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Introduction

Welcome

Welcome to Foithomas Schools.

The purpose of the handbook is to acquaint you with general policies and
procedures of thEort Thomadndependent Schools that govern and affect
your employment and to outline the benefits available to you as a certified
employee of the District.

Because this handbook is a general source of information, it is not intended to
be, and should not be intetprkas, a contract. Itrist an alencompassing
document and may not cover every possible situation or unusual circumstance.
If a conflict exists between information in this handbook and Board policy or
administrative procedures, the policies and preseghvern.

Some policies refer to specific forms that are availableFartthiéhomas
Administrative ProceduresManuall t i s t he empl oyeeds
the actual policies and/or administrative procedures for further information.
Compleg copies of those documentsauailable at the Central Office, in the
Principal ds office and on the Distr
available on |ine via the District:
http://policy.ksba.or/f05/. Anyemployee is free to review official policies and
procedures and is expected to be familiar with those related to his/her job
responsibilitieEmployees anduglents who fail to comply with Board policies

may be subject to disciplinary actibs.

School council policies, which are also available from the Principal, may also
apply in some instanc@x4241

In this handbookbolded policy codes indicate relateBoard of Education
policies. If an employee has questions, s/he should contact his/her immediate
supervisor or any Central Office administrator.
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GENERAL TERMS OF EMPLOYMENT

District Mission

Rich in tradition and focused on the futtlie, Fort Thomas Independent
School Districprovides engaging and challenging learning experiences which
foster creativity, curiosity and innovation, while inspiring all students to pursue
lifelong learning and become productive members of the global community.

Future Policy Changes

Although everyfort will be made to update the handbook on a timely basis,
the Fort Thomasindependent Schools reserve the right, and has the sole
discretion, to change any policies, procedures, benefits, and terms of
employment without notice, consultation, or pulblicaéxcept as may be
required by contractual agreements and law. The District reserves the right, and
has the sole discretion, to modify or change any portion of this handbook at any
time.




GENERAL TERMS OF EMPLOYMENT

Central Office Organizational Chart

Central Office Organizational Chart

Superintendent Brian Robinson

IS

* Ad Hoc Issues * Policy Development
Administrative Assistant Peggie Hughes

* Lssre Planning

* Vision/ Mission

s us
* Human Resources ® Public Relations/ Communications

Human Resources Coordinator Alesha Meyn

Pegeie. Hughes(@fortthomas kyschools.us Alesha Meyn@fortthomas kyschools.us
Director of Pupil Personnel Mark Goetz
Mark Goetz@fortthomas kyschools.us
Student Services Team

Assistant Superintendent Jamee Flaherty

amee.Flaherty@fortthomas kyschools.us

Attendance * Migrant/Homeless * ESL
Section 504 ¢ ESS Home Schooling * Afterschool Programs
Summer Enrichment ¢ Gifted Education ¢ Compliance Issues
Title I/Title IIT/Title V/Title VII/Title IX
School Health ¢ Perkins Funde Safe Schools

Administrative Assistant Janine Sharp

anine.Sha fortthomas.kyschools.us

Director of Special Education Sommer Rosa

Sommer Rosa@fortthomas kyschools.us
Special Education * Preschool Education * At-Risk Programs * Alternative Schools

School Psychologist Patrick Richardso
atrick Ri fort! s kys S

Testing * Evaluation ¢ Intervention Programs

Director of Transportation Jon Stratton

on Stratton@fortthomas kyschools.us

Food Services Director Gina Sawma

JINa. L S.us

Teaching and Learning Team
Assistant Superintendent Keith Faust
Keith Faust@fortthomas kyschools.us

Assessment * Teacher Evaluation ¢ Curriculum Development
Title II/Title IV * Comprehensive Planning * SBDM
Cognia Accreditation * Professional Development
Textbooks /Instructional Matenals

Administrative Assistant Sally Race
Sally Race@fortthomas kyschools.us

Director of Technology and Information Jody Johnson
” " g
District Website * Instructional Technology * Technology Program/Plan
Administrative Assistant Kathy Eaton
Kathy.Eaton@fortthomas kyschools.us

v

Network Administrator Kevin Hester
Computer Technicians

Andrew Martin * Andrew Martin@fortthomas kyschools.us
Christopher Martin » Christopher.Martin(@ fortthomas kyschools.us

— = AdI55

Business and Operations Team
Director of Operations Jerry Wissman
erry Wissman(@fortthomas kyschools.us

Maintenance * Facilities * Facilities Rental
* Property Insurance
Workers” Compensation * Student Acaident Insurance

Administrative Assistant Kathy Eaton

s

Digital Leaming Coaches
Brian Mercer * Brian Mercer(@fortthornas kyschools.us
Heidi Neltner * Heidi.Neltner@fortthomas kyschools.us

Mas T" 1
Tom Nonno * TomNonno@fortthomas kyschools us
Barry Petracco * Barry. Petracco@fortthomas kyschools.us

HVAC Technician
Michael Cummins * Michael Cummins(@fortthomas kyschools us

Finance Team
Director of Finance Andy Remlinger
L f a8

Payroll/Benefits Officer Mary Tumer

Rl

Accounts Payable Officer Aimee Harms
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2022-2023 School Year Calendar

FORT THOMAS INDEPENDENT SCHOOLS
2022 -23 SCHOOL CALENDAR — Revised 3/21/2022
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Section

General Terms of
Employment

Equal Opportunity Employment

As required by Title 1X, the District does not discriminate on the basis of sex regarding admission
to the District or in the educational programs or activities operated by the District. Inquiries
regarding Title 1X Sexual Harassment may be referred to the District Title IX Coordinator
(TIXC), the Assistant Secretary for Civil Rights, or both.

Fort Thomasindependent Schools is an Equal Opportunity Empltyemistrict does not
discriminate on the basis of race, color, religiofinskxing sexual orientation or gender
identity) genetic information, national or ethnic origin, political affiliaii@, disabling
condition, or limitations related to pregnancy, childbirth, or related medical conditions.

Reasonable accommodation for individuals with disabilities or limitations related to pregnancy,
childbirth, or related medical conditions witirbgided as required by law.

If considerations of sex, age or disability have a bona fide relationship to the unique requirement:
of a particular job or if there are federal or state legal requirements that apply, then sex, age C
disability may be takeria account as a bona fide occupational qualification, provided such
consideration is consistent with governing law.

If you have questions concerning District compliance with state and federal equal opportunity
employment laws, contdaeimee Flahery tre Central Office3.113

Harassment/Discrimination/Title IX Sexual Harassment

Fort Thomasindependent Schools intend that employees have a safe and orderly work
environment in which to do their jobs. Therefore, the Board does not condone and will not
tolerate harassmentafdiscrimination agairestiployees, students, or visitors to the school or
District, any act prohibited by Board policy that disrupts the workopl#oe educational
processind/or keeps employees from doing their jobs.




GENERAL TERMS OF EMPLOYMENT

(Harassment/Discrimination/Title IX Sexual Harassment -
continued)

Any employee who believes that he or she, or any other employee, student, or visitor to the schoc
or District, is being or has been subjected to harassment or discrimination shalhiattey th

to the attention of his/her Principal/i ml
Coordinator as required by Board policy. The District will investigate any such concerns promptly
and confidentially.

No employee will be subject to amy of reprisal or retaliation for having made a-fgathd
complaint under this policy. For complete information concdrnmg@ Di str i ct 0 s
prohibiting harassment/discrimination, assistance in reporting and responding to alleged
incidents, anexanp | es of prohi bited behaviors, empl
and related proceduré%162

The following have been designated to handle inquiries regarding nondiscrimination under Title
IX and Section 504 of the Rehabilitation Act &731 and Title IX Sexual
Harassment/Discriminatioéi.1

Title IX Coordinator (TIXC): Jamee Flaherty

Office Address: 28 N. Fort Thomas Ave., Fort Thomas, KY 41075
Office Email: Jamee.flaherty@fthromas.kyschools.us

Office Phone: 859.815.2011

504 Coordinator: Jamee Flaherty

Office Address: 28 N. Fort Thomas Ave., Fort Thomas, KY 41075
Office Email: Jamee.flaherty@fortthomas.kyschools.us

Office Phone: 859.815.2011

Any person may report sex discrimination, including sexual harassment (whether or not the
person reporting is the person alleged to be the victim of conduct that could constitute sex
discrimination or sexual harassment), impgoy mail, by telephone, or by electronic mail,
using the contact information listed for the TIXC, or by any other means that results in the
TI XC receiving the persond6s verbal or wri
(including during nehusiness hours) by using the telephone number or electronic mail
address, or by mail to the office address, listed for the 0DL4Z3111

Title IX Sexual Harassment Grievance Procedures are located on the District Website.

Employees wishing to initiate a complaint concerning discrimination in the delivery of
benefits or services in the Districtds s
or mail a written complaint to the U.S. Department of Agriculture, Di@tfiog of
Adjudication, 1400 Independence Avenue, S.W., Washington D.QA2@R5§ email,
program.intake@usda.gov

http://www.ascr.usdaay/complaint_filing cust.html

07.1
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GENERAL TERMS OF EMPLOYMENT

Except for noncontracted substitute teacladirsertified personnel are required to sign a
written contract with the District.

A list of all District job openings is available at the Central Office and ofritter®Is site.

For further information on hiring of certified personnel, refer to pality

Criminal Background Check and Testing

New certified hires and student teachers assigned within the Disthalsash a state and

a federal criminal history background chadka lette(CA/N check)from the Cabinet for
Health and Family Services documenting the indokigisahot have an administrative finding
of child abuse or neglect in records maintainee Batiinet.

An employee shall report to the Superintendent if the employee has been found by the Cabine
for Health and Family Services to have abused or neglected a child, and if the employee ha
waived the right to appeal such a substantiated findimeg fording has been upheld upon
appealo3.11

Link to DPR156 Central Registry Check and more information on the required CA/N

check:

http://manuals.sp.chfs.ky.gov/chapter30/33/Pages/3013RequestfromthePublicfor CANChecksandCentralRegistryChec
ks.aspx

Medical Examinations

All newly employed certified personnel, including substitute teachers, shall present
documentation of medicakxamination performed by a licensed physician, physician assistant
(PA), or advanced registered nurse practitioner or by a licensed medical practitioner of the
empl oyeeds choice. Medi c al e xlay periad prioit@ n's [
initial employment will be acceptddless otherwise provided in Board pdheycosof the

medical examinationust be borne by the employee.

