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School Directory 
Hickman County  
Elementary School  
416 McMorris Street 
Clinton, Kentucky 42031  
Tiffany Ray, Principal  
270-653-4067 

 

Hickman County  
High School  
301 James H. Phillips Dr. 
Clinton, Kentucky 42031 
Jeff Boaz, Principal  
270-653-4044 

 

Hickman County  
Middle School  
5th-6th @ HCES 
7th-8th @ HCHS 
Eric Blalock, Dean of Students  
HCES 270-653-4067 
HCHS 270-653-4044 

 KAPS Family Resource Center 
East Clay Street 
Clinton, Kentucky 42031 
Kelly Terry, Director  
270-653-4067 

 

Administrative Policy Chain of Command 
All employees have a job description that informs the employee as to the person or persons to whom they are 
responsible.  The following is a summary of that responsibility: 
 

Position 
Superintendent 
Director of Pupil Personnel 
Director of Special Education 
Central Office Manager  
Central Office Clerical Staff 
Federal Programs Bookkeeper 
Director of Transportation 
Bus Drivers/Mechanics 
Maintenance Staff  
Food Service Director 
Cafeteria Managers 
Cooks 
Principals/Dean of Students 
Teachers/Coaches/Aides 
School Secretaries  
Custodian Manager 
Custodians 

Responsible to: 
Hickman County Board of Education 
Superintendent 
Superintendent  
Superintendent  
Superintendent 
Federal Programs Director 
Superintendent 
Director of Transportation 
Superintendent 
Superintendent 
Food Service Director 
Cafeteria Managers 
Superintendent  
Principal/Designee 
Principal/Designee 
Principal/Designee  
Custodian Manager 

 

In the event of a problem, the employee should discuss the issue with their immediate supervisor. If the problem is 
not resolved to the employee's satisfaction, it should be discussed with the Superintendent. If a problem continues 
to exist, the employee is to request through the Superintendent a time to meet with the Board of Education. 

 
This policy does not imply that employees cannot or should not socialize with any individual in the chain-of- 
command. It does, however, inform and clarify the proper procedure to follow when personnel problems arise. 

 
The administrative staff and Board of Education will help employees with any problem brought to their attention. 
Employees will be treated fairly and equitably. 

 
THE POLICIES REFERENCED IN THIS PERSONNEL MANUAL ARE, IN MANY CASES, EXCERPTS 

OF COMPLETE BOARD POLICIES WIDCH CAN BE FOUND IN THE BOE POLICY MANUAL WHICH 
IS AVAILABLE IN THE DISTRICT OFFICE AND ONLINE ON THE SCHOOL’S WEBSITE. 
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Access to Electronic Media Acceptable Use Policy Policy 08.2323 
The Board supports reasonable access to various information formats for students, employees and community 
and believes it is incumbent upon users to utilize this privilege in an appropriate and responsible manner as 
required by this policy and related procedures, which apply to all parties who use District technology. 

 
Safety Procedures and Guidelines 
The Superintendent shall develop and implement appropriate procedures to provide guidance for access to 
electronic media and authorized communication system(s).  Guidelines shall address teacher supervision of 
student computer use, ethical use of electronic media (including, but not limited to, the Internet, e-mail, and 
other District technological resources) and issues of privacy versus administrative review of electronic files and 
communications.  In addition, guidelines shall prohibit utilization of networks for prohibited or illegal 
activities, the intentional spreading of embedded messages, or the use of other programs with the potential of 
damaging or destroying programs or data. 

 
Employee Use 
Employees shall not use a code, access a file, or retrieve any stored communication unless they have been 
given authorization to do so.  (Authorization is not required each time the electronic media is accessed in 
performance of one's duties.)  Each employee is responsible for the security of his/her own authentication 
credentials. 

 
Employee Conduct and Reporting Requirements for Technology Use 
All employees and volunteers are subject to disciplinary action if their conduct relating to the use of technology or 
online resources violates this policy or any other applicable statutory, regulatory or policy provisions governing 
employee conduct. This includes, but is not limited to, unauthorized electronic communications. 

The Professional Code of Ethics for Kentucky School Certified Personnel requires certified staff to protect the health, 
safety, and emotional well-being of students and the confidentiality of student information. Any conduct in violation 
of this Code – particularly involving technology or online resources - must be reported to the Education Professional 
Standards Board (EPSB) as required by law and may result in disciplinary action up to and including termination. 

Student Health and Safety Policy 09.22 
Priority 
Student health, welfare and safety shall receive priority consideration by the Board. 

Rules and regulations on health and safety promulgated by the Kentucky Board of Education under Kentucky statute 
and by local and state boards of health relating to student safety and sanitary conditions shall be implemented in each 
school. 

Health Services to be Provided 
In keeping with applicable legal requirements, only licensed medical professionals or school employees who have been 
appropriately trained and authorized to do so shall provide health services to students. 

Employees to whom health service responsibilities have been delegated must be approved in writing by the delegating 
physician or nurse. The approval form shall state the employee consents to perform the health service when the 
employee does not have the administration of health services in his/her contract or job description as a job 
responsibility, possesses sufficient training and skills, and has demonstrated competency to safely and effectively 
perform the health service. The approval form shall be maintained as required by law. Delegation of health service 
responsibilities shall be valid only for the current school year.1 

If the delegation involves administration of medication, the District will maintain proof that the employee has 
completed the required training provided by the Kentucky Department of Education or as allowed under KRS 158.838. 

Employees to whom health service responsibilities have been delegated shall notify their immediate supervisor by 
April 15 of each year if they are not willing to perform the service(s) during the next school year. 

Safety Procedures 
All pupils shall receive annual instruction in school bus safety. 
 
The Superintendent shall develop procedures designed to promote the safety of all students. Said procedures shall 
specify specific responsibilities for line positions having responsibility for student supervision. 
 
Anonymous Reporting Tool 
The District shall provide an anonymous reporting tool that allows students, parents, and community members to 
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anonymously supply information concerning unsafe, potentially harmful, dangerous, violent, or criminal activities, or 
the threat of these activities, to appropriate public safety agencies and school officials. 
 
Assignment Certified Personnel    Policy 03.131  
The Superintendent, after considering the preference of teachers and principals/designees and the welfare of pupils, 
shall assign certified personnel where needed and where best fitted for successful performance.   The Superintendent 
shall make all appointments, promotions, and transfers of certified personnel for positions authorized by the 
Board and, at the first meeting following the actions, shall notify the Board of same. Such notification shall be 
recorded in the Board minutes. No personnel action shall be effective prior to receipt of written notice of the 
action by the affected employee from the Superintendent. 
 
The Superintendent shall assign personnel who are certified for the positions they will hold and who possess 
qualifications established by Board policy, except in the case where no individual applies who is properly 
certified and/or who meets qualifications set by Board policy. 

 
The Superintendent shall not assign the relative of a school Principal to the school where the Principal is assigned. 

 
Teachers who refuse assignments must notify in writing the Superintendent not later than thirty days before the 
first student attendance day of the school year. 
 
The Superintendent shall not assign a certified employee to an alternative education program as defined in KRS 160.380 
as part of any disciplinary action pursuant to KRS 161.790 or as part of a corrective action plan established pursuant to 
the District’s evaluation plan. 

 
Assignment Classified Personnel Policy 03.231 
The assignment of classified personnel shall be made by the Superintendent, who, at the first meeting following 
the actions, shall notify the Board of same.  Such notification shall be recorded in the Board minutes.  No 
personnel action shall be effective prior to receipt of written notice of the action by the affected employee from the 
Superintendent. 
 
The Superintendent shall assign personnel only in positions for which they are qualified. 
 
The Superintendent shall not assign the relative of a school Principal to the school where the Principal is assigned.1 

The Superintendent shall not assign a classified employee to an alternative education program as defined in KRS 
160.380 as part of any disciplinary action pursuant to KRS 161.011 or as part of a corrective action plan established 
pursuant to the District’s evaluation plan. 

Regular Meetings Time and Place Policy 01.42 
The Hickman County Board of Education holds regular meetings on the fourth Tuesday of each month at 7:00 
p.m. in the Board Room within the District office. Special meetings are held as needed and changes to the date 
and time of regular meetings are made as needed and announced in advance. 
 
School Bus Drivers' Use of Tobacco and Other Substances            Policy 06.221 
Tobacco, Alternative Nicotine, or Vapor Products 
The use of any tobacco product, alternative nicotine product, or vapor product as defined in KRS 438.305 is 
prohibited for all persons and at all times 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 school-related student trip 
or student activity and is in the presence of a student or students.  
 
Use Prohibited  
All employees subject to commercial driver's license (CDL) requirements shall be prohibited from: 

1. The use of any drugs, that may affect the employee’s ability to safely drive a school bus or perform other 
job responsibilities; 

2. The use of alcohol: 
a. While on duty; 
b. Four hours before driving; 
c. Eight hours following an accident; or 
d. Consumption resulting in prohibited levels of alcohol in the system. 
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A complete description of the testing requirements can be found in Board Policy 06.221. 
 
Cafeteria Plan (Flexible Benefits Plan) 
A Section 125 Flexible Benefits Plan allows employees to spend benefit dollars for benefits they choose.  The 
benefits they choose are then paid for with benefit dollars available for their use either by their employer or 
through a salary reduction agreement with their employer.   Salary reduction means that employees are able to 
use "pre-tax" dollars to pay for certain benefits that they may have previously paid for with "after-tax" dollars. 
 
The plan gives employees a selection of benefits from which to choose the coverage which most fit their needs.   
 

The benefits include: 
 Individual medical insurance  
 Individual cancer insurance  
 Individual dental insurance  
 Individual vision insurance 
 Group life insurance for individuals and dependents  
 Long-term disability 
 Flex plan paid by employee 
 Individual and dependent medical insurance Individual and dependent cancer insurance 
 Individual and dependent dental insurance Individual and dependent vision insurance 

 
Employees must enroll in the plan in order to participate. The open enrollment period is prior to the plan year 
which begins January 1st of each year. Employees will be notified of the open enrollment period. 

 
Certification and Records Certification Policy 03.112 
All persons appointed to positions requiring Kentucky certification shall present to the Superintendent a copy of 
the required certificate prior to assuming the duties of the position. 
 
