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I IMPORTANT NOTICE'!
Boyd County Board Policies and Procedures may be accessed at any time online at:
www.boyd.kyschools.us
Click on the menu item “District”, then the link “Board of Education” and then on the link “Policies and
Procedures.”

A complete and current paper/hard copy of the Boyd County Board of Education Policies and Procedures are
housed at: Boyd County Public Schools District Office Superintendent’s Office
1104 Bob McCullough Drive Ashland, KY 41102
606-928-4141

Any of the Policies and Procedures included in this handbook are not a complete representation for employee
guidance. It is the responsibility of the employee to research the most current and complete policies and
procedures online at the link listed above.
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INTRODUCTION

Welcome to Boyd County Public Schools. This handbook has been produced to assist all certified and classified
employees in providing valuable information to assure greater effectiveness and efficiency in the workplace. Please
read all sections carefully. The intent is to define your employment relationship with Boyd County Public Schools.

All sections are presented as a matter of standard or general information applying to all employees. All plans,
procedures, policy statements and employee benefits set forth the eligibility, limitations, exclusion and requirements
which directly impact you as an employee.

The Boyd County Board of Education may implement new policies, procedures, and plans, should it choose to do so, at
any time. It may modify, revoke, suspend, terminate or change any of the plans, procedures and policies, both in this
document and in other formal employee documents, in whole or in part, with or without prior notice to employees.
Boyd County Public Schools’ interpretation of any of its plans, procedures and policies is final and binding.

Any information or concerns relative to any section of this document concerning the content may be obtained from
Matt Spade, District Administrator, at:
Boyd County Public Schools 1104 McCullough Drive
Ashland, KY 41102
606-928-4141, ext. 2014

More in-depth information about Boyd County Public Schools may be found online at www. boyd.kyschools.us.

PUBLIC NOTICE

Boyd County Board of Education Non-Discrimination Policy Statement
The Boyd County School District does not discriminate on the basis of race, color, national origin, sex/ gender, age, or
disability in admission to its programs, services, or activities, in access to them, in treatment of individuals, or in any
aspect of their operations, and provides equal access to the Boy Scouts and other designated youth groups. The Boyd
County School District also does not discriminate in its hiring or employment practices.

The following career and technical education programs are available to students in grades 10-12: automotive
technology, health careers, welding, drafting, child care, marketing, information technology, business and office,
industrial technology, agriculture/horticulture, and family and consumer science. The lack of English language skills
will not be a barrier to admission and participation in career and technical education programs.

This notice is provided as required by Title VI of the Civil Rights Act of 1964, Section 504 of the rehabilitation Act of
1973, Title IX of the Education Amendments of 1972,the Age Discrimination Act of 1975, and the Americans with
Disabilities Act of 1990.

Questions, complaints, or request for additional information regarding theselaws may be forwarded to the designated
compliance coordinator:
Matt Spade, Assistant Superintendent
1104 Bob McCullough Drive, Ashland, KY 41102
606-928-4141, Extension 2014; 8 AM to 4 PM, Monday- Friday

The policies and procedures for identifying and reporting discrimination may be found in the Board Policies and
Procedures manual which may be accessed online at www.boyd.kyschools.us. 4
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Superintendent/School Health/21st Century
CLC/LEAD/Americorps/ Personnel/GT
Oversight/Safe Schools Contact

Ms. Mandy Phillips - Secretary to the
Superintendent

Ms. Ellen Caudill- District Receptionist

Ms. Janice Marcum — District
Administrator/Chief Academic
Officer/Curriculum, Instruction &
Assessment/Professional Development
Coordinator/STAR Testing/CDIP

Mr. Matt Spade — Assistant
Superintendent/Pre-
Employment/ESS/P.R./Policies and
Procedures/Curriculum and Instruction/Parent
Involvement/Compliance
Coordinator/Textbooks/Title I-A/Title- II/Title
IX/SBDM Compliance/Mentoring

Ms. Stephanie Lyons - District
Administrator/Director of Head
Start/Preschool/IDEA/KERA/
Kindergarten Screening/Director of Pupil
Personnel/Court Liaison/FRYSC/Student
Support/ESS/Curriculum and
Instruction/Homebound/Infinite
Campus/LEAD/WAAPOC

Ms. Jackie Brewer — Administrative
Assistant/Public Relations/BC Foundation for
Children Liaison

Ms. Lani Thacker - Certified Nutrition
Director/Local, State, Federal Reports

Ms. Beaurita Bolin - Food Service Assistant

DISTRICT OFFICE STAFF

Ms. Tiffany Brooks — Director of
Finance/Audits/Board Treasurer

Ms. Corey Withrow - Finance Director I

Ms. Jessica Tackett - Accounting
Manager/ Head Start/Title I/ FRAM

Ms. Angie Marcum — Payroll
Director/Health Insurance
Coordinator/Retirement/ Personnel
Specialist

Ms. Lora Adams — Payroll Director I

Ms. Donna Black - Payroll Accounting
Manager/Deductions/Worker’s
Compensation

Mr. Clayton McClelland — Athletic
Director/Title IX/Co-School Safety
Coordinator

Mr. Bob Higginbotham -District
Admin/Buildings &Grounds/Facility
Planning/Custodial &
Maintenance/Transportation
Director/Mechanics

Ms. Cindy Pontier - Chief Information
Officer/District Technology Resource
Coordinator/STC
Coordinator/Professional Development
Support/STLP Coordinator/Webmaster

Mr. Sam Williams -District Technology
Coordinator/Network Administrator/
Instructional Technology Support/STC
Support

Ms. Dara’Su Williams - Exceptional
Child Education Director/Oversight/504
and RTI Coordinator/ School Psychologist
Liaison/Alternative Education
Coordinator/School Safety
Administrator/Court Liaison/Mental
Health Student Support Services/IC Data
Steward

Ms. Kim Wilbur - Gifted and Talented
Coordinator

Ms. Jamie Webb - EL Coordinator/Gifted
Support

Ms. Brittany Berry — Instructional
Teacher Leader

Ms. Bethanie Hale — Instructional
Teacher Leader

email: first.last name@boyd.kyschools.us
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Boyd County Public Schools

District Office
1104 McCullough Drive
Ashland, KY 41102
606-928-4141
www.boyd.kyschools.us
Boyd County High School Cannonshurg Elementary
14375 Lions Lane Ashland, KY 41102 12219 Midland Trail Road Ashland, KY 41102
606-928-7100 606-928-7131
606-928-1312 (Fax) 606-928-2685 (Fax)
Principal — Kelly Fox Principal —Christy Reliford

Grades 9-12 Grades K-5

Boyd County Career & Technical Education Center
14447 Midland Trail Road Ashland, KY 41102
606-928-7120
606-928-6432 (Fax)

Principal - Courtney Bartley
Grades 9-12

Boyd County
Central Alternative School
12001 Twin Ridge Ct. Ashland, KY 41102
606-925-0400
Principal - Sean Stewart
Grades 6 - 12

Boyd County Middle School
1226 Summit Road Ashland, KY 41102
606-928-9547
606-928-2067 (Fax)
Principal -

William Ferguson
Grades 6-8

Academic and Creative Climate Empowering Student
Success (ACCESS)
12307 Midland Trail Ashland, KY 41102
Coordinator — Kim Wilbur
EL Coordinator/GT Support — Jamie Webb
Gifted and Talented/
Primary Talent Pool

Catlettsburg Elementary
3348 Court Street
Catlettsburg ,KY 41129
606-739-5515
606-928-8625 (Fax)
Principal - Jana Osborne
Grades K-5

Ponderosa Elementary
16701 Ponderosa Drive
Catlettsburg,KY 41129
606-928-2330
606-928-2337 (Fax)
Principal — Michael Johnston
Grades K-5

Summit Elementary
830 State Route 716 Ashland,
KY 41102
606-928-6533
606-928-5234 (Fax)
Principal — Tom Holbrook
Grades K-5

Early Childhood Learning Academy
12307 Midland Trail Road Ashland, KY 41102
606-928-7110

606-928-7104 §)
Director -Stephanie Lyons
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BOYD COUNTY PUBLIC SCHOOLS
LEADERSHIP COMPONENTS

BOARD OF EDUCATION

Purpose:

Governance of Boyd County Public Schools

Composition:

Five elected members representing the entire community of Boyd County Public Schools and the
appointed district superintendent.

Current Members:

Cindy Vanhorn - serving Division I
Mike Blankenship - serving Division II
Lisa Wallin - serving Division III
Randall Stapleton, Jr. Vice Chairperson - serving Division IV
Linda Day - Chairperson - serving Division V
William Boblett, Jr. - Superintendent of BCPS - serving as secretary

Board meetings are open to the public and are held at Boyd County High School in the Alumni
Auditorium, 6:00 p.m. on the fourth Tuesday of each month. (With exceptions due to holidays-
June, November and December)

Minutes from the Board of Education meetings may be found on the district website at
www.boyd.kyschools.us. Click on the “District”, “Board of Education”, “Board Minutes”.
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Boyd County Public Schools

Vision Statement

“The Leader In Learning”

Mission Statement
“Be THE Example: To better ourselves, to better our schools, to better our community.”

Belief Statements

We Believe...

« Ininvesting in quality personnel who take responsibility for student success

and failure;

 Inidentifying essential learning goals and help each studentto achieve those

goals;

 In teaching for understanding, frequently assessing students’ understanding and providing a variety of
opportunities for students to demonstrate mastery;

« In working collaboratively to develop instructional strategies, design methods of assessment, and
advance the vision of the district;

« In family and community involvement and that creatingshared learning experiences is essential in the
learning process;

 In our organization providing a model of the life-long learning and commitment to high-quality work
that we hope to develop in our students;

 In the importance of monitoring the results of our individual and collective efforts and using evidence
of results to celebrate our accomplishments and guide processes of continuous improvement; and

 In preparing our students to be members of a diverse global society, identifying and
providingopportunities for our students to experience and value diversity.



CODE OF ETHICS
704 KAR 20:680

Section 1. Certified personnel in the Commonwealth:

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

2.Shall believe in the worth and dignityof each human being and in educational opportunities for all;

3.Shall strive to uphold the responsibilities of the educationprofession, including the following obligations to students, to parents,
and to the education profession.

TO STUDENTS

« Shall provide studentswith professional education services in a non-discriminatory mannerand in

consonance with accepted best-practice known to the educator.

« Shall respect the constitutional rightsof all students.

« Shall take reasonable measures to protectthe health, safetyand emotional well-being of students.

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

+ Shall keep in confidence information about students whichhas been obtainedin the course of

professional services, unless disclosure servesprofessional purposes or is requiredby law.

