transferring into a new school, a school counselor will meet
with the student (and parent/guardian) to review credit status. individual
graduation plan, and other information in order to consider any supports
and interventions as appropriate to ease overall transition into the new
school.

For HCUY who transfer into the District. supports and services are in
place to ease their transition. including school counseling services, and
homeless/transition services. During a HCUY student’s first two (2)
weeks of transferring into a new school, a school counselor will meet
with the student (and parent/guardian) to review credit status. individual
graduation plan, and other information in order to consider any supports
and interventions as appropriate to ease overall transition into the new
school.

a) Requiring counselors to provide timely assistance and advice to improve

¢)

college and career readiness for students experiencing homelessness:

No less than annually. a school counselor will meet with each HCUY to provide
guidance and assistance regarding college and career readiness and post-
secondary planning. Granting priority placement in classes offered by the
District that meet state minimum graduation requirements for students who
change schools at least once during a school year as a result of homelessness:

o HCUY who transfer into the District during the school year as a result

of homelessness shall be granted priority scheduling and placement in
classes that meet state minimum graduation requirements. Opportunities
for credit recovery (e.g. traditional courses, online courses via electronic
platforms) will also be considered in such circumstances.

How and in what circumstances the District shall allow a student experiencing
homelessness who was previously enrolled in a course required for high school
graduation to complete that course at no cost before the beginning of the next school
year as required by KRS 156.160

a)

HCUY who fail to complete a course required for graduation shall be granted
priority scheduling and placement in order to earn/recover those credits at no
cost during the spring and/or summer prior to the beginning of the next school
year (e.g. traditional courses, online courses via electronic platforms or
summer school).
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(CONTINUED)

Homeless Children and Unaccompanied Youth

AWARDING CREDIT FOR COURSEWORK SATISFACTORILY COMPLETED (CONTINUED)

6. The required review of credit accrual and the personal graduation plan for each
homeless student and unaccompanied youth that is not on track to receive a high school
diploma before the fifth year of high school enrollment:

a) A school counselor shall monitor the credit/graduation status ot each HCUY
no less than_biannuallv—semesterly. It any such student is not on track to
graduate in four (4) years. a school counselor shall meet with the student (and
parent/guardian) to review credit status and individual graduation plan. and
implement supports as appropriate to help the student recover credits and get
back on track (e.g. academic tutoring. credit recovery via traditional courses.
online courses via electronic platforms, or summer school. social/emotional
supports. and/or basic needs)

The MKV liaison will coordinate and/or provide on-going training and support to counselors and
FRYSCs on the following topics:

e Strategies to support homeless students during transition to a new school

e Supporting homeless students to becoming college and career ready
o Credit recovery at no cost for courses outside the normal school year or term

e Strategies to support homeless students during transition to a new school

e Supporting homeless students to becoming college and career ready
o Credit recovery at no cost for courses outside the normal school year or term
o Review of individual graduation plans

REFERENCES:

KRS 156.160
704 KAR 7:090
42U.S.C.§1143

RELATED POLICY:
08.113
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Enrolling New and Re-entering Students

GENERAL ENROLLMENT AND RECORD REVIEW

The principal/designee is responsible for ensuring the efficient review of all enrollment records
including medical, special education, safetv plans. behavior plans, academic interventions, etc. to
determine appropriate placements and plans for the student. To ensure timelv service delivervy,
each school must establish a clear protocol to immediatelv notifv the principal/designee and the
special education Iead teacher (if the student has an Individual Education Program) when records
are transferred.

MANDATORY DISCLOSURES AND ALTERNATIVE PLACEMENTS

Prompt communication and collaboration between school and district staff are crucial for
consistent service deliverv. The principal/designee must directlv communicate with their
supervisor regarding students in the following situations:

e Lxpulsions and Convictions: Parents must disclose if a student has been expelled or
adjudicated guilty/convicted of homicide. assault, or offenses related 1o weapons, alcohol,
or _drugs. This must be documented using the Disclosure/Compliance Form (Board
Procedure 9.12 AP.23).

e Alternative Placements: If a student is returning from an alternative setting such as
residential program. hospital setting, juvenile justice facilitv, foster placement. house
arrest, cabinet custody, or and extended mental health facility, the principal/designee must
also ensure the following steps are taken:

o Request that parents share discharge paperwork (including diagnoses and return-
to-school recommendations. such as therapv or medication) prior to the re-entrv
meeting.

o Complete a Student Re-Entrv Plan.

Obtain a KCSD Consent to Share Information with the student’s treatment
providers.

o Develop a safetv plan if there is anv documented history or potential for the student
to harm themselves and/or others.

Q

o Evaluate transportation needs that mav  require staff training, specific
communication, or interventions.

SPECIAL EDUCATION SERVICES

For students with an Individual FEducation Proeram (IEP). the principal/designec must
communicate all relevant information to the district special education team to provide support
addressing concerns for the student’s well-being and school safetv. Staff must immediately review
and implement anv existing Behavior Intervention Plans and/or Safetv Plans, making anv
necessary adjustments for the new setting. An Admissions and Release Committee (ARC) meeting
must be scheduled to review all records and evaluate:

e The accuracv of IEP and eligibilitv timelines.
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Enrolling New and Re-entering Students

SPECIAL EDUCATION SERVICES (CONTINUED)

e The timelv provision of required services.
Necessarv [EP amendments, including updates to present levels, special factors regarding

[ ]
behavior, goals, Speciallv Designed Instruction (SDI) and supplementarv aids, program
modifications and Least Restriction Environment (LRE)/placement.

e Considerations for Special Transportation as a related service.

Vacant)
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Consent to Screen for Early Entrance Admission to School

Child s Name: Date of Birth:
SEEKING EARLY ENTRANCE FOR KINDERGARTEN

[ give permission for an individual screening of my child

[ understand that the screening will be conducted by qualitied District staft through the use of
developmentally appropriate research-based screeners. observation. and parent input. The
assessment tools are selected and administered so as not to be discriminatory on a racial or cultural
basis and admlmstered appropnatel), tor individuals with limited English protluencx ~Sereentngs
e-a : -_'he District
w 111 make a best effort to administer surecmngs in the child’s native language or other mode of
communication.

[ have been advised in my native language or other mode of communication and understand the
contents of this consent.

Parent/guardian Signature Date

FOR OFFICE USE ONLY

Common Kindergarten Screener -~ Paremt  —Prior

Calf Heal
T T

T T—IT

P

Sacial Emotional
DoTTar Irmotronar

Academic/Cognitive
Language Development
Physical Development
Core Assessment Total Scorcompesite
{Academic/Cognitive,

Language & Physical

Development)

Parent Prior Setting

Self Help
Social Emotional
Early Entrance Recommendation to District Committee:

O Recommended for Early Entrance O Not Recommended for Early Entrance

Comments:

Signature/Date:
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(CONTINUED)

Consent to Screen for Early Entrance Admission to School

SEEKING EARLY ENTRANCE FOR KINDERGARTEN (CONTINUED)
FOR DISTRICT REVIEW:
Application is APPROVED for Early Entrance

District Signature Date of Review

Application is DENIED for Early Entrance

Reasons for Denial:

District Signature Date of Review
Child’s Name: Date of Birth:

SEEKING EARLY ENTRANCE FOR FIRST GRADE
[ give permission for an individual screening of my child.

[ understand that the screening will be conducted by qualified District statt through the use of
developmentally appropriate research-based screeners. work sampling. and parent input. The
assessment tools are selected and administered so as not to be discriminatory on a racial or cultural
basis and administered appropriately for individuals with limited English proficiency. The District
will make a best effort to administer screenings in the child’s native language or other mode of

communicationSereenings—shall be-administered-in-the child’s-native lansuase or-other-mode-—o

[ have been advised in my native language or other mode of communication and understand the
contents of this consent.

Parent/guardian Signature Date

FOR OFFICE USE ONLY

ST Slills S
I o e —
B-At-or-Above Benchmark-E3-BelowBenchmark-B-Well Below Benchmark

o a—

B-AterAbove Benchmark-El - BelowBenchmark-B-Well- BelowBenchmark

————————— PhenemeSepmeniation—————
B-AtorAbove Benchmark-B-Below-Benchmark-B-Well BelowBenchmark
T T v WWR

TYOTISCTIISCU— vy OTx \ASRAS 2

B-AtorAbove Benchmark- - Below Benchmark - Well BelowBenchmark
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(CONTINUED)

Consent to Screen for Early Entrance Admission to School

SEEKING EARLY ENTRANCE FOR FIRST GRADE (CONTINUED)
Literacv Screener
e Phonological Awarcness
Phonics & Word Recognition
e [istening Comprehension
e Picture Vocabulary

Math Screener
e Counts
e Numbers & Numerals
e Computation

Early Entrance Recommendation to District Committee:
0O Recommended for Early Entrance O Not Recommended for Early Entrance

Comments:

Signature/Date:

FOR DISTRICT REVIEW:
Application is APPROVED for Early Entrance

District Signature Date of Review
Application is DENIED for Early Entrance

Reasons for Denial:

District Signature Date of Review
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Nonresident Pupil Admission
School Year Application Window: to

Terms and conditions of Nonresident Pupil Admission — Please read the entire form prior to completing and
submitting this form.