It shall be the responsibility of the employee to see that required certification is on file in the Superintendent's 
office and is kept current at all times. 
 
Child Abuse Policy 09.227 
Any teacher, school administrator, or other school personnel who knows or has reasonable cause to believe that a child 
under age eighteen (18) is dependent, abused or neglected1, or a victim of human trafficking, or is a victim of female 
genital mutilation, shall immediately make an oral or written report, including but not limited to electronic submission, 
to a local law enforcement agency or the Kentucky State Police, the Cabinet for Health and Family Services or its 
designated representative, the Commonwealth's or County Attorney in accordance with KRS 620.030.2 

After making that report, the employee shall then immediately notify the Principal of the suspected abuse. If the Principal 
is suspected of child abuse, the employee shall notify the Superintendent/designee. 

Communications Certified/Classified Personnel Policy 03.16/03.26  
The Superintendent shall develop specific communication procedures to include, but not be limited to, the 
opportunity for problems to be addressed and resolved at each level of the chain of command from the point of 
origin, time limitations for filing and the appeal of complaints not satisfactorily resolved, and procedures for the 
orderly review and appeal of each individual complaint. 
 
Complaints are individual in nature and must be brought by the individual complainant. 

The Board shall take action only on those complaints that fall within the authority of the Board.  
 

Conflict of Interests Certified/Classified   Personnel Policy 03.1721/03.2721 
No administrator or other employee of the District with decision-making authority over the financial position of the 
school District shall have any pecuniary interest, either directly or indirectly, in an amount exceeding $25.00 per 
year, at the time of or after appointment, in supplying any goods, services, property or merchandise for which 
school funds are expended. Nor shall any such person receive directly or indirectly any gift, reward, or promise of 
reward for goods, services, property, or merchandise of any kind for which school funds are expended. 
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No administrator or other employee shall solicit for personal financial remuneration from students, parents, and 
other staff during the school day or during school events. 
 
Unless prior arrangements are made with the Board, any device, publication or any other item to be copyrighted 
developed during the employee's paid time shall be District property. 
 
Employees shall not profit monetarily through use of confidential information gained in the course of or by 
reason of their position of employment with the District. 
 

Exception 
This policy shall not prohibit the Board from approving non-contracted personal services for the benefit of the District. 
 
Copyrighted Materials Policy 08.2321 
The use of copyrighted material for educational purposes, by school personnel, shall be within the generally 
accepted uses delineated by applicable law. 
 
Electronic Materials 
All employees shall use electronic materials only in accordance with the license agreement under which the electronic 
materials were purchased or otherwise procured.  Electronic materials are defined as computer software, databases, 
video tapes, compact and laser disks, electronic textbooks or any other copyrighted material distributed in electronic 
form. 

Any duplication of copyrighted electronic materials, except for backup and archival purposes, is a violation of the law, 
unless the license agreement explicitly grants duplication rights. The archival copy is not to be used on a second computer 
at the same time the original is in use. In addition, illegal copies of copyrighted software shall not be used on Board 
equipment. 

Controversial Issues Judgement Policy 08.1353 
Teachers are expected to exercise reasonable and prudent judgment in the selection and use of materials and 
discussion of issues in their classrooms. 
 
Issues 
The study of controversial issues shall be objective and scholarly. Issues discussed shall be appropriate for and 
within the range of knowledge, understanding, age, and maturity of students and shall be current, relevant, and 
significant to the instructional program. 

 
Not Disruptive 
Neither issues nor materials that have a potentially disruptive effect on the educational process shall be discussed 
or chosen. 
 
Conference with Principal/Designee 
Teachers who suspect that materials or a given issue may be inconsistent with this policy shall confer with the 
principal/designee prior to the classroom use of the materials or discussion of the issue.  If the principal/designee 
is in doubt, he/she shall confer with the Superintendent. 
 
Demotion Certified Personnel Policy 03.1313 
In accordance with statutory provisions the demotion of certified personnel shall be made by the Superintendent 
who, at the first meeting following the actions, shall notify the Board of the same. Such notification shall be 
recorded in the Board minutes.  No personnel action shall be effective prior to receipt of written notice of the 
action by the affected employee from the Superintendent. 
 
Demotion Classified Personnel Policy 03.2313 
The demotion of classified personnel shall be made by the Superintendent, who at the first meeting following the 
actions, shall notify the Board of same. Such notification shall be recorded in the Board minutes.  No personnel 
action shall be effective prior to receipt of written notice of the action by the affected employee from the          
Superintendent. 
 
Discipline, Suspension and Dismissal of Classified Employees Disciplinary Options  Policy 03.27 
Classified employees may be subject to the following actions, to include, but not be limited to: 

1. Verbal warning of reprimand by Superintendent/designee 
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2. Written warning or private reprimand by Superintendent/designee 
3. Probation imposed by Superintendent/designee 
4. Reassignment (temporary or permanent) by Superintendent 
5. Public reprimand by Superintendent 
6. Suspension without pay by Superintendent 
7. Nonrenewal  by Superintendent 
8. Dismissal (termination of contract) by Superintendent 

 
Termination/Suspension 
Classified employees may be terminated or suspended with or without pay only by the Superintendent who, at 
the first meeting following the actions, shall notify the Board of same.  Such notification shall be recorded in the 
Board minutes.  An employee may be relieved from duty for the remainder of the work day by the immediate 
supervisor, pending review by the Superintendent, when drugs, alcohol, and/or the health, safety, or welfare of 
students or staff are involved. 
 
No personnel actions shall be effective prior to receipt of written notice of the action by the affected employee 
from the Superintendent. 

 
Causes for Actions 
Any classified employee shall be subject to appropriate disciplinary action or job action for one or more of the 
following reasons: 

1. Dishonesty, neglect of duty, incompetence, inefficiency or insubordination. 
2. Reporting to work under the influence of or use or possession of alcohol while on duty, or the illegal 

use or possession of controlled substances at any time. 
3. Unsatisfactory evaluation of any factor on the employee's performance evaluation report. 
4. Repeated unexcused absence, tardiness, absence without notification or abuse of sick leave. 
5. Violation of or refusal to obey local policies or state regulations adopted by the Kentucky Board of 

Education or by the Board. 
6. Refusal to comply with safety directives. 
7. Falsifying information supplied to the District including information on application forms, absence 

reports or any other information. 
8. Violation of local policy, state, or federal statutes or regulations which apply to assigned duties. 
9. Failure to notify the Superintendent if the classified employee has been found by the Cabinet for 

Health and Family Services to have abused or neglected a child, and if the employee has waived the 
right to appeal such a substantiated finding or the finding has been upheld upon appeal. 

10. Being convicted of or entering "Alford" plea or plea of nolo contendere to a felony or any crime 
(including misdemeanors) involving moral turpitude or illegal transactions with minors or students. 

11. Immorality, misconduct, or conduct unbecoming a school employee. 
12. Loss of licensure or certification required for the position; failure to provide cooperation or consents necessary 

to serve or continue serving in positions requiring licensure; or being disqualified from serving in a licensed 
position based on information obtained by the District from the Federal Motor Carrier Safety Administration 
(FMCSA) drug and alcohol electronic “Clearinghouse” or otherwise. 

13. Failure to maintain the confidentiality of information about students or staff obtained in the course of 
employment, unless disclosure serves a legitimate job-related purpose or is required by law. 

14. Engaging in an sexually related behavior with a student with or without consent, including, but not 
limited to, behavior such 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. 

15. Physical or mental disability, consistent with applicable laws protecting employees with d isabilities.  
 

 Provisions of the dismissal due process provisions can be found in the complete Board policy. 
 
A complete description can be found in Board policy 03.27. 
Drug Free/Alcohol -Free Schools Certified/Classified Personnel Policy 03.13251/03.23251  
Drugs, Alcohol and Other Prohibited Substances 
District employees shall not manufacture, distribute, dispense, be under the influence of, purchase, possess, 
use, or attempt to purchase or obtain, sell or transfer any of the following in the workplace or in the 
performance of duties: 
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l. Alcoholic beverages; 
2. Controlled substances, prohibited drugs and substances, and drug paraphernalia; and 
3. Substances that look like a controlled substance.  In instances involving look-alike substances, there 

must be evidence of the employee's intent to pass off the item as a controlled substance. 
 

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

Definitions 
Controlled substance shall mean or any substance or immediate precursor listed in chapter 218A of the 
Kentucky Revised Statues or any other substance added by the Kentucky Cabinet for Health and Human 
Services under regulations pursuant to KRS 218A.020. 
 
Authorized Drugs 
Employees who personally use or who are designated to administer to a student a drug authorized by and 
administered in accordance with a prescription from a health professional shall not be considered in violation 
of this policy. 

 
Workplace Defined 
Workplace shall mean the site for the performance of work done for the District including any place where 
work on a District program, project or activity is performed. Including, but not limited to, a school building or 
other school premises and any school owned vehicle, or any other school approved vehicle used to transport 
students to and from school or school activities.  "Workplace" shall also include school sponsored or school 
approved activities, events or functions which are held off school property and in which students are under 
District jurisdiction including, but not limited to, field trips and athletic events. 

 
Suspension Termination/Non-Renewal 
Any employee who violates the terms of this policy may be suspended, non-renewed, or terminated.  In addition, 
violations may result in notification of appropriate legal officials. 

 
Educational/Professional Leave Certified Personnel Policy 03.1235 
Educational/Professional P urp ose  
Upon written request of a teacher or the Superintendent, the Board may grant leave (without pay) not to exceed 
two consecutive years of educational or professional purposes.  Leave may be granted for full-time attendance at 
universities or other training or professional activities approved by the Board when those activities are related to the 
employee's job or to other jobs an employee might hold in the school system. Leave will not be granted for part-time 
educational activities. 
 
Time of Application 
Written application for educational/professional leave must be made at least sixty days before the leave is to begin. 

 
Notification of Return 
Employees on educational/professional leave shall notify the Superintendent in writing of their intent to return to 
the school system on or before the date prescribed in Policy 03.123. 