» Shall not knowingly make false or malicious statements about students or colleagues.

« Shall refrain from subjecting studentsto embarrassment or disparagement.

« Shall not engage in any sexually related behavior with a student with or without consent, but shall maintain a professional
approach with students. Sexually related behavior shall include such behaviors as sexual jokes; sexual remarks; sexual kidding or
teasing; sexual innuendo; pressure for dates or sexual favors;inappropriate physical touching, kissing or grabbing; rape; threats or
physical harm;and sexual assault.

TO PARENTS

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

« Shall endeavor to understand community cultures and diversehome environments of students.

« Shall not knowinglydistort or misrepresent facts concerning educational issues.

« Shall distinguish betweenpersonal views and the views of the employing educational agency.

« Shall not interferein the exercise of political and citizenship rightsand responsibilities of others.

« Shall not use institutional privileges for private gain for the promotion of political candidates or for
partisan politicalactivities.

+ Shall not accept gratuities, gifts, or favorsthat might impair or appearto impair professional judgment, and shall not offer any of
these to obtain special advantage.

TO EDUCATION PROFESSIONALS

« Shall exemplify behaviors which maintain the dignity and integrity of the profession.

« Shall accord just and equitabletreatment to all members of the professionin the exercise of their

professional rights and responsibilities.

« Shall keep in confidence information acquired about colleagues in the courseof employment, unless

disclosure serves professional purposesor is required by law.

« Shall not use coercive means or give special treatmentin order to influence professional decisions.

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

« Shall not knowinglyfalsify or misrepresent records of facts relating to the educator’s own qualifications 10
or those of other professionals.




PUBLIC RELATIONS
What is School Public Relations?

The National School Public Relations Association professional definition is:

“Educational public relations are a planned and systematic management function to help improve the programs and services
of an educational organization. It relies on a comprehensive two-way communications process involving both internal and
external publics, with a goal of stimulating a better understanding of the role, objectives, accomplishments and needs of the
organization. Educational public relations programs assist in interpreting public attitudes, identify and help shape policies and
procedures in public interest, and carry-on involvement and information activities which earn public understanding and
support.”

Why School Public Relations?

This is the media age. Schoolcommunication needs have increased dramatically and become more complex. A school district
needs to develop and execute its communications’ plans through both print/electronic media and face-to-face communications,
and to handle relations with the multitude of media that call school districts weekly.

Education is under attack... from taxpayers, business groups and others. A school district needs to publicize the positive news
about student and staff achievement and programs and to developa coordinated proactive, rather than reactive,approach that
anticipates problems before they develop.If there is no positivecommunication from the school district, the critics’ voices are
the only ones that will be heard.

The scope of successful school public relations has expanded greatly from what in the past was mostly writtencommunications
to a greatly increasedneed for face-to-face communica-tion with the many publicsin the community. A schooldistrict needs to
schedule community relations programming to build informed support and solid community relationships.

The PublicRelations Department maintains the district websiteand the Boyd County App. Theapp may be found by searching
“Boyd County Schools”in your mobile app store. You may download it for free.

CURRICULUM ADVISORY COUNCIL

PURPOSE: To monitor the delivery of a standards-based, continuous progress model of curriculum.
COMPOSITION:  The administrator and two representatives from each district school level: Pre-K, Primary,
Intermediate, Middle and High.

SITE TECHNOLOGY COORDINATORS

Purpose:  To serve as technology support for each of the district schools and to provide communication of
technology needs to the district technology coordinator.
Composition: One representative from each school is selected to serve as STC.
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A History of
BOYD COUNTY PUBLIC SCHOOLS

To accomplish the assignment of the writing of the history of the Boyd County Public Schools system with
brevity, this writer has elected to mention in passing some selected significant milestones in that history, while
addressing in more depth some of the most pivotal milestones.

Boyd County Public Schools originated as a conglomerate of one- and two-room graded schools. A hall-mark
event occurred in 1929 when Boyd County High School graduated its first class. Prior to that time, those young
people who wished to go beyond the eighth grade generally enrolled in either Catlettsburg High School or
Ashland High School in nearby cities. Boyd County High School enrolled its first students in the 1920’s using
Cannonsburg Methodist Church as temporary quarters until a high school facility was built.

At the inception of the Boyd County Public Schools system, the entire Boyd County Public Schools district was
rural and, in fact, very sparsely populated. Gradually the one- and two-room schools, having such colorful
names as Slippery Rock, Long Branch and Arat, were consolidated into such larger schools as Summit
Elementary, Cannonsburg Elementary and England Hill Elementary. But, eventually Summit became so large
(over900 students) that part of its students were sent to a newly-constructed Ironville Elementary. England Hill
eventually disappeared, as its students were divided between the newly con-structed Eidson Elementary and
Cooper Elementary schools.

When the writer became an administrator in Boyd County Public Schools for the 1966-67 school term, the
District was comprised of these schools:

Cannonsburg Elementary—grades 1-8; Summit Elementary—grades 1-8; Ironville Elementary—grades 1-8; Cooper
Elementary—grades 1-8; Eidson Elementary—grades 1-8; Durbin Elementary—grades 1-6; Garner Elementary—
grades 1-6; Boyd County High School—grades 9-12.

The first junior high school (grades7-9) in the district opened for the 1974-75school year in the former
Catlettsburg High School facility that had become part of the Boyd County Public Schools system in 1974. For
the 1976-77 school year a second junior high school, Summit Junior High School, was opened in a new facility to
include grades 7-9 in the western portion of the county. Beginning with the 1993-94 school year, the
configuration of Boyd County Public Schools was changed to include grades 9-12, rather than grades10-12 at
Boyd County High School and the former Summit Junior High School facility became the home of grades 6-8 in
the facility known today as Boyd County Middle School.

From its beginnings as a very sparsely populated rural area in the ‘20’s, the Boyd County Public Schools district
has entered the new millennium as a district largely rural South of I-64 and largely suburban north of I-64. The
population residing within the boundaries of the district now represents almost fifty percent of the total
population of Boyd County. At its inception, the population residing within the Boyd County Public Schools
district was only a minuscule portion of the population of the entire county, as the city of Ashland was home to
most of Boyd County’s populace.

The milestone events in the history of Boyd County Public Schools system for which this writer has chosen to
provide a lengthier analysis are:

‘Merger of the Catlettsburg Independent School system with the Boyd County Public Schools system in 1974.
‘KERA (Kentucky Education Reform Act) arrives in 1990.
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Catlettsburg Merges

The merger of the Catlettsburg Independent School System with the Boyd County School System became effective
on July 1, 1974. While the Catlettsburg Schools had come upon hard times due to such factors as declining
enrollment, decaying buildings and financial problems that made merger a very rational decision on the part of the
Catlettsburg Board of Education, the decision was very unpopular with some of the citizenry. Especially unpopular
was conversion of Catlettsburg High School to Catlettsburg Junior High School, requiring high school students to
attend Boyd County High School at Cannonsburg. Also, one Catlettsburg Elementary school, Haney, was closed at
that time.

Despite the initial displeasure of many Catlettsburg citizens regarding the merger and loss of Catlettsburg High
School and Haney Elementary, the issue of merger now is seldom spoken of in disparaging terms. As the years have
passed sincel974, Hatfield Elementary and Yost Elementary have also ceased to exist, leaving none of the
Catlettsburg elementary schools, extant at the time of the merger, in operation. The most recent change in the
schools of Catlettsburg was the conversion of Catlettsburg Junior High School to Catlettsburg Elementary in 1993,
the elementary school now occupying the site formerly occupied by Catlettsburg High School and Catlettsburg
Junior High School. This development, making it necessary for all students living in the city of Catlettsburg to
attend school outside the city once they finished grade five, resulted in some consternation for several
Catlettsburg residents. Now, however, it seems that most Catlettsburg citizens and students have accepted this
development and the former Catlettsburg School system and the Boyd County Public Schools system are
perceived by this writer to be united in spirit and effort to the greatest extent experienced since the merger in 1974.
A prime ex-ample of this is the election of the present local board member for the division that includes the city of
Catlettsburg without a candidate residing within the city running in opposition of the incumbent whose residence is
outside the city.

KERA Arrives in 1990

One would be remiss not to cite the advent of the Kentucky Education Reform Act (KERA) as an all-pervasive
milestone in the history of Boyd County Public Schools. The district began implementing the non-graded primary to
replace grades kindergarten through three with some trepidation but even more high expectations for the future.
Site Based Decision Making (SBDM) councils were organized in all Boyd County Public Schools at an earlier date
than in some other districts, and no school has ever chosen to disband an existing council. To this date, the
curriculum documents and their delivery in the schools are largely test-driven. In Kentucky, we are to “test what we
teach” and “teach what we test.” The state assessment system has literally forced “selective abandonment” of
much curriculum content in order to emphasize the Core Content for Assessment and Classroom Strategies that
bode well for success on the state’s mandated assessment. From a historical perspective, perhaps no other factor
has induced systemic change in the Boyd County Public Schools comparable to that of KERA.

History written by: Dr. James Harper (1939 - 2012) District Administrator. Written in February, 2000 Dr. Harper was a life-long
resident of Boyd County and was employed in the Boyd County Public School System for 46 years!

Schools now within the Boyd County Public Schools district are:
Boyd County High School, Boyd County Career & Technical Center, Boyd County Middle School, Boyd County
Central Alternative School, Cannonsburg Elementary, Catlettsburg Elementary, Ponderosa Elementary, Summit
Elementary, Early Childhood Learning Academy, and Academic and Creative Climate Empowering Student Success
at Heritage.
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The New Boyd County High School

On October 22, 2010, ground was broken for the new Boyd County High School. The architectural firm of Sherman-
Carter-Barnhart designed the 145,471 square foot facility at a cost of 40 million. The school accommodates 1,000
students with classrooms grouped in Science, Technology, Engineering and Math (STEM) academies. The building was
dedicated on December 13, 2012 with students arriving in January, 2013. In 2014, the facility earned the U.S.
Environmental Protection Agency’s (EPA’s) ENERGY STAR certification, which signifies that the building performs in
the top 25 percent of similar facilities nationwide for energy efficiency and meets strict energy efficiency
performance levels set by the EPA.

Kentucky Summative Assessment (KSA)

Kentucky students take the Kentucky Summative Assessments (KSA) to meet federal and state testing requirements.
Previously, these tests were called Kentucky Performance Rating for Educational Progress (K-PREP). They are
developed by Kentucky teachers and align with the Kentucky Academic Standards in each content area.