Tuition fees must be paid no later than August 10™ or upon acceptance for mid-vear applicants. Fees are not prorated.
Fees are refundable only if a tuition-paying family moves in to the Kenton County School District within the first sixty (60)
days following initial payment. The tuition fee is $300 per student/per school year for students living in another Kentucky
school district. Students whose primary residence is outside of the State of Kentucky shall be subject to the tuition amount
equal to the current Supporting Education Excellence in Kentucky (SEEK) allocation per pupil plus the annual fee of five
hundred dollars ($500.00) as stated above. The applied SEEK amount may be prorated based on the number of days enrolled
in the District. Tuition fees are applied according to Board Policy 09.124.

Parents must submit a copy of their child’s report card. attendance, discipline records. individual education plans, and 504
plans, etc. with this application. Parents are also responsible for all transportation to/from school if accepted. (Students must
arrive no earlier than twenty (20) minutes before school and be picked up at dismissal time.)

e Nonresident pupil/Tuition applications will only be considered if adequate capacity is available at the school.
Adequate capacity is defined as adequate space per recommended State Cap in the grade level/classes in the school,
and there is no undue impact on the programmatic needs of the school/District.

e  Assuming space is available. cases will be considered for acceptance based on students abiding by the
following four (4) criteria:
o  Satisfactory academic progress and effort as determined by the Principal.

District attendance policies including matching the District’s average attendance and not exceeding six (6)
unexcused absences.

o Behave in accordance with the Code of Expected Behavior and Conduct.
o Parent(s)/guardian(s) are cooperative and supportive in their working relationship with the school.

&}

e If approved. this commitment is for one (1) school year and is_ subject to the following limitations:
o Applications are to be made each school year.

o Applications must be received by the Building Principal following enrollment guidelines.

e  Transfers involving athletics will be in accordance with Kentucky High School athletic Association (KHSAA) By-
Laws.

e  While attending the school on tuition status, it is our expectation that parents/guardians regularly monitor
student’s academic performance, behavior, and attendance to assist and support maintaining satisfactory levels.

Date Application Filed:
School Year for which Application is Made: _ Grade for which Application is Made:
Student’s Full Name Date of Birth

Address of Residence

Street City State Zip
Name of Parent/Legal Guardian: Relationship:
Contact Info: (phone) (Work) (eMail)
Name of Parent/Legal Guardian: Relationship:
Contact Info: (phone) (Work) (eMail)
: l:aehers oali-As , Mother's Cellf——
School of Residence: School Applying For:

School Presently Attending:
If NEW to School of Application. Please Indicate Reason for request Tuition:

Please list, beginning with the most recent. in order the school(s) your child has attended in the past.

Name of School Year Grade
Name of School Year Grade
Name of School Year Grade

Which school is holding your child’s permanent records?
Other information you wish to share:




STUDENTS 09.124 AP.21
(CONTINUED)

Nonresident Pupil Admission

WE AGREE TO ABIDE BY THE TERMS AND CONDITIONS OF TIHS APPLICATION AND WE UNDERSTAND THAT FALSE
INFORMATION MAY BE GROUNDS FOR DENYING THIS APPLICATION OR CHANGING FUTURE STATUS.

Signature of Student: Date:

Signature of Parent/Legal Guardian: Date:

If vou are a Kenton County School District full-time employee and you are the legal parent/guardian of this student,
please complete the following:

Employee Name: School/Job Site:
Please return this completed form (front and back) to the Principal of the school to which application is made.

This Area to be Completed by Kenton County School District Staff Only J

Signature below shows application is APPROVED

Principal’s Signature Showing Approval Date of Review/Signature

Date Notification Sent to Parent

Superintendent’s/designee’s Signature Date of Review/Signature

Application DENIED

Principal’s Signature Showing Denial Date of Review/Signature

Reason(s) for Denial:

Date Notification Sent to Parent

Superintendent’s/designee’s Signature Date of Review/Signature

The Kenton County School District does not discriminate on the basis of race, color, national origin, sex, disability,
or age in its programs or activities and provides equal access to the Boy Scouts, Girl Scouts of the United States of
America, and other designated youth groups.

“El Distritio Escolar del Condado de Kenton no discrimina en base a raza. color, origen nacional, seo, discapacidad

o edud, en sus programas o actividades v proporciona un acceso igualitario a los Boy Scouts. Girl Scouts de lo
Estados Unidos de Ame 'rica, y otra grupos de jovenes designados.”



STUDENTS 09.124 AP.21
(CONTINUED)

Employee Request for Nonresident Pupil Admission for Preschool Program

School Year Applications Due By

Terms and conditions of nonresident pupil/tuition application — Please read the entire form prior to completing
and submitting this form.

Parents are responsible for all transportation to/from school if accepted.

Nonresident applications for students of full-time employees who live outside the District, or employees of the District
seeking to enroll a non-qualifying student. are considered only if there is adequate capacity is available at the school.
Adequate capacity is defined as adequate space per recommended State Cap existing in the grade level/classes in the
school, and there is no undue impact on the programmatic needs of the school/District.

e Assuming space is available, cases will be considered for acceptance based on students abiding by the
following criteria:
o  Age appropriate progress and effort as determined by Developmental Guidelines.
o Following of District attendance policies including matching the District’s average attendance and not
exceeding six (6) unexcused absences.
o Behave in accordance with the Code of Expected Behavior and Conduct.
Parent(s)/guardian(s) are cooperative and supportive in their working relationship with the school.
° faggroved this commitment is for one (1) school year and is subject to the following limitations:
o Applications are to be made each school year.
o Applications must be received and reviewed by the District Preschool Office and Building Principal
following enrollment guidelines.

Date of Application:

School Year for Application: Grade for which Application is Made:
Student’s Full Name Date of Birth
Address of Residence

Street City State Zip
Name of Parent/Legal Guardian: Relationship:
Contact Info: (phone) (Work) (eMail)
Name of Parent/Legal Guardian: Relationship:
Contact Info: (phone) (Work) (eMail)
Homatihakas Father’s Wodci: Mother's Workcf

Lathars-CellH Methers-Ceklsh

School of Residence:

School Applying For:

School Presently Attending:

If NEW to School of Application, Please Indicate Reason for request Tuition:
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(CONTINUED)

Request for Nonresident Pupil Admission for Preschool Program

Please list, beginning with the most recent, in order the preschools/daycares(s) your child has attended in the past.

Name of School Dates:

Name of School Dates:

Other information you wish to share:

WE AGREE TO ABIDE BY THE TERMS AND CONDITIONS OF THIS APPLICATION AND WE UNDERSTAND THAT FALSE
INFORMATION MAY BE GROUNDS FOR DENYING THIS APPLICATION OR CHANGING FUTURE STATLUS.

Signature of Parent/Legal Guardian: Date:

Kenton County School District Full-Time Employee Name:
School/Job Site:

Please return this completed form (front and back) to the DISTRICT PRESCHOOL OFFICE.

This Area to be Completed by Kenton County School District Staff Only _l

Signature below shows application is APPROVED

District Preschool Office Signature Showing Approval Date of Review/Signature
Principal’s Signature Showing Approval Date of Review/Signature

Date Notification Sent to Parent:

Superintendent’s/designee’s Signature Date of Review/Signature

Application DENIED

District Preschool Office Signature Showing Denial Date of Review/Signature
Principal’s Signature Showing Denial Date of Review/Signature

Reason(s) for Denial:

Date Notification Sent to Parent:

Superintendent’s/designee’s Signature Date of Review/Signature

The Kenton County School District does not discriminate on the basis of race. color. national origin, sex. disabilitv. or age in its programs or
activities and provides equal access to the Boy Scouts. Girl Scouts of the United States of America. and other designated youth groups.

“El Distritio Escolar del Condado de Kenton no discrimina en base a raza. color, origen nacional. seo. discapacidad o edad. en sus programas o
acnividades y proporciona un acceso igualitario a los Boy Scouts. Girl Scouts de lo Estados Unidos de Ame ‘rica. v otra grupos de jovenes
designados.
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STUDENTS 09.22 AP.2
Verification of Emergency ConferenceHealth-and-Safety-Forms
STUDENT: SCHOOL.: DATE OF CONFERENCE:

Purpose of Conference:
¢ Suicide Risk Assessment
o Threat Assessment
o« Both

Todav, vour child made a threat to harm themselves and/or others. In an effort to keep vour student
and all students safe. vou, as the parent/guardian. have been advised of the following:

1 ] have been advised that mv child has expressed a substantive threat to harm themselves and/or
a threat to harm others
O The suicide risk and/or threat assessment process has been explained to me.
I I have been advised of home safety and the need for supervision.
O I have been advised to seek an evaluation for mv child within 24 hours
e The tvpe of evaluation needed has been explained to me.
o Suicide Risk Assessment
o Threat Assessment

If I have been asked to get a threat assessment. ] have been given documentation
on what the school needs from the mental health provider.
Mental Health Assessment

O I have been given a provider list of available community supports.

o Ifapplicable. I have been offered assistance to set up an appointment with a provider.
O I understand that Kenton County School District is not financiallv responsible for community -
based evaluation or treatment.