The initial medical examination shall include a risk assessment for tuberculosis as required b
Kentucky Adminisative Regulation. Individual identified by that assessment as being at high
risk for TB shall be required to undergo a tuberculin skirortestblood test for
Mycobacterium tuberculosis (BAMSE)required by 702 KAR 001:18011

10
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GENERAL TERMS OF EMPLOYMENT

Personnel Records

One(1) master personnel file is maintained in the Central Office for each employee. Employees
may inspect their personnel fildge Principal/supervisor may maintain a personnel folder for
each person under his/her supervigonployees may inspect their personnebilés.

Retention of Recordings

Employees shall comply with the statutory requirement that school officials are to retain any
digital, video, or audio recording as required byt léiv.

Certification

It shall be the responsibility of the employee to see that the required certification is on file in the
Central Office and is kept current at all tiaded2

Transfer of Tenure

All teachers who have attained contidamgract status from another Kemiudistrict serve
a one (year probationary period before being considered for cortionirart status in the
District.03.115

Tenure/continuingontract status will be granted when a currently employed teacher is
reemployed by the Superintendent tifteemployee has taught four (4) consecutive years in the
District, or has taught four (4) years that fall within a period not to exceed six (6) years in the
District, the year of present employment included.

Job Responsibilities

Every certified employeeassigned an immediate supervisor. All employees receive a copy of
their job description and responsibilities for review. Immediate supervisors may assign other
duties as needed. Employees should ask their supervisor if they have questions negarding the
assigned duties and/or responsibilaBetl, 03.132

All employees are expected to use sound judgment in the performance of their duties and
take reasonable and commonly accepted measures to protect the health, safety, and wel
being of others, as Wak District property. In addition, employees shall cooperate fully
with all investigations conducted by the District as authorized by policptiaw.

Certified Employees: All teachers in the District shall review records of assigned students
to deermine whether an IEP or 504 plan is in place.

11



GENERAL TERMS OF EMPLOYMENT

Confidentiality

In certain circumstances employats e cei ve confi denti al i nfor
e mp !l oy e e addcatiomabdcouct eetords. Employees are required to keep student and
personnel information in the strictest confidence and are legally prohibited from passing
confidential information along to any unauthorized indiviiuployees with whom juvenile

court information is shared as permitted by law shall be asked sgmeatstadicating they
understand the information is to be held in strictest confidence.

Employees shall follow Policy 09.14 and related procedures concerning release of student recor
information.

Except as noted in Policy 09.14 or as otherwise permnjitead, mployees may only share
confidential, personally identifiable student record information with the following:

1 The student;
9 The studentds parent/ guardian; or

1 Other individuals witha legitimate educational inteigfthere are questions concerning
such requests, certified employees are to confirm with the Principal/designee concerning
any requests they receive regarding release of student record information.)

This shall include information transmitted by the substitute by any means, includitigroral,
or electronic. Examples of protected i nfc«
grades, disciplinary or attendance records, and health/medical information.

Access to be Limited

Employees may only access student record informatwinicim they have a legitimate
educational intere88.111/09.14/09.213/09.43

Both federal law and Board policy prohibit employees from making unauthorized disclosure, use
or dissemination of personal information regarding minors over the I98e323t.

Information Security Breach

Information security breaches shall be handled in accordance with KRS 61.931, KRS 61.932, an
KRS 61.933 including, but not limited to, investigations and notifications.

Within seventiwo (72) hours of the discovery or naitfan of a security breach, the District
shall notify the Commissioner of the Kentucky State Police, the Auditor of Public Accounts, the
Attorney General, and the Education Commiss{ier.

12
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Course of Study/Syllabus Requirement

The Superintendent shadlvelop and disseminate to the sclaoalsriculum guide that reflects

t he D icaurserof stutdydgrimary schodhrough twelfth grade and that will include
minimum statutory and regulatory requirements and additional requirements as gpecified by
Board.Each school council may adopt the curriculum guide for implementation, or the school
may design its own curriculum guide, provided it is aligned with the Kentucky Program of Studies
and the Core Content for assessment. If the school chadesigtiats own curriculum guide,

the Principal shall provide a copy to the Central Office each year.

Teachers at all levels (preschool through adult education) shall develop a syllabus for each cour:
grade/level or subject (single and/or interdisciplinega) they teach to communicate to
students and parents the following information:

1. Prerequisites for the course
Topics to be covered

Order of material to be covered
Resources to be used

Planned testing points

o g b~ W N

Performance standards and expectations

Eachear teachers shalll di stribute a curre
parents/guardians.

The Principal/designee shall make pertinent student achievement data available to each teach
and, in keeping with policies set by the council, mitv@tprocess of reviewing and updating
syllabi in response to such dgal

Teacher-Parent Communications

To demonstrate the pbdustiteschoolode contmunications, me n t
teachers are expected to respond to requests from parerise/ieafib,-mail messages, and
written requests withiiorty-eight (48hours of receipt of the messamgdess extraordinary
circumstances prevéfithe message is received on Friday or the day before a break in the school
calendar, every reasonafitat shall be made to respond that day, but certainly no later than the
next school day.

Grading

Teachers shall maintain detailed, systematic records of the achievement of eddmestudent.
grading standards established in Board policy shall be félletueidnt's grade shall not be
lowered as a disciplinary aci8r221

13



GENERAL TERMS OF EMPLOYMENT

(Grading - continued)

Teachers will maintain tbemputerized grade book and grade reporting program to report
student progress to parents. Grades should be updated weekly.

Becausthere occasionally may be a question about the basis for a grade, unless a test is under ¢
outstanding request to inspect or review under FERPA, teachers shall retain semester tests ar
finals for thirty (30) calendar days following the end of the seltesteshall retain all eoid

unit and grading period tests for thirty (30) calendar days following the date a graded test is
returned to the entire class.

Exceptions:

1 Teachers may maintain tests for a longer period than required by this policy and shall
maintain such records as long as may be required by the student's IEP or 504 plan.

1 Teachers are not required to maintain copies of tests that are returned for students to
keep.

Supervision Responsibilities

While at school or during schaglhted or schdsponsored activities, students must be under

the supervision of a qualified adult at all times. All District employees are required to assist in
providing appropriate supervision and correction of stugliemigyees shall not send students

on errands dkchool property9.221

Employees are expected to take reasonable and prudent action in situations involving studen
welfare and safety, including following District policy requirements for intervening and reporting
to the Principal or to their immediatgpervisor those situations that threaten, harass, or
endanger the safety of students, other staff members, or visitors to the school or District. Such
instances shall include, but are not limited to, bullying or hazing of students and
harassment/discrimation of staff, students or visitors by any party.

The Student Discipline Code shall specify to whom reports of alleged instances of bullying shal
be made3.162/09.422/ 09.42811

In fulfilling their supervision responsibilities, teachers are requestbrtze the Student
Discipline Code adopted by the Board of Education and discipline policies adopted by the school
council 09.43/09.438

Bullying

"Bullying" is defined as any unwanted verbal, physical, or social behavior among students tha
involves a @ or perceived power imbalance and is repeated or has the potential to be repeated:

1. That occurs on school premises, on sspoakored transportation, or at a sehool
sponsored event; or

2. That disrupts the education pro@9s22

14



GENERAL TERMS OF EMPLOYMENT

School-Related Student Trips

The Board encourages schietdted trips that are of significant educational value. Such trips are

to be an extension of the regular classroom work and an integral part of the educational program
Schootelated student trips shall includéip8, excursions and events under the sponsorship

of the school, including those during which a student represents the District.

Prior approval of the Princifigsigneds required for all trip&ny trip falling outside
designated categories set ouBaard policy shall require prior approval of both the
Principal and Superintendent. Because of safety and liability concerns, it is imperative that
trip sponsorsreview andcomply with Board policy and applicable administrative
procedures.

Adults who volutarily contribute their time to serve as chaperones on field trips shall be
under the direct supervision of school personnel assigned to the activity. Chaperones must
be at least twentne (21) years old and those volunteering to assist with supeamwision f
trips shall attend training designated by the Superintendent prior to serving as a chaperone

Parents are to be informed of the nature of the trip, the approximate departure and return times,
means of transportation, and any other relevant information. Parents rpust giviéen
approval for students to participate in sebppahsored trips.

Prior to the student's or group's departure, the téamah/sponsorsupervising the trip shall

file written parental permission slips with the Principal. The teacher also shall provide the
Principal with a listing of participating students and a cthygyaimplete itinerary, including

times and destinations.

On all trips, the teacher/coach/sponsor shall take a student roster that includes the names of alll
students, emergency contact information, and pertinent medical information. Athletics, teams,
clubs and organizations that havegomg events shall have one permission form on file that is
obtained annuall§9.36

Hours of Duty

Certified employees are not allowed to leave their job assignments during duty hours without the
express permission of their immediate supervisor.

Teachers shall be on daty later than fifteen (15) minutes before students are scheduled to
arrive and sliaemain in the building at least fifteen (15) minutes after the dismissal time for
students. For complete information, refer to peBdp32

Employees shall attend meetings called by the Superintendent, building Principals, Supervisot
or their desigges. Absence from staff meetings must have approval of the administrator who
called the meetingg.1335

15



GENERAL TERMS OF EMPLOYMENT

Planning

Teachers shall devote their planning periods to the following activities:

Planning for the instructional program;
Conferring with parentsudents, administrators, and supervisors;
Studying and maintaining student records; and

H w DR

Other duties deemed appropriate by the Prirdsga
Salaries and Payroll Distribution

Payroll will béssued according to a schedule approved annuallfBbgrtthAt the end of the
school year, employees who have completed their duties may request to be paid their remainin
salary before the end of the fiscal year (Ju6a.B0).

Salaries for certified personnel are based on &alaglescheduleflectingheschool term as
approved by the Board in keeping with statutory require@amisensation fadditional days
ofempl oyment i s prorated on the employeeds

Determination of and changes to certified
compliance with Policy 03.121. No later than-fleety(45) days before the first student
attendance day of ea@ar or June 15whichever comes firtlie Supéntendent will notify

certified personnel of the best estimate of their salary for the coming year.

The salary schedule shall include provisions for teachers who qualify for the following ranks:

Rank IV- Teachers holding emergency certificates and vehoietysix (96) to one hundred
twentyeight (128) semester hours of approved college training or the equivalent.

Rank IVA- Teachers holding emergency certificates who have an approved four (4) year college
degree, or a teaching certificate from arstiter and who are teaching in their field.

Rank lll- Teachers holding regular certificates and who have an approved four (4) year college
degree or the equivalent.

Rank IlIA- Teachers with a Bachelor's Degree or its equivalent, plus fifteen (15) semester hours
or more of graduate work.

Rank IlI- Teachers holding regular certificates and who have a master's degree in a subject fiels
approved by the Education Professional StisBaard or equivalent continuing education.