KSA are the annual summative assessments given in grades 3 through 8, 10 and 11 to Kentucky public school
students. KSA provides content area assessments, including reading and mathematics at all grades, and science,
social studies, writing, and editing and mechanics once per grade band (i.e. elementary, middle, and high).

These assessments are Kentucky’s measure of student proficiency and progress on the state content standards.
These standards establish goals for what all students should know and be able to do in each grade. KSA are online
assessments with only a small percentage of accommodated students taking it on paper. It goes beyond multiple-
choice questions to include extended response and technology-enhanced items for students to demonstrate critical
thinking and problem-solving skills.

Assessments provide critical information about student learning, but no single assessment should ever be the sole
factor in making an educational decision. It is important to remember that assessments provide only one measure of
student learning, but when combined with grades, classroom activities, unit quizzes and tests, and district-level
assessments, the end-of-year assessments can help provide a more complete picture of a child’s abilities over the
course of the school year and path toward academic success on these content standards.

For KSA, students receive a separate scale score and performance level (distinguished, proficient, apprentice, and
novice). Writing scores will include editing and mechanics and on-demand writing. Scale scores are reported as
numbers, while performance levels are descriptive. Performance levels are different by content area. These levels
indicate performance on groups of items that measure similar skills.

Boyd County Middle School Facility Improvements

The architectural firm of Sherman-Carter-Barnhart was again selected to design the updates and additions to the
Boyd County Middle School during the 2015-2016 school year. During renovations, students moved to the old Boyd
County High School (currently the Boyd County Early Childhood Academy). Additions included a new entrance
facade, new windows, elevator access to the top level of the gymnasium, and a bus loading/unloading area designed
to improve traffic flow during peak pick-up and drop-off times. The middle school reopened in February of 2018.
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The following policies are from the Board Policies and Procedures Manual

CURRICULUM AND INSTRUCTION 08.2323
Access to Electronic Media
(Acceptable Use Policy) AUP
The Board supports reasonable access to various information formats for students, employees, and the community
and believes it is incumbent upon users of electronic media and/or Boyd County Public Schools (BCPS) network 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. 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 net-works 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.

Students shall be provided instruction about appropriate online behavior, including interacting with other
individuals on social networking sites and in chat rooms and cyberbullying awareness and response.

Internet safety measures, which shall apply to all District-owned devices with Internet accessor personal devices that
are permitted to access the District’s network, shall be implemented that effectively address the following:

* Controlling access by minors to inappropriate matter on the Internet/World Wide Web;

+ Safety and security of minors when they are using electronic mail, chat rooms, and other forms of direct electronic
communications;

* Preventing unauthorized access, including “hacking’ and other unlawful activities by minors online;

* Unauthorized disclosure, use and dissemination of personal information regarding minors; and

* Restricting minors’ access to materials harmful to them.

A technology protection measure may be disabled by the Board’s designee during use by an adult to enable access
for bona fide research or other lawful purpose.

The District shall provide reasonable public notice of, and at least one (1) public hearing or meeting to address and
communicate its initial Internet safety measures.

Specific expectations for appropriate Internet use shall be reflected in the District’s code of acceptable behavior and
discipline including appropriate orientation for staff and students.

Permission/Agreement Form

A written parental request shall be required prior to the student being granted independent access to electronic
media involving District technological resources.

The required permission/agreement form, which shall specify acceptable uses, rules of on-line behavior, access
privileges, and penalties for policy/procedural violations, must be signed by the parent or legal guardian of minor
students (those under 18 years of age) and also by the student.

This document shall be kept on file as a legal, binding document. In order to modify or rescind the agreement, the
student’s parent/guardian (or the student who is at least 18 years old) must provide the Superintendent with a
written request. 15




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 password.

Employees are encouraged to use electronic mail and other District technology resources to promote student learning
and communication with the home and education-related entities. If those resources are used, they shall be used for
purposes directly related to work-related activities.

Technology-based materials, activities and communication tools shall be appropriate for and within the range of the
knowledge, understanding, age and maturity of students with whom they are used.

District employees and activity sponsors may set up blogs and other social networking accounts using District re-
sources and following District guidelines to promote communications with students, parents, and the community
concerning school-related activities and for the purpose of supplementing classroom instruction.

Networking, communication and other options offering instructional benefits may be used for the purpose of
supplementing classroom instruction and to promote communications with students and parents concerning school-
related activities.

In order for District employees and activity sponsors to utilize a social networking site for instructional,
administrative or other work-related communication purposes, they shall comply with the following:

1.They shall request prior permission from the Superintendent/designee.

2.If permission is granted, staff members will set up the site following any District guidelines developed by
the Superintendent’s designee.

3.Guidelines may specify whether access to the site must be given to school/District technology staff.

4.0nce the site has been created, the sponsoring staff member is responsible for the following:

a. Monitoring and managing the site to promote safe and acceptable use; and
b. Observing confidentiality restrictions concerning release of student information under state and federal
law.

Employee Use
All employees shall be subject to disciplinary action if their conduct relating to use of technology or online resources
violates this policy or other applicable policy, statutory or regulatory provisions governing employee conduct. 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 confidentiality of student information. Conduct in violation of this
Code, including, but not limited to, such conduct relating to the use of technology or online resources, must be
reported to Education Professional Standards Board (EPSB) as required by law and may form the basis for
disciplinary action up to and including termination.
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Community Use
On recommendation of the Superintendent/designee, the Board shall determine when and which computer
equipment, software and information access systems will be available to the community.
Upon request to the Principal/designee, community members may have access to the Internet and other electronic in-
formation sources and programs available through the District’s technology system, provided they attend any
required training and abide by the rules of usage established by the Superintendent/designee.

Disregard of Rules

Individuals who refuse to sign required acceptable use documents or who violate District rules governing the use of
District technology shall be subject to loss or restriction of the privilege of using equipment, software, information
access systems or other computing and telecommunications technologies.

Employee sand students shall be subject to disciplinary action, up to and including termination (employees) and
expulsion (students) for violating this policy and acceptable use rules and regulations established by the school or
District.

Responsibility for Damages

Individuals shall reimburse the Board for repair or replacement of District property lost, stolen, damaged, or
vandalized while under their care. Students or staff members who deface a District web site or otherwise make
unauthorized changes to a web site shall be subject to disciplinary action, up to and including expulsion and
termination, as appropriate.

Responding to Concerns
School officials shall apply the same criterion of educational suitability used to review other educational resources
when questions arise concerning access to specific databases or other electronic media.

Audit of Use

Users with network access shall not utilize District resources to establish electronic mail accounts through third party
providers or any other nonstandard electronic mail system.

The Superintendent/designee shall establish a process to determine whether the District’s education technology is
being used for purposes prohibited by law or for accessing sexually explicit materials. The process shall include, but
not be limited to:

1.Utilizing technology that meets requirements of Kentucky Administrative Regulations and that blocks or
filters Internet access for both minors and adults to certain visual depictions that are obscene, child
pornography, or, with respect to computers with Internet access by minors, harmful to minors

2.Maintaining and securing a usage log; and

3.Monitoring online activities of minors.
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Teacher- and Student-Owned Devices

The District appreciates the fact that employees are willing to bring in personally owned devices to be used for school
work and student use. However, several items must be addressed when connecting a non-KETS standard device to the
District’s network:

1.Security

2.Network stability

3.Liability for personal property
4.Virus protection

5.Repairs and upgrades

A student or staff member who brings privately owned devices to school are personally responsible for the equipment.
Responsibility for the maintenance and repair of the equipment rests solely with the student/staff member. Any
damage to the equipment is the responsibility of the individual. No privately owned devices, printers, or other devices
may be attached to the District’s network. All privately owned devices may only connect to the District’s network
through the Guest Wireless connection.

Software residing on privately owned devices must be personally owned. All devices must include up-to date anti-virus
software as necessary.

District technicians will not service or repair any device not belonging to the District. No internal components
belonging to the District shall be placed in any personal equipment, whether as enhancements, upgrades or
replacements. No software that is deemed by the District technology department to be for personal use will be
supported by District level personnel. If personal software interferes with the District network software or hardware, a
technician may remove the personal software from the device. Any damage caused by use in the District is the
responsibility of the owner.

Purchasing perishable supplies to be used in equipment not owned by the District is the owner’s responsibility.

The District retains the right to determine where and when privately owned equipment may access the network. The
student/staff member is responsible for the security of the equipment when it is not being used. The District does not
guarantee the privacy or security of any item stored on or transmitted by any privately owned devices.

A privately owned device can be connected to the District’s guest wireless network only, including access to the Inter-
net, under the following conditions:

1.The connection has been approved and/or performed by the District technology department.

2.Use of the device must adhere to this policy.

3.File storage on the network from privately owned devices is limited to schoolwork only.

4.The individual must supply all necessary hardware/software and cabling to connect to the network.

5.Privately owned devices must be running up-to-date virus detection software prior to accessing the
network or Internet.
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For privately owned devices being used in District facilities, the District reserves the right to:

1.Monitor all activity.

2.Make determinations on whether specific uses of the device are consistent with this policy.

3.Lot network use and monitor storage disk space utilized by such users.

4.Deem what is appropriate use.

5.Removethe user’s access to the network and suspend the right to use the privately owned device in District
facilities if at any time it is determined that the user is engaged in unauthorized activity or is violating this
policy.

6.Limit the number of devices per user that can be connected to the district network.

Retention of Records for E-Rate Participants
Following initial adoption, this policy and documentation of implementation shallbe retained for at leastfive (5) years
after the last day of service in a particular funding year.

References
KRS 156.675; KRS365.732; KRS365.734 701 KAR 005:120
16KAR 1:020 KAR 001:020 (Code of Ethics (Code of Ethics)
470.S.C. 254/Children’s Internet Protection Act; 45C.F.R. 54.520Kentucky Education Technology System (KETS)
Related Policies:

03.1325/03.2325; 03.17/03.27
08.1353; 08.2322
09.14; 09.421; 09.422; 09.425,09.426

Adopted/Amended: 07/22/2014
Order #: 002
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Notification of Rights Under FERPA

The Family Educational Rights and Privacy Act (FERPA) affords parents and “eligible students” (students 18 years of age or older or students
who are attending a postsecondary institution) certain rights with respect to the student’s education records. They are:

1.The right to inspect and review the student’s education records within forty-five(45) days of the day the District receives a
request for access.

Parents or eligible students should submit to the school Principal/designee a written request that identifies the record(s) they wish to inspect.
The Principal will make arrangements for access and notify the parent or eligible student of the time and place where the record(s) may be
inspected.