Parent or Guardian Date
Parent or Guardian Date
School Staff Member & Title Date
School Staff Member & Title Date

FOR STAFF ONLY':

O Re-entrv meeting date:

Contact Number for Parent/Guardian to Schedule Re Entry Meeting:
HMacanty
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Request for Suicide AssessmentHealth-Serviees Delegation Forms

Date of Letter:

Todav vour child made a serious threat to his'her self. Based on the investigation and the
circumstances surrounding the threat, the Kenton Countv School District (KCSD) is requesting
that a suicide assessment be conducted bv a licensed or certified mental health professional.

The definition of a suicide assessment in KCSD 1s an assessment conducted bv an outside mental
health provider to determine if a student currentlv presents as a danger to themselves. This
assessment 1s completed bv a licensed mental health professional (e.g.. clinical psvchologist,
psvchiatrist, licensed professional clinical counselor. licensed clinical social worker/certified
social worker, etc.). Apgencies tvpically complete the suicide assessment in one session.

The suicide assessment must include the following information:

o Student’s Name and Date of Birth

o  Mental Health Evaluator’s Name and License #

o Office Name and Phone Number

o The date of the assessment

e Diagnosis (if applicable)

o Modifications/Additions to Medications (if applicable)

¢ Recommendations for the home and school setting

A specific statement that the student does not present as a danger to him'herself at the time
of the assessment

Documentation from a mental health evaluator. with the above information, must be provided to
the school when completed.

1f vour child does not currentlv work with a mental health provider, vour child’s school can provide
vou with a list of agencies who will complete the assessment. Please note that anv cost associated
with assessment is the responsibilitv of the parent/guardian.

Please contact vour child’s school Administration and/or School Counselor with anv guestions or
concerns that vou mav have.

Vacant)
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Request for Mental Health Assessment

19
19
>
o
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w

Date of Letter:

Due to concerns about vour child. the Kenton Countv School District (KCSD) is requesting a
mental health assessment be conducted by a licensed or certified mental health professional.

The definition of a mental health assessment in KCSD is a comprchensive assessment that is
conducted by _an outside mental health provider that determines a diagnosis and treatment
recommendations. This assessment is completed by a licensed mental health professional (e.g..
clinical psvchologist, psvchiatrist, licensed professional clinical counselor, licensed social worker,
etc.). The assessment includes gathering a variety of information to inform the results (e.g., family.,
social and developmental historv. school records. hospitalization records, etc.). This is an in-depth
evaluation of the student to determine what level of support is needed in and outside of the school
setting. Depending on the agency the student receives a mental health assessment from it mav take
one session or be completed over multiple sessions.

The mental health assessment must include the following information:

¢ Student’s Name and Date of Birth

o Menta)] Health Evaluator’s Name and License #

o Office Name and Phone Number

o The date of the assessment

e Diagnosis (if applicable)

o Mlodifications/Additions to Medications (if applicable)

o Recommendations for the home and school settine

A written statement/report from a mental health evaluator, with the above information. must be
provided to the school in order to complete a support plan for the student, which mav include a
safetv plan. re-entrv plan. threat assessment case management plan, ctc. The student mav continue
to attend school while the mental health assessment is being completed.

If vour child does not currently work with a mental health provider, vour child’s school can provide
vou with a list of agencies who will complete the assessment. Please note that anv cost associated
with assessment is the responsibility of the parent/guardian.

Please contact vour child’s school Administration and/or School Counselor with anv questions or
concerns that vou mav have.

Vaeant)
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Student Re-Entry Meeting and Plan

Student Name: Meeting Date:
School: Grade:

Student Concern: Outside Suicide Assessment  Outside Threat Assessment Hospitalization

Other

Name of hospital or treatment facilitv: Dates of Stav:

Has documentation from a completed assessment and,/or discharge summarv been provided?
No Yes

What are the outcomes/recommendations indicated on the discharee summarv?

Did the student receive outside educational services (education?)

No  Yes

[f ves. request transcripts from the facilitv.

Has the KCSD Consent to Share been completed and signed by the parent?
No Yes

Which agencies are included?
CCHMC Cultivate  Familv Care Counseling Solutions  Mebs & Assoc  North Kev
One Quest Health  (CHNK)  SUN Behavioral Health  Other:

Does the student participate in therapv?

No  Yes, School Based Yes, Other Agencv/Outpatient

Agency Name Provider Name

Contact Information of Provider
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(CONTINUED)
Student Re-Entry Meeting and Plan

Does the student have missing assignments or class work?  No  Yes
If ves. indicate below

Course Teacher Missing Plan for make-up work

Assignment(s)

Plans Reguiring Review and/or creation:
Bl Thoa Date of Current | Person Updates/Changes to consider on
L2801 ¥pe Plan Responsible plan

Student Safetv Plan

Required for all re-entrv

meetings

Special Education:

[EP and/or BIP

304

IHP/Medication Review

Follow-Up meeting to discuss progress and update plan as needed: Date
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(CONTINUED)

Student Re-Entry Meeting and Plan

The following individuals participated in developing this re-entrv plan for the student named
above:

Name Signature Role

Completed plans:

**Upload completed document into IC under PLP Documents**

Vacant)
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Student Safety Plan

Student Name: Plan Start Date:

School Name: Grade:

Plan Needed Following: [ ] Suicide/Self-Harm Concern [ [Threat Concern [ | Elopement Concern
Other:

How manv behavior referrals have occurred within the last 12 months?

How manv Navigate 360 suicide assessment screeners have occurred within the last 12 months?

How manv outside suicide assessments have been completed within the last 12 months?

How manv Navigate 360 threat assessments have occurred within the last 12 months?

How manv outside threat assessments have been completed within the last 12 months?

Is the student currently receiving interventions for SEBY ] Yes [ |No

If ves. what tier is the student currently in? [ | Tier 2 [ ]Tier 3

Does the student need to be considered bv the M 1TSS team for an intervention? [ |Yes [ ] No

Does the student have a 5047?
[ Tyes [ ] No Ifves, what is the medical diagnosis:

Does the student have a Behavior Intervention Plan?

[ 1Yes [ ] No

Does the student have an IEP?
[ 1Yes [ |No

If ves. identify the area of eligibility:

Note: Special education staff must be consulted on next steps il the student is receiving special
education services.
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(CONTINUED)

Student Safety Plan

School Safetv Planning

1. Does the student need a modified schedule?
[ ]1Yes [ |No Indicate Details:

2, Does the student have anv restrictions?

[TYes [ INo Indicate Details:

3. Does the students’ items need to be searched? (Bv whom, how often. when?)

[] Yes[ |No Indicate Details:

4. Does the student need an adult monitor/ escort for transitions (Bv whom, how often. when?)

[] Yes[ |No Indicate Details:

3. Does the student need a designated staff member to check in with the student regularlv?

Ye_gj No

If ves. Assigned Staff Member Frequency of check ins

6. Does the student need monitoring for precipitating events? (i.e. anniversaries. losses. perceived
injustices, etc.)
[1Yes[ ] No Indicate Details:

Z. Does the student need a designated Safe Place/Safe Adult on campus? [ | Yes [ |No

Name of Safe Adult and/or Location of safe
place:

8. Do Anv Additional Documents Need to be Created or Obtained. such as:

[ ]Release of Information with other agencies | |Discharge Summary

[ JKCSD Consent to Share [ ] Other

Student Strengths/Interests
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(CONTINUED)

Student Safety Plan

Areas of Needed Support

Targeted Behavior, Triggers, and/or Social Emotional Concerns:

Strateeies/Interventions to Support:

Emergency Assistance Considerations

If a student becomes a danger to self and/or others.

o Call/radio for staff assistance giving the location of the student.

o Have other students leave the classroom.

e Scan the classroom looking for visible items that could potentiallv be used to endanger self or
others. Calmly remove these items.

e Block exat doors.

o Use Safe Crisis Management procedures if the student becomes a danger to self or others.
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(CONTINUED)

Student Safety Plan

Student Team Members:

Staff who are directlv involved with student and are responsible for following this plan

Name of Staff Member | Initial/Date when plan was received
receiving plan

**Upload completed document into IC under PLP Documents™*
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Health Incident Report g
Student Name: School: q
Address: Date: Time:
Phone: FAX:
Location: Witness:
Nature of Accident Body Part
Injured
Abrasion Dislocation Shock
Abdomen Elbow* Hand* Wrist*
Bruise/Bump Possible Fracture Sprain
AnKle* Eye* Head
Burn Head Injury
Arm* Face Knee*
Cut Laceration
Back Finger* Leg*
Convulsion Puncture
Chest Foot* Teeth
Other:
Otber:

How did injury occur?