 
Educational/Professional   Leave Classified Personnel Policy 03.2235 
The District may provide reimbursement for tuition and books for classified personnel to improve their job-
related skills until the employee has attained a Bachelor's degree. 

 
Equal Educational Opportunities Discrimination Prohibited          Policy 09.13 
As required by Title IX, 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 IX Sexual Harassment may be 
referred to the District Title IX Coordinator (TIXC), the Assistant Secretary for Civil Rights, or both. 

No pupil shall be subject to unlawful discrimination because of age, color, disability2, race, national origin, religion, 
sex (including sexual orientation or gender identity), or veteran status. 
 
Students with Disabilities 
The District shall provide a free, appropriate public education to each qualified student with a disability, as 
defined by law, within its jurisdiction. 
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Equal Employment Opportunity Certified/Classified   Personnel Policy 03.113/03.212 
Nondiscrimination 
As required by Title IX, 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 IX Sexual Harassment may be 
referred to the District Title IX Coordinator (TIXC), the Assistant Secretary for Civil Rights, or both.1 

The Superintendent shall adhere to a policy of equal employment opportunity in all personnel matters. No person shall 
be subjected to discrimination in regard to employment, retention, promotion, demotion, transfer or dismissal because 
of race, color, religion, sex (including sexual orientation or gender identity), genetic information, national or ethnic 
origin, political affiliation, age, disabling condition, or limitations related to pregnancy, childbirth, or related medical 
conditions. 

 
Individuals with Disabilities 
No qualified person with a disability, as defined by law, shall, on the basis of the disability, be subject to 
discrimination in employment. 

 
Reasonable Accommodation 
Employees who have a long-term or permanent disability may request the District supervisor to provide 
reasonable accommodations necessary for them to perform the essential duties of the position.  Medical 
information obtained as part of an employee request shall be confidential. 
 
If assistive technology is deemed necessary for an employee, every effort will be made to obtain that technology 
in a timely fashion. 

 
Evaluation Certified Personnel Policy 03.18 
Development of System 
The Superintendent shall recommend for approval by the Board and the Kentucky Department of Education a 
personnel evaluation system, developed by an evaluation committee, for all certified employees below the level 
of District Superintendent, which is in compliance with and which shall be implemented consistent with 
applicable statute and regulation. The District's certified evaluation plan shall be aligned with the Kentucky 
Framework for Personnel Evaluation. 

 
Purpose 
The purpose of the personnel evaluation system shall be to: support and improve performance of all certified school 
personnel and to inform individual personnel decisions. The District certified evaluation plan for certified personnel 
assigned to the District level for purposes of evaluation shall be specific to the evaluatee’s job category. 

 
Notification 
The evaluation criteria and evaluation process to be used shall be explained to and discussed with certified 
school personnel no later than the end of the evaluatee's first thirty calendar days of the school year as provided 
in regulation. 

 
Review 
All employees shall be afforded an opportunity for a review of their evaluations.  All written evaluations shall 
be discussed with the evaluatee, and he/she shall have the opportunity to submit a written response to be 
included in the certified employee's personnel record. Both the evaluator and evaluatee shall sign and date the 
evaluation instrument. 

 
All evaluations shall be maintained in the employee's personnel file. 

 
A complete description of the appeals panel selection and the appeals process can be found within Policy 03.18. 

 
Evaluation Classified Personnel Policy 03.28 
Each classified employee shall be evaluated at least once each year.  This evaluation shall be performed by the 
principal/designee or immediate supervisor and shall be based upon a formal procedure approved by the 
Superintendent for that specific position or class of positions.  The administrator performing the evaluation shall 
share and discuss the evaluation report with the employee.  The employee shall have the right to comment in 
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writing on the evaluation report.  The employee's written comments shall be attached to the evaluation report, 
and the report shall be filed with the Superintendent. 

 
Expense Reimbursement Certified/Classified Personnel            Policy 03.125/03.225 
Provided the Superintendent/designee has given prior approval to incur necessary and appropriate expense, the 
Board shall reimburse school personnel for school-related travel when such travel is a required part of the duties 
of the employee or for school-related activities approved by the Superintendent and, when appropriate,  the School 
Council.  Travel expenses of school based personnel in SBDM schools shall be paid from Council funds. In the 
case of expenses reimbursed from internal accounts, the Principal shall be the authority for approving reimbursement. 
Travel expenses for guests of employees shall not be reimbursed. 

The expense reimbursement process shall require documentation of the funding source/category used to pay expenses 
for all approved trips. 

Reimbursement Form 
Travel vouchers shall be submitted within one (1) week of the travel. No requests for travel reimbursement will be 
considered unless filed on the proper form and accompanied by itemized receipts. Receipts shall be required for all 
expenditures. 

Without proper documentation, individuals shall not receive reimbursement, and, if it is determined that reimbursement 
was made based on incomplete or improper documentation, the individual may be required to reimburse the District. 

The Board will be responsible only for actual expenses. Allowable expenses are: 

 
Mileage:  at a rate approved by the Board when the employee uses a personal vehicle 
Gasoline:  actual cost of gas and oil purchased and placed in a Board-owned vehicles 
Tolls/Fees:  all tolls and parking fees incurred in school-related travel 
Car Rental:  car rental charges when approved by the Superintendent and Council in the SBDM 

schools.  Charges must be substantiated by a receipt. 
Food/Lodging:   actual monies spent for food and lodging while on out-of-District trips, when 

an overnight stay required. Allowable expenses shall be reasonable and 
necessary as determined by the Superintendent 

 

Emergency repairs or road service to Board-owned vehicles if incapacitated. Drivers may not 
obligate Board for major repairs without permission of Superintendent or Director of 
Transportation. 

 
Extended Disability Leave Certified/Classified Personnel Policy 03.1234/03.2234 
Unpaid Leave 
Unpaid disability leave shall be granted by the Board, upon written request, for the remainder of the school 
year. Thereafter, leave may be extended by the Board in increments of no more than one year. 

 
Involuntary Disability Leave 
When, in the opinion of the Board, there is evidence that a teacher or the Superintendent is no longer able to 
perform satisfactorily the assigned duties, the Board may require the employee to provide evidence of ability to 
perform the essential functions of the position in the form of an examination and report by a physician of the 
Board's choosing. The Board shall bear the cost of this examination. 

 
The Board may suspend the employee temporarily pending the physician's examination and may grant and 
involuntary leave of absence and renewals thereof following the physician's examination. 

 
The employee shall have the right to a hearing on such involuntary leave and its renewal or extension in 
accordance with the provisions for hearing and appeal in KRS 161.790. 

 
Family and Medical Leave Certified/Classified Personnel Reasons  Policy 03.12322/03.22322I 
Leave shall be granted to eligible employees for the following reasons: 

1. For the birth and care for the employee's newborn child or placement of a child with the employee for 
adoption or foster care; 

2. To care for the employee's spouse, child or parent who has a serious health condition, as defined by law; 
3. For an employee's own serious health condition, defined by federal law, that makes the employee 

Emergency 
Repairs to 
Vehicles: 
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unable to perform the employee's 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 employee's spouse, son, 
daughter, or parent who serves in a reserve component or as an active or retired member of the Regular 
Armed Forces or Reserve in 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 injury or illness in 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 as defined by federal regulations. 

 
Employees who may be eligible for or who request leave for any of the above reasons shall be provided an FMLA 
notice eligibility and rights and responsibilities.  Requests for family and medical leave should be made in writing 
but verbal requests may be made to the immediate supervisor or other designated administrator who shall then 
document the request. 

 
Eligibility 
Employees are eligible for up to twelve workweeks of family and medical leave each school year, if they have 
been employed by the District for twelve months, have worked at least 1,250 hours during the twelve months 
preceding the start of the leave and otherwise qualify for family and medical leave.  Full-time teachers are 
presumed to have worked at least 1,250 hours during a school year. 

 
Restrictions 
To the extent that an employee is entitled to any paid leave, such leave shall be taken and it shall run concurrently 
with family and medical leave, except that the employee may request to reserve ten days of sick leave.  (This 
requirement shall not apply to employees taking workers’ compensation leave.)  However, when an employee’s 
work-related injury/medical state qualifies as a serious health condition, worker’s compensation leave shall run 
concurrently with the twelve work week entitlement.  
 
Paid leave used by the employee as required under this policy shall count, as applicable, against the twelve or 
twenty-six FMLA workweek entitlement.  
 
Entitlement to family and medical leave for the birth and care of a newborn child or placement of a child shall 
expire twelve months after the date of such birth or placement. 

 
When both husband and wife are employed by the District, the combined amount of family and medical leave 
for reasons other than personal illness or illness of a child shall be limited to twelve workweeks.  In cases of 
personal illness or illness of a child, each spouse is entitled to twelve workweeks of family and medical leave.  
 
Exception:  The limit on the combined amount of family and medical leave shall be twenty-six workweeks when 
both an eligible husband and wife are employed by the District and are eligible for leave that involves a covered 
Armed Forces service member/veteran.  
 
Depending on the date family and medical leave is to begin,  instructional employees as designated by federal 
regulation may be required to continue on leave until the end of the school term to avoid disruption.  
 
Unused family and medical leave shall not accumulate from year to year. 
 
Intermittent Leave/Reduced Hours 
Family and medical leave may be taken intermittently (when medically necessary) or on a reduced hours basis.  
 
Continuation of Benefits 
While on family and medical leave, employees shall be entitled to all employment benefits accrued prior to the 
date on which the leave commenced. Health insurance for an employee on family and medical leave shall 
continue to be provided by the state on the same basis had the employee not taken leave. Other employment 
benefits and seniority shall not accrue during unpaid family and medical leave. 
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Return to Work 
As noted by the required notice of eligibility and rights and responsibilities when family and medical leave is taken 
due to an employee’s own serious health condition, the employee shall provide fitness-for-duty certification before 
returning to work.  This may include certification by the health care provider that the employee is able to perform 
essential functions specific to the job, as noted by the District in a list attached to the certification form. 
 
Upon return to work, the employee shall be entitled to his/her same position (or an equivalent position with 
equivalent pay) with corresponding benefits and other terms and conditions of employment.  