2.The right to inspect and review logs documenting disclosures of the student’s education records. Except for disclosure to school officials,
disclosures related to some judicial orders or lawfully issued subpoenas, disclosures of directory information, and disclosure to the parent
or eligible student, FERPA regulations require the District to record the disclosure.

3.The right to request the amendment of the student’s education records that the parent or eligible student believes are inaccurate,
misleading, or in violation of the student’s privacy or other rights.

Parents or eligible students may ask the District to amend a record that they believe is inaccurate, misleading, or in violation of privacy or other
rights. They should write the school Principal, clearly identify the part of the record they want changed, and specify why it is inaccurate,
misleading, or in violation of their privacy or other rights.

If the District decides not to amend the record as requested by the parent or eligible student, the District will notify the parent or eligible
student of the decision and advise him\her of the right to a hearing regarding the request for amendment. Additional information regarding the
hearing procedures will be provided to the parent or eligible student when notified of the right to a hearing.

4, The right to provide written consent prior to disclosure of personally identifiable information contained in the student’s education
records, except to the extent that FERPA authorizes disclosure without consent. Exceptions that permit disclosure without consent include:

a .Disclosure to school officials with legitimate educational interests. A “school official” is a person employed by the District as an administrator,
supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit personnel); a person serving on the
school Board; a volunteer, or an outside person or company with whom the District has contracted to perform a special task (such as an
attorney, auditor, medical consultant, or therapist); or a parent or student serving on an official committee, such as a disciplinary or grievance
committee, or assisting another school official in performing his/her tasks.

A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his/her
professional responsibility to the District.

This may include contractors, consultants, volunteers, and other parties to whom the District has outsourced services or functions.
b.Upon request, disclosure of education records without parent/eligible student notice or consent to officials of another school district or post-
secondary institution in which a student seeks or intends to enroll or is already enrolled or to other entities authorized by law so long as the

disclosure is for purposes related to the student’s enrollment or transfer.

c. Disclosure of information to those whose knowledge of such information is necessary to respond to an actual,impending, or
imminent articulable and significant health/safety threat.

d. Disclosure to state and local educational authorities and accrediting organizations, subject to requirements of FERPA regulations.
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Notification of Rights Under FERPA Cont.

Designated Kentucky State agencies may be permitted access to student record information, which will depend on the
authority granted to their particular agency.

5.The right to notify the District in writing to withhold information the Board has designated as directory
information as listed in the annual directory information notice the District provides to parents/eligible students.

To exercise this right, parents/eligible students shall notify the District by the deadline designated by the District.

6.The right to prohibit the disclosure of personally identifiable information concerning the student to recruiting
representatives of the U. S. Armed Forces and its service academies, the Kentucky Air National Guard, the Kentucky
Army National Guard and institutions of higher education.

Unless the parent or student who has reached age 18 requests in writing that the District not release information, the
student’s name, address, and telephone number(if listed) shall be released to Armed Forces recruiters and institutions
of higher education upon their request.

3.The right to file a complaint with the U.S. Department of Education concerning alleged failures by the District to
comply with the requirements of FERPA. The name and address of the Office that administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education 400 Maryland Avenue, SW
Washington, DC 20202-4605
Review/Revised:7/19/2016

Review/Revised:7/19/2016
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STUDENTS 09.14
AP1

Family Education Rights and Privacy Act Definitions

Although thiz listing iz not intended to take the place of the complete FERPA law and regulations, the following
definitions shall apply when implementing Policy 02.14 and the procedures that follow.

Education Records - Fefers to records directly related to 2 student that are maintained by the Distnet or by a party
acting for the District.

A “record” shall mclude any information recorded in any way, imcluding, but not limited to, handwriting, print,
computer media, video or auu:lmtape film, microfilm, and microfiche. Student records shall include disciplinary
records with regard fo suspension and expulsion.

Staff should refer to federal regulations for examples of documents that are not considered education records.
Persomally Identifiable Information - Includes, but is not limited to, the following:

1. Student’s name;

2. Name ofthe student’s parent or other family member;

3. Address of the student or student’s famly;

4. Any personzlidenfifier, such as the student’s social securtty or student munber;

5. Personal characteristics that would make the stodent’s identity easily traceable, including biometric records
(mezsurzble biological or behavioral charactenistics that can be used for automated recognifion of an
individual, such as fingerprints, retina and s patterns, volceprints, DNA sequence, facial characteristics,
and handwritmg); or

6. Other information that, alone or in combmation, 15 linked or linkable to a spectfic student that would
allow a reasonable person m the school commumity, who does not have personal kmowledge of the releveant
circumstances, to identify the student with reasonable certainty.

NOTE: Unless the parent/guardian or secondary school student requests in writing that the District not release
information, the student’s name, address, and telephone number (if listed)) shall be released to Armed Forces recruiters
upon their request.

Student - Except as otherwise specifically desiznated by law, “student™ shall mean any mdividual who 12 or has been
in attendance in the Disfrict and for whom the District mamtalus education records.

Attendance — District “attendance”™ includes, but is not limited to, attendance in person or by paper correspondence,
videoconference, satellite, Intemet, or other electronic mformation and telecommunication technologies for students
who are not physically present in the classroom; and the period during which a person is working under a work-study
DIOETAm.

Disclosure - Refers to permitting access to, or release or transfer of, personally 1dentifiable mformation contamed
in a student’s education record to any party, except the party identified as the provider or creator of the record, by any
means, including oral, written, or electrome.

Education Program - Programs principally engaged in the provision of education, including, but not limited
to, early childhood education, elementary and secondary education, postsecondary education, special education, job
traming, career and technical education and adult education, and any program that 15 administered by an educational
agency or mstitution.

Early Childhood Education Program - A Head Start program, a state licensed or regolated child care program,
or a program that serves children from birth through age six (§) that addresses the children’s cognitive, social, emotional
and physical development and 1z a (g) state prelandergarten program; (b) a program authorized under the Individuals
with Dhsabilibes Education Act; or () & program operated by a local education agency.

References:

54 CFR Part99, 20 US.C. 1232g
P.L.107-110 {INo Child Left Behind Act of 2001)
Feview Bevized: 7/23/12
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STUDENTS 0214 AP 112
Notification of PPRA Rights

Distribute this notice annually to parents and students.

The Protection of Pupil Eights Amendment (FPEA) affords parents and eligible students (those who are 18 or older
or who are emancipated mmors) certamn rights regarding conduct of surveys, collection and use of information for
marketing purposes, and certain physical examinations. These mclude the right to:

+  Consent before minor stndents are required to submit to a survey, amal}rsis, or evaluation that concems one
(1% or more of the following protected areas (“protected information survey™) if the survey 15 fimded m whole or
in part by a program of the U5, Department of Education:

. Political affiliations or beliefs of the student or student’s parent;

. Mental or psychological problems of the student or stodent™s family;

. Bex behavior or attitudes;

. Mlegal, anti-social, self-meriminating, or demeaning behavior;

. Crnitical appraizals of others with whom respondents have close family relationships;

. Lezally recognized privileged relationships such as with lawyers, physicians, or mimsters;

. Rehﬂmus practices, affiliations. or beliefs of the student or the student’s parents; or

. Income {other than that required by law to determine eligibility for participation in a program or
for receiving financial assistance under such program).

e =L T I o S ]
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+  Recelve notice and an opportunity to opt a student out of:

1. Any other protected mformation survey, regardless of fimding;

2. Any non-emergency, mvasive physical exam or screening required as a condifion of attendance, administerad
by the school ar ite agent, and not necessary to protect the immediate health and safety of a student (except for
any physical exam or screemng permitted or required under state law); and

1. Activities involving collection, disclosure, or use of personal information obtamed from students for
marketing or to sell or otherwize distribute the information to others. NOTE: If the parent/elizible student
has mdicated no directory information is to be provided to third parties or if the marketing actrvity mvolves
provision of social security numbers, consent form 09.14 AP 122 should be used.

+  Inspect, upon request and before administration or nse

1. Protected mformation surveys to be used with students;

1. Instroments uzed to collect personal information from students for any of the above marketing, sales, or
other distnbution purposes; and

1. Instructionzl materizl used as part of the educational curmeulum.

The Diustrict shall annually provide parentz and elisble students notice of these rights under law in the Student
Handbook, the District Code of Acceptable Eehavior and Discipline, or other avenue designated by the Superintendent/
designee.

The Diztrict shall alzo notify parents and eligible students at lezst annually at the start of each school year of the specific
or approximate dates of the activities listed above. A new or supplemental notice shall be given as necessary to provide
the opportunity to consent or opt out under the standards set forth above. Parents/eligible students who believe their
rights have been violated may file a complaint with:

Family Policy Compliance Office
L5, Department of Education

400 Maryland Ave., SW
Washington, D. C. 20202-2605

Review Revized: 723707

23



STUDENTS 09.14
Student Records
Data and information about students shall be gathered to provide a sound basis for educational decisions and to en-
able preparation of necessary reports.

Procedure to be established

The Superintendent shall establish procedures to promote effective notification of parents, legal guardians and eligible
students of their rights under the Family Educational Rights and Privacy Act (FERPA) and to ensure District compliance
with applicable state and federal student record requirements.

Disclosure of Records

Student records shall be made available for inspection and review to the parent(s) of a student or to an eligible student
on request. Legal separation or divorce alone does not terminate a parent’s record access rights. Eligible students are
those 18 years of age or older or those duly enrolled in a post secondary school program. In general, FERPA rights pass
to the eligible student upon either of those events. Parents may be provided access to the educational re-cords of an
eligible student 18 years old or older if the student is dependent under federal tax laws. Upon written request, parents,
legal guardians or eligible students may be provided copies of their educational re-cords, including those maintained in
electronic format, when necessary to reasonably permit inspection. Such copies shall be provided in a manner that
protects the confidentiality of other students. A reasonable fee may be charged for copies.

District personnel must use reasonable methods to identify and authenticate the identity of parents, students, school
officials, and any other parties to whom the District discloses personally identifiable information from education
records.

In addition, considering the totality of the circumstances, the District may disclose information from education records
to appropriate parties, including parents of eligible students, whose knowledge of the information is necessary to
protect the health or safety of a student or another individual, if there is an actual, impending, or imminent articulable
and significant threat to the health or safety of a student or other individual. In such instances, the basis for a decision
that a health or safety emergency existed shall be recorded in the student’s education records.

Authorized District personnel also may disclose personally identifiable information to the following without written
parental consent:

*Officials of another school, school system, or institution of postsecondary education where the student seeks or
intends to enroll or is already enrolled, so long as the disclosure is for purposes related to the student’s enrollment or
transfer;

*Authorized representatives of a Kentucky state child welfare agency if such agency presents to the District an official
court order placing the student whose records are requested under the care and protection of said agency. The state
welfare agency representative receiving such records must be authorized to access the child’s case plan.