*Paired site please specify

Treatment and disposition of student:

Notified Parent/ Guardian

) Slgnnture of person completing report

Time

Signamre of Principal/Designee

COMMENTS _ [ A
o r n'; \ .o0 @ . . .
SOy i e Il 123 4 5 6 7 8 mm
‘ F(lre] v ;
3 us o A 1
‘\\ v | e f
"y
TO CENTRAL OFFICE: Yes No DATE
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Student Medication Guidelines

MEDICATIONS

!\)

2

(4]

The first dose of any new medication should be given at home when possible. Medication that
must be given at school should be brought to school by the parent/guardian whenever possible.
Medication that is sent to school with the student should be transported in the original container
placed in a sealed envelope with the student’s name on the outside and given to designated
school personnel immediately upon arrival. The medication should be counted. and the number
of pills received should be noted on the Medication Administration Record.

Medicines not in their original bottle shall be sent home with parent/guardian. DO NOT
ACCEPT medication not in the original bottle or without current authorization torms. If
medications are brought in incorrect containers. immediately put these medications into lock-
up and contact the parent/guardian to pick them up.

Except for emergency medications (including, but not limited to FDA approved seizure rescue
medications and epinephrine devices) and medications approved for students to carry for self-
medication purposes all medications shall be kept in a safe, locked. secure place accessible
only to the responsible authorized school personnel. Medications requiring refrigeration shall
be stored in a separate refrigerator in a supervised area.

Any use of opioid antagonist shall comply with KRS 217.186.

NOTE: Staff shall keep all personal medication in a secured space and in the original labeled
bottles. At no time shall any employee administer their personal prescription or over-the-
counter medication to a student.

School personnel who administer medication shall arrange for the child to take the medication
at the proper time.

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

CONTROLLED/SCHEDULED MEDICATIONS

“Controlled/scheduled medications™ are medications that are potentially addictive and are
regulated under the Controlled/Scheduled Substance Act of 1970. The following are the
procedures related to the administration and storage of controlled/scheduled medications:

e Kept under double lock and key
e Kept separate from other medications
e Signed out each time a dose is administered

e Trained staff shall count and record the number ot remaining pills on the student’s
medication record each time a dose is administered.
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(CONTINUED)

Student Medication Guidelines

DOCUMENTATION OF ADMINISTRATION

Except for medications approved for self-administration. all medication given must be
immediately documented on a medication log or in the Student Information Svstem (SIS). Records

complete. reflecting beginning and ending dates and notations of missed doses and absences.
Subject to confidentiality requirements in Policy 09.14 and accompanying procedures. medication
recording sheets shall be filed in the student’s cumulative folder or in the SIS when completed or
when the medication is changed/discontinued.

All relevant documents (Medication Administration Forms. daily logs. parent notes. training
sheets, lists of authorized medication administrators) are to be kept in accordance with the Records
Retention Schedule. Public School District.

DISPOSAL OF UNUSED MEDICATION

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

MEDICATION REFUSAL

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

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

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

o

Assess the student’s status and document.

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

(U8}

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

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

6. Ifunable to contact the physician/health care provider. contact the Poison Control Center
for instructions.
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(CONTINUED)

Student Medication Guidelines

MEDICATION ERROR (CONTINUED)

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

8. Complete a “Medication Administration Incident Report™ form.
REFERENCES:

KRS 158.834: KRS 158.836: 158.838

KRS 217.86

Kentucky Board of Nursing Advisory Opinion Statement #16 Roles of Nurses in the
Administration of Medication Via Various Routes (2023)

Kentucky Department of Education Medication Administration Training Manual for
Non-Licensed School Personnel (2025)

Controlled/Scheduled Substance Act of 1970
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Students Name:

DRALT
09.2241 AP.22

Student Medication Logs
KENTON COUNTY SCHOOL DISTRICTMEDICATION ADMINISTRATION RECORD

l

Grade: Teacher:

ALLERGIES YES
Parents Name:

NO
Phone: Photo

Prescribing Doctor:

Phone:

Dosage:

Name of Medication

Direction/Time

Route:

School Year

Record the time the medication is given and the initials of the person administrating the medication. Self-carry N/A YES NO

Month | 1 2 3 4 5

6 | 7| 8|9 1011|1213 1415 16| 17| 18| 19| 20| 21 |22] 23| 24| 25| 26| 27| 28| 29| 30| 31

AUG

SEPT

OCT

NOV

DEC

JAN

FEB

MAR

APR

MAY

JUN

JUL

CODES: ABS=ABSENT NS=NO SHOW FT=FIELD TRIP S=SUSPENSION R=REFUSED NM=NO MED SD=SNOW DAY C=SCHOOL LOSED

MED EXPIRATION DATE:

INITIAL SIGNATURE INITIAL SIGNATURE
***x4*THERE ARE MORE SPACES ON BACK FOR INITIALS AND SIGNATURES**#***




|  STUDEN1» 09.2241 AP.22
(CONTINUED)

Student Medication Logs
KENTON COUNTY SCHOOL DISTRICTMEDICATION ADMINISTRATION RECORD

DATE NOTES ON INITIALS
MEDICATIONS
INITIAL SIGNATURE INITIAL SIGNATURE INITIAL SIGNATURE INFTIAL SIGNATURE

INITIAL SIGNATURE INITIAL SIGNATURE INITIAL SIGNATURE INTTIAL SIGNATURE
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STUDENTS 09.315 AP.21

Parade Procedures and Float Entry Request
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STUDENTS 09.36 AP.212
School-Related Student Trips Use and Rental of School Buses/Vans

The following guidelines are for persons requesting the use or rental ot District buses/vans.

1.

RS

(98]

()

Any school or organization requesting the use of a District bus/van shall use a driver
who has fulfilled all requirements established by the Board and state and tederal laws.

A certified or classified statf member must accompany students on all school-sponsored
or school-endorsed trips. For athletic trips. a nonfaculty coach or a nonfaculty assistant
may accompany students as provided in statute. Persons designated to accompany
students shall be at least twentyv-one (21) years old. However, on all studenteultural
activity and band trips onetwe (12) teachers/chaperones must accompany each bus. 1f
necessary. they should position themselves in different areas of the bus in order to
maintain passenger control.

In no instance shall the transportation of student organizations for extra-curricular
activities conflict or impair the ability of the Department of Transportation to transport
students to and from school.

When a school requests that buses/vans be made available tor long trips. it may become
necessary for the Transportation Department to send additional drivers. As a result of
this, transportation costs shall increase.

Athletic teams and bands shall schedule as many events as possible in the local area.
This does not apply to district, regional, or state competition or a tournament or
competition of a special nature.

The school/organization sponsoring the activity is responsible for paying all tolls and/or
parking fees.

The school/organization shall pay bus/van rental charges which are established annually
by the Board and posted on the District website.

Confirmation of all educational field trips shall be made with the Transportation
Department twenty-four (24) hours prior to the date of the scheduled trip.

The District has the right to charge for trips that are not cancelled within two (2) hours
of the scheduled departure time. based on actual costs associated with the driver’s time
and mileage.



STUDENTS 09.36 AP.212
(CONTINUED)

School-Related Student Trips Transportation Request Form

Transportation Department

11800 Tavlor Mill School:

Rd. : ) Teacher/sponsor
Independence. KY 41051

259-356-0253 Date of Student Trip

Grade: # of Students: _ # of Adults _ # of Buses/Vans

Destination

What time should bus/van arrive at school? AM. P.M.

What time will bus/van leave tfrom school? AM. P.M.

What time will bus/van arrive backseturs to school? AM. P.M.

Do you have students with special transportation needs?

Comments (include all directions):

Signature of teacher/sponsor:

Approval:

Signature of Principal Date

TO REQUEST A BUS/VAN

Teachers/sponsors shall complete this form and work with the school secretary to enter the request
into the ~Trip Direct™ system to secure a bus/van for their student trip. If needed. call the
Transportation Department directly to request a bus/van for your student trip.

For planning purposes:

I. The teacher/sponsor shall review and follow the District School-Related Student Trips
Policy (09.36) and procedures.

Buses/vans must return to school by 1:30 p.m.

Approximately fifty-five (35) elementary or fifty (50) middle or high school students can
be assigned to a bus. District-owned vans may only be used when transporting nine (9) or
fewer passengers, including the driver.

4. All requests must be entered into “Trip Direct™ at least two (2) weeks before the date of
the school-related student trip.

The teacher/sponsor shall contact the Transportation Department twentv-four (24) hourses
the-day before the trip to contirm the reservation.

[OP I (O]

.k/l

The Athletic Director or Coaches shall contact their assigned Transportation Department Area
Coordinator to secure buses/vans for their entire season ot games and practices.




STUDENTS 09.36 AP.212
(CONTINUED)

School-Related Student Trips Transportation Consent Form

Students are provided a broad range of activities at all grade levels in the District. This may place constraints
on the ability of the District to provide transportation for all activities at all times. There are events/activities
that may require or allow alternative methods of transportation for students. Annually. this form shall be
handed out, completed and returned to the teacher/sponsor/coach to be placed on file in the school.