Rank 1I1Ad Teachers with a Master's Degree or its equivalent, plus fifteen (15) semester hours or
more of graduate wagrkr the successful completion of two (2) of the four (4) required
components of NationabBrd Certification leading to a Rank | certificate
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GENERAL TERMS OF EMPLOYMENT

(Salaries and Payroll Distribution — continued)

Rank |- Teachers holding regular certifications and who have a master's degree in a subject fielc
approved by the Education Professional Standards Begud/afent continuing education and

who have earned thirty (30) semester hours of approved graduate work or equivalent continuing
education; and those teachers who have met the requirements for Rank Il and hold current
certification of the National Bodou Professional Teaching Standards.

Reduction in Salary and Responsibilities

Salaries for teachers shall not be less than the preceding year unless such reduction is part o
uniform plan affecting all teachers in the entire District or unless theszlustian of
responsibilities. Reduction of responsibility for teachers may be accompanied by a correspondin
reduction in salary. Written notice that states the specific reason(s) for the reduction shall be
furnished to teachers no later than ninetylé§@)before the first student attendance day of the
school yea63.1212

Purchasing

Employees are required to follow applicable state law and regulations and local policies anc
administrative procedures when making purchases on behalf of the District.

All purchases shall require the prior approval of the Superintendent or the Superintendent's
designeeAdministrators designated by the Superintendent may initiate a purchase order,
subject to the limits of their designated budgeted funds and approvalkhbpénegsor.

The Board shall not be responsible for expenditures not properly authorized and not made
according to the purchasing procedures developed by the Superioteatient.

With the exception of recurring monthly payments such as utilifieschaldarges, no bill shalll
be paid without the following supportive information:

1. A properly issuegurchase ordeanitiated by the appropriate leadership team
member angdigned by the Superintendent or designated representative;

2. An invoice for goods oesvices received; and

3. Confirmation that invoiced materials were received in accurate quantity and in
good order04.3111

Internal school account purchases must be supported by a properly executed purchase reque
and authorization for payment by the Ryaici
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GENERAL TERMS OF EMPLOYMENT

(Purchasing - continued)

Because no school activity fund is permitted to end the fiscal year with a defici balance,
school shall not expend or commit to expend any activity fund in excess of revenue received for
the fiscal yeaBhould this occuthe employee(s) responsible shall be subject to appropriate
disciplinary action, and the Superintendent may require the school/council to present for Board
approval a plan for reimbursement for any an.si2

18



Section

Benefits and Leaves

Insurance

The Board provides unempl oyment insurance
all employees. In addition, the state of Kenfaidogdes group health and life insurance to
employees who are eligible as determined by Kentucky Administrative Resylgation.

Salary Deductions

The Fort Thomadndependent School District makes all payroll deductions required by law.
Employees may abse from the following optional payroll deductions:

Health/life insurance program;

Tax Sheltered Annuity program;

Income protection insurance;

Credit Union;

State approved deferred compensation plan;
United Way;

9 Statedesignated Flexible Spending Accdb®A) and Health Reimbursement
Account (HRA) plans;

1 KEPAC dues;
1  Membership dues in professional organizations.

= =4 =4 A4 A A

Deductions for membership dues of an employee organization, association, or union shall
only be made upon the express written consent of fhleye®. This consent may be
revoked by the employee at any time by written notice to the endplidr.
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BENEFITS AND LEAVES

Cafeteria Plan

The Fort Thomadndependent School District offers employees a cafeteria plan of benefits,
which offersthe following types of insae: health, dental, term life, cancdnpspital
indemnity, and disability income protectionployees eligible to participate are those who are
employed to work for the District at least-loak (1/2) time during the school calendar year.
03.1213

Expense Reimbursement

Provided the Superintendent/designee has given prior approval to incur necessary and
appropriate expenses sclpmvsonnel are reimbursed for travel that is required as part of their
duties or for schoeklated activities approved bg Buperintendent/designee. Allowable
expenses include mileage (based on state rate), gasoline used for Board vehicles, tolls and park
fees, car rental, fares charged for travel on common carriers (plane, bus, etc.), food (when Distric
business requiras overnight stay), and lodgitegnized receiptaust accompany requests for
reimbursement that exceed $5.00.

FooD PER DIEM

An overnight stay is required for reimbursement for mMealsl monies spent for food

while on oubf-District tripsto Standard or Normal Rate locations shall be paid on a per
diem basis for mealBhe amount claimed for a meal shall not include any charges for
alcoholic beverages. This amount may inchiglefano more thatwenty percent (20%)

of the total meal cbsThe cost of meals consumed during such travel shall be reimbursed
at a rate not to exceed fifty dollars ($50.00) per #fwent{24) hour day starting from the

time of departure. Reimbursement for Standard or Normal Rate locations will be limited as
follows:

1 Breakfast $10.00
M Lunch $15.00

M Dinner $25.00

For travel to NorStandard or High Rate cities, meals will be reimbursed at the daily per
diem rate established by the General Services Administration (GSA).
(www.gsa.gov/perdiem

Itemized receipts will be required to claim reimbursement for Resalsursement shall
not be made for food and/or beverages consumed outside of meal times (snacks, soft
drinks, etc.).

Employees must submit travel vouchers within pne€k of travel and will not be reimbursed
without proper documentation. Should employees receive reimbursement based on incomplete
or improper documentation, they may be required to reimburse thei$24ct.
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BENEFITS AND LEAVES

(Expense Reimbursement - continued)

To receive reimbursement from the District, employees should only fill out a claim form for
authorized travel expenses that were incurred by the employee or for perishable items that ar
needed for their classrooms. All other items should be purchased iEssigcttestandard
purchase order form. The purchase order will then be processed by central office and sent to the
vendor so to be filled. (See Purchasing section.)

Holidays

Certified employe&go are employed for 177 days or rebadl be paid for fo4) holidays

which shall be designated in the official school calemgdoyees who woBd0 or more days

per schoojear shall be paid for additional holidays as specified in policy if they occur on days
when school is not in session for students and/or staff meoalags.

Vacations

Administrators who worR60 or more days per schgebr shall be eligible for twera)(

vacation days with pay per year. Administrators who begin service with the District later than July
1 shall receive a prata number of vacation days. All-gata calculations involving
administrators working a full calendar year shall be bas@é@dags per contract year.

Use of vacation days must be approved in &
designee. Days when teachers are expected to work as designated in the official school calenc
may not be used as vacation dayadiministratorsAs of June 30, twehmonth employees

may carry over up to five (5) days of unused vacation leave for use in future years. However, n
employee shall accumulate more than 25 days of vacation at ame@iga22

Leave Policies

In orderto provide the highest level of service, employees are expected to be at work and on
time every day. However, when circumstances dictate, the Board provides various types of leave
under which absences may be authorized. Employees who must be atigeshionddainform

their immediate supervisor as soon as possible.

Staff members in positions requiring substiotess notify their immediate supervisor of an
impending absence. If the immediate supervisor cannot be reached within two (2) hours prior to
the beginning of the work day, employees are to call the supervisor's secretary. If unable to reac
either the Principal or the secretary, teachers may contact an approved substitgd2firectly.
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BENEFITS AND LEAVES

(Leave Policies - continued)

Listed below is generdbimmation regarding several types of leave available to employees. Please
note that in many cases (as specified in policy) a written request, submitted for approval before
leave begins or after the employee returns, is required.

Employees on extended leaneluding those on professional leave serving in charter schools,
who plan to return the next school year must notify the Superintendent/designee in writing of
their intention to return to work by April 1.

Authorization of leavand time taken off frommoe 6 s j ob shal | be in
specific leave policy. Absence from work that is not based on appropriate leave for which
the employee is qualified may lead to disciplinary consequences, up to and including
termination of employment

Employee shatiot experience loss of income or benefits, including sick leave, when they are
assaulted while performing assigned duties and the resulting injuries qualify them for workers
compensation benefis.123

For complete information regarding leaves of absencr e f er Policy Manual Di st r |

Personal Leave

Fulktime certified employees are entitled to two (2) days of paid personal leave each school yea
Parttime employees or employees who work for less than a full year are entitled to a prorata par
of the authorized personal leave days. Unless prevented by circumstances beyond their contra
employees must notify the building Principal or immediate supervisor at least three (3) school
calendar days prior to a planned absence. The supervisor rousttappeave date, but no
reasons will be required for the le&veployees taking personal leave must file a personal
affidavit stating that the leave was personal in nature.

Employees who must be away from school for personal reasons and who are unable to obtair
the required prior approval, shall make written request for approval of the leave date within two
(2) work days of returning to work.

Personal leave shall not be gdona professional development daynothe day prior
to or the day followingny norAnstructional day (e.g. Labor Day, NKEA, Spring Break)
which falls in the school year calenifat231

Personal leave days not taken during the school year ahallatecup to four (4) days.
Personal leave days accumulated in excess of four (4) days shall be credited to the employ:
as sick leave days.
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BENEFITS AND LEAVES

Sick Leave

Fulktime certified employees are entitled to ten (10) days of paid sick leave each scheool year. Pal
time employees or employleesd after the opening day of scldw work for less than a full

year are entitled to a prorata part of the authorized sick leave days. Sick leave days not take
during the school year they were granted accumulate wittiofit the end of each school

year, employees who do not use any paid or unpaid leave, excluding professional leave, durir
the school year shall have one (1) additional day of sick leave added to their accumulated sic
leave balancAn employee claimirgick leave must file a personal affidavit or a certificate of a
physician stating that the employee was ill or that the employee was absent for the purpose o
attending to a membertbéimmediate family who wasoifl.1232

Se t he 0Ret foriformatiort aboutsembirsernent for unused sick leave at
retirement.

Sick Leave Donation Program

Employees who have accumulated more than fifteen (15) days of sick leave may request to dona
sick leave days to another employee authorized to reealeedtion. Employees may not
disrupt the workplace while asking for donations. Applications to donate sick leave should be
returned tdMary Turner

Any sick leave that is not used will be returned on a prorated basis to the employees who donate
days03.1232

Sick Leave Bank

Empl oyees may choose to participate in t
established for the purpose of providing voluntarily participatirigt employees who have
exhausted all of their accumulated sick leavendiajiser available paid leave diagsmeans

of obtaining additional sick leave days.

Sick Leave Bank days shall be used only for illness of, or an accident involving, a bank membe
Days shall not be granted for a family member's iliness or any cirewtigtatitan personal
illness or accident.

Upon receipt by thBuperintendemtf a signed statement of intent, any emplayegeceives
sick leave benefits may contributhécSick Leave Bank.