«School officials (such as teachers, instructional aides, administrators, including health or medical staff and law
enforcement unit personnel) and other service providers (such as contractors, consultants, and volunteers used by the
District to perform institutional services and functions) having a legitimate educational interest in the information.
District and school officials/staff may only access student record information in which they have a legitimate
educational interest.
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District and school officials/staff may only access student record information in which they have a legitimate
educational interest.

Contractors, consultants, volunteers, and other parties to whom the District has outsourced services or functions may
access student records provided they are:

* Under the District’s direct control with respect to the use and maintenance of education records; and

* Prohibited from disclosing the information to any other party withoutthe prior writtenconsent of the
parent/eligible student,or as otherwise authorized by law.

Disclosure for Representatives of Federal or State Authorities

Personally identifiable studentinformation may be released to those otherthan employees who are designated by the
Superintendent in connection with audit, evaluation, enforcement, or compliance activities regarding Federalor State
programs. Such designation must be executed in writing with the authorized representative and specify information as
required by 34 C.F.R. Part 99.35.

Duty to Report

If it is determined that the District cannot comply with any part of FERPA or its implementing regulations due to a
conflict with state or local law, the District must notify the Family Policy Compliance Office (FPCO) within forty-five
(45) days of the determination and provide the text and citation of the conflicting law.

Student Directory Information

The Superintendent or the Superintendent’s designee is authorized to release Board approved directory information of
senior students to local schools and colleges, to military authorities, and to other groups which offer opportunities of
sufficient merit to interest high school graduates.

Approved “directory information” shall be student names, addresses, telephone numbers, date and place of birth,
student’s school email address, major field of study, participation in officially recognized activities and sports,
photograph/picture, grade level, weight and height (members of athletic teams), dates of attendance, honors and
awards received, and the most recent education institution attended.

Any eligiblestudent, parent, or legal guardianwho does not wish to have directory information released shall notify

the Superintendent in writing within thirty (30) calendar days after receiving notification of FERPA rights. Information
about the living situation of a student designated as homeless is not to be treated as directory information and is not to
be disclosed unless prior written consent is given or unless the information meets one of FERPA’s exceptions to
required consent. The living situation is not considered directory information.

The District allows for disclosure of directory information only to specific parties for specific purposes. Such limitations
are specified in the student directory information notification.

Unless the parent/guardian or student who has reached age 18 requests in writing that the District not release such
information, the student’s name, address, and telephone number (if listed)shall be released to Armed Forces recruiters
and institutions of higher education upon their request.

Surveys of Protected Information

The District shall provide direct notice to parents/guardian to obtain prior written consent for their minor child(ren) to
participate in any protected information survey, analysis, or evaluation, if the survey is funded in whole or in part by a
program of the U.S. Department of Education. 25




Parents/eligible students also shall be notified of and given opportunity to opt their child(ren) out of participation in
the following activities:
Any other protected information survey, regardless of funding;

Any non-emergency, invasive physical exam or screening required as a condition of attendance, administered by the
school or its agent, and not necessary to protect the immediate health and safety of a student, except for any physical
exam or screening permitted or required under State law; and

Activities involving collection, disclosure, or use of personalinformation obtained from students for marketing or to
sell or otherwise distribute the information to others.

Parents/eligible students may inspect, upon written request and prior to administration or use, materials or
instruments used for the collection, disclosure, or use of protected information.

PPRA requirements do not apply to evaluations administered to students in accordance with the Individuals with
Disabilities Education Improvement Act (IDEIA).

Students with Disabilities
The District’s special education policy and procedures manual shall include information concerning records of
students with disabilities.

Records Release to Juvenile Justice System

Once a complaint is filed with a court-designated worker alleging that a child has committed a status offense or public
offense, schools shall provide all records specifically requested in writing, and pertaining to that child to any agency
that is listed as part of Kentucky’s juvenile justice system in KRS 17.125 if the purpose of the release is to provide the
juvenile justice system with the ability to effectively serve, prior to adjudication, the needs of the student whose
records are sought. The authorities to which the data are released shall certify that any educational records obtained
pursuant to this section shall only be released to persons authorized by statute and shall not be released to any other
person without the written consent of the parent of the child. The request, certification, and a record of the release
shall be maintained in the student’s file.

Juvenile Court Records

Records or information received on youthful or violent offenders shall not be disclosed except as permitted by law.
When such information is received, the Superintendent shall notify the Principal of the school in which the child is
enrolled. The Principal shall then release the information as permitted by law. Only the Superintendent and school
administrative, transportation, and counseling personnel or teachers or other school employees with whom the
student may come in contact, shall be privy to this information, which shall be kept in a locked file when not in use
and opened only with permission of the administrator. Notification in writing of the nature of offenses committed by
the student and any probation requirements shall not become a part of the child’s student record.
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Records of Missing Children

Upon notification by the Commissioner of Education of a child’s disappearance, the District in which the child is
currently or was previously enrolled shall flag the record of such child in a manner that whenever a copy of or
information regarding the child’s record is requested, the District shall be alerted to the fact that the record is that of a
missing child. Instead of forwarding the records of a child who has been reported as missing to the agency, institution,
or individual making the request, the District shall notify the Justice Cabinet.

Court Order/Subpoena

Prior to complying with a lawfully issued court order or subpoena requiring disclosure of personally identifiable
student information, school authorities shall make a documented effort to notify the parent or eligible student. In
compliance with FERPA, notice to the parent is not required when a court order directs that disclosure be made without
notification of the student or parent, or when the order is issued in the context of a dependency, neglect, or abuse
proceeding in which the parent is a party. If the District receives such orders, the matter(s) may be referred to local
counsel for advice.

References:
1Section 152 of the Internal Revenue Code of 1986 2KRS 158.153;KRS 610.320; KRS 610.340; KRS 610.345
KRS 7.110; KRS 15A.067; KRS 17.125; KRS 158.032; KRS 159.160; KRS 159.250 KRS 160.990;KRS 161.200; KRS 161.210
KRS 365.732; KRS365.734; KRS600.070 702 KAR 001:140;702 KAR 003:220
20U.S.C. 1232g et seq., 34 C.F.R. 99.1 99.67
20 U.S.C. 1232h (Protection of Pupil Rights Amendment); 34C.E.R. 98 OAG 80 33; OAG 85 130; OAG 85 140; OAG 86 2; OAG
93 35
Kentucky Family Educational Rights and Privacy Act (KRS 160.700; KRS 160.705 KRS 160.710; KRS 160.715; KRS 160.720;
KRS 160.725; KRS 160.730)
Individuals with Disabilities Education Improvement Act of 2004 Kentucky Education Technology System (KETS)
P. L.114-95, (Every Student Succeeds Act 0f2015) 42 U.S.C. 11431 et seq. (McKinney-Vento Act) Related Policies
09.111; 09.12311; 09.43
Adopted/Amended: 7/25/2017
Order #: .002
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Boyd County Education Association

BEA, Boyd County Education Association is the local Kentucky Education Association connection. It
promotes legislation to strengthen and improve the quality of education in Kentucky Public Schools.
Certified employees may gain additional information about membership and meetings by
contacting the BEA representative for Boyd County Schools, currently Eliot Jacobs, Boyd X=County
Middle School teacher, 606-928-9547.

Boyd County Public Schools
Foundation For Children, Ine.

1104 Bab MeCwilpugh Dwve, Toffand 7Y 41102
06-038-4 14 f

The Boyd County Public Schools 'Foundation For Children

“The Foundation” provides our community and schools with an alternative avenue for direct support to our
school district. Through the Foundation, members of the community, companies, parents, employees and
alumni provide financial support or projects and programs having no other source of funding. The programs
and projects primarily include teacher grants, but expansion to other worthwhile programs is possible.

All contributions, no matter how large or small, are appreciated and are TAX DEDUCTIBLE. The Foundation is
proud to say that 100% of donated funds go to grants. This is possible through the continued generosity of the
Board of Education and by contributions from the Foundation’s Board of Directors.

If you have any questions regarding the Foundation, please contact President, Judge (Ret.) Marc Rosen at 606-
325-8180 or the District Liaison, Jackie Brewer at 606-928-4141.

Send all donations to:
The Boyd County Public Schools ’Foundation For Children
1104 Bob McCullough Drive,
Ashland, KY 41102
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FAMILY RESOURCE AND YOUTH SERVICECENTERS (FRYSC’s)

Boyd County Public Schools is served by two Family Resource Centers and one Youth Services Center. Family Resource
Center - East is housed at Catlettsburg Elementary but serves Catlettsburg, Ponderosa and the Early Childhood Academy.
Family Resource Center — West is housed at Summit Elementary but serves Summit and Cannonsburg Elementary. Family
Resource Centers serve elementary school children and their families. Core components are:

-Full-time preschoolchild care for children two (2) and three (3) years of age;
-After schoolchild care for children ages four (4) through twelve(12) with the full-time child care during the summer and
on other days when school is not in session;
-Families in Training which consists of an integrated approach for home visits, group meetings and monitoring child
development for new and expectant parents;
-Parent and Child Education(PACE) as describedin KRS 158.360 or a similar program;
-Support and training for child day care providers; and
-‘Health servicesor referral to healthservices or both.

The Youth Services Center is housed at Boyd County High School and serves Boyd County High School and Boyd County
Middle School. Youth Services Centers serve middle school, junior high and high school students and their families. Core
components are:
-Referrals to health and social services;
-Employment counseling, training and placement;
-Summer and part-time job development;
-Drug and alcohol abusecounseling; and
-Family crisisand mental healthcounseling.

FRYSC’s are funded through state grant and developed by single schools or groups of schools when at least 20 percent of
the students in those schools are eligible to receive free school meals. Once the centers are established, all the students
and families in the school can use their services.

Purpose: To enhance students’ abilities to succeed in school by assisting children, youth and families in overcoming
mental and physical barriers to learning.

Center staff are employees of the school district. Each center has a local advisory council that includes school personnel,
parents of students in the schools, two students (in the case of the Youth Services Centers) and community
representatives including the staff of public and private services used by FYRSC’s for referrals.

Boyd County Public Schools’ FRYSC’s encourage parents and others to get involved in center activities by volunteering or
serving on center advisory councils, responsible for the operation of each center.