The District shall provide transportation to events/activities in accordance with Policy 09.36. Students shall
utilize transportation provided by the District. Upon approval of the Superintendent/designee, this request
can be altered to meet identified event/activity needs. At the conclusion of an event/activity, the
teacher/sponsor/coach will have the discretion to allow students to be signed out by the individuals listed
below.

Name of Student: Date of Birth:

Name of School: Grade:

In cases when the District does not provide transportation to events/activities. or when students are allowed to sign-
out at the conclusion of an event/activity, | consent to the following means of transportation for my child (check all
that apply):

O T consent to my child transporting other students.
0O I shall be responsible for transporting my child.
O My child may transport himself'herself.

0O I give permission for my child to be transported by the following individuals:

[ hereby certify that I have made my child aware that he'she can ride to/from any school event/activity with only the
individuals I have listed above. (Initials required)

I affirm that my child will be responsible to adhere to this list of individuals authorized to transport him:her.
(Initials required)

[understand that is my responsibility to complete and submit to the school office any revisions to this list of individuals
my child can ride to/from any school event with. (Initials required)

In consideration of the advantages to my child of participating in school events/activities, and to the extent allowable
by law, I hereby release and hold harmless the Kenton County Board of Education, its members. employees, agents,
representatives and insurers. and the School and its employees and agents. from any liability for bodily injury or death
resulting from said transportation. I sign this release individually and on behalf of my student.

Signature of Parent/Guardian of the Above-Named Student Date

Completed forms shall be kept in the school office for reference by my child and his/her teacher/sponsor/coach. Please
contact the school office to address emergency situations that may require alternate transportation plans.
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Threat Assessment Team Procedures

The following procedures should be used by the school to identity and respond to students
exhibiting behavior that indicates a potential threat to school safety or school security.

IDENTIFICATION OF A POTENTIAL THREAT

The threat assessment team. utilizing available data and exercising reasonable discretion to assess
student behavior. shall identity and respond to students exhibiting behavior that indicates a

potential threat to school safety or school security. The process shall not use a profile of

characteristics to identify a threat. and should-be-ealeulatedte take into consideration behaviors,
statements. or other communications to identify a potential threat to school safety and school
security as follows:

1. Any staff member receiving information indicating a potential threat to school safety and
school security shall notity the school Principal.

(8

The schoot Principal shall notify the District oftice.

Once a threat is reported. school administration shall investigate immediately. The Code
of Conduct and Expected Behavior shall be followed in situations where school discipline
1s warranted.

I

4. 1f a threat to student safety is identified. steps shall be taken to mitigate the threat.

Once a potential threat has been investigated and mitigated by school administration. an initial
threat assessment screener shall be completed within twenty-four (24) hours of the threat. It the
screener determines a full threat assessment should be conducted:

1. Administrator assigns tasks to the members of the threat assessment team.

2. Administrator sets a meeting. within five (5) school days. to convene the threat assessment

team. At this meeting. the team shall review all information collected. assess the level of

the threat. and develop a case management plan for students who are identified as
moderate/high/imminent risk.

Threat assessments shall be reviewed monthly by the threat assessment team and case
management plans adjusted as needed during this monthly meeting.

I

4. All documentation, including the case management plan and follow up. shall be housed in
the threat assessment system.

CREDIBLE THREATS BY STUDENTS

A student who makes a credible threat shall be required to have a threatsafety assessment prior to
returning to school. When requested. this assessment shall be completed by a qualitfied. licensed
mental health provider. The student shall not be allowed to return to school until the assessment is

completed and documentation is provided to school administration. infermationrequested-by-the
scheol—is—provided—to—administration- Parents will be notified of this request by the

Principal/designee and will be documented through the Verification of Emergencv Conference
form and Request for Threat Assessment letter. The school mavskall support the family with
setting-apscheduling an appointment for the assessment if help-is-neededrequested by the family.
School administration/designee shall notify the District office when a threat is credible and a
threatsafety assessment is required.
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(CONTINUED)

Threat Assessment Team Procedures

CREDIBLE THREATS BY STUDENTS (CONTINUED)

A student who makes a credible threat shall be required to have a re-entry meeting upon return to
school. At this meeting, the Re-Entrv Meeting and Plan will be completed, along with the Threat
Assessment Case Management Plan and Student Safetv Plan }-and-a-safety-plan A-student-whe
makes-a-credible-threat-shall - have a-case-management-plan-which outlines safety measures and
supports for the student. This plan shall be reviewed monthly by the threat assessment team. A
student who makes a credible threat shall be required to have a re-entry meeting upon return to
school and a safety plan.
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Threat Assessment Case Management Plan

**To be completed for moderate, hich. imminent levels of threat as indicated in Navigate 360**

Student Information

Student Name: Plan Start Date:

DOB: Date Plan Uploaded [nto Navigate:

School Name and Grade:

Is the student currentlv receiving interventions for SEB? If ves, what tier is the student currentlv in [ ]
Tier 2[ ] Tier 3

Does the student have an IEP?
[ ] Yes [ |No If ves, identifv the area of eligibility:

If ves, does an ARC need to be scheduled to review goals and objectives?
[ ] Yes [ ] No Date for ARC:
Docs the student have a Behavior Intervention Plan?
XYes No
Docs the student have a 5047
] Yes [ ] NoIf ves. identifv the area of eligibility:

Note: Special education staff should be consulted on next steps if the student is receiving special
education services.

Was there a Code of Conduct Violation? [ |[Yes [ [No If ves, what was the violation?

What was the resolution?
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Threat Assessment Case Management Plan

Next Steps: Indicate which items apply to the student

Documents to Complete/Update

Social Supports

Conduct Functional Behavior Assessment (FBA)

Engage in prosocial leadership activities

Develop/Revise Behavioral [ntervention Plan (BIP)

Increasc engagement in school activities

Develop/Revise 504 Plan

Peer Mentor

Special Education Referral

Adult Mentor (Adult Advocate)

Verification of Emergency Conference

Regquest for Threat Assessment

Consent to Share Information

Student Safety Plan

School Supports

Qutside Agency Support

Consider placement adjustments in MTSS

Evaluation — psychiatric/psychological

Change of placement to access more intensive services

Law Enforcement [nvolvement

[ntervention team referral

Cabinet Report

Supports from behavior specialist (consult from SEB)

School Based therapy referral

Consult with Special Education (if applicable)

Monitor grievances and;/or precipitating events

De-escalation training for staff

Additional Next Steps:

Counseling - in school

Change in transportation

**Upload completed document into Navigate 360**Evacant)
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Verification of Emergency Conference

STUDENT: SCHOOL.:
DATE OF CONFERENCE:

Purpose of Conference:

e Suicide Risk Assessment
o Threat Assessment

Todav, vour child made a threat to harm themselves and/or others. In an effort to keep vour student
and all students safe. vou, as the parent/euardian, have been advised of the following:

(I have been advised that mv child has expressed a substantive threat to harm themselves and/or
a threat to harm others

O The suicide risk and/or threat assessment process has been explained to me.

O I have been advised of home safetv and the need for supervision.

O I have been advised to scek an evaluation for mv child within 24 hours
e The tvpe of evaluation needed has been explained to me.
o Suicide Risk Assessment
e Threat Assessment
¢ If I have been asked to get a threat assessment. I have been given documentation
on what the school needs from the mental health provider.
o Mental Health Assessment

O [ have been given a provider list of available community supports.

o If applicable, I have been offered assistance to set up an appointment with a provider.
O I understand that Kenton Countv School District is not financiallv responsible for community-
based evaluation or ireatment.

Parent or Guardian Date
Parent or Guardian Date
School Staff Member & Title Date
School Staff Member & Title Date

FOR STAFF ONLY:

0 Re-entrv meeting date:
Contact Number for Parent/Guardian to Schedule Re Entry Meeting: fvacant)
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Request for Threat Assessment

Date of Letter:

Todav vour child made a serious threat to self and/or others. Based on the investigation and the
circumstances surrounding the threat. the Kenton County School District (KCSD) is requesting a
threat assessment be conducted bv a licensed or certified mental health professional before
returning to in person learning.

The definition of a threat assessment in KCSD is an assessment conducted bv an outside mental
health provider to determine if a student is a danger to self and/or others. This assessment is
completed bv a licensed mental health professional (e.g.. clinical psvchologist, psvchiatrist,
licensed professional clinical counselor, licensed clinical social worker/certified social worker,
etc.). All agencies complete the threat assessment in one session.

The threat assessment must include the following information:

Student’s Name and Date of Birth

o Mental Health Evaluator’s Name and License #

e Office Name and Phone Number

o The date of the assessment

¢ Diagnosis (if applicable)

¢ Modifications/Additions to Medications (if applicable)

¢ Recommendations for the home and school setting

e A specific statement that the student does not present as a danger to others at the time of
the assessment

A written statement from a mental health evaluator. with the above information. must be provided
to the school before the student mayv return to in person learning.

If vour child does not currently work with a mental health provider, vour child’s school can provide
vou with a list of agencies who will complete the assessment. Please note that anv cost associated
with assessment is the responsibilitv of the parent/guardian.