 
Fund-Raising Activities Policy 09.33 
Approval Required 
All schoolwide fund-raising activities, including the proposed use of the funds, must be approved by the Board. 
Requests must be channeled through the Principal/Designee and Superintendent. 

 
All other fund-raising activities, including the proposed use of the funds, shall require the approval of the 
Principal or a designee. 
 
All funds raised for a specific purpose shall be used for that purpose. 

 
Any sale or canvassing of the school community for the purpose of selling a school-related item must be 
approved by the Principal/Designee, Superintendent, or Board, including the proposed use of the funds. 

 
Any and all money raised by any person or organization in the name of the school must have Board approval 
and shall belong to the school. 

 
Pupil Not Compelled 
No student shall be compelled to participate in or meet any kind of quota in a fund-raising activity.  Students 
choosing not to participate in a fund-raiser shall not be excluded from benefitting from the fund-raiser or otherwise 
penalized in any way. 
 
Harassment/Discrimination Definition Certified/Classified   Personnel  Policy 03.162/03.262 
Harassment/Discrimination  of employees is unlawful behavior based on the race, color, national origin, age, 
religion, sex (including sexual orientation or gender identity), genetic information, disability, or limitations related 
to pregnancy, childbirth, or related medical conditions of an employee involving intimidation by threats of or 
actual physical violence; the creation, by whatever means, of a climate of hostility or intimidation, or the use of 
language, conduct, or symbols in such manner as to be commonly understood to convey hatred or prejudice. 

 
Prohibition 
Harassment/Discrimination is prohibited at all times on school property and off school grounds during school- 
sponsored activities.  This prohibition also applies to visitors to the school who may come into contact with 
employees and students.  (Acts of harassment/discrimination based on sex may be committed by persons of the 
same or the opposite sex.) 

 
District staff shall provide for a prompt and equitable resolution of complaints concerning 
harassment/discrimination. 

 
Disciplinary Action 
Employees who engage in harassment/discrimination of another employee or a student on the basis of any of 
the areas mentioned above shall be subject to disciplinary action including, but not limited to, termination of 
employment. 
 
Guidelines 
Employees who believe they or any other employee, student, or visitor is being or has been subjected to 
harassment/discrimination shall, as soon as reasonably practicable, report it.  In each school building, the 
Principal/Designee is the person responsible for receiving reports of harassment/discrimination at the building 
level.  Otherwise, reports of harassment/discrimination may be made directly to the Superintendent.  If an 
employee is not assigned to a particular school, a report of harassment/discrimination may be made to the 
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employee's immediate supervisor or to the Superintendent.  Additionally, if sexual discrimination or harassment 
is being alleged, reports may be made directly to the District Title IX Coordinator.  Complaints of 
harassment/discrimination, whether verbal or written, shall lead to a documented investigation and a written 
report. 

 
In applicable cases, employees must report harassment/discrimination to appropriate law enforcement 
authorities in accordance with law. 

 
The Superintendent shall provide for the following: 

1. Investigation of allegations of harassment/discrimination  to commence as soon as circumstances allow, 
but not later than three working days of receipt of the original written complaint, regardless of the 
manner in which the complaint is communicated to a District administrator.  A written report of all 
findings of the investigation shall be completed within thirty calendar days, unless additional time is 
necessary due to the matter being investigated by a law enforcement or governmental agency. 

2. The Superintendent/designee may take interim measures to protect complainants during the investigation. 
3. A process to identify and implement with five working days of the submission of the written investigative 

report, methods to correct and prevent reoccurrence of the harassment/discrimination.    If corrective 
action is not required, an explanation shall be included in the report. 

4. A process to be developed and implemented to communicate requirements of this policy to all staff, 
which may include, but not limited to, the following: 

• written notice provided in publications  such as handbooks, staff memoranda, and/or pamphlets; 
• postings in the same location as are documents that must be posted according to state/federal 

law; and/or 
• such other measures as determined by the Superintendent/designee. 

Method(s) used shall provide a summary of this policy, along with information concerning how 
individuals can access the District's complete policy. 

5. Annual training explaining prohibited behaviors and the necessity for prompt reporting of alleged 
harassment/discrimination;  and 

6. Development of alternate methods of filing complaints for individuals with disabilities and others who 
may need accommodation. 

 
Prohibited Conduct 
Depending on the circumstances and facts of the situation, and within the definition of 
harassment/discrimination contained in this policy, examples of conduct and/or actions that could be 
considered a violation of this policy include, but are not limited to: 

1. Any nicknames, slurs, stories, jokes, written materials or pictures that are lewd, vulgar, or profane and 
relate to any of the protected  categories listed in the definition of harassment/discrimination  contained in 
this policy; 

2. Unwanted touching, sexual advances, requests for sexual favors, and spreading sexual rumors; 
3. Instances involving sexual violence; 
4. Causing an employee to believe that he or she must submit to unwelcome sexual conduct in order to 

maintain employment or that a personnel decision will be based on whether or not the employee 
submits to unwelcome sexual conduct; 

5. Implied or overt threats of physical violence or acts of aggression or assault based on any of the 
protected categories; 

6. Seeking to involve individuals with disabilities in antisocial, dangerous or criminal activity where 
they, because of  disability, are unable to comprehend fully or consent to the activity; and 

7. Destroying or damaging an individual's property based on any of the protected categories. 
 

Confidentiality 
District employees involved in the investigation of complaints shall respect, as much as possible, the privacy 
and anonymity of all parties involved. 
 
Appeal 
Upon the completion of the investigation and correction of the conditions leading to the harassment/discrimination, 
any party may appeal any part of the findings and corrective actions to the Superintendent. 
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If a supervisory staff member is an alleged party in the harassment/discrimination complaint, provision shall be 
made for addressing the complaint to a higher level of authority. 

 
Failure by employees to report, notify, and/or initiate an investigation of alleged harassment/discrimination  as 
required by this policy or to take corrective action shall be cause for disciplinary action. 

 
Retaliation Prohibited 
No one shall retaliate against an employee or student because s/he submits a grievance, assists or participates 
in an investigation, proceeding, or hearing regarding the charge of harassment/discrimination of an individual 
or because s/he has opposed language or conduct that violates this policy. 
 
Upon the resolution of allegations, the Superintendent shall take steps to protect employees and students 
against retaliation. 

 
Other Claims 
When a complaint is received that does not appear to be covered by this policy, administrators shall review 
other policies that may govern the allegations, including but not limited to, 03.113, 0.1325 and/or 09.422. 

 
Health and Safety Certified/Classified Personnel Policy 03.14/03.24 
Safety 
It is the intent of the Board to provide a safe and healthful working environment for all employees. 
Employees shall report any conditions they believe to be unsafe to their immediate supervisor, who shall 
examine the situation and take appropriate action. 

 
The District shall develop, maintain and implement health and safety plans in compliance with state and federal 
law. 
 
Hazard Communication Plan 
The Superintendent/designee shall develop a District Hazard Communication Plan. 
 
A copy of this plan is available for employee review in the District office. 

 
Bloodborne Pathogen Control 
The Superintendent/designee shall develop an Exposure Control Plan to eliminate or minimize District 
occupational exposure to bloodborne pathogens. 
 
A copy of this plan is available for employee review in the District office. 

 
Hiring Certified Personnel Policy 03.11 
Superintendent's Responsibilities 
All appointments, promotions, and transfers of certified personnel for positions authorized by the Board shall 
be made by the Superintendent who, at the first meeting following the actions, shall notify the Board of same. 
Such notification shall be recorded in the Board minutes. 

 
When a vacancy occurs, the Superintendent shall submit the job posting to the statewide job posting system fifteen 
days before the position is to be filled. 

When a vacancy needs to be filled in less than fifteen days to prevent disruption of necessary instructional or support 
services of the school District, the Superintendent may seek a waiver of the fifteen day advance notice requirement 
from the Commissioner of Education. If the waiver is approved, the appointment shall not be made until the person 
selected by the Superintendent has been approved by the Commissioner of Education. 

Effective Date 
Personnel actions shall not be effective until the employee receives written notice of such action from the 
Superintendent.  Certified employees may be appointed by the Superintendent for any school year at any time 
after February 1 next preceding the beginning of the school year. 
 
Criminal Background Check and Testing 
Applicants, employees, and student teachers assigned within the District shall undergo records checks and 
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testing as required by applicable statutes and regulations. 
 
Vacancies Posted 
Under procedures developed by the Superintendent, a listing of all District job openings shall be posted in the 
Central Office and in each school building on a timely basis and shall refer interested persons to the Central 
Office job register for additional information. Postings of vacancies may be made with other agencies, as 
appropriate. 

 
When a vacancy for a teaching position occurs in the District, the Superintendent shall conduct a search to 
locate minority candidates to be considered for the position. 

 
Contract 
Except for noncontracted substitute teachers, all certified personnel shall enter into annual written contracts 
with the District. 

 
Hiring Classified Personnel Policy 03.21 
Superintendent's   Responsibilities 
All appointments, promotions, and transfers of classified personnel for positions authorized by the Board 
shall be made by the Superintendent who, at the first meeting following the actions, shall notify the Board of 
same. Such notifications shall be recorded in the Board minutes. 

 
Effective Date 
Personnel actions shall not be effective until the employee receives written notice of such action from the 
Superintendent. 

 
Qualifications 
The Superintendent shall employ only individuals who possess qualifications established by law, regulation, 
and Board policy except in the case where no individual applies who meets established qualifications. 

 
Educational Requirement 
No person shall be initially hired unless he/she holds at least a high school diploma or High School Equivalency 
Diploma or is provided an opportunity by the District upon employment to obtain a High School Equivalency Diploma 
at no cost to the employee. Licenses or credentials issued by a government entity that require specialized skill or 
training may also substitute for this requirement. Employees shall hold the qualifications for the position as established 
by the Commissioner of Education. 
 
All paraprofessionals shall satisfy educational requirements specified by federal law. 
 
Criminal Background Check and Testing 
Applicants and employees shall undergo records checks and testing as required by applicable statutes and 
regulations.  Bus drivers and applicants requiring a Commercial Driver’s License (CDL) must undergo additional 
background and substance use checks per Board Policy 06.221. 
 