Youth Services Center (serving BCHS)
606-928-7008, Coordinator Michelle Ekers

Youth Services Center (serving BCMS)
606-928-2451, Coordinator Lisa Hale

Family Resource Center East (serving Catlettsburg and Ponderosa) 606-739-5344, Coordinator Shaini
Dickerson

Family Resource Center West (serving Summit and Cannonsburg) 606-928-1435, Coordinator Julie Profitt

Director of FRYSC’s— Stephanie Lyons, 606-928-4141, ext. 2035
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*® ParentSquare

Boyd County Public Schools uses ParentSquare to notify you about emergencies, district and school activities, and
other important information.

To ensure you receive these communications, please keep your personal contact information current with both
the district’s Payroll Department and your school’s Infinite Campus (IC) contact. This includes your cell phone
number and personal email address. District employees who are not located at a school can contact Stephanie Lyons
to update their information in Infinite Campus. Whenever your contact information changes, notify both Payroll and
the appropriate IC contact so your records can be updated.

You can also update your ParentSquare notification preferences by selecting one of the options below:

@® On web): Home > click your name > Manage Account > Notification Settings. Choose Posts
(Instant/Digest/Off), Direct Messages (Email/Text/App), and Alerts & Notices (On/Off).

@ On mobile app: Menu (=) > Account > Notifications; toggle School Alerts, then set Direct Messages
and Posts (Instant/Digest).

Current school contacts for ParentSquare:

Name School Name School

Sean Stewart BCC Megan Justice Cannonsburg

Darren Brammell | BCHS Kathy Cook Catlettsburg

Clayton BCHS Jana Osborne Catlettsburg

McClelland

Megan Nolen BCHS Stephanie Lyons ECA

Kelly Fox BCHS Chauncey Griffith | ECA

William Ferguson | BCMS Jody Neeley ECA

Caitlyn Senters BCMS Michael Johnston | Ponderosa

Courtney Bartley | BCTC Amanda Walters Ponderosa

Tracy Caldwell BCTC Karlie Barnhill Summit
Letitia Rudie Summit
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www.boyd.kyschools.us

Twitter @BCPSdistrict

NOTICE TO THE PUBLIC
Asbestos-Containing Materials in Schools

The Boyd County Board of Education, in compliance with Part III of the Environmental Protection
Agency in reference to asbestos-containing materials in schools (40 CFI Part 763), is hereby notifying
parents and employeas of the availability of Asbestos Managemeant Plans for each school.

Individual Management Plans are awailable in each principal’s office for public information and
inspection. Duplicate Management Plans are availzable on request with 2 five-day production
allowance and 2 nominal fes. (Fees are posted at each school.)

The Master Plan for Boyd County Board of Education is located at the District Office, 1104 Bob
McCullough Drive, Ashland, K,

Boyd County Public Schools’ designated asbestos control person is Tim Black, Director of Facilities
and Operations. He may be reachad by calling 606-928-7124.
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TRAVEL
GUIDELINES
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EMPLOYEE TRAVEL GUIDELINES
[Revised October 2028)

Boyd County Public Schools: Travel Reimbursement Policy & Guidelines

More and more of our staff members are traveling to new destinations, and many hotels no

longer accept direct billing to the district. Therefore, we recommend that all traveling staff
members have access to a personal credit card. You will be fully reimbursed for all approved

travel expenses upon your return, provided you supply the necessary documentation.

If you have questions ebout travel reimbursements, please contact the Finance Department at
(606) 928-4141.

General Instructions and Reimbursement Information

1.

Pre-Approval Reguest: Reguests to attend professional meetings must be submitted on
a Professional Meeting Attendance Request Form. This form must be filled out
completely and carefully, as it forms the basis of your eligible expense claims.
Electronic templates can be found at www. boyd. kyschools.us under the Finance
Department link.

Purchase Order: Complete a district purchase order (PO) for the estimated costs
associated with the trip. Have the form signed and coded by your principal or
supervisor, then submit it for approval along with your Professional Meeting Request
Form.

Personal Expenses Only: Employees should only pay for their own expenses. You must
obtain a receipt for every expense you intend to claim, except for meals.

Eligible Travelers: Reimbursement can only be claimed for the expenses of employees,
board members, or other individuals designated by the Superintendent.

Lodging Limits: Maximum reimbursement for overnight lodging is the single-room rate,
including taxes. If a spouse or guest accompanies you, you must pay the additional
room charge vourself. Lodging must be substantiated by an itemized receipt. Additional
room charges (such as movie rentals or telephone charges) will not be reimbursed.
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. Vehicle & Mileage: Employees approved to use their own vehicle will be reimbursed at
the active mileage rate for travel from Boyd County to the meeting site and back. A list
of standard mileages to common destinations is available on the finance department
website. Personal vehicle usage within the district will be reimbursed at the active rate
but dees not include travel to your primary work site (only travel from your primary site
to other district sites is covered).

. Tolls and Parking: &ll tolls and parking fees incurred during school-related travel will be

reimbursed if substantiated by a validated receipt. Enter these amounts in the "Other
Expenses” column of the Travel Voucher.

. Meal Allowances (Per Diem):
o Day Trips: Meals incurred during trips that do not require an overnight absence
do not qualify for reimbursement.
o Overnight Trips: Trips requiring an overnight absence to a destination of at least
40 miles gualify for a maximum $35 per diem.
= High-Rate Areas: State-designated "high-rate areas" gualify for a maximum 542
per diem.
o Partial Days: If a trip does not gualify for a full day, you will be reimbursed for
individual gualifying meals using the following schedule:
»  Standard Rate: Breakfast (S8) | Lunch ($10) | Dinner ($17)
«  High-Rate Areas:Breakfast ($10) | Lunch ($11) | Dinner ($21)
o Meal Rules: These fixed amounts are paid regardless of the amount actually
spent. Meal receipts are not required. Do not charge meals to your hatel room!
Meeting agendas or itineraries will be used to verify meal eligibility.

. Submission Deadlines:

o Out-of-District Travel: Must be filed on a Travel Voucher and submitted for
payment within 45 days of your return. ¥You must attach a copy of your approved
meeting reguest form, your itinerary/brochure, and original receipts.

o In-District Daily Travel: Must be filed on a Travel Voucher and submitted before
the end of the next month.

. Processing & Approval: All forms and attachments must be submitted to the Central
Office finance department by the first working day of the month to receive payment
within that month. Any discrepancies must be resolved before processing.
Reimbursement checks are released after Board of Education approval.

. Board Policy: For additional details, see Board Policies 03.125 and 03.225.
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Special Instructions for Travel-Related Purchase Orders

1.

Submit Early: Turn in all travel-related purchase orders (POs) with your meeting request
BEFORE the event occurs so you can keep copies for your records.

Separate Vendors: POs are specific to the vendor. You cannot use a single PO for both
your registration and hotel if they are being paid to different entities.

Required Details: Every PO must explicitly answer the *who, what, where, and when”
questions, even if that information is already on your approved meeting request form. If
multiple employees are attending the same event, registration fees can be combined
anto ane PO by attaching each person’s required forms to the group PO.

Funding Sources: If multiple funding sources are paying for the trip, clearly state them
on the PO or request form. Provide copies of any documentation (like registration
forms).

Adirﬂrilcﬂ Check Deadlines: If you need a registration fee or airline ticket paid in
advance, your completed PO must reach the finance department at least two weeks
bhefore your deadline. Last-minute reguests cannot be accommeodated; if missed, you
must pay out-of-pocket and seek reimbursement later.

Mo Advances for Meals/Lodging: Checks for lodging expenses and meals will never be
issued to employees in advance.

Direct Billing Restrictions: If vou want a hotel to bill the district directly via a PO, you
must confirm that the hotel agrees to this witen making your resenvation. Most hotels
do not accept direct billing.

35



Heritage Ctr.
BCHS

BCME
Canmonsburg
Catlettsburg
Cent., Of,
ECLC-MN
ECLC-5
Maintenancea
Ponderosa
REHS
Sumimit
BCCTEC
ACTC
Courthouse
Ashland PO,

Heritage

1.z
4.0
0.2
8.6
B3
5.6
1.5
0.3
3.6
11.3
3.3
0.2
8.2
9.5

BCHS

1.2
0.0
4.1
1.2
8.7
E.&
.7
2.0
1.3
4.1
11.8
S.4
1.2
8.3
5.6

BCHMS

4.0
4.1
0.0
4.0
1z2.1
2.3
2.4
3.4
4.1
7.5
14.2
1.5
4.0
4.5
13.3

Cannons

0.2
1.2
4.0
0.0
8.2
6.3
6.6
1.5
0.1
3.6
11.3
5.3
0.1
8.1
9.4

Catletts

8.6
8.7
12.1
8.2
0.0
8.3
8.4
9.0
8.3
9.9
17,3
9.0
8.2
1.3
0.9

Boyd County Public Schools

Local Mileage Chart
Last Update 12/26/17

Cent.
o,

E.5
E.5
2.3
£.5
8.3
0.0
0.1
Jud
E.5
5.3
15.9
1.8
E.5
2.7
8.2
3.6

ECLC-
M

6.6
6.7
2.4
6.6
8.4
0.1
0.0
9.7
6.7
9.4
15.0
1.9
6.6
2.8
8.3

ECLC-5

1.9
2.0
2.4
1.5
9.0
Sud
5.7
0.0
2.0
4.1
11.7
5.2
1.9
8.1
9.9

Maint,

0.3
1.z
4.1
0.1
8.3
6.5
6.7
2.0
0.0
3.7
11.4
5.4
o2
8.2
9.5

Ponderosa

3.6
4.1
7.5
3.5
S.9
9.3
S.4
4.1
3.7
0.0
9.2
8.8
3.6
11.6
10.5

REHS

11.3
11.8
14.2
11.3
17.5
15.9
16.0
11.7
11.4
5.2
0.0
15.4
11.3
18.3
18.2

Summit

Jud
3.4
1.5
5.3
9.0
1.8
1.5
Jud
5.4
8.8
15.4
0.0
5.3
w3
14.6

Distances listed above are ONE WAY. Make sure to double the miles for round trips.

BCCTEC

0.2
1.2
4.0
0.1
8.2
E.5
6.5
1.5
0.2
3.6
11.3
3.3
0.0
8.1
.4

36

ACTC | Courthouse
8.2 9.3
8.2 9.6
4.3 12.3
8.1 9.4
7.3 0.5
2.7 g.2
2.8 8.3
8.1 5.9
8.2 9.5
ii.6 10.5
18.3 18.2
5.3 14.6
8.1 9.4
0.0 7.4
7.4 0.0

The current mileage reimbursement rate can be found on the website. Go to www.boyd.kyschools.us, click

on “Staff” then "Travel and Professional Meeting Forms.”