Please contact vour child’s school Administration and/or School Counselor with anv questions or
concerns that vou mav have.

Cvacant)
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Request for Mental Health Assessment

Date of Letter:

Due to concerns about vour child, the Kenton Countv School District (KCSD) is requesting a
mental health assessment be conducted bv a licensed or certified mental health professional.

The definition of a mental health assessment in KCSD is a comprehensive assessment that is
conducted bv_an outside mental health provider that determines a diagnosis and treatment
recommendations. This assessment 1s completed bv a licensed mental health professional (e.g..
clinical psvchologist. psvchiatrist, licensed professional clinical counselor, licensed social worker,
etc.). The assessment includes gathering a variety of information to inform the results (e.g.. familv.
social and developmental history, school records, hospitalization records, etc.). This is an in-depth
evaluation of the student to determine what level of support is needed in and outside of the school
setting. Depending on the agency the student receives a mental health assessment from it mav take
one session or be completed over multiple sessions.

The mental health assessment must include the following information:

o Student’s Name and Date of Birth

o Mental Health Evaluator’s Name and License #

e Office Name and Phone Number

o The date of the assessment

o Diagnosis (if applicable)

o Modifications/Additions to Medications (if applicable)
¢ Recommendations for the home and school setting

A written statement/report from a mental health evaluator. with the above information, must be
provided to the school in order to complete a support plan for the student, which mav include a
safetv plan. re-entrv plan, threat assessment case management plan, etc. The student mav continue
to attend school while the mental health assessment is being completed.

[fvour child does not currently work with a mental health provider, vour child’s school can provide
vou with a list of agencies who will complete the assessment. Please note that anv cost assoclated
with assessment is the responsibilitv of the parent/guardian.

Please contact vour child’s school Administration and.’or School Counselor with anv guestions or
concerns that vou mav have.

(vacant)
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Student Re-Entry Meeting and Plan

Student Name;: Meeting Date:
School: Grade:

Student Concern: Qutside Suicide Assessment Outside Threat Assessment Hospitalization Other

Name of hospital or treatment facility: Dates of Stay:

Has documentation from a completed assessment and/or discharge summary been provided?

No_ Yes

Whalt are the outcomes/recommendations indicated on the discharee summary?

Did the student receive outside educational services (education?)

No  Yes

[f ves. request transcripts from the facility.

Has the KCSD Consent to Share been completed and signed by the parent?

No Yes

Which agencies are included?

CCHMC Cultivate Family Care Counseling Solutions Mebs & Assoc North Key
One Quest Health (CHNK) SUN Behavioral Health Other:

Does the student participate in therapy?

No  Yes, School Based Yes, Other Agency/Outpatient

Agency Name Provider Name

Contact Information of Provider
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Student Re-Entry Meeting and Plan

Does the student have missing assignments or class work?  No  Yes

If ves. indicate below

Course Teacher Missing Plan for make-up work

Assignment(s)

Plans Requiring Review and/or creation:

Plan Type giﬁie,ﬁif Dot R pe i Updates/Changes to
Plan N consider on plan

Student Safety Plan

Required for all re-entry meetings

Special Education:

[EP and/or BIP

504

IHP/Medication Review

Follow-Up meeting to discuss progress and update plan as needed:  Date
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Student Re-Entry Meeting and Plan

The following individuals participated in developing this re-entry plan for the student named above:

Name Signature Role

Completed plans:

**Upload completed document into IC under PLP Documents**

(vacant)
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Student Safety Plan

Student Name: Plan Start Date:

School Name: Grade:

Plan Needed Following: [ ] Suicide/Self-Harm Concern [ Threat Concern [ Elopement Concern
Other:

How manv behavior referrals have occurred within the last 12 months?

How manv Navigate 360 suicide assessment screeners have occurred within the last 12 months?

How manv outside suicide assessments have been completed within the last 12 months?

How manv Navigate 360 threat assessments have occurred within the last 12 months?

How manv outside threat assessments have been completed within the last 12 months?

Is the student currently receiving interventions for SEB? [ Yes [ |No

1f ves. what tier is the student currentlv in? O Tier2 [ Tier3

Does the student need to be considered bv the MTSS team for an intervention? O Yes O No

Does the student have a 5047

O Yes [ 1 No  If ves, what is the medical diagnosis:

Does the student have a Behavior Intervention Plan?

[ 1Yes [ ] No

Does the student have an [EP?
[ 1Yes [ ] No Ifves. identifv the area of eligibility:

Note: Special education staff must be consulted on next steps if the student is receiving special
education services.
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(CONTINUED)
Student Safety Plan

School Safetv Planning

I. Does the student need a modified schedule?

O Yes [ ] No Indicate Details:

(3]

Does the student have anv restrictions?
L] Yes [ ] No  Indicate Details:
3. Does the students’ items need to be searched? (Bv whom. how often. when?)

O Yes[ ] No Indicate Details:

4. Does the student need an adult monitor/ escort for transitions (Bv whom. how often,
when?) O Yes [ ] No Indicate Details:

3, Does the student need a designated staff member to check in with the student
regularlv? O Yes [ ] No

If ves: Assigned Staff Member I'requency of check ins

6. Does the student need monitoring for precipitating events? (i.e. anniversarics, losses,
perceived injustices, etc.)

O Yes [ ] No Indicate Details:

7. Does the student need a desienated Safe Place/Safe Adult on campus? [ ] Yes [ ]
Name of Safe Adult and/or Location of safe place:

8. Do Anv Additional Documents Need to be Created or Obtained, such as:

LJ Release of Information with other agencies 0] Discharge Summarv

[J KCSD Consent to Share L Other

Student Strengths/Interests
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Student Safety Plan

Areas of Needed Support

Targeted Behavior, Triggers. and/or Social Emotional Concemns:

Strateoies/Interventions to Support:

Emergency Assistance Considerations

If a student becomes a danger to self and/or others.

e Call/radio for staff assistance giving the location of the student.

e IHave other students leave the classroom.

e Scan the classroom looking for visible items that could potentiallv be used to endanger
self or others. Calmlv remove these items.

o Block exit doors.

o Use Safe Crisis Management procedures if the student becomes a danger to self or others.
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Student Safety Plan

Student Team Members:

Staff who are directly involved with student and are responsible for following this plan

Name of Staff Member receiving plan Initial/Date when plan was
received

**Upload completed document into IC under PLP Documents**
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Administrative Hearing Form

SUPERINTENDENT/DESIGNEE FOR RECOMMENDED EXPULSION

Student Name Grade

Referring School
Dates of Suspension

Hearing Date Code Violation

Brief Description of Events

If applicable. the bus driver shall be heard at any disciplinary hearing against a student relating. at least in part. to
misconduct that occurred during the operator’s transportation of the student or to misconduct by the student’s
parent or guardian.

SUPERINTENDENT/DESIGNEE

e [s an Administrative Hearing warranted based on the offense? YES NO
e Are Individual Education Plan services provided? YES NO

e Manifestation meeting: Date and

Determination

INDIVIDUALS PRESENT AT HEARING

HEARING DETERMINATION

The student has committed an offense that has or is likely to substantially disrupt the educational process. .
The student has committed an offense that has or is likely to constitute a threat to the safety of students or staff

PLACEMENT DECISION

KRS 158.150 and Board Policy 09.435 authorizes the Superintendent of any school District to place a student into an alternative
program or setting for up to 12 months in lieu of expelling a student, or upon the expiration of a student’s expulsion, if he/she
determined placement of the student in his or her regular school setting is likely to substantially disrupt the educational process or
constitutes a threat to the safety of other students or staff. In cases of Terroristic Threatening the KCSD will exercise this provision
and students will be placed for up tore-less-thawn one (1) calendar year in an alternative placement of Performance-Based Instruction
Jollowed by a-six(6)month transition period of up to six (6) months at the Virtual Learning Center prior to being eligible to returning
1o their home school. Additional conditions may be required on a ease-by-easecase-by-case basis.