Vacancies Posted 
Under procedures developed by the Superintendent, a listing of all District job openings shall be posted in the 
Central Office and in each school building on a timely basis and shall refer interested persons to the Central 
Office job register for additional information.  Postings of vacancies may be made with other agencies, as 
appropriate. 

 
Contract 
All regular full-time and part-time classified personnel shall enter into annual written contracts with the District. 

 
Holidays Certified Personnel Policy 03.122 
Certified employees shall be paid for four holidays which shall be designated in the official school calendar.  
These are part of the school year required by state law. 

 
Contracted Days 
Employees shall work the days specified in their contracts.  Use of noncontracted days must be approved in 
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advance by the Superintendent or designee.  Noncontracted days shall not accumulate. 
 
Holidays Classified Personnel Policy 03.222 
All classified employees who qualify shall be paid for four holidays which shall be designated in the official 
school calendar.  These are part of the school year required by state law. 

 
Twelve Month Employees 
Twelve month classified employees are entitled to the following holidays with pay: New Year's Holidays (2 
days), Memorial Day, Independence Day, Labor Day, Thanksgiving Holidays (2 days), and Christmas 
Holidays (2 days). 
 
Vacations 
Full-time, twelve month employees shall be eligible for ten vacation days annually.  Use of vacation days 
must be approved in advance and must be taken after the completion of each twelve month period.  Vacation 
days shall not be taken in August. 

 
Employees shall schedule their use of vacation days no later than June 30 of the previous year in which the days 
shall be taken.  The schedule shall be approved by the Superintendent. to scheduled use of vacation days must be 
approved by the Superintendent. 

 
Hours of Duty Certified Personnel  Policy 03.1332 
Certified employees shall be prompt in attendance and shall remain on duty as specified by school policy or their 
immediate supervisor. 
 
Certified employees may be required to perform additional duties as directed by school policy or assigned by 
their immediate supervisor. 
 
Each full time teacher shall be provided with a duty-free lunch period each day during the regularly scheduled 
student lunch period. 

 
Certified employees shall not leave their job assignment at any time during the school day without the express 
approval of their immediate supervisor. 
 
Insurance    Certified/Classified Personnel                                Policy 03.124/03.224  
The Board shall provide unemployment insurance1 and workers' compensation2 insurance for all certified personnel. 
In accordance with 702 KAR 003:330, the District shall provide Certified Employee Liability Insurance in an amount 
not less than one (1) million dollars for the protection of the employee from liability arising in the course and scope of 
pursuing the duties of his or her employment.3 In addition, the State provides group health and life insurance to 
employees who are eligible as determined by Kentucky Administrative Regulation. 
 
Worker's Compensation 
Employees who qualify for workers' compensation benefits following an assault and injury, while performing assigned 
duties, should refer to policy 03.123. 

Employees qualifying for workers' compensation indemnity payments may choose to take sick leave pay during 
part or all of the period they are unable to work. However, the amount paid to these employees while on sick 
leave shall be deducted from the worker's compensation indemnity payments. (Employees shall be responsible 
for determining any personal tax consequences resulting from their choice to use sick leave pay.) 
 
Insurance Programs 
Employees may participate in the following insurance programs: 
 
 State health plans    
 Medical/Hospitalization Life Insurance 
  Cancer/Accident Insurance/Life Insurance  
 Life Insurance/Disability   
 Dental Insurance  
 Vision Insurance 
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The state carries a $20,000 life insurance policy for each employee at no cost to the employee. 
 

Curriculum and Instruction - Policy 08.211 
Homework 
Each school shall establish standards for out of school assignments.  These standards shall encompass amounts 
and types of reasonable homework assignments by grade level. 
 
Homework shall be assigned for the improvement of learning.  Curriculum related assignments shall not be used 
for disciplinary purposes.  Assignments should have meaning for the student, should be clear and specific, and 
should be of any amount and type that may be accomplished in a reasonable period of time. 
 
Cu rriculum and Instruction –  Policy 08.212 
Lesson Plans 
Each school shall develop standards for preparation and review of written lesson plans. 
 
Lesson plans shall be available for use by substitute teachers and other personnel. 
 
Curriculum and Instruction - Policy 08.221 
Grading 
Teachers shall maintain detailed, systematic records of the achievement of each student and shall report every 
nine weeks to the parent or guardian on the progress of their child. 
 
A student's grade shall not be lowered as a disciplinary action. 
 
The Board approved grading system is specified in the student handbook. 
 
Student Fees Policy 09.15 
Fees may be charged for materials, equipment or items of personal attire; which are to remain the property of the 
student. 
 
A technology fee will be charged for district owned devices issued to students grades 7-12. 
 
Jury Leave Certified/Classified  Personnel Policy 03.1237/03.2237 
Any employee who serves on a jury in a duly constituted local, state, or federal court shall be granted leave with 
full compensation for the period of his actual jury service. 
 
The employee shall reimburse the Board for any compensation (except expense monies) received as jury pay. 
Persons who will be absent from work to serve on juries must give advance notice to their immediate supervisors. 
 
Leaves and Absences Certified Personnel            Policy 03.123 
Approval 
Authorization of leave and time taken off from one's job shall be in accordance with specific leave policy.  
Absence form work that is not based on appropriate leave for which the employee is qualified may lead to 
disciplinary consequences, up to including termination of employment. 

 
Notification 
Employees on leave covered by the related policies in place shall notify the Superintendent in writing by April 1 
of the year the leave terminates of the date of their intent to return to the school system.  Employees who fail to 
notify the Superintendent of their return by April1 cannot be guaranteed employment for the following school 
year.  If an employee on leave has not contacted the Superintendent by April 1, the Superintendent is authorized 
to fill the position for the following school year.  Where an employee in the final year of leave fails to contact 
the Superintendent by April 1, to either request an extension of leave or to provide a date of return, the 
Superintendent may determine whether personnel action is required. 

 
Placement upon Return 
Employees taking long term leave will be entitled on return to a comparable position for which they are 
qualified. Placement in the same position or the same school cannot be guaranteed. 
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Leaves and Absences Classified Personnel Policy 03.223 
Approval 
Authorization of leave and time taken off from one's job shall be in accordance with 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. 
 
Notification 
Employees on leave covered by the related policies in place shall notify the Superintendent in writing by April 1 
of the year the leave terminates of the date of their intent to return to the school system.  Failure to do so will 
render the position vacant. 
 
Maternity Leave Certified/Classified   Personnel Policy 03.1233/03.2233 
Paid M a t e r n i t y  Leave 
The District shall provide up to thirty paid maternity leave days for a teacher or employee who gives birth to a child.  
The maternity leave days shall be used without deduction of salary and shall be used prior to the teacher or employee 
using any other leave.  Paid maternity leave will run concurrently with FMLA.  Any maternity leave days unused by 
the teacher or employee shall not transfer into sick leave or be converted to any other leave type and shall expire 
upon return to work.  This shall not limit the District’s authority to establish additional paid maternity benefits or to 
provide paid parental leave benefits. 
 
Paid Sick Leave 
Childbirth and recovery therefrom, which prevent the employee from performing assigned duties shall entitle the 
employee to sick leave benefits as  provided in Board Policy 03.1232. 
 
An illness of the newborn shall entitle the employee to sick leave benefits as provided in Board Policy 03.1232. 
 
An employee may use up to thirty days of sick leave immediately following the birth or adoption of a child or 
children.  Additional sick leave days may be used when the need is verified by a physician's statement. 
 
Unpaid Leave (KRS 161.770) 
On written request, the parent of a newborn or the employee who adopts a child or children shall be granted 
unpaid leave of absence not to exceed the remainder of the school year in which the birth or placement occurred.  
Thereafter, leave may be extended increments of no more than one year. 
 
Employees on maternity leave shall notify the Superintendent in writing of their intent to return to the school 
system on or before the date prescribed in Policy 03.123.  Employees who fail to notify the Superintendent of 
their return by the date prescribed in Policy 03.123 cannot be guaranteed employment for the following school 
year. 
 
Employees taking a maternity leave will be entitled on return to a comparable position for which they are 
qualified. Placement in the same position or the same school cannot be guaranteed. 
 
Medical Examination Certified Personnel  Policy 03.111 
Newly Employed Personnel 
All newly employed certified personnel, including substitute teachers, shall present documentation in the form of 
a medical examination performed by a  designated licensed physician, physician assistant (PA), or advanced 
registered nurse practitioner or by a licensed medical practitioner of the employee's choice.  This examination is 
at the employee's expense and shall certify the employee's ability to perform the assigned job.   Medical 
examinations performed within ninety days of employment will be accepted. 
 
Report 
The medical examination shall be reported on the form required by Kentucky Administrative Regulation or an 
electronic medical record that includes all of the data equivalent to that on the Medical Examination of School 
Employees form.  A copy of the form or electronic medical record and a statement indicating the employee's 
medical status must be filed with the Superintendent prior to assuming assigned duties. 
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Tuberculosis Screening/Testing 
Each medical examination shall include a risk assessment for tuberculosis as required by KAR.  Individuals 
identified by that assessment as being high risk for TB shall be required to undergo a tuberculin skin test or a 
blood test for Mycobacterium tuberculosis (BAMT) as required by 702 KAR I :160. A person who tests 
positive for TB shall be required to comply with the directives of the Board, local board of health and the 
Kentucky Department for Public Health, Cabinet for Health and Family Services, for further evaluation and 
treatment for the tuberculosis infection. 
 
Medical Examination Classified Personnel Policy 03.211 
Bus Drivers 
As a condition of employment, each school bus driver, including substitute drivers, shall pass a medical examination 
on initial employment and every two (2) years thereafter in accordance with KRS 281A.175, 702 KAR 005:030, and 
702 KAR 005:080. 

Other Newly Employed Classified Personnel 
As a condition of initial employment, all classified employees (except bus drivers), including substitute 
employees, shall pass a medical examination as indicated in 702 KAR I:160.  The examination shall be provided 
by a licensed physician, physician assistant (PA), or advanced registered nurse practitioner designated by the 
Board.  Each examination shall include a risk assessment for TB as required by KAR.  If the employee elects to 
be examined by a private practitioner, the cost of the examination shall be borne by the employee. 
 