ETANDARD ROUND-TRIP DISTAMNCE CHART
Listed below are cities in and around Kentucky for which standard round-trip distances from
Boyd County have been established. Please use these distances when reguesting mileage
reimbursements to meetings in these locations.

L= Reund Trip Distance - Miles
Bardstown 366
Bowling Green 480
Lampbellsaile 387
Larter Caves 70
Lharleston, WV 120
Cinonnat, UH 350
Linonnat AIrport 378
Lolumbus, UH 300
LDarwalie 154
Elizabetntown 387
Falls of Rough =07
Horence 352
Fort Boonesboro 04
Fransrort 280
athnbuwrg, TN &00
General Butler State Park - Cammollton 0B
{zeorgetown 241
Lrayson 73
Greenbo Lake State Park 50
Hagermll 125
Hazel Green 144
Huntington, Wy 50
Tenny Wiley State Fark 120
knoeonlle, TH 570
Lake Barkley £90
Lake Cumberiand | Jamestown) 426
Lexington 220
London 340
Louisa G0
Louiswlle 400
[lay=wlle 172
Worehezad 110
Mashwlle, TH 674
Uwensboro &00
Cwingsville 153
Pedro, UH 53
Pike County Schools 191

Fhiladelphia 1,058

Hrestonsoung 138
Fichrmond 350
Rockcastle Lounty Sdhools 705
=lade, KY — Natural Bndge 251
somerset 350
williamsburg 394




Travel Expense
High Rate Areas

COMMONWEALTH OF KENTUCKY

Pisuasee AND ADMINISTRATION CABINE]

DFFICE OF THE GONTREOLLER

Informational Copy Revised 09/15/2016

Effectve September 15, 2016, the kst of High Rate Areas recognizad by the sacretary of the Finance and
Administration C-abinet for fravel expense purposes shall be the corporate limits of each city listed or the

aentire siate as oullined below:

Alabama: Bimingham, Mobile, Monlgomery

Mebraska® Lincoln, Omaha

Alaska: Entire State

Mevada: Carson City, Lake Tahoe, Las Vegas,
Reno

Arizona: Phoenix/'Scottsdale, Tucson

Mew Hampshire: Entire State

Arkansas: Hol Springs, Litle Rock

Mew Jarsay: Entire State

Calfornia: Entire State

Mew Mexico: Albuquergue, Santa Fe

Canada: Al Providences

Mew York: Entire State

Colorado: Entire Stale

Morth Carolina: Entire State

Connecticut: Entire State

Morth Dakola: Bismarck

Delaware: Dover, Wilmingion

Ohio: Akron, Cincinnati, Cleveland, Columbus,
Dayton, Toledo

District of Columbia (DC): Entire Destrict

Oklahoma: Oklahoma City, Tulsa

Flonda: Entire State

Oregon: Salem, Portland

(3eorgia; Entire State Pennsytvania: Entire State
Hawaii: All Islands Puerto Rico

Idaha: Boma, Cosur d A

Rhode |sland: Entire Stals

lllingis: Chicago (Cook County and DuPage
County), Springfield

South Carolina: Charleston, Columbia, Hilton Head
Island. Myrtle Beach

Indeana: Indianapolis

South Dakota: Pierre, Rapid City

lowa: Des Moines

Tennessee: Chaltanooga, Gatlinburg/Pigeon
Forge, Knoxville, Memphis, Nashvilke

Kansas: Kansas City, Topeka

Texas: Entire State

Louisiana: Baton Rouge, New Orleans

Utah: Salt Lake City

Maine: Entire State

Vermont: Montpelier, Burington

Maryland: Entire State

Virginia: Entire State

Maszachusetts: Entire State

Virgin |slands: All Islands

| Michigan: Entire Stale

Washinglon: Entire State

Minnesota; Minneapolis, 5t Paul

West Virginia: Charlestion, Morgantown

Mississippi: Jackson, Bioxd

Wisconsin: Madison, Milwaukee

Missouri: Jefferson City, Kansas City. 5t. Louis

Wyoming: Chevenne, Jackson Hole

Montana: Helena

**all Other United States Fossessions

(KRS 45.101 and 200 KAR 2-006) 38



BOYD COUNTY PUBLIC SCHOOLS
Professional Meetng Amendance Form

Mame of Parson Applying:

School Location:

Type of hissting
Descripiion.

Locaiian:

Depariure Dime:

Retipn Dpie;

Fequest absence Tom duty on the following date{s): (Not absens fill day — erly incheor)

From:

Fezzon for attending:

Ta:

I= this maeting request an actvity related to the Comprehensive Schoal Improvement Plan (CEIF) or your profassional growth plan?

(check one) CEIP Profazzional Growih Plan ot Applicable

FUNDING: ESTIMATED EXFENSES:

School S3EEK Fegistration Fea

5chool PDC Transportation (fype) __Sorco | ONE-

District PDC Mileaze (. cants'mils) $0.00

Eoard Expenze Mealz (3 ‘day’ with ovamight stay

Crtlvar {axplain) Lodging

TOTAL ESTIMATED EXPENSE: $0.00
Substitute neaded Vas oo

Parmizzion grantsd: yas it Parmizzion sranted: yay il
Principal Thirector'Coordinator Bignaturs Supsrintandsnt or Diaziznes Signature

IMPORTANT — FLEASE NOTE: Flease arttach 3 copy of thiz completed, approved atendance fonm, slong with a copy of
your mesting agenda or itinerary to 2ll purchase orders and reirpbarsement regoests sssociated with you mesting. Payrment and'or
regisration will be delayed if forms and receipts are not lagible and complste with necezsany mformation for processing, Sae the
latest edition of the district mavel reimburzement booklet or the Emploves Handbook for Suther nfommation and trawel

Daidelines,

(Revised 03-04-2011)

This form is available online at www.bovd kyschools.us and will auto-calculate. Click on
the top menn “District”, then “District Administration” then “Finance”. The link to the form
is on the right-hand side.




PERSOMNEL 03,125 AP.22
Travel Voucher

Boyd Couniy Public Schoals Purchase Onder
1104 Bob McCullough Drive Org
Ashland, KY 41102 Object  Project
Iwoice
MWame Home Address
Meeting School

Travel Vouchers must be completed and returned to the Finance Department within one (1) week of the travel, not to exceed 45 days.
Attach PROFESSIONAL MEETING ATTENDANCE REQUEST FORM and receipts for cxpenses.

Mileage Lodgimg Meal Cost: {Daily allowance: 535-542)
Dhate F roam T [l (15 ikaily Cosi i Breaklast) {Lunchj (IHmmer) ¥iher Expenses (Specilv)  Daily Todal

Cirand Total
Adtach Professional Meeting Request From and Agenda

I hereby certily that the above expenses were incurred in an official capacity of the Bovd County Board of Education,
SIGNATURE DATE

Beview Revised: 9729/ 2025
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Purchasing Procedures: Quick Reference

All requests for supplies, equipment, and services that obligate Boyd County Board of Education funds
must be made using a district Request’Purchase Order (FO) form. This includes products requested on a
trial basis.

I WARNING: Crdering items or services before obtaining an authorized PO constitutes an illegal
purchase. Payment will be the personal responsibility of the purchaser.

The PO Approval Process
1. Submit Request: Complete a PO reguest form and turn it in to your secretary or the finance
department.
2. System Entry: A reguisition will be entered into Munis (ERF) and routed through the official
approval chain.
3. Receipt: Once approved, a copy of the PO will be emailed back to the originator.

4. Vendor Order: The originator (the person who reguested the order) is responsible for sending the
approved PO to the vendor. The finance office keeps the original file.

Rules for Using an Approved PO
Authority: An approved PO strictly grants authority to spend Board-controlled funds for that
specific request.
» No Alterations: You cannot change the vendor, increase the amount, or alter an approved PO.

» No Backorders: Backorders are not accepted. If an item is out of stock, it must be canceled from
the order.

« Cancellations: If an enfire order must be canceled, notify the finance department immediately so
they can void the PO and free up budgeted funds.

Delivery & Invoice Verification
The finance office does not know when your items amive; your prompt verification is vital to ensure
vendors are paid on time.
« Mo Delays: Submit all vendor invoices immediately to the finance office along with a verification to
pay. Do not hold onto invoices.
» Packing Slips: Sign and date all received packing slips. Email them to the finance office to confirm
delivery.

Protocol for Personal Pickups

[T you pick up PO items in person and receive a receipt or invoice on-site, immediately:
1. Sign and date the receipt/invoice.
2. Write the PO number clearly on the receiptinvoice.
3. Email or send it to the finance department for processing.
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Checklist for requisition form (request for a purchase order)
1. Either type or use blue or black ink pen to complete the requisition form.
2. Please fully complete the vendor information with vendor name, address, and phone number

3. Fill in the complete address where you want vour order shipped to (must be a Boyd County
Schools location). Mark it to your attention for delivery.

4. Pnnt clearly the item number, description of item, number of units, price per unit, and total cost
of each item vou are ordering.

5. Complete the subtotal of the order, then subtract discount (if one exists) and add shipping (not
all school orders ship for free). Enter in the grand total.

6. Indicate by circling if the item is a fixed asset or not (35000 for 1 item).
T. Add the commaodity code if technology hardware or software.
8. Write the date you are submitting the form.

9, All reguisition forms should be coded before submitting. If yvou are unsure of the coding, please
ask the person who approves the purchase.

10. Submit the requisition form to your school bookkeeper, department secretary, or the finance
office so it can be entered into the system for approval.

Remember the requisition form is not a purchase order. It is just a request for a purchase order.
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IMPORTANT LAWS AND POLICIES RELATED TO PURCHASING

KRS 45A.455 — Conflict of Interest, Gratuities and Kick backs, and Use of Confidential Information:
This law states that it is a “breach of ethical standards for any employee with procurement
authority to” be involved with any aspect of purchasing decisions or contracts “in which to his (her)
knowledge” he/she or any “immediate” family member has a financial interest. This prohibition
also includes any business organization of which the employee or family member might be an
officer, owner, or employee. It further states that offers of employment used to influence
procurement decisions are violations. See the actual text of the law for complete details.

KRS 156.480 — Conflict of Interest: This statute prohibits employees from doing business with
schools either directly or indirectly. Supplying goods or services at a cost to a school system while
employed by the system may result in fines up to $500 and loss of employment. See the actual text
for complete details.

Board Policy 04.3111 — District Payment of Bills: This policy states that no bill can be paid without
having a pre-approved purchase order, an invoice, and confirmation that the “invoiced materials
were received in accurate quantity and in good order.” It also states that bills cannot be paid
without the prior approval of the Board, with the exception of “contract salaries, payments to take
advantage of discounts, and payments made to prevent penalties and disruption of services.’