Hearing Ofticer Determination: Expulsion Hearing Alternative Placement Other
Placement Type: Performance-Based Instruction (PBI) Virtual
Learning Center (VLC) Other

Jates of Placement

EXPECTED CRITERIA FOR REINSTATEMENT




The following criteria selected must be met in order for the student to exit alternative placement and be
considered for reinstatement. All PBI-placed students will transition to the Virtual Learning Center prior to
being eligible for reinstatement..
( 12 Complete original alternative placement period
Student does not have any Level III or [V Code of Conduct behavior violations
Student does not have any arrests or charges outside of the school setting preventing return to in-
person instruction
Maintain academic growth through Tier 1 curriculum and any Tier 2 or 3 interventions determined
by the Core MTSS Team (Completing and passing assigned tasks)
Complete and submit a substance use screener/assessment and follow provider recommendations
Complete substance use course or assignment (during the alternative placement)

|  STUDENTS 09.435 AP.24
{(CONTINUED)

Administrative Hearing Form

SUPERINTENDENT/DESIGNEE FOR RECOMMENDED EXPULSION

EXPECTED CRITERIA FOR REINSTATEMENT (CONTINUED)

Provide a negative drug test upon request prior to the end of the placement period
Comply with court requirements—Diversion or Disposition: with successful probation and statement
from CDW/DIJ
Safety Assessment with clearance statement from a licensed mental health professional upon request
prior to the end of the placement period
Mental Health Assessment from a licensed mental health professional
Comply with all outside service providers and treatment recommendations (including all behavior
plans, therapeutic recommendations and school directives
Regular mental health counseling or therapy. with monthly progress reports submitted by a licensed
provider
School-based mental health counseling during alternative placement and beyond
Check-ins (academic & SEB) with school admin/counselor/appropriate staff during alternative
placement
Parent/guardian sign a KCSD consent to share with all applicable outside providers
Not to attend or participate in any school or District functions or be on any KCSD grounds during
alternative placement
~ Participate in required District or State testing at the assigned location (as applicable)

Other

VIRTUAL LEARNING CENTER PLACEMENT/TRANSITION
In order to be eligible to return to the home school. students placed in or transitioning to the VLC in person will:

Complete the VLC placement / transition — Dates:

Successtully meet the above criteria

~ Attend regularly with only excused absences




Threat Assessment: Provide a statement from a licensed psychiatrist/psychologist stating that the student

is not a danger to themselves or others AND will not pose a foreseeable threat tor the duration of the

placement. ;
Parent/Guardian Accountability Agreement: Provide a written statement from the parent(s)/guardian(s)
assuming full responsibility for monitoring all social media activity and device access. affirmation that

any access to weapons is strictly restricted with documentation of steps taken to ensure safety. and

written affirmation to physically ensure the student will not possess any weapon in any KCSD building.

campus or grounds.

Prior to the end of the alternative placement and’or the transition period a review of the original offense and the above expectations
will be conducted to determine appropriate transitions and for consideration of reinstatement. Severity of the offense and/or failure to
meet the above criteria may result in a continuation of the student in the administrative placement. Continued plucements may be
extended from five (3) weeks with an additional review to indefinite retention in the current plucement
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Administrative Hearing Form

SUPERINTENDENT/DESIGNEE FOR RECOMMENDED EXPULSION

RETURN TO IN-PERSON INSTRUCTION AT HOME SCHOOL

Prior to returning to your home school. school/District staff will conduct a transition meeting to develop a plan for a
successful return to school. You are expected to cooperate with staff in the development of this plan and abide by the
expectations established. Upon return to home school all students will be under a probationary period which will be
determined at the time of the transition meeting. During this probationary period the student cannot have any Level Il] or
IV Code of Conduct violations.

The following are criteria to be included in the school plan

Transition to an in-school alternative placement
Placement to be determined during the transition meeting
~ School-based mental health counseling during probationary period and beyond
~ Check-ins (academic & SEB) with school admin/counselor/appropriate staft during probationary period
MTSS interventions as determined by the Core MTSS Team
Submit to physical searches upon entry to campus
Other

COMMUNICATION TO PARENT/GUARDIAN:

‘he decision of the Superintendent/Designee is tinal. The parent(s)/guardian(s) of the student have the right to
appeal the decision to the Board of Education by requesting an Expulsion Hearing within 10 days of being
notitfied of this decision. This request must be made in writing to the Superintendent/Hearing Ofticer.

ACKNOWLEDGEMENT OF EXPECTATIONS

Parent/Guardian Student School Administrator

Superintendent Designee/Hearing Officer Date
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Travel Authorization Request

Employee Name:

School/Department:

Group sponsoring professional event:

Type of meeting or purpose of event:

Meeting attendance dates: thru
1. Estimate all travel expenses, including those paid
by Purchase Order. Dates you will travel: and

2. Have your supervisor and grant administrator
approve this form.

3. Send this form to Superintendent/Designee for
approval prior to travel.

4. Complete actual milcage & expenses after travel .

If actual travel is over three (3) days, use additional pages.

Location of your meeting:

Other emplovees traveling with you:

Datc: Date: Date:

Estimate Actual Estimate Actual Estimate Actual

Substitute Needed: Mileage per/day

Mileage Cost
Meal rate reimbursement
during travel status 6:30-9:00am Breakfast 512.00 $ S $ S $ $
requires overnight stay.
Meals provided at event . . -

. . 11:00-2:00pm | Lunch $15.00 $ $ $ S $ h)

arc not reimbursed. High-
rate area meal rates
reimbursement paid per
policy. 5:00-9:00pm | Dinner $23.00 $ $ h) S ) $
Check the box to the right if this expense Airline Tickets $ $ $ $ 5 5
will be paid with a District PO and the ,
employec will not be reimbursed. Lodging $ $ § $ $ $
Receipts are required. Registration Fee h) $ $ $ $ )

Taxi/Uber/Tolls/

Pkg $ $ $ $ 3

Account Charged:  Org

Funding source: #

Object # Project #

PRIOR TO TRAVEL Approval of all estimated expenses for this trip

AFTER TRAVEL Approval of actual expense to be reimbursed to employee

Total Estimate:

Supervisor's Signature: Date

Grant Admin’s Signature:  Date

Total expenses paid by employee = reimbursement :

(Attach receipts if applicable)

Employee Signature: Date

SupervisorEinance-

Supt/Designee Signature  Dates

Dept Verification: $

If approved, this form will be returned to you so you can use it to request
reimbursement of actual expenses paid after your travel.

Requests for reimbursement of the actual expenses you paid must be submitted to the
Accounts Payable dept. no later than sixty (60) days after the date of travel.

Incomplete forms will be returned, which could delay approval and/or reimbursement. Page

Reimbursement will occur after final Board approval on the next scheduled paycheck.

Page 1 of 1




DRAFT

FISCAL MANAGEMENT 04.31 AP.1

Authority to Encumber and Expend funds

SCHOOL PURCHASING

1.

o

(O8]

10.

Funds for expenditures authorized by the approved budget are to be made available to
each Principal and School Council who will advise staff of the available appropriation.

Principal/School Council shall budget the allocations available to the school. Purchases
made from these allocations shall be authorized on District requisition forms.

Requisitions _forms are to be completed by the department head or teacher and sent to the
Principal/designee for approval.

If the requisition is approved by the Principal/designee, it is then forwarded to the
school’s financial secretary or the appropriate Central Office personnel to enter into the
District’s financial software as a requisition.

The requisition is reviewed at the Central Office to ensure compliance with KRS 45A.
Once compliance has been verified the requisition is converted into a board purchase
order.

If approvedUnless-otherwise-speeified, the order is placed, copies of the purchase order

shall be forwarded to the vendor, the accounts payable office. and to the secretary of the
school that initiated the purchase.

When the order arrives. the school secretary verifies the items received against the items
listed on the purchase order and vendor invoice, makes notations of any discrepancies
on the purchase order copy. and forwards the notated purchase order copy and approved

invoicc-alens-with-any-apphecable-packing-shps to the accounts payable department for
pavmeni-to-be-matehed-asainst-the invetee.

The District Finance Officer clears the invoice for payment and charges the expenditure
to the appropriate school account. The Superintendent/designee shall send a budget
update to each school at least once each quarter.

All requisitions for the current fiscal year must be approved by the Principal/designee
and entered into the District’s financial software or delivered to the Purchasing

Department by June 1ApsH36.

All invoices for the current fiscal year must be presented to the Finance Department
designee by as soon as possible.

Page 1 of 2
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(CONTINUED)

Authority to Encumber and Expend Funds

DISTRICT PURCHASING

1. Expenditures authorized in the approved budget are made available to authorized Central
Oftice personnel who make purchases.

2. Requisitions_forms shall be completed and sent to the Superintendent/designee for

review_and approval to ensure compliance with KRS 45A-prier-te-appreval.
23.If the requisition form is approved by the Superintendent/designee, it is then forwarded

to the appropriate Central Office personnel to enter into the District’s financial software
as a requisition.

3-4.0nce_the approved requisition and compliance has been verified_by the Purchasing
Department, the requisition is converted into a Board purchase order.

4.5.1f approved, the order is placed, copies of the purchase order are distributed, as
appropriate, and a record of the purchase is completed.

5.6.When the order arrives, the employee that initiated the request verifies the items received

against the items listed on the purchase order and vendor invoice, makes notations of

any discrepancies on the purchase order copy. and forwards the notated purchase order

copy_and approved invoice-along-with-any—applicable-paeking—shps to the accounts
payable department for pavment-te-be-matched-against-the-inveiee.

6-7.The District Finance Officer/designee clears the invoice for payment and charges the
expenditure to the appropriate school account.

entered into the District’s financial software or delivered to the Purchasing Department
by June 1Apri30.

8-9.All invoices for the current fiscal year must be presented to the Finance Department
designee by as soon as possible.

Page 2 of 2
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FISCAL MANAGEMENT 04.7 AP.2

Fixed/Capital Assets

l. WHO 1S RESPONSIBLE?

A.

C.