Report Requirements 
Unless a new employee is hired after the beginning of the school year, examinations shall be conducted prior to 
August I of the school year in which the person is employed. 
 
Medical examinations performed within ninety-day period prior to initial employment will be accepted.  
 
Tuberculosis   Screening/Testing 
Each medical examination shall include a risk assessment for tuberculosis as required by KAR.  Individuals 
Identified by that assessment as being high risk for TB shall be required to undergo a tuberculin skin test or a 
blood test for Mycobacterium tuberculosis (BAMT) as required by 702 KAR l :160.  A person who tests positive 
for TB shall be required to comply with the directives of the Board, local board of health and the Kentucky 
Department for Public Health, Cabinet for Health and Family Services, for further evaluation and treatment for 
the tuberculosis infection. 
 
Required Examination for Present Personnel 
When, in the opinion of the Superintendent, there is evidence that an employee is no longer able to perform 
satisfactorily the assigned duties because of health problems or when the employee poses a health threat to 
students or other employees, the Superintendent may, consistent with the American with Disabilities Act and 
Family Medical Leave Act, require the employee to provide evidence of fitness in the form of an examination 
and report by a physician of the Superintendents choosing. The Board shall bear the cost of this examination. 
 
Medicare 
All employees hired after March 31, 1986 who do not pay social security are required to have Medicare 
withheld from their gross salary at a rate of 1.45%, which is matched by the Board of Education at the same 
rate. 
 
Non-Discrimination Policy Statement 
The Hickman County Board of Education does not discriminate on the basis of sex in the educational programs 
or activities that it operates, and is required by Title IX, of the educational amendments of 1972 (P.L. 92-318), 
not to discriminate in such a manner.  Further, the Board of Education does not discriminate on the basis of 
handicap, in treatment, admission or access to, or employment in, its programs or activities as required by the 
Rehabilitation Act of 1973 (P.L. 9312), as amended, Section 504, nor does the Board of Education discriminate 
on the basis of race, color, national origin, as required by Title VI, of the Civil Rights Act of 1964, nor does the 
Board of Education discriminate in the basis of age, religion, or marital status, in the educational program or 
activities it operates. 
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The Hickman County Board of Education has appointed the Instructional Supervisor as the Board's Non- 
discrimination Title IX, Title VI, and Section 504, coordinator.  The supervisor will be responsible for the 
coordination of Title IX, Title VI, and Section 504, and will be available for consultation with regard to any 
complaints arising out of alleged discriminatory practices. 
 
Grievance Procedures 
Grievance procedures for resolution of student and employee complaints relating to Title IX, Title VI, and 
Section 504, are as follows: 

1. All grievances shall be submitted in writing to the coordinator of Title IX, Title VI, and Section 
504. Grievances shall be dated and signed by the grievant. 

2. Upon receipt of said written grievance, the Title IX, Title VI and Section 504 coordinator shall render  
a written decision within ten days of the filing of the grievance: said written decision shall be mailed to 
the grievant’s last known address by certified letter with a return receipt requested.  A copy of said 
decision shall be filed with the Superintendent of schools. 

3. The grievant, if dissatisfied with the decision of the Title IX, Title IV, and Section 504 coordinator, 
shall have fifteen days within which to file written notice of appeal with the Superintendent of Schools. 
This written notice of appeal shall be dated and signed by the grievant. 

4. Upon receipt of the said written notice of appeal the Superintendent of School shall schedule a hearing 
of the appeal before the full Board of Education within fifteen days after the receipt of said notice of 
appeal. 

5. The grievant shall be notified in writing by certified letter of the time and place of said meeting. 
6. After completion of the hearing, the Board of Education shall render a written decision within ten (10) 

days and notify the grievant of its decision by certified mail. 
7. The decision of the Board of Education shall be final. 

 
All grievances arising under alleged violations of Title IX, Title IV, and Section 504 are to be directed to: 
  

Hickman County Board of Education 
Attn: Superintendent 
416 Waterfield Drive North 
Clinton, KY 42031 

 
Outside Employment or Activities Certified/Classified   Personnel                          Policy 03.1331/03.2332 
Certified and classified employees shall not accept outside employment or activities which will prevent them 
from fulfilling regularly assigned school duties and obligations. 
 
Employees shall not perform any duties related to an outside job during their regular working hours. 
 
Personal Leave Certified and Classified Personnel Policy 03.1231/03.2231 
Number of Days 
Full-time certified and classified employees shall be entitled to three days of personal leave with pay each 
school year. 

 
Persons employed for less than a full year contract shall receive a prorate part of the authorized personal leave 
days calculated to the nearest one half day. 
 
Persons employed on a full year contract but scheduled for less than a full work day shall receive the 
authorized personal leave days equivalent to their normal working day. 
 
Approval 
The Superintendent or designee must approve the leave date, but no reasons shall be required for the leave. 
 
Approval shall be contingent upon the availability of qualified substitute employees.  Those employees making 
earliest application shall be given preference. 
 
Prohibitions 
Personal leave shall not be taken during the first five and last five school days of each semester.  No more than 
two employees from each building may take personal leave on any given day. 
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Statement 
Employees taking personal leave must file a personal statement on their return to work stating that the leave was 
personal in nature. 
 
Accumulation 
On June 30, personal leave days not taken during the current school year shall be transferred and credited to the 
employee's accumulated sick leave account. 
 
Personnel Records Certified/Classified Personnel Policy 03.15/03.25 
One master personnel file, documenting employment history and including information maintained in electronic 
format, shall be maintained for each employee.  This file shall be maintained in the Central Office and shall be 
under the custody of the Superintendent or the Superintendent's designee.  This file may be inspected by the 
employee. 
 
The Superintendent shall develop procedures to ensure the security of the files. 
 
Public Inspection:  Those portions of personnel records containing material of a personal nature, the disclosure 
of which would constitute an invasion of privacy, are not open for public inspection. 
 
Medical information shall be maintained separately from an employee's personnel file. 

 
Political Activities   Certified/Classified Personnel  Policy 03.1324/03.2324  
No District employee shall promote, organize, or engage in political activities while performing his/her duties or during 
the work 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 school property 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 parents or the community concerning 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 needs. 

Promotion Certified/Classified Personnel                                 Policy 03.1312/03.2312 
The promotion of personnel shall be made by the Superintendent, who at the first meeting following the actions, 
shall notify the Board of same.  Such notification shall be recorded in Board minutes.  No personnel action shall 
be effective prior to receipt of written notice of the action by the affected employee from the Superintendent. 

 
The Superintendent shall not promote a personal relative or the relative of a Board member who continues 
employment in the District under provisions of KRS 160.380. 

 
The promotion of personnel shall be based on qualifications, success in past assignments, and potential for 
success in the new position. 
 
Purchasing 
All requests for purchases requiring payment by the Board of Education must be made on the proper 
requisition form. 

 
All instructional purchases requiring the use of SBDM Council funds must have prior approval by the SBDM 
Council and/or the building principal/designee. 
 
All purchases of custodial, maintenance, administrative, and transportation supplies must be approved in 
advance by the Superintendent or designee appointed by the Superintendent. 

 
Reduction in Force Classified   Personnel Policy 03.271 
During the budgeting process, the Board shall determine the number of classified positions to be funded by the 
District. 
 
If it becomes necessary to reduce the number of classified employees within the budget year, the Superintendent 
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may at any time make a reduction in the number of classified employees due to the following: 
1. Reduction in funding, 
2. Reduction in enrollment of students, 
3. Changes in the District or school boundaries, or 
4. Other compelling reasons as determined by the Superintendent 

The Superintendent shall provide at least thirty calendar days written notification to employees affected. 

Order of Reduction 
Employees who have less than four years of continuous active service shall be reduced first. 

 
In the event it is necessary to reduce classified employees who have more than four years of continuous active 
service, the Superintendent shall make reductions within each job classification affected based on the 
following: 

1. Seniority in the District and qualifications required for the position, such as specialty license/training 
and whether the position is full-time or part-time, based on District needs. 

2. Seniority and qualifications being equal, the classified employee who has the highest evaluation ratings 
will be retained. 

 
Re-Employment 
Employees with more than four years of continuous active service in the District shall have the right of recall, 
if positions become available for which they are qualified.  Recall of those individuals shall be implemented 
according to District seniority with restoration of primary benefits, including all accumulated sick leave and 
appropriate rank and step on the current salary schedule based on the total number of years of service in the 
District.  In addition, should these employees be subject to a reduction in force, they shall be granted 
continuation of benefits under COBRA. 

 
When employees with less than four years of continuous active service in the District are selected for 
reduction they shall no longer be considered an employee and shall have no employee rights or benefits other 
than those granted under COBRA.  These individuals may reapply for employment with the District if 
positions open in the future. 
However, a reduction in force does not guarantee future employment with the District or any preference or 
recall right in the employment process for employees with less than four years of District experience. 

 
Retirement Certified Personnel Policy 03.175 
Certified staff members must participate in the teacher's retirement system as a condition of employment. The 
employee contribution rate varies depending on date of participation in retirement system.  The current employee 
contribution rate is 14.75% of gross salary for those hired after January 2022.    

 
If employees have a change in name, address, or beneficiary it is the employee's responsibility to contact the 
KTRS with the changes. 

 
KTRS may be contacted at 216 West Main Street, Frankfort, Kentucky 40601 or by call 502-848-8500. 
 
Unused Sick Days 
Certified employees or their estate shall receive, only upon initial retirement, compensation at the rate of thirty 
percent (30%) for each unused sick leave day. 
 
These calculations are based on the employee's last annual salary.  The District shall provide compensation for 
unused sick leave days when the employee provides proof s/he qualifies as an annuitant who will receive a 
retirement or disability allowance from the Kentucky Teachers' Retirement System.  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 employee. 

 
Retirement Classified Personnel Policy 03.273 
Classified staff must participate in the classified’s retirement system as a condition of employment.  The employee 
contribution varies from 5.00% to 6.00% of gross pay depending on date of participation in retirement system.  
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The District matching contribution is 18.62% of gross pay. 
 