Each employegho chooses to join the Sick Leave Bhalinitially contributéno (2) daysf

annual sick leave to the bdfkch year thereafter, s/he shall contribute one (1) sick day until a
total of ten (10) days have been contributed. For complete information concerning
administration of the Bank, eligipilor days, and appeals, please refer to palieg21
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BENEFITS AND LEAVES

Family and Medical Leave

Employees are eligible for up to twelve (12) workweeks of family and medical leave each schoc
year, if they have been employed by the District for twelve (12) nawehsptked at least

1,250 hours during the twelve (12) months preceding the start of the leave, and otherwise qualif
for family and medical leave for one of the reasons below:

1. For the birth and care of an e idwihthg eeds
employee for adoption or foster care;

2. To care for the employeeds spouse, chil
defined by federal law;

3. For an employeeds own serious health co
enployee unable to perform her/his job.

4. To address a qualifying exigency (need) defined by federal regulation arising out of the
covered active duty or call to active duty involving deployment to a foreign country of
the employeebs spouse, son, daugridrer , o
as an active or retired member of the ReguilaedForces or Reserug support of a
contingency operation; and

5. To care for a covered service member (spouse, son, daughter, parent or next of kin)
who has incurred or aggravated a serious injuhyessiln the line of duty while on
active duty in the Armed Forces that has rendered or may render the family member
medically unfit to perform his/her duties or to care for a covered veteran with a serious
injury or illness as defined by federal regugatio

When family and medical military caregiver leave is taken based on a serious illness or injur
of a covered service member, an eligible employee may take up-sixy&8)tworkweeks
of leave during a single twetwenth period.

Paid leave used unttas policy will be subtracted from the twelve (12) workweeks to which the
employee is entitled. Employees should contact their immediate supervisor as soon as they kno
they will need to use Family and Medical Lasa12322

On the following page ssummary of the major provisions of the Family and Medical
Leave Act (FMLA) provided by the United States Department of Labor
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BENEFITS AND LEAVES

FML Basic I eave Entitlernent

FMLA requires covered employers to provide up to 12 weeks of ungaidtgoted leave to eligielaployees for the followin
reasons:

AFor incapacity due to pregnancy, prenatal medical care or child birth;

ATo care for the employeefs child after birth, 0
A Tef or the empl oye e d parentpwhahasea,serisus mealth echaditian;ot er o r
A Fserimaous health condition that makes the employee
Military Family Leave Entitlements - Eligible employees whose spouse, son, daughter or parent is on coweiatyaoti
call to covered active duty status may use theieel?leave entitlement to address certain qualifying exigencies. Q

rp

exigencies may include attending certain military events, arranging for alternative childcare, addressijatertdifefiagh

arrangements, attending certain counseling sessions, and atterdi¥pdpgostnt reintegration briefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of lean@vErea)
servicemember during a singlentidith period. A covered servicemember is: (1) a current member of the Armed Forces
a member of the National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, ig
outpdient status, or is otherwise on the temporary disability retired list, for a serious injury or illness*; or (2) a wete
discharged or released under conditions other than dishonorable at any time duripgahpdii@d prior to the firsttdahe
eligible employee takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment, re
therapy for a serious injury or iliness.*
*The FMLA definiti
definition of oOserious
Benefits and Protections-Dur i ng FMLA | eave, the employer must mai
health pland on t he s aonénued ® works Upansreturnffront AIMEA leave prost gmgpleyeds
be restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms.

Use of FMLA leave cannot result in the loss of any employment benefittbat ued pri or t o t he
Eligibility Requirements - Employees are eligible if they have worked for a covered employer for at least 12 months,
hours of service in the previous 12 months*, and if at least 50 emptogegsmed by the employer within 75 miles.
*Special hours of service eligibility requirements apply to airline flight crew employees.

Definition of Serious Health Condition - A serious health condition is an illness, injury, impairment, or physieaita
condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health frara
condition that either prevents the empl oyee f rliiechfarpilg
member from participating in school or other daily activities.

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of 1
consecutive calendar days combined with at least te/dovasihealth care provider or one visit and a regimen of con
treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition. Other conditions may meet difie
continuing treatment.

Use of Leave - An employee does noged to use this leave entitlement in one block. Leave can be taken intermittent
reduced leave schedule when medically necessary. Employees must make reasonable efforts to schedule leave fo
treatment so as not to unduly disruph e e mpl oyer s operations. Leave du
intermittent basis.

Substitution of Paid Leave for Unpaid Leave - Employees may choose or employers may require use of accrued p
while taking FMLA leave. Inorde t o use paid | eave for FMLA | eave, e
leave policies.

Employee Responsibilities - Employees must provide 30 days advance notice of the need to take FMLA leave when
foreseeable. When 30 daysceois not possible, the employee must provide notice as soon as practicable and gen
comply with an enmppodeduseer s nor mal cal l

Employees must provide sufficient information for the employer to determine if the leave may FHl#ydostection and
the anticipated timing and duration of the leave. Sufficient information may include that the employee is unablelio
functions, the family member is unable to perform daily activities, the need for hospitalizationray treatimeint by a heal
care provider, or circumstances supporting the need for military family leave.

Employees also must inform the employer if the requested leave is for a reason for which FMLA leave was previg
certified. Employees alsoyniee required to provide a certification and periodic recertification supporting the need for |
Employer Responsibilities - Covered employers must inform employees requesting leave whether they are eligible ur
If they are, the notice mustespef v any additional information require
are not eligible, the employer must provide a reason for the ineligibility.

Covered employers must inform employees if leave will be designated-psofddtell and the amount of leave counted ag
the employeeds | eave entitl ement . |-protettdu,ghe enmployeromust motify
employee.

Unlawful Acts by Employers - FMLA makes it unlawful for any emplayertinterfere with, restrain, or deny the exercise
any right provided or tastharge or discriminate against any person for opposing any practice made unlawful by FM
involvement in any proceeding under or relating to FMLA.

Enforcement - An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit &
employer. FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or loca
collective bargaining agremt which provides greater family or medical leave rights.
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BENEFITS AND LEAVES

Quarantine Leave

Employees shall receive at least ten (10) days for quarantine due to exposure to a reportabl
infectious orcontagious disease under 902 KAR 2:020 or any other infectious or contagious
disease designated as reportable to a local health department or the Department for Public Healt
by a valid order or administrative regulation of the local health departnmgntrgeschool

District or the Department for Public Health.

Leave granted shall be on alegay basis, as needed, and shall not accumulate or carry over
year to year, and shall not be transferrable to any other classification of paid leavebgstablished
KRS 161.155, KRS 161.154, or Board pasi¢2323

Maternity/Parental Leave

Certified employees may use up to thirty (30) days of sick leave immediately following the birth or
adoption of a child.

The parent of a newborn or an employee who adopis mapialso request an unpaid leave of
absence not to exceed twéhdworkweeks.

Employees eligible for family and medical leave are entitled to up to twelve (12) workweeks of
unpaid | eave to care for t hehiléwtptheeypogeéd s c h
for adoption or fostercatee ave t o care for an empl oyeeds
who is adopted or accepted for foster care must be taken within twelve (12) months of the birth
or placement of the chilis.1233

The Bbard may only request medical information necessary to decide whether to grant a leave o
absence; shall not request or retain unnecessary medical information; and shall not disclose a
medical information received, except as permitted by state ahidfet@i233

Extended Disability Leave

Unpaid disability leave for the remainder of the school year is available to employees who need i
Thereafter, leave may be extended by the Board in increments of no more than one (1) year.

The Superintendentmayqui r e an empl oyee to secure a |
medical condition that will justify the need for disability 08234

The Board may only request medical information necessary to decide whether to grant a leave c
absence; shalbt request or retain unnecessary medical information; and shall not disclose any
medical information received, except as permitted by state and fed&i2Bkw.
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BENEFITS AND LEAVES

Educational Leave

The Board may grant certified employees unpaid leave for a péoiagendhan two (2)
consecutive years for educational or professional purposes. Leave may be gratited for full
attendance at universities or other training or professional activities. Leave will not be granted for
parttime educational activities. ISball certified employees be granted educational/ professional
leave for the purpose of complying with statutory and regulatory requirements for completion of
a planned fifth year program within a period of ten (10) years after a teaching ceglifezate is is
initially.

The Board shall grant a two (2) year unpaid leave to employees under continuing service contrac
who have been offered employment with a charter school.

A teacher with continuing stat uswoshnal | no
converted charter school.

A teacher working in a converted charter ¢
return to employment the next school year by April 15 of each year of the granted leave.

(Educational Leave - continued)

Written application for educational/professional leave must be made at least sixty (60) days befor
the leave is to begi3.1235

Emergency Leave

Fulktime certified employees are entitled to two (2) days of emergency leave with pay each schoc
year. Pattime employees and employees who work for less than a full year are entitled to a prorata
part of the authorized emergency leave days.

Approved reasons for taking emergency leave include: bereavement, personal disaster:
legal/court appearancaad otheranvolving extreme hardships specificallyapprovedin

advancdy the Superintendent/designeersons taking emergency leave must file a personal
affidavitdating the specific reasons for their abseht236

Jury Leave

Any certified empl@e who serves on a jury in local, state or federal court will be granted paid
leave (minus any jury pay, excluding expense reimbursement) for the period of her/his jury service

Employees who will be absent from work to serve on a jury must notifintieelicite supervisor
in advance3.1237
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BENEFITS AND LEAVES

Military/Disaster Services Leave

Military leave is granted under the provisions and conditions specified in law. As soon as they ar
notified of an upcoming militamglated absence, employees are responsiblaf§angtteir
immediate supervisor.

The Board may grant disaster services leave to requesting eligible é@fd§ees.

Unpaid Leave

Leaves without pay may be granted upon written request to the Principal or Superintendent
and approval of the Board praedtdthe leave is for educational or professional purposes, or
for illness, maternity, adoption of a child or children, or other disahity.
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Section

Personnel
Management

Transfer

Transfer or reassignmenteftified personnel will be mawelater than no later than thirty (30)

days before the first student attendance day of the school year except to fill vacancies created f
illness, death, or resagions; to reduce or increase personnel because of a shift in school
population; to make personnel adjustments after consolidation or merger; or to assign personne
according to their major or minor fields of training.

Employees charged with a felony sffemay be transferred to a second position with no change
in pay until such time as they are found not guilty, the charges are dismissed, their employment |
terminated, or the Superintendent determines that further personnel action is nd3.ésjlired.