Management personnel (i.e. Principals and department managers) are accountable
for assets/equipment within their immediate area of responsibility. This
accountability is inherent to the position. Accountability includes inventory control
and maintenance of all equipment in their immediate area of responsibility.

Responsibility lies with every individual utilizing District assets/equipment for the
performance of his/her duties.

All personnel are responsible to adhere to the following procedures in the
procurement. movement. and disposition of all District equipment.

1. FIXED ASSETS

A.

Page | of 7

Definition: This property is governed by audit requirements associated with
control. accounting. and disposal. A fixed asset is defined as—real property costing
$5.000 or more (and all workstations. laptops and monitors previously capitalized)
and has a useful life of more than one (1) year and theft-sensitive items that may be
identified by the Superintendent/designecBeard.

Acquisition of Assets

1. All fixed assets will be purchased using the purchase order system. Object
codes relative to fixed assets are 07XX series. PropertvMaterial will be
shipped to and received at the appropriate location._Acquisitions that
involve a trade-in will be communicated to the Finance Asset Team for
proper recording.

]

Exceptions to the above procedures are those fixed assets received by
donation (gifts) from organizations or private individuals. The Principal or
department manager will report these assets in writing to the -Ceerdinator
tagged. and included on the appropriate inventory. If necessary. a fixed asset
tag will be delivered to a location and affixed to the property. The
correspondence will include item description, make, model. serial number.
and estimated cost. (use form KCBE-FA3.)

Receiving Fixed Assets

1. A copy of all purchase orders will be forwarded to the appropriate receiving
location for action. When a fixed asset arrives at the location the following
steps will be accomplished:

a) Packing Slip will be matched to a copy of appropriate purchase
order.

b) Asset(s) will be opened and verified for quantity and condition.

c) A copy of the purchase order and invoice will be signed, verified,

dated. and forwarded to Central Office Accounts Payable for
payment processing.
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(CONTINUED)
Fixed Assets

surchaseo : om-the-AccountsPayable Office. The
Finance Asset Teamxed-Assets-Ceordinator will go to the receiving site and
atfix a bar code and record appropriate information, i.e. serial number. etc.
Once completed the appropriate suspense record in the fixed asset system
will be updated and posted All technology fixed assetseemputerequipment
will be centrally received by the technology department and delivered to the
appropriate site with bar code sticker atfixed and all information recorded.
When purchasing a fixed asset item through the school activity account,

forward a copy of the purchase order and invoice showing the date received
and notated “Fixed Asset”. to the Coerdinaterof Financexed Assets Team.

Fixed Assets Transaction: Administrative Services will not delete. add or adjust
without written proof/explanation._Capital assets transferred between locations

need to be communicated in writing to the Iinance Asset Team.

3.1

Disposal_or Trade-In: location personnel WILL NOT dispose of fixed
assets. All property will be returned/picked up by District personnel ONLY
for disposal. Any property that is disposed of without following procedures
will be in direct violation of District Policy. See Policy 08.4 for disposition

of school propertyv.Eixed-assets-will- be-dispesed-ofin-one-of the-following
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(CONTINUED)

Fixed Assets

. INVENTORY PROCEDURES

A. Inventory validation will occur at every location every vear. Annually inventory
reports will be distributed. Each location will receive two (2) copies of its master
inventorv list. Each responsible individual—i.e., school Principals and department
managers. will have 30 days to complete their inventory validation.-Each-leeation
will-receive—two—{(2)copies—efis—master—inventery= Upon completion of the
validation the responsible individual will annotate changes. sign. date. and return
one (1) copy of their inventory to the Financexed Asset TcamCeerdinater. No

adjustments to fixed asset records will be accomplished without supporting
documentation.

€B. Inventory verification will be accomplished every three (3) years on all fixed assets
by-Ceerdinater-of Financexed Assets Team. Results of these inventories will be

reconciled. coordinated. and reported as required by the Finance Officer.

Page 3 of 7
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Fixed Asset Donation Form

04.7 AP.2

(CONTINUED)

KCBE-FA3
Action
(Bar Date of Make or Value at Date of
Code) Gift Description Manufacturer Acquisition Scrial Number Location

Donor’s Name:

Address:

Reason for Donation;

Accepted by Superintendent/Designee:

Page 6 of 7
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DRAFT

FISCAL MANAGEMENT 04.8 AP.1
Disposal of Surplus School PropertvEquipment-and Material

School propertyv to be disposed of must go through the surplus process defined in policv 04.8 -
Disposal of School Property. Surplus property is generated primarily through the normal use of
property_or the procurement of replacement materials. Instead of storing the propertv for an
indefinite period, the District should move forward with a declaration and disposal process for the
surplus property. In addition, inventory must be recorded on a declared surplus form and removed
from the inventorv records when lost or missing.

Surplus or excess personal property as described in this section may be transferred, with or without
compensation, to another governmental agency or it may be sold at public auction or by sealed
bids in accordance with KRS 45A.365.

In the event that the District receives no bids for surplus or excess personal property, either at
public auction or by sealed bid, such property may be disposed of, consistent with the public
interest, in any manner deemed appropriate by the District. In such instances, a written description
of the property, the method of disposal. and the amount of compensation, if any, shall be made.

Any compensation resulting from the disposal of surplus or excess personal property shall be
transferred to the general fund of the local public agency.

TO DECLARE PROPERTY AS SURPLUS:

1) Complete the Surplus Form

a) The Surplus Request Form can be found on the KCSD website under
“Departments”, then “Purchasing”. then “Surplus Request Form”

b) All requested information on the Surplus Request Form must be filled in properly.
otherwise the item will not be added to the surplus list presented to the Board for
surplus consideration and approval

¢) DO NOT remove an Asset Tag from the item, if present. This will be handled by the
Purchasing and Finance departments.

2) Complete a work order to have surplus items moved to the building’s designated District
assigned storage facility

a) List the specific location within the building where the surplus item(s) will be found

b) Label each item with the word “SURPLUS?” to clearly identifv the item to be moved
out of the building

Page 1 of 2




FISCAL MANAGEMENT 04.8 AP.1
(CONTINUED)

Disposal of Surplus School PropertyEquipmentand Material

HAZARDOUS PROPERTY

Items not suitable for sale or transfer that are considered “hazardous”. must be disposed of in
accordance with state. federal and waste management laws and reculations. Contact the Purchasing
Department for the following hazardous wasle items:

Fluorescent Light Bulb 4° T-8, Fluorescent Light Bulb 4’ T-12. Incandescent Light,
Compact Fluorescents, Magnetic Ballast (2-4 tube), Electronic Ballast (2-4 tube). P/I. & U
Shaped, HID 400 watts and under, ITID over 400 watts. Alkaline Batteries. I.ead Acid
Batteries. Wet Nickel Cadmium Batteries. Mercury 60z up to 160z, CPU’s (Towers &
Desktops), Laptops. Hard Drives. CRT’s (TV’s & Monitors). Monitors/TV’s (LCD or
LED). Printers — Inkjet and LaserJet, and Copiers

The District will tvpicallv have two surplus auctions per fiscal vear (fall and spring). The
Purchasing Department will send out a reminder of an upcoming surplus auction.
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FISCAL MANAGEMENT 04.8 AP.21

Fixed Asset Transfer/Disposal Form
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SCHOOL FACILITIES

Daily-Plaveround Inspection Form

Site Name:

Inspector Name:

Date: Start/Finish Time: /

Repairer Name:

Date: Start/Finish Time: /

1 = Okay

O = Supervisor Notified and Work Order Written =~ X = Corrective Action Complete

Use the following codes:
2 = Needs Maintenance 3 = Request for Repair

General Inspection Items

Inspection Comments Repair Comments

Vandalism: Damage, graffiti, glass,
trash, etc.

Loose or missing hardware

Chains (kinked, twisted, broken)

Components Secure (no loosening)

Swing Seats (cut, cracked, missing)

Wood (rotten, cracked. missing)

Remove foreign objects (ropes,
chains, wood, etc.)

Sweep walkways, platforms, steps

Footers (concrete) exposed

Standing Water

Objects in surfacing material

Rake loose surfacing material level

(in inches)

Need Surfacing Material For Under:

Swings

Climbers

Sliding Pole

Slide

Other

Note: If repairs are requested, place the piece of equipment or area out of service until repairs are complete.

Wood mulch depth levels are required to be between 9”-12”. Rubber Mulch depth levels are required to be between

107-127,

For Official Use Only
Approved by: Date:
Reviewed by: Date:

Use back of form for additional comments. Report all vandalism to building principal and/or your maintenance

supervisor.
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STUDENTS 09.33 AP.1

Fundraising Project Summary and Funding Agreement

REVENUEAMOLNT- %-OF % OFREVENUE

PER-SPONSORPER- REVENEE TO-SIDE-

¥EAR TO-KES EFFECTS
Any-amount-up-to-$100 50% 50%
$101—-$1000 85% 45%
$1061—516,000 60% 40%
$10,001-550,000 F0% 30%
$50,001—5100,000 90% 1%
$180.001-und-up 98% 2%

Date:
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