If employees have a change in name, address, or beneficiary it is the employee's responsibility to contact the 
KRS with the changes. The KRS may be contacted at Perimeter Park West, 1260 Louisville Road, Frankfort, 
Kentucky  40601 or by calling 502-564-4646. 

 
Unused Sick Days 
Classified employees or their estate shall receive at the time of initial retirement, compensation at the rate of 
thirty percent (30%) for each unused sick leave day. 

 
These calculations are based on the employee's last annual salary.  The District shall provide compensation for 
unused sick leave days when the employee provides proof s/he qualifies as an annuitant who will receive a 
retirement or disability allowance from the County Employees' Retirement System.  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 employee. 

 
Salaries Certified Personnel Policy 03.121 
Single-Salary Basis 
All salaries for certified personnel shall be based on a single-salary schedule providing, at a minimum, for the 
number of working days required by law.  Annual revisions of the salary schedule shall be made in June.  
Additional revisions shall be made at the time a position is created. 

 
Rank and Experience 
The rank and experience of certified personnel shall be determined at the time of hire.  Changes in rank and 
experience shall be determined on September 15 of each year. 

 
Extended Employment 
Compensation for employment contracted beyond the minimum number of working days shall be prorated. 

 
Extra Services and Supervision 
The Board shall annually establish a schedule of compensation for extra services, hazardous duty supplements 
and supervision. 

 
Payroll Distribution 
Checks will be issued according to a schedule approved annually by the Board.  At the close of the school 
year, employees who have completed all responsibilities and duties may request to be paid their remaining 
salary prior to the end of the fiscal year. 

 
Notice of Salary 
Not later than forty-five days before the first student attendance day of the succeeding school year or June 15, 
whichever occurs earlier, the Superintendent shall notify all certified personnel of the best estimate of the 
salary for the coming year. 
Salary Deductions Certified Personnel Mandatory Deductions  Policy 03.1211 
Mandatory deductions made by the Board include: 

1. State, city, county, and federal income taxes; 
2. Occupational taxes, when applicable; 
3. Teacher's Retirement System of the State of Kentucky; 
4. Any deductions required as a result of judicial process, e.g., salary attachments, etc.; and 
5. Medicare (FICA) - applicable to personnel newly hired after 3/31/86 

 
Optional Deductions 
The following optional payroll deductions are authorized by the Board for those employees who choose to 
participate: 

1. Board approved health/life insurance program; 
2. Board approved Tax Sheltered Annuity Program; 
3. Other state-approved deferred compensation plan ; 
4. Board approved credit union; 
5. State-designated Flexible Spending Account (FSA) and Health Reimbursement Account (HRA) Plans; 
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Additional payroll deductions requested by employees shall be made only with the Superintendent's approval. 
Administrative procedures may limit the number of participants required before additional programs are 
approved. 

 
Salaries Classified Personnel Policy 03.221 
Hourly or Salary Basis 
All regular and substitute classified personnel shall be paid on an hourly or salary basis as established by the 
Board. 

 
Work Day/Work Week 
The length of the work day shall be established for each position by the Board.  The work week for hourly (non-
exempt) employees shall not exceed forty hours per week, unless overtime is authorized as provided by this policy. 

 
Payroll Distribution 
Checks will be issued according to a schedule approved annually by the Board. 

 
Deferred salary checks shall be written in accordance with application Kentucky Administrative Regulations.  
At the close of the school year, employees who have completed all responsibilities and duties may request to be 
paid their remaining salary prior to the end of the fiscal year. 

 
Overtime 
Overtime work shall be approved in advance by the Superintendent or designee. Hourly employees required to 
work in excess of forty hours per week will be paid at the rate of one and one-half times the regular rate for all 
hours beyond forty as provided by law for overtime work. 

 
The employee's supervisor is required to turn in the "Overtime Voucher" form to the central office in order for 
payment to be made to the employee. 

 
Snow Days 
Except when weather precludes safe travel or when otherwise notified by the Superintendent or s/he designee, 
twelve- month employees shall work on snow days.  All other personnel will make up snow days as the school 
calendar is amended. 
 
Salary Deductions Classified Personnel Mandatory Deductions  Policy 03.2211 
Mandatory deductions made by the Board include: 

1. State, city, county, and federal income taxes; 
2. Occupational taxes, when applicable; 
3. Social Security, when applicable; 
4. County Employee's Retirement System of the State of Kentucky, when applicable; 
5. Any deductions required as a result of judicial process, e.g., salary attachments, etc.; 
6. Medicare (FICA) - applicable to personnel newly hired after 3/31/86 

 
Optional Deductions 
The following optional payroll deductions are authorized by the Board for those employees who choose to 
participate: 

1. Board approved health/life insurance program; 
2. Board approved Tax Sheltered Annuity Program; 
3. Other state approved deferred compensation plan; 
4. Board approved credit union; 
5. State-designated Flexible Spending Account (FSA) and Health Reimbursement  Account (HRA) Plans; 

 
Additional payroll deductions requested by employees shall be made only with the Superintendent's approval. 
Administrative procedures may limit the number of participants required before additional programs are 
approved. 

 
 
 
 
 



25  

Salary Sched ule - Certified Personnel 2025-26 
 

RANK I II III IV V 

0-3 $ 49,688 $ 45,131 $ 41,590 $ 35,705 $ 33,391 

4-9 $ 54,268 $ 49,688 $ 45,131 $ 36,884 $ 33,391 

10-14 $ 60,211 $ 55,598 $ 50,986 $ 38,064 $ 33,391 

15-19 $ 61,944 $ 57,350 $ 52,735 $ 39,242 $ 33,391 

20+ $ 62,819 $ 58,221 $ 53,596 $ 40,422 $ 33,391 

 
Sick Leave Certified Personnel Policy 03.1 232 
Number of Days 
Full-time certified employees shall be entitled to ten days of sick leave with pay each school year.  Persons employed 
for less than a full year contract shall receive a pro-rata part of the authorized sick leave days calculated to the 
nearest one half day.  Persons employed on a full-year contract but scheduled for less than a full work day shall 
receive the authorized sick leave days equivalent to their normal working day.  All full-time certified personnel 
employed on a twelve month basis shall be entitled to twelve (12) days of sick leave with pay per year.  

 
Accumulation 
Sick leave days not taken during the school year in which they were granted shall accumulate without 
limitation to the credit of the certified employee to whom they were granted. 

 
Definition 
Sickness shall mean personal illness, including illness or temporary disabilities arising from pregnancy.   Sick 
leave can also be taken for illness in the immediate family (spouse, children (stepchildren and foster children), 
grandchildren, daughters-in-law  and sons-in-law,  brothers and sisters, parents, spouse's parents, grandparents 
and spouse's grandparents, or any other blood relative who resides in the employee's home). 

 
Transfer of Sick Leave 
Teachers coming to the District from another Kentucky school District or from the Kentucky Department of 
Education shall transfer accumulated sick leave to the District. 
 
Statement 
Upon return to work, a certified employee claiming sick leave must file a personal statement or a certificate of 
a physician stating that the employee was ill or that the employee was absent for the purpose of attending to a 
member of the immediate family who was ill. 
 
Sick Leave Classified Personnel                                                  Policy 03.2232 
Number of Days 
Full-time classified employees shall be entitled to ten days of sick leave with pay each school year.  Persons 
employed for less than a full year contract shall receive a pro-rata part of the authorized sick leave days 
calculated to the nearest one half day.  Persons employed for less than a full year contract shall receive a pro-rata 
part of the authorized sick leave days calculated to the nearest day.  Persons employed on a full-year contract but 
scheduled for less than a full work day shall receive the authorized sick leave days equivalent to their normal 
working day.  All full-time classified personnel employed on a twelve month basis shall be entitled to twelve 
days of sick leave with pay per year.   

 
Accumulation 
Sick leave days not taken during the school year in which they were granted shall accumulate without 
limitation to the credit of the classified employee to whom they were granted. 

 
Definition 
Sickness shall mean personal illness, including illness or temporary disabilities arising from pregnancy.  Sick 
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leave can also be taken for illness in the immediate family (spouse, children (stepchildren and foster children), 
grandchildren, daughters-in-law and sons-in-law,  brothers and sisters, parents, spouse's parents, grandparents 
and spouse's grandparents, or any other blood relative who resides in the employee's home). 

 
Statement 
Upon return to work, a certified employee claiming sick leave must file a personal statement or a certificate of 
a physician stating that the employee was ill or that the employee was absent for the purpose of attending to a 
member of the immediate family who was ill. 

 
Solicitations Certified/Classified  Personnel                           Policy 03.1323/03.2323 
Unless authorized by the Superintendent, sales representatives,  agents, or other solicitors shall not solicit or 
contact pupils, teachers, or other employees during the school day. 

 
No school employee shall provide to any outside group or individual a list of students, teachers or other 
employees for solicitation or other purposes without prior authorization by the Superintendent or s/he 
designee. 

 
Student Records Policy 09.14 
Data and information about students shall be gathered to provide a sound basis for educational decisions and 
to enable preparation of necessary reports.  Student information shall be made available for inspection and 
review to the parent/guardians of a student or to an eligible student (18 years of age or older or those duly 
enrolled in a post- secondary school program) on request. 

 
No individual or agency may have access to the record without the written consent of the parent or eligible 
student except those as provided by law (see policy for listing). 

 
Supervision Certified/Classified  Personnel                               Policy 03.132/03.232 
Supervision shall be provided for all certified and classified employees who shall be informed as to who their 
immediate supervisor is and to whom they will responsible.  Each employee shall be provided a job description 
which shall delineate all essential functions and the general duties and responsibilities of the position held by the 
employee.  Job descriptions shall not be considered all-inclusive descriptions of the job but shall indicate the 
general parameters of the duties and responsibilities of the position.  The immediate supervisor may, as needed, 
assign other reasonable duties to the employee. 
 
Supervision of Students              Policy 09.221 
Students will be under the supervision of a qualified adult. Each teacher and administrator shall hold pupils to a 
strict account for their conduct on school premises, on the way to and from school, and on school-sponsored trips 
and activities, except that a non-faculty coach or non-faculty assistant may accompany students on athletic trips as 
provided in statute. 

 
No employee shall send a student on an errand off school property without prior approval of the 
principal/designee. 
 