Employee Discipline

Disciplinary action, termination and nonrenewal of contracts are the responsibility of the
Superintenderi3.17

Resignation/Termination of Contract by Employee

Certified employees who resign or terminate their contracts mustcmgaiance with KRS
161.780No teacher shall be permitted to terminate his or her contracfiftétandays prior

to thefirst instructional dayf the school terrat a school to which a teacher is assiyreating

the schooldrm without theconsent of the Uperintendent. A teacher shall be permitted to
terminate his or her contract at any other time when schools are not in session by giving two (2]
weeks written notice to the employing superinteGadmnt.
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PERSONNEL MANAGEMENT

Retirement

Certified employees whecide to retire should give the Superintendent/designee notice as far in
advance as possible, but no later than two (2) weeks before retirement. Retirement benefits ar
solely a matter of contract between the er

The Board compensates emplogagsupon initiatetirement for each unused sick day at the
rate of B0%)of t he daily salary, b a sFergbersonmel whbh e e m
begin employment with a local school district on or after 20881 unused sick leave days to

be recognized in calculating reimbursement under KRS 161.155 shall not exceed 300 days.

In order to receive this compensation, the employee must inform the Superintendent of the final
decision to retire by April 15 of thary® which the retirement is to occur.

Upon death of an employee in active contributing status who was eligible to retire by reason
of service, the District shall compensate the estate of the enopltyie.

Evaluations

All information regarding evaloatiof certified personnel may be found inGésdified Staff
Evaluation HandbooR3.18

Professional Development

For certified personnel, the professional development cycle shall run from the day following
closing day up to the closing day of schooh&néxt school yedistrict and schoddased
professional development must be conducted on days designated in the calendar. Flexible houl
may be completed after school, on weekends or during the summer if activitespaoy ere

by the professionaevelopment committee. Individuals may be excused from District and
schoolbased professional development if they meet the requirements for claiming a sick day or
an emergency day. Vacation and personal days may not be used on designated professior
devebpment days. All flexible hours must be completed.

It is the responsibility of the individual to provide appropriate documentation for all completed
professional development. The professional development requirement must beftuiéilibd

last day adchookach year. If it is not, repayment for the appropriate hours will be deducted from
the individual's paycheck. Unless an employee is granted leave, failure to complete and docume
required professional development during the academic yealtwilbresduction in salary and

may be reflected 09t he employeeds eval uat

District Training

Procedur®3.19 AP.23 may be used to track completion of local and state employee training
requirements that apply across the District and maintaordafeecthe information of the
Superintendent and Board.
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PERSONNEL MANAGEMENT

Educational Study Seminars

All teachers must complste (6)Educational Study Seminars within thetlirse (3years of
employment. During the twear period, each teacher must complete af tsita(6) seminars.
Completion of the program includes attendance at the required seminandessigpietion

of the apped project for each sessiBompletion of the Educational Study Seminars program
is a condition of continued employment with-the Thoma®oard of Education.
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Section

Employee Conduct

Absenteeism/Tardiness/Substitutes

Employees are expected to notify their immediate supervisor when they must labsarty or
(See section on Leave Policies.)

Staff Meetings
Unless they are on leastaff members shall atteradledmeeting03.1335
Fund-Raising Activities

All schoolwide fundaising activities must be approved by the Board. Requests must be
channeledhtrough the Principal and Superintend&hather fund raising activities, including
those sponsored by school clubs or classes, shall be approved by the Principal.

No student shall be compelled to participate in or meet any kind of quota agsifgnd
activity.

School personnel shall not collect money from students for esghonohsponsored activity.

Disrupting the Educational Process

Any employee who participates in or encourages activities that disrupt the educational proces
may be subject tosdiplinary action, including termination.

Behavior that disrupts the educational process includes, but is not limited to:
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EMPLOYEE CONDUCT

(Disrupting the Educational Process - continued)

A conduct that threatens the health, safatetiare of others;

A conduct that may damage public or private property (including the property of
students or staff);

A illegal activity;

A conduct t hat i nterferes with a student
programs, including ability to attendrtipipate in, and benefit from
instructional and extracurricular activities; or

A conduct that disrupts delivery of instructional services or interferes with the
orderly administration of the school and seteated activities or District
operations03.1325

Controversial Issues

Teachers are expected to exercise reasonable and prudent judgment in the selection and
use of materials and discussion of issues in their classrooms. All classroom materials shall
be current, relevant, and significant to the atistnal program. Materials shall be
appropriate for and within the range of the knowladderstanding, age and maturity

of students.

Neither issues nor materials that have a potentially disruptive effect on the educational
process shall be discussed or chosen. Teachers who suspect that materials or a given issue
may be inconsistent with this policy shall confer with the Principal fhéotlassroom

use of the materials or discussion of the issue. If the Principal is in doubt, s/he shall
confer with the Superintendea8t1353

Political Activities

No District employee shall promote, organize, or engage in political activities while
paforming his/her duties or during tirk day. Promoting or engaging in political
activities shall include, but not be limited to, the following:

1. Encouraging students to adopt or support a particular political position, party, or
candidate; or

2. Using schdagproperty or materials to advance the support of a particular political
position, party, or candidate.

"Political positions” shall not be defined to include communications approved by the
Superintendent to be distributed to students, parents or the déynuoncerning

District needs or proposed actions by the Board. Examples of such communications may
include, but not be limited to, those addressing designation of attendance zones/areas
and District facility and financial ne@sl4324

In addition, KRS @1.164 prohibits employees from taking part in the management of
any political campaign for school board.
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Drug-Free/Alcohol-Free Schools

Employees must not manufacture, distribute, dispense, be under the influence of,
purchase, possess, use, or attengtitémn, sell or transfer any of the following in the
workplace or in the performance of duties:

1. Alcoholic beverages;

2. Controlled substances, prohibited drugs and substances, and drug
paraphernalia; amd any narcotic drug, hallucinogenic drug, amphetamine,
barbiturate, marijuana or any other controlled substance as defined by federal
regulation

3. Substances that "look like" a controlled substance. In instances involving
look-alike substances, thererbust evi dence of the empl o
off the item as a controlled substance.

In addition, employees shall not possess prescription drugs for the purpose of sale or
distribution.

Any empl oyee who vi ol at #fee/aldolol-ftee policiesns o f t
may be suspended, nonrenewed or terminated. Violations may result in notification of
appropriate legal officials.

Any employee charged with and/or convicted of violation of criminal drug statutes shall,
within five (5) working days, painotification of the charge or conviction to the
SuperintendenfTeachers are subject to random or periodic drug testing following
reprimand or discipline for misconduct involving illegal use of controlled substances.
03.13251

Employees who know orbglie t hat t h e-fre&drugfree polciesthhave al c o h o
been violated must promptly make a report to the local police department, sheriff, or
Kentucky State Poli@9.423

Federal Motor Carrier Safety Administration
(FMCSA) Drug and Alcohol Clearinghouse for
CDL/CLP Operators

Reporting of the following information on individual drivers to the federal Clearinghouse
is required: verified positive, adulterated, or substituted test results; confirmed alcohol
tests at .04 or higher; refusal to submit tiregbpests; the reporting of actual knowledge

(as defined by federal regulation) of Department of Transportation (DOT) regulatory
violations, including violations based on prohibited on dutjytprer posaccident

alcohol use and controlled substarsee and regulatory return to duty and fallpw

testing information as applicable.
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(FMCSA Drug and Alcohol Clearinghouse - continued)

The District shall not allow a driver to perform any sadagjtive function if the results

of a Clearinghouse query on the driver demonstrate a disqualification as provided by
regulation and such driver may be subject to personnel action up to @ngd inclu
termination06.221

Weapons

Except where expressly and specifically permitted by Kentucky Revisedr8tatgie,
bringing, using or possessing any weapon or dangerous instrument in any school
building, on school grounds, in any school vehieleay scho@ponsored activity is
prohibited Exceptfor School Resource Officers (SROs) as provided in KRS 158.4414,
and authorizeldw enforcement officiails¢luding peace officers and police as provided

in KRS 527.070 and KRS 527.020, the Boaribiggalarrying concealed weapons on
school property. Staff members who violate this policy are subject to disciplinary action,
including termination.

Employees who know or believe that this policy has been violated must promptly make
a report to the locpblice department, sheriff, or Kentucky State Fislidg.

Tobacco, Alternative Nicotine Product, or Vapor
Product

The use of any tobacco product, alternative nicotine product, or vapor product as
defined in KRS 438.305 is prohibited for all personst atidtimes on or in all
property, including any vehicle, that is owned, operated, leased, or contracted for use
by the Board and while attending or participating in any-seladet student trip

or student activity and is in the presence of a studgntients.

School employees shall enforce the pAlipgrson in violation of this policy shall be
subject to discipline or penalties as set forth by Ba&sa7

Use of School Facilities

Activities that are sponsored by approved student organiZatiatg,groups, or
schoolrelated parent groups may take place in school faxildreschool grounds
without charge when approved by the Principalvemeh requiregupervised by
school personnel. Use of facilittesd grounds bwyonschoolrelatedgroups is
governed by Board policies and related procetioesversuch use will not be
permitted when it would interfere with educational purposes. Use of school
facilities/grounds by outside groups must first be approved by the Principal.

Private, foprofit tutoring is not permitted on school property. All lessons/classes
conducted on District property MUST be related to District curricular programs and
must be approved in advance by the Superintendent or designee.
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Use of School Property

All personnelshall be responsible for the school equipment, supplies, books,
furniture, and apparatus under their care and use. Any damaged, lost, stolen, or
vandalized property shall be reported to the employee's immediate supervisor.

No employee shall perform pelaoservices for themselves or for others for pay or
profit during work time and/or using District property or facilities

An employee shall not use any District facility, vehicle, electronic communication system,
equipment or materiéts personal or prate use or gaifihese items (including security
codes and electronic records sucknzeipare District property.

Employees may not use a code, access a file, or retrieve any stored communication unless
they have been given authorization to do so. Feggd@annot expect confidentiality or

privacy of the information in theimail accounts. Authorized District personnel may
monitor the use of electronic equipment from time to(#11421

Once an individual is no longer employed with the Distridighaddonger retains the

rights to a Distriebwned network account (this includes both file storage and electronic
mail). Employees who leave at the end of the school year will have account access
through June 30. Employees who leave midyear will ltawg access for up to one

(1) month. Backp/transfer of data (including emails) is the responsibility of each
individual employe@s.2323

Use of School Vehicles

Employees who drive any Beawehed vehicle and/or transport students must annually
provide he Superintendent/designee with a copy of their driving record. Employees who
receive a traffic citation during the year must report the citation to the
Superintendent/designee before driving a Rvaned vehicle or transporting students.

Employees whaeadrive vehiclde transport studenshall undergol@enniaphysical
examination at their own expen3d321

When students who are undight(8) years old and between forty (40) aneséfign
(57 inches in height are transported in Disivicted or leased vehicles designed for ten
(10) or fewer passengers, they shall be properly secured in a child b@é2er seat.

When employees choose to transport a student in their privatetkiehigegsonal
insurance will provide primary liability coverage in case of an accident.

Responsible Use of Technology

The Board supportgasonablaccess to various information fornfatstudents,
employees and the communitgt Believes it is incumbent uporrsgo utilize this
privilege in an appropriate and responsible masmequired by Board policy and
related procedures, which apply to all parties who use District technology
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(Responsible Use of Technology - continued)

Certified employees are required to follow Board policy and administrative procedures
and guidelines designed to provide guidance for access to electronic media. In addition,
all staff members are required to sign a written request/agreemerginggtanted
independent access to electronic media involving District technological resources.
Individuals who refuse to sign requiresponsiblaise documents or who violate
District rules governing the use of District technology shall be subject to loss or
restriction of the privilege of using equipment, software, information access systems or
other computing and telecommunications technologies.

Except in cases involving students who are at least eighteen (18) years of age and
have no legal guardigarents/guardians may request that the school/District:

Provide access so that the parent may examine the contents of their
child(ren)'s email files;

Terminate their child(ren)ds individu
and
Provide alternative agties for their child(ren) that do not require Internet
access.
Parents/ guardians wi shing to chall enge

technology resources should refer to Policy 08.2322/Review of Instructional Materials
and any related procedures

The Superintendent/designbkas the right to access information stored in any user
directory, on the current user screen, or in electronic mail. S/he may review files and
communications to maintain system integrity and insure that individuals are using
the system responsibly. Users should not expect files stored on Distriabrservers
through District provided or sponsored technology senddas private.

The Board recognizes that as telecommunications and other new technologies shift
the ways that iofmation may be accessed, communicated, and transferred by
members of the society, those changes may also alter instruction and student
learning. The Board generally supports access by students to rich information
resources along with the developmentdfy st appropriate skills to analyze and
evaluate such resources. In a free and democratic society, access to information is a
fundamental right of citizenship.

Telecommunications, electronic information sources and networked services
significantly altehe information landscape for schools by opening classrooms to a
broader array of resources. In the past, instructional and library media materials
could usually be screengarior to usé@ by committees of educators and
community members intent on subjecéithguch materials to reasonable selection
criteria. Board policy requires that all such materials be consistent with District
adopted guides, supporting and enriching the curriculum while taking into account
the varied instructional needs, learning sabésdies and developmental levels of

the students. Telecommunications, because they may lead to any publicly available
fileserver in the world, will open classrooms to electronic information resources,
which have not been screened by educators foy aeedbnts of various ages.
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(Responsible Use of Technology - continued)

Electronic information research skills are now fundamental to preparation of
citizens and future employees during an Age of Information. The Board expects that
staff will blend thougdful use of such information throughout the curriculum and
that the staff will provide guidance and instruction to students in the appropriate use
of such resources. Staff will consult the guidelines for instructional materials
contained in Board policycawill honor the goals for selection of instructional
materials contained therein.

Students and staff are responsible for good behavior on school computer networks
just as they are in a classroom or a school hallway. Communications on the network
are ofta public in nature. General school rules for behavior and communications
apply. The network is provided for students and staff to conduct research and
communicate with others. Access to network services will be provided to students
and staff who agree totan a considerate and responsible manner.

CURRICULUM AND INSTRUCTION

Student and staff use of telecommunications and electronic information resources
will be permitted upon submission of permission and/or agreement forms by staff,
parents of minor students (under 18 years of age) and by students themselves.
Regional netwoskrequire agreement by usengsponsiblese policies outlining
standards for behavior and communication.

Access to telecommunications will enable students to explore thousands of libraries,
databases, and bulletin boards while exchanging messagesplatthroughout

the world. The Board believes that the benefits to students from access in the form

of information resources and opportunities for collaboration exceed the
disadvantages. But ultimately, parents and guardians of minors are responsible for
setting and conveying the standards that their children should follow when using
media and information sources. To that end;dhiteThomasndependent Schools
support and respect each familyds right
to information resources.

The Board authorizes the Superintendent to prepare appropriate procedures for
implementing this policy and for reviewing and evaluating its effect on instruction
and student achievement.

THE NETWORK:

The Fort Thomadndependent School Diktt provides students and staff with a
service called the Network. The Network is a computer service, which includes the
use of computers, servers, software, Internet-arail.eThese procedures also
address the use of stealdne computers, peripheréddephone usage and other
instructional technology equipment.

In addition to providing students and staff with the understanding and skills needed
to use technology resources and telephone services in an appropriate manner, the
Fort Thomasndependent Sclol District:

1 Reserves the right to monitor all activity on the Network, Internet and e
mail.
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(Responsible Use of Technology - continued)
1 Reserves the right to monitor computer use or lack of use.

1 Reserves the right to deny access to the Network, Istedgnail to
any individual.

Shall establish procedures that will maximize the Network system security.

Shall supervise student and staff use of the Network, Intenzet, &nd
telephones.

The standards for student and staff access Eoth&@homadndependent School
District Network are:

Network access throughout the District is to be used for instruction, research, school
administration and reasonablework related communications. District access is not
to be used for private business.

1 Instructonal staff will select and guide students on the appropriate use of
Internet and instructional software on the Network.

1 The District will be responsible for supervising network use. Auditing
procedures are in place to monitor access to the network. Havever
District cannot continually monitor every communication and network
session for every student and staff member beyond the scope of supervision
defined in the usagreement.

71 Internet access and supervision from outside the District premises is the
responsibility of the parents and guardians of students.

1 Student users should not reveal their full name and personal information
(address, phone number, financial information, social security number, etc.)
or establ i sh rel ati on snretwgk unksst h 0st
instructional staff has coordinated the communication.

M Staff wi || not reveal a student o
the studentodos work on the Networ
unless the parent has giveittem consent.

s ful
k wit

1 The content of any District web page is the responsibility of the sponsoring
staff member who hosts the page.

1 Schoolrelated clubs and organizations that wish to establish a web site must
be a part of the school 6s web account

TELEPHONE USAGE:

1 Telephone service is available primarily to provideaywoeommunications
with school offices and for contact with parents.

1 Staff will refrain from using telephones during instructional time.
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(Responsible Use of Technology - continued)

1 Students mayse the telephones under staff supervision when there is a
legitimate need such as calling parents to arrange transportation, delivery of
medicine or clothes, or similar rare circumstances.

71 Instruction time will not be interrupted to transfer calls exoept
emergencies.

All guidelines governing inappropriate language apply to telephone usage and
procedures governing telephone usage also apply to District cellular phones and
other wireless telecommunication systems.

COMPUTER USE GUIDELINES:

When a student, teacher, or staff membdfat ahomaschool accesses computers,
computer systems, and computer networks owned or operated-bst Tri@omas
Independent Schools, he or she assumes certain responsibilities and obligations. All
access dhis type is subject to school policies and to local, state, and federal laws. The
school administration expects that student, faculty, and staff use of computers provided
by the school will be ethical and will reflect academic honesty. Studerasidataity

must demonstrate respect for intellectual propemership of data, system security
mechanisms, and rights to privacy.

As a computer operator, you are expected to make appropriate use of computer resources
provided by th&ort Thomasndependet Schools. You must:

1 use computer resources only for authorized purposes following established
procedures;

be responsible for all activities on your assigned computer;

access only files and data that are your own, which are publicly available, or
to whichyou have been given authorized access;

1 use only legal versions of copyrighted software;
1 be considerate in your use of shared resources;

1 abide by th&esponsibllternet use policy.

Computer operators must not make inappropriate use of computer resources
provided by theFort Thomas Independent Schools. The following are
nonexhaustive actions that are considered inappropriate:

1 violating State and Federal legal requirements addressing student and employee
rights to privacy, including unauthorized disclassgeand dissemination of
personal information;

T using another personds | ogin name
unauthorized access to computers or computer systems, or attempting to
gain such unauthorized access;

1 installing or using any unauthorizeftware or hardware on any District
computer system or Network;
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(Responsible Use of Technology - continued)
T using another personbdts files, system,

1 using computer programs to decode passwords or to access control
information;

atempting to circumvent or subvert system security measures;

engaging in any activity that might be harmful to systems or to any
information stored thereon, such as creating viruses, damaging files,
damaging systems, networks, school/District websites,uptitig service;

1 making or using illegal copies or copyrighted software, storing such copies
on school systems, or sending them over networks;

using mail service to harass or intimidate others;

wasting computing resources, such as paper, by printisgye>agses or
downloading of freeware or shareware programs;

1 engaging in any activity that does not comply with the general principles
listed at the beginning of this document;

playing games across the network;

violating the regulations of the Fort Thoinaependent Schools
regarding appropriate use of the Internet.

The Fort Thomadndependent Schools considers any violation of appropriate use
principles or guidelines to be a serious offense and reserves the right to copy and
examine any files or inforneat that may suggest that a person is using school
computer systems inappropriately. Violators are subject to disciplinary action by
school officials that may include loss of computer privileges@nalinof school
suspension. Offenders may alsorbeqeuted under laws including, but not limited

to, the Privacy Protection Act of 1974, the Computer Fraud and Abuse Act of 1986,
the Computer Virus Eradification Act of 1989, and the Electronic Communications
Privacy Act.

INTERNET ACCESS:

The Fort Thomasindependent Schools provide access to the Internet for all
student s, facul ty, and staff that i's obf
Network. Students must have permission from at least one of their parents or
guardians to access the Internetradac

The use of an Internet account is a privilege, not a right, and inappropriate use will

result in disciplinary action by school officials and/or cancellation of those
privileges. A personds activities while
support of education and research, and consistent with the educational objectives of

the Fort Thomadndependent Schools. In addition, anyone accessing the Internet

from a school site is responsible for alirmactivities that take place through the

ue of his or her account. When using anot
resources, students must comply with the rules appropriate for that network.
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(Responsible Use of Technology - continued)

The following is a nonexhaustive list of activitesctnstitute unacceptabte of
the Internet, whether that use is initiated from school or any other site:

1 using impolite, abusive, or otherwise objectionable language in either public or
private messages, including profanity or obscenity;

1 placingunlawful information on the Internet;

1 using the Internet illegally in ways that violate federal, state, or local laws or
statutes;

1 using the Internet at school for r&ehool related activities;

1 sending messages that are likely to resultinthe loss & the pi ent 6 s wor |
systems;

1 sending chain letters or pyramid schemes to lists or individuals, and any other
types of use that would cause congestion of the Internet or otherwise interfere
with the work of others;

using the Internet for commercial purgo&@ancial gain or any illegal activity;
using the Internet for political lobbying;

changing any computer file that does not belong to the user;

sending or receiving copyrighted materials without permission;

knowingly giving oneds password to oth

=4 =2 =4 A4 A -

using Internet access for sending or retrieving pornographic material,
inappropriate text files, or files dangerous to the integrity of the network;

1 circumventing security measures on school or remote computers or networks;
i attempting to gain accesato ot her s resources, progra

1 vandalizing, which is any malicious attempt to harm or destroy data or
another user on the Internet, and includes the uploading or creation of
computer viruses;

fTfalsifying oneds idewrhei;ty to others wh
1 changing any computer files that do not belong to the user

1 using technology resources to bully, threaten or attack a staff member or
student or to access and/or set up unauthorized blogs and online journals,
including, but not limited tdySpace.com, Facebook.com or Xanga.com

STUDENT E-MAIL:

Fort Thomas Independent Schools is committed to providing educational
opportunities to students that help extend its physical boundaries. In addition, the
District is equipped to provide individuatha@il accounts for students. Therefore,
students in gradesl2 have the opportunity to receive a studerdikaccount.
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(Responsible Use of Technology - continued)

An email account is offered to students in gradE® who agree to act in a
consideratand responsible manner and who agree to userthié account for
educational purposes. Students may notms#é accounts for personal use.