Appropriate Dress 
It is the belief of the Board that all employees are to set positive examples for appropriate dress while on school 
premises or while attending school-related events.  Staff dress should adhere to the policies set forth for the 
students they serve. 
 
Ten u re Certified Personnel 
When a currently employed teacher is re-employed by the Superintendent after teaching four consecutive years 
in the same District, or after teaching four years which shall fall within a period not to exceed six years in 2017 
the same District, the year of present employment included, the Superintendent shall issue a written continuing 
contract if the teacher assumes his duties and the Superintendent shall notify the Board of the action taken. 
 
When a teacher has attained continuing contract status in one District and becomes employed in another 
District, the teacher shall retain that status.  However, a District may require a one-year probationary period of 
service in that District before granting that status. 
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Termination/Nonrenewal Certified Personnel Policy 03.17 
Separation by Employee 
Termination and nonrenewal of contracts shall be the responsibility of the Superintendent who, at the first 
meeting following the actions, shall notify the Board of same.  Such notification shall be recorded in the Board 
minutes.  No personnel action shall be effective prior to receipt of written notice of the action by the affected 
employee from the Superintendent. 
 
Code of Ethics 
Employees who violate provisions of the Professional Code of Ethics for Kentucky School Certified Personnel 
may be subject to disciplinary action, up to and including termination. 
 
Termination 
No contract shall be terminated except upon notification of the Board by the Superintendent.  Prior to 
notification of the Board, the Superintendent shall furnish the teacher with a written statement specifying in 
detail the charge against the teacher. 
 
Nonrenewal 
Nonrenewal of limited contracts of certified personnel shall be made in compliance with the requirements of 
KRS 161.750. 
 
Separation by Employee 
Certified employees seeking to resign or terminate contracts in force shall do so in compliance with KRS 
161.780. 
 
Reporting 
The Superintendent shall comply with the reporting requirements of KRS 161.120. 
 
Use of Tobacco, Alternative Nicotine, or Vapor Products as of July 1, 2020. 
Certified/Classified   Personnel  Policy 03.1327/03.2327 
The use of any tobacco product, alternative nicotine product, or vapor product as defined in KRS 438.305 is 
prohibited for all persons and at all times 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 school-related student trip 
or student activity and is in the presence of a student or students. 
 
School employees shall enforce the policy.  A person in violation of this policy shall be subject to discipline or 
penalties as set forth by the Board. 
 
Transfer Certified Personnel Policy 03.1311  
Transfers of certified personnel shall be made by the Superintendent who, at the first meeting following the 
transfer, shall notify the Board of same.  Such notification shall be recorded in the Board minutes.  No personnel 
action shall be effective prior to receipt of written notice of the action by the affected employee from the 
Superintendent. 
 
Transfer or reassignment of certified personnel will be made no later than thirty days before the first student 
attendance day of the school year except to fill vacancies created by illness, death, or resignations; to reduce or 
increase personnel because of a shift in school population; to make personnel adjustments after consolidation or 
merger; or to assign personnel according to their major or minor fields of training. 
 
Transfer Classified Personnel Policy 03.2311 
The transfer of classified personnel shall be made by the Superintendent who, at the first meeting following the 
actions, shall notify the Board of same.  Such notification shall be recorded in the Board minutes.  No personnel 
action shall be effective prior to receipt of written notice of the action by the affected employee from the 
Superintendent. 

 
School-Related Student Trips Policy 09.36 
The school principal/designee shall have the authority to approve school-related trips which fall into the following 
categories: 

1. All regularly scheduled athletic, music, or academic events; 
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2. AIJ trips which are part of a competition, tournament or play-off in which the school is a participant; and 
3. All school related class or club trips. 

 
Any school related trips not falling within the guidelines above shall require Board approval.  The Board shall 
approve all overnight trips. 

 
A certified or classified staff member must accompany students on all school-sponsored trips or school 
endorsed trips.  For athletic trips, a nonfaculty coach or a nonfaculty assistant may accompany students as 
provided in statute. Persons designated to accompany students shall be at least twenty-one (21) years old. 
 
All District-owned vehicles shall be driven by an adult duly qualified and licensed to operate the vehicle. Drivers of school 
vehicles and operation of District-owned passenger vehicles transporting students shall be in compliance with requirements 
specified in applicable statutes and administrative regulations. 
 
Use of certificated common carrier service shall be authorized by the Board on a case by case basis, and the reasons to 
justify such use shall be cited in Board minutes. 
 
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 must give written approval for students to 
participate in school-sponsored trips. 

 
Tuition-Free Enrollment of Certified/Classified Personnel Policy 03.127/03.226 
Children 
Employees who live outside the District shall have the option of enrolling their children in the District schools 
without a tuition charge, contingent on the District receiving ADA as provided by law. 
 
Use of School Property  Certified/Classified Personnel  Policy 03.1321/03.2321 
Outside Work  
An employee shall not use any District facility, vehicle, electronic communication system, equipment or 
materials in performing outside work. 
 
Driving Record 
Employees who have occasion to transport students shall annually provide the Superintendent with a release form 
for the Board to obtain a copy of their driving record from the Kentucky Department of Transportation. Any traffic 
citation received during the year shall be reported to the Superintendent prior to driving a Board owned vehicle or 
transporting students. 
 
Weapons  Policy 05.48 
This policy applies to students, staff members, and visitors to the school. 
 
Carrying, bringing, using, or possessing any weapon or dangerous instrument in any school building, on school 
grounds, in any school vehicle or at any school-sponsored activity is prohibited.   Such weapons include but 
are not limited to any pistol, revolver, rifle, shotgun, air gun or spring gun, slingshot, bludgeon, booby trap 
device, brass knuckles, knife having a blade of greater than three inches, any knife the blades of which can be 
opened by a flick of a button or pressure on the handle, or any pocketknife where the blade is carried in a 
partially opened position, or any object that is carried for the purpose of inflicting injury on another. 
 
Employees of the District shall promptly make a report to the local police department, sheriff, or Kentucky State 
Police, by telephone or otherwise, if they know or have reasonable 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 feet of 
school premises, on a school bus, or at a school sponsored or sanctioned event. 
 
Violation of this policy by staff members shall constitute reason for disciplinary action, including possible 
termination. 
 
For a complete description of this policy, see the Board Policy 05.48. 
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Safety Policy 05.4 
As part of the school emergency plan, staff should adhere to practices to control access to the school. Practices shall 
include but not limited to: 
• Controlling outside access to exterior doors during the school day; 
• Controlling the main entrance of the school with electronically locking doors, a camera, and an intercom 

system; 
• Controlling access to individual classrooms; 
• Requiring classroom doors to be equipped with hardware that allows the door to be chocked from the outside 

but opened from the inside; 
• Requiring classroom doors to remain closed and locked during instructional time; 
• Requiring classroom doors with window to be equipped with material to quickly cover the window during a 

building lockdown; 
• Requiring all visitors to report to the front office of the building, provide valid identification, and state the 

purpose of the visit,; and 
• Providing a visitor's badge to visibly display on a visitor's outer garment. 

 
Employee Key Cards 
Employees will be given one key card that allows access in the district facilities to perform assigned responsibilities/duties.  
Should an employee lose a key card, a replacement fee will be charged in the amount of $5.00. 
 
Traceable Communications  Certified/Classified Personnel                                Policy 08.2324 
A District employee or volunteer, unless authorized, shall not communicate electronically with a student: 

1. Outside of the traceable communication system designated by the Board; or 
2. Through an unauthorized electronic communication program or application. 

 
This shall not restrict any electronic communications between a student and his or her family member who is a 
District employee or volunteer. 
 
Definitions 
Family - “Family member” means parent, brother, sister, son, daughter, aunt, uncle, or grandparent. 
Parent - “Parent’ means parent, legal guardian, or other person or agency responsible for student. 
District Employee or Volunteer - “District employee or volunteer” means a school administrator, classified or 
certified employee, volunteer, nonfaculty coach or assistant coach, student teacher, or sponsor of an extracurricular 
programs or activity. 
 
Traceable Communication System 
“Trace communication system” means one or more electronic school notification and communication programs or 
applications that: 

1. Are designated by a Board of Education 
2. Trace all communications sent to or by a student; and 
3. Provide parents an opportunity to access and review those communications. 

 
Unauthorized Electronic Communications 
“Unauthorized electronic communication” means an electronic communication with an student by a District employee or 
volunteer who is not the student’s family member that occurs outside of a designated traceable communication system 
and without prior written parental consent; and includes and personal email account, text messaging, social media, or 
other electronic notification and communication programs outside of the traceable communication system. 
Consent to Authorize 
A parent may submit written consent to authorize a designated District employee or volunteer who is not a family 
member to communicate electronically with his or her child outside of the traceable communication system. 

 
Reporting 
A District employee or volunteer that receives a report alleging that another District employee or volunteer 
participated in unauthorized electronic communication shall immediately notify the Principal. 
 
If the subject of the report is the Principal, the employee or volunteer shall immediately notify the Commissioner of 
Education and the Chair of the local Board. 
 
Upon receipt of a report alleging that a District employee of volunteer participated in unauthorized electronic 
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communication, the Commissioner of Education, a Principal, or the Superintendent shall immediately: 
1. Notify the parent of each student that is an alleged party to the unauthorized electronic communications; and 
2. If the individual that is the subject of the report is a certified employee: 

a. Notify the Education Professional Standards Board, which shall promptly investigate all allegations 
received under this subsection and proceed with appropriate disciplinary actions in accordance with 
KRS 160.145; and 

b. Investigate the underlying allegations and proceed with appropriate disciplinary actions in accordance 
with KRS 161.790; 

3. If the individual that is the subject of the report is a classified employee, investigate the underlying 
allegations and proceed with appropriate disciplinary actions in accordance with KRS 161.011(7); and  

4. If the individual that is the subject of the report is District volunteer, the school of District shall investigate 
the underlying allegations and, if substantiated, the volunteer shall be prohibited from future school and 
District volunteer opportunities. 

 
A Principal or Superintendent who violates shall be subject to disciplinary action in accordance with KRS 161.120 and 
KRS 156.132. 

 