System administrators will monitor all outgoing and incormag &raffic and
deem what is inappropriate ap@rapriate use. The administration and staff may
revoke or suspend studennail accounts whéRUP terms are violated.

DISCIPLINARY ACTION FOR INAPPROPRIATE USE:

1 Student discipline for violation of any part of these procedures shall be
based on the seugrof the infraction.

71 Student disciplinary action includes, but is not limited to, the loss of any or
all computer privileges, termination
the class with a failing grade and/or suspension or expulsion. Privileges will
bereinstated at the discretion of the District administrators.

1 Discipline of staff may involve actions up to and including termination of
employment.

i Parents, guardians and/or perpetrators may be billed for damages to
technology resources.

lllegal/criminakctivities will be referred to the appropriate law enforcement agency.

All students and staff are required to sigRésponsiblelse Agreement ForrBy

signing the user agreement and/or parent permission form, the student or staff
member has agreed toidsb by Board policy governing access to technology
resources.

NOTE: Staff should refer to Policy 08.2323 for guidance concerning use of District
social networking technology tools for instructional, administrative and
communication purposes.

RELATED PROCEDURE:
08.2323 AP.21
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Use of Personal Cell Phones/Telecommunication
Devices

Due to privacy concerns, and except for emergency situatipitsjees shall use
discretion when usinmerenally owned recording devitesreate video or audio
recordings or ttéake pictures while on duty or working with students except with
prior permission from the Principal/designee.

For exceptions, see Board Poligies214.
Materials Used with Students

All materials presented for student use or viewing shall be revibed¢eboper before
use. Exceptions shall be current events programs and programs provided by Kentucky
Educational Television.

Unless the Principal grants an exception based on documentation that the entire
video is directly related to the content beinght, rather than showing an entire
film, only clips of videos shall be used to highlight core content carsczpts.

Copyrighted Maternials

The use and duplication of copyrighted material for educational purposes shall be within
the generally acceptagsidelineated by applicable law and procedures developed by the
Superintendent. In reference to copyrighted electronic materials, employees shall use
such materials only in accordance with the license agreement under which the materials
were purchased otherwise procure8.2321

Film/Videos

Use of copyrighted films and videos in the classroom shall have a direct link to one or
more of the Kentucky Content areas or to a specific section of the Kentucky Program of
Studies. Teachers shall referencdiskslin their lesson plans.

Appropriate licensing fees, as required by law, shall be paid by the school or by school
related groups that show copyrighted films and \idex321

Health, Safety and Security

It is the intent of the Board to provide a safé healthful working environment for all
employees. Employees should report any security hazard or conditions they believe to be
unsafe to their immediate supervisor.
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(Health, Safety and Security — continued)

In addition, employees are required thyrtbeir supervisor immediately after sustaining

a workrelated injury or accident. A report should be made withth fsurs of the
occurrence and prior to leaving the work premises, UNLESS the injury is a medical
emergency, in which case the repotbedired following receipt of emergency medical
care.

The District shall follow established timelines in policy when making oral reports to the
Kentucky Labor Cabinet to report employee fatalities, amputations, hospitalizations,
(including hospitalizatieesulting from a heart attack)the loss of an eye.

File a Report After Hours Hotline

(502)5643070 (800) 326742
For information on the Districtds plans
Pathogen Control, Lockout/Tagout, Personal Protective Equipment @eE),
Asbestos Managemeaotont act your | mmedi at ePolisyuper vi s

Manuaénd relatedrpcedures.

In order to eliminate or minimize occupational exposure to bloodborne pathogens,

empl oyees must comply with the Districtds
bodily fluid spills occur, employees shall follow procedures posted in eaduhilsigol

or worksite. Disposable gloves and plastic bags are available in elementary classrooms
and, in each school, the Principal's office, food service office, or the custodian's storage

area.

For additional i nfor mati on tiom Rlan tatde Di str
Bloodborne Pathogen Control Plan, contact your immediate supervisor or see the
Di s t RoliccMardaald related procedures.

Employees should use their school/worksitenrayp communication system to notify
the Principal, supervisor or @tadministrator of an existing emerg®ady,/05.4

Assaults and Threats of Violence

Employees should immediately report any threats they receive (oral, written or electronic)
to their immediate supervisdrot hr eat 6 shal | refbganyt o a co
means, including, but not limited to, electronic and/or online methods.

Under provisions of state law (KRS 158.150) and regulation (702 KAR 5:080), school
personnel may remove threatening or violent students from a classroom or from the
Di s t ransmottatios system pending further disciplinary action. However, before the
need arises, employees should familiarize themselves with policy and procedures that are
required09.425
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Search and Seizure

All searches of students must be conductenfripliance with Board Policy 09.436.

Administrative searches of school propgeirtily held by the school and #tedent,

such aockers, deskand network systems, technology resources and accounts owned
or supplied by the Distrj@re permissiblecshall be conducted at the direction of the
Principal for the purpose of enforcing school policies and rules ensuring health, safety or
educational order.

Unless otherwise permitted by policy 09.436 ttagg certified personnel directly

responsible fahe conduct of the pupil or the Principal of the school the student attends

are authorized to search the studentds p
studentds outer clothing, pockets, or per
searched, there must be reasonable grounds to believe the search will reveal evidence that
the student has violated or is violating either a school rule oihedasesses an item

harmful to the school and its studeiesarch of a pupil's persorildigaconducted only

with the express authority of the Principal.

Unless otherwise permitted by policy 09.43&arch of a pupil shall be conducted in
the presence of other students. No strip searches of students shall be @dadtted.

Child Abuse

Any school personnel who knowdas reasonable causbdtievethat a child under

eighteen (18) is dependent, abused or neglecietom of human traffickingplested,

or is a victim of female genital mutilatiooy out of schookhalimmediately make a

report to a local law enforcement agency, the Cabidegftr and Family Servioes

its designated representative, t he Commo
and to the Principal (who shall also make a report to the proper aythodties
Superintender9.227

Reporting telephone numbers:

Social Services 2926550
2926733

Fort Thomas Police 4416562
State Police 4281212
County Attorney 5818015
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Corporal Punishment

Employees shall not utilize corporal punishment as a pepattisbment for student
misbehavior. Corporal punishment shall refer to the deliberate infliction of physical pain
on a student by any me@9st33

Use of Physical Restraint and Seclusion

Use of physical restraint and seclusion shall be in accordaBmasaitholicy and
procedur®9.2212

Civility

Employees should be polite and helpful while interacting with parents, visitors and
members of the public. Individuals who come onto District property or contact
employees on school business are expected te Aebandingly. Employees who fail

to observe appropriate standards of behavior are subject to disciplinary measures,
including dismissal.

In cases involving physical attack of an employee or immediate threat of harm, employees
should take immediate acttonprotect themselves and others. In the absence of an
immediate threat, employees should attempt to calmly and politely inform the individual
of the provisions of Polic.21 or provide him/her with a copy. If the individual
continues to be discourteoile employee may respond as needed, including, but not
limited to: hanging up on the caller; ending a meeting; asking the individual to leave the
school; calling the site administratt@gignee for assistance; and/or calling the police.

As soon as post#after any such incident, employees should submit a written incident
report to their immediate supervisor.

Complaints/Communications

The Superintendent/designee has developed specific procedures to assist employees in
filing a complaint. For full infortian refer to Policg3.16 and related procedures.

Complaints are individual in nature and must be brought by the individual employee. The
Board shall not hear complaints concerning simple disagreement or dissatisfaction with
a personnel action.

Gifts

No employee shall accept, for personal use, any gifts from current or potential suppliers
or vendorsPersonnel are also prohibited from accepting rebates in the form of gifts or
gratuities from organizations or persons to whom they have referred or pagnéser

and students. Exceptions may be made for those businesses that offer discounts to
various employee groups.

Donations of technology to the District must comply with provisions of @lia32
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Solicitations

District employees shall not use thaaidige of their position for personal gain through
soliciting school patrons, pupils or fellow employees.

No school employee shall provide to any outside group or individual a list of parents,
students, teachers or other employees for solicitationrquoieses without the prior
approval of the Board or the Superintendang23

Advertising in the Schools

No advertising shall be allowed in the facilities or on the grounds of school property,
except as expressly approved by the Board. Howeveguthesment does not prevent
advertising in publications which are published by student organizations, PTA/PTO,
booster club, or other parent groups.

Principals shall determine whether nonschltaded advertising materials are to be sent
home with studentssing the followingtandards:

1. Activities advertised for ngmofit, civic, and charitable organizations must primarily
support student or general community
interest of a sponsoring nonschool group. Fongbe:

a. Materials from neor-profit groups that are not schoelated, but are
providing athletic and/or recreational opportunities for students shall be
considered.

b. Materials from nefor-profit organizations that are not schretdted, but are
dedicatd to providing services to children shall be considered.

2. Students shall not be used to carry home materials that are strictly commercial in
nature.

3. Materials sent home with students shall not advertise or promote a particular political
party or the candagy of an individual for public office.

Salesmen, representatives, or agents shall not solicit or contact pupils, teachers, or other
employees in the school during the school day without notice to and express prior
approval of the Principad.4

Outside Employment or Activities

Employees may not perform any duties related to an outside job during their regular
working hourg3.1331
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Required Reports

Although you may be directed to make additional reports, the following reports are
required by law and/@&@oard policy:

1  Within seventywo (72) hours of the discovery or notification of a security breach,
the District shall notify the Commissioner of the Kentucky State Police, the Auditor
of Public Accounts, the Attorney General, and the Education Commigk&ine

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

1 Report to the immediate supervisor damaged, lost, stolen, or vandalized school
property if District property has been used for unauthorized pudpdses.

T I'f you know or bel i-freeldegfreehpalities halledbeedi st r i c
violated, promptly make a report to the local police department, sheriff, or Kentucky
State Police. This is requifegbu know or have reasonable cause to believe that
conduct has occurred which constitutes the use, jmrssassale of controlled
substances on the school premises or within one thousand (1,000) feet of school
premises, on a school bus, or at a school sponsored or sanctioned event.
03.13251/09.423

1 Upon the request of a victim, school personnel shall report an act of domestic
violence and abuse or dating violence and abuse to a law enforcement officer.
School personnel shall discuss the report with the victim prior to contacting a
law enforcement affer.

School personnel shall report to a law enforcement officer when s/he has a belief
that the death of a victim with whom s/he has had a professional interaction is
related to domestic violence and abuse or dating violence and abuse.
03.13253/09.425

1 Report potential safety or security hazards to the Principal and notify your supervisor
immediately after sustaining a wel&ted injury or accideds.14/05.4

T Report to the Principal/ i mmediate super
if you, amother employee, a student, or a visitor to the school or District is being or
has been subjected to harassment or discrimid&tiezy 09.42811

1 Employees who believe or have been made aware that they or any other employee,
student, or visitor has beeject to Title IX Sexual Harassment shall report it to
the TIXC. Failure to make such a report shall be grounds for discipline up to and
including termination. If the knowledge of the reporting party gives rise to reasonable
cause to believe that the meg conduct constitutes child abuse Policy 09.227 or a
reportable criminal offense Policy 09.221, notification of state officials shall be made
as required by 1a03.1621/09.428111
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(Required Reports — continued)

1 If you suspect that financial fraud, impropriety or irregularity has occurred,
immediately report those suspicions to Principal or the Superinténithent.
Superintendent is the alleged party, employees should address the complaint to the
Board chairpeos. 04.41

1 Report to the Principal any student who is missing during or after a
fire/tornado/bomb threat drill oevacuatioro5.41 AP.1/05.42 AP.1/05.43 AP.1

1 When notified of a bomb threat, scan the area noting any items that appear to be out
of place, anteport same to Principal/desigriset3 AP.1

T 1'f you know or believe that the Distric:
make a report to the local police department, sheriff, or Kentucky State Police. This
is required when you know or haveorsle cause to believe that conduct has
occurred which constitutes the carrying, possession, or use of a deadly weapon on
the school premises or within one thousand (1,000) feet of school premises, on a
school bus, or at a school sponsored or sanctied&48

1 District bus drivers taking medication either by prescription or without prescription
shall report to their immediate supervisor and shall not drive if that medication may
affect the driver's ability to safely drive a school bus or perfomdibiiee
responsibilitie®6.221

1 District employees who know or have reasonable cause to believe that a student has
been the victim of a violation of any felony offense specified in KRS Chapter 508
(assault and related offenses) committed by anothett stimle on school
premises, on schegponsored transportation, or at a sebpohsored event shall
immediately cause an oral or written report to be made to the Principal of the school
attended by the victim.

1 The Principal shall notify the parents] ggrdians, or other persons exercising
custodial control or supervision of the student when the student is involved in
such an incident.

1 Within forty-eight (48) hours of the original report of the incident, the Principal
also shall file with the Boarddathe local law enforcement agency or the
Department of Kentucky State Police or the County Attorney a written report
containing the statutorily required informaor2211

1 If you have been authorized to use such measures, notify the Principal as soon as
possible when you use seclusion or physical restraint with a student, but no later than
the end of the school day on which it occurs, and document in writing the incident
bythe end of the next school dy2212
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(Required Reports — continued)

1 If you know or have reasonable cause to believe that a child under eighteen (18) is
dependent, abused or neglected, a victim of human traffictdestedor is a
victim of femalgenital mutilatiory or out of schooimmediately make a report
to a local law enforcement agency, the Cabihtdtih and Family Servicests
designated representative, the Lommonwe
and to the Principal (wtshall also make a report to the proper authorities) and
Superintenden{Se&hild Abuse section.p9.227

1 District employees shall report to the Principal or to their immediate supervisor those
situations that threaten, harass, or endanger the safeifenfss other staff
members, or visitors to the school or District. Such instances shall include, but are
not limited to, bullying or hazing of students and harassment/discrimination of staff,
students or visitors by any partp. serious instances of peepeer
bullying/ hazing/ harassment, employees m
as directed by Bodrdlicy09.42811.

In certain cases, employees must do the following:

1. Report bullying and hazing to appropriate law enforcement authorities as
required by polia§9.2211; and

2. Investigate and complete documentation as required by0opdiey1
covering federally protected aréag22

1 Report to the Principal any threats igeive (oral, written or electro@y25
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Code of Ethics for Teachers

16 KAR 1:020

Section 1. Certified personnel in the Commonwealth:

(1) Shall strive toward excellence, recognize the importance of the pursuit of truth,
nurture democratic citizéns, and safeguard the freedom to learn and to teach;

(2) Shall believe in the worth and dignity of each human being and in educational
opportunities for all;

(3) Shall strive to uphold the responsibilities of the education profession, including the
following obligations to students, to parents, and to the education profession:

(@) To students:

1. Shall provide students with professional education services in a nondiscriminatory
manner and in consonance with accepted best practice known to the educator;

2.Shall respect the constitutional rights of all students;

3. Shall take reasonable measures to protect the health, safety, and erdogimgal well
of students;

4. Shall not use professional relationships or authority with students for personal
advantage;

5. Shall keep in confidence information about students which has been obtained in the
course of professional service, unless disclosure serves professional purposes or is
required by law;

6. Shall not knowingly make false or malicious statements abatg stutblleagues;
7. Shall refrain from subjecting students to embarrassment or disparagement; and

8. Shall not engage in any sexually related behavior with a student with or without
consent, but shall maintain a professional approach with students.

Sexally related behavior shall include such behaviors as sexual jokes; sexual remarks;
sexual kidding or teasing; sexual innuendo; pressure for dates or sexual favors;

inappropriate physical touching, kissing, or grabbing; rape; threats of physical harm; and

sexual assault.

(b) To parents:

1. Shall make reasonable effort to communicate to parents information which should
be revealed in the interest of the student;

2. Shall endeavor to understand community cultures and diverse home environments of
students;

3. Shihnot knowingly distort or misrepresent facts concerning educational issues;

4. Shall distinguish between personal views and the views of the employing educational
agency;

5. Shall not interfere in the exercise of political and citizenship rightsoasbiidss
of others;
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(Code of Ethics for Teachers — continued)

6. Shall not use institutional privileges for private gain, for the promotion of political
candidates, or for partisan political activities; and

7. Shall not accept gratuities, gifts, \@mrdathat might impair or appear to impair
professional judgement, and shall not offer any of these to obtain special advantage.

(c) To the education profession;
1. Shall exemplify behaviors which maintain the dignity and integrity of the profession;

2. $all accord just and equitable treatment to all members of the profession in the
exercise of their professional rights and responsibilities;

3. Shall keep in confidence information acquired about colleagues in the course of
employment, unless disclosureeseprofessional purposes or is required by law;

4. Shall not use coercive means or give special treatment in order to influence professional
decisions;

5. Shall apply for, accept, offer, or assign a position or responsibility only on the basis of
professional preparation and legal qualifications; and

6. Shall not knowingly falsify or misrepresent records of facts relating to the educator's
own qualifications or those of other professionals.

Section 2. Violation of this administrative regulationresait in cause to initiate
proceedings for revocation or suspension of Kentucky certification as provided in KRS
161.120 and 704 KAR 20:585.
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Dress and Appearance Memo from Superintendent

August, 2005
Fort Thomas Independent School District Employees:

An individual recently shared a memo to employees of a major local company which addresses uw

appropriate dress. The memo handles that sensitive and important issue in a positive way. Appro
has been a topic of discussion within thedifor the last several years. Since we like the message g

e issue o
iate dres:
ven to

those employees, we decided to share that message and the related Q & A with you, after making|gppropriat

modifications to fit the school environment. That message is presented below.

This communication provides guidelines for appropriate attire for classrooms and school relat
Independent Schools expectation is that we show respect for others, and reflect a professioaalan
that des not offend others or cause undue distraction.

We are addressing this topic in dasediplanner, trusting employees to do the right thing as it relat
the business they conduct each day. The responsibiétyirelieppripredeh of us; it is important to

impact it can have on our interaction with our students, parents, and peers.

Attached are Questions & Answers to provide additional information. | encourage you to disarsq
supervisor for clarification.

that enables people to achieve hirnngourprkngiges to&fd. i

The Fort Thomas Independent School District values and embraces differences, and we want IONT\

>R

>R

>R

ZRQ

QUESTIONS & ANSWERS

What does “appropriate” mean?
We have chosen Obusiness appropriated as the
acknowledges that the work you do should guide your choice of dress ratheimtganformal

d travel. T
ge. This

s to their ¢
alize the

this with

aintain a

ons

pro

dress code. Some individuals have incorrectly interpreted business appropriate as casual dress. (For

example, wearing weekend attire to work.)

How do I know what is appropriate dress if there are no specific guidelines?

We have not created alhinclusivdist of appropriate attire. Instead, we rely on employees to use
common sense to wear what is appropriate for the type of work that they do. Whéle gkants,
shorts, minskirts, clothes that expose +e@ttionssweat suits, spandex (or other tight fitting
clothing), flip flops, and tennis shoes are certespypnsibleveekend casual wear, they do not
convey a professional image and would not be appropriate to wear in most school situations.
Who decides whether my dress is appropriate? How is it reinforced?

We expect employees to dress in a way that reflects a professional image, shows respect for others

and is appropriate for the business they will do that day. So, as long as those principles are met,
each intvidual will decide what appropriately meets those criteria. Most Fort Thomas Independent
School District employees have a good sense of what is and is not appropriate for the work they
do.

In rare situations when the principles are not adhered to or argue st i on, each
principal or supervisor is expected to address the inappropriate attire, just as he/she would any
other type of inappropriate conduct. Since dress always involves a subjective element, principals
and supervisors should use commense in handling dress standard issues and talk things out in

a professional, constructive way.

Will it be seen as a performance issue if I wear clothes that are too casual (something I

thought was appropriate, but my principal or supervisor does not)?

Use your best judgment on what to wear to convey a professional image. If there is an issue, your
principal or supervisor should deal with it quickly, honestly and openly to help clarify what
appropriate attire might look like for the work you do. Thiddsinot be seen as a ldegm
performance issue unless it happens repeatedly despite getting advice and counsel.

Are there exceptions to the guidelines? Is casual attire ever appropriate?

There are a few exceptions, such as certain field tripgpprberiate attire for some teachers,

such as P.E. teachers, will be more casual due to the nature of their jobs. Teachers of our very
young may feel appropriate wearing casual slacks when they plan to be thittifigoo with

their student.
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