Board Order No. 11, dated July 19, 1991: This Board Order outlines purchasing procedures. It
states a “purchase request form shall be completed and submitted to the business office.” When the
request is approved and signed by the Superintendent or the director of “financial affairs,” it
becomes a purchase order. Purchases made without an authorized purchase order “shall become
the personal liability of the person placing the order.” It also authorizes school principals to
“purchase items with their activity funds consistent with all other purchasing regulations.”
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WELCOME TO
BOYD COUNTY PUBLIC SCHOOLS

Please take time to read this section and keep for future reference. It confains
information yvou will find helpful throughout your career with Boyd County Schools

This section does not provide comprehensive coverage of all personnel
issues. To obiain further information regarding any benefit or personnel policy,
please contact the payroll department or your building supervisor.

To Contact the Payroll Department for information, call 928-4141 and then dial
the extension vou wish (listed below) or through the website ai www.bovd.kvschools.

us by clicking on the “5taff” drop down menu item_ then choosing “Payroll and Benefits™

Angie Marcum, Payroll Director Lora Adams, Payroll Donna Black, Payroll Clerk
606-028-4141, extenszion 2023 Coordinator 606-928-4141, extenzion 2003
angie marcum(@boyd kyschoolsus | $06-928-4141, extension 2022 | donna blacki@boyd kyschools.us
lora adams@boyd kyschools.
Call Angie for guestions regarding: Call Lova for qusstions regarding: | Call Donna for questions regarding:
Payrell Payrell Payroll
Salary - Taxes Salary Dhrect Deposit
Red Fover Darect Deposit Timeclock
Timeclock Fed Rover YMCA deductions
Health Insurance Timeclock Credit Union
State Sponsored Life Insurance Sick Leave/Accrual Balances ﬂﬂlﬁﬁ?ﬁéd{jﬁuﬁ;ﬂ
Fetirement - Certified Employvees | Retrement - Classified Employees Workers” Compensation
FMLA - Leave of Absences Taxes Fed Rover
Anthern VizionDental Taxes

Office hours are from & AM unitil 4 PM, Monday through Fridayv. If we can be
of assistance to you, please call or email fo discuss your question or make an
appointment to come by during office hours.
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Health Insurance

As a new full time employee you are eligible to
participate in the Kentucky Employees Health
Plan. You have thirty(30) calendar days from
the date you are hired to enroll in a plan or
waive (decline) coverage. Coverage of a new
employee will begin on the first day of the
second calendar month following the
employee's hire date. For example, if you are
hired anytime during the month of January,
your coverage will be effective March 1. There
are four (4) plans available in which to choose
from. Refer to your Health Insurance Handbook
for options and rates.

There is an open enrollment period each year
during the month of October to allow you to
make changes to your health insurance
coverage. Exact dates of open enrollment will
be provided to you by Angie Marcum, Health
Insurance Coordinator. We urge you to read all
the information you receive during open
enrollment. Health Insurance is an important
benefit and each and every person has
different health insurance needs and this
information can help you choose the right plan.

During Open Enrollment, you may make any
changes that you wish. You can change your
type of coverage, level of coverage, or add or
remove dependents. All changes made during
open enrollment will be effective January 1
through December 31, and will stay in effect
until the next open enrollment period (unless
you meet a qualifying event).

You have only 30 days after a qualifying event
{ex. marriage, birth or adoption of a child,
spouse’s loss of employment, etc.) to make

changes to your coverage.
Contact Angie Marcum immediately if you
experience a qualifying event.

If you choose to waiver your health insurance, you
may be eligible
to elect and participate in a Health Reimbursement
Account. Refer to your health insurance handbook
for further information regarding
the HRA. You must complete the Health
Application for waiver.

Dental Insurance

Dental insurance is available to all full-time
employees through Anthem at your own expense.

There are various plans to choose from. For rates,
details of covered services and a list of network
dentists, contact Angie Marcum.

Vision Insurance

A Vision Care Plan is available to all full-time
employees with Anthem at your own expense.

For rates, details of covered services and a list of
network providers, contact Donna Black for
EyeMed or Angie Marcum for Anthem.
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State-Sponsored Life Insurance

The Commonwealth of Kentucky offers you
Group Term Life Insurance and Accidental
Death and Dismemberment (AD&D)
Insurance.

Each eligible employee has a $20,000 state
sponsored life insurance policy including an
Accidental Death and Dismemberment plan
FREE.

This policyis a term life insurance
policy with no cash value.

‘Your insurance takes effect on the first day of
the second month followingthe month you
were employed.

-An employee has the option to take out
additional coverage up to two times their
annual salary or provide coverage for a
spouse and/or dependent child.

‘Your dependent child can only be
covered up to age 26.

‘The spouse coverage is to be provided on a
spouse while you are legally married. An
employee cannot keep coverage for an ex-
spouse after a divorce.

-No beneficiary can be listed for the spouse
and/or dependent coverage. The employee is
automatically assigned as the beneficiary for

this coverage.

-An employee can decrease coverage at any
time providing the request is made in writing.

-To increase coverage without an open
enrollment or qualifying event, the employee
must complete a medical history statement
and have it approved by the insurance carrier.

‘Employees will receive a summary of coverage
showing their individual life insurance coverage
mailed to his or her home address.

‘Your life insurance policy terminates with your
employment. You have two options to keep your
coverage after terminating employment. Please call
the Group Life Insurance Branch for your available
options as soon as you terminate employment.

-For additional information, please contact Angie
Marcum or the
Group Life Insurance Branch at 502-564-4774 or 800-
267-8352.

2
Life, Cancer and Disability Insurance

Optional insurance policies can be obtained from
providers approved by the board. We are presently
making payroll deductions for the following providers:

Life
*Colonial Life
(800-325-4368)

Cancer
*Colonial Life
(800-325-4368)

*American Fidelity
(800-662-1113)

Disability

*American Fidelity
(800-325-3748)

*AFLAC

: o (800-992-3522)
*American Fidelity

(800-662-1113) *Conseco Life/

Washington
National
(800-541-1225)

*AFLAC
(800-992-3522)

*Colonial Life
(800-325-4368)

**|f you have any questions about your individual
policy, please contact the carrier at the numbers provided

above.
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Teachers Retirement

Kentucky Teachers’ Retirement System
membership is mandatory for all persons
occupying positions which require either
certification or graduation from a four (4)

year college or university as a condition of
employment. Additionally, any person
providing part-time or substitute teaching
services that are the same or similar to
those teaching services provided by full-
time, certified teachers shall be a member
of the retirement system, regardless of
whether certification or graduation from a
four (4) year college or university is
required. Eligible members may combine
service credit in KTRS and other public
retirement systems in Kentucky to qualify
for retirement benefits. Contributions are
deducted based upon your tier within the
TRS System. Payment of Federal income
tax on retirement contributions made
after August 1, 1982 is deferreduntil you
retire or withdraw your account from the
system.

Your service credit and salary (both of
which directly affect your right to retire
and annuity amount) are determined on

the basis of contributions and service

credit reported to KTRS. Any contribution
less than the current contribution rate
times your contract salary will resultin a
reduction in service credit and salary
credit. If you are absent without pay or
your salary is reduced, retirement
regulations may allow you to purchase
credit so that you will receive a full year of
service credit. You will be notified at the
end of the school year of eligibility to
purchase credit for any unpaid absences.

Perhaps your most important
responsibility as an active member of the
system is to maintain your beneficiary
designation in a current status. Failure to
do so can cause very serious
consequences and possible loss of
valuable benefits. You should designate
our spouse as beneficiary unless there are
strong objections, because your spouse
must be the primary beneficiary to be
eligible for survivor benefits. If you marry
after becoming a member, your spouse
automatically becomes your beneficiary
and your previous beneficiary designation
is void. Divorce voids any previous
beneficiary designation, and your estate
automatically becomes the beneficiary. In
the event of either marriage, divorce, or
the beneficiary’s death, you should file a
new beneficiary designation with KTRS.
Neglect of this responsibility can be
disastrous. You may name more than one
beneficiary and may designate them as
co-beneficiaries or in order of succession.
Your beneficiary does not have to be a
relative.

Your Social Security number is the
positive identification of your account;
however, it is your responsibility to send
KTRS notification of any changes, such as
name and address. Name and address
change forms may be obtained by
contacting Angie Marcum. After the close
of each fiscal year, you will receive an
annual statement of your account. This
will report to you the salary earned in the
preceding year, the service credit earned
in that year, the contributions made, the
total monies in your account, and the
total service credit. If you think there is an
error in this statement, write KTRS
immediately. (NOTE: If your address is not
updated, you will not receive a
statement.)



If you plan on retiring at the end of
the school year, contact KTRS 3 months
prior to your retirement date for an
estimate of your benefits and a retirement
packet. Requesting this information does
not commit you to retiring -- only your
letter of resignation to the superintendent
does that. Kentucky Teachers’ Retirement
System telephone number is 800-618-
1687.

Kentucky Retirement Systems

The Commonwealth of Kentucky provides
retirement benefits for state and county
employees through the Kentucky Public

Pension Authority (KPPA).
Retirement benefits are funded by
employee
contributions deducted from an
employee’s wages, employer contributions
paid by each participating agency and
investment income. The employee
contribution rate is set by the General
Assembly. Employee contributions are
based upon hire dates and tiers within the
KPPA system.

Contributions to the retirement system are
currently tax deferred. Employers
contribute at the rate determined by the
Board of Trustees to be necessary for the
actuarial soundness of the systems as
required by KRS 61.565.

For requirements for Normal and Early
Retirement eligibility, refer to kyret.ky.gov.

Upon termination of employment, a
member has three options in regard to
their retirement account: (1) retire if
eligible, (2) leave the contributions in the
retirement system until you reach
retirement eligibility, (3) or take a refund of
retirement contributions.

A member choosing to take a refund of
retirement contributions will receive their
individual retirement contributions plus
any accumulated interest. The payment
can be made directly to the member or
the funds can be rolled into another
qualified retirement plan.

If the member elects to receive a direct
payment, KRS is required to withhold 20%
for federal income taxes. The amount
withheld is not a penalty tax and will
apply towards the federal tax liability for
the year in which the refund was issued.
Additional taxes due to age or other
factors may also apply if a direct payment
is received.

In order to process a refund of
contributions, you must request Form
4525, Request for Refund of
Contributions from KRS by calling 800-
928-4646.

Social Security Benefits

Why do classified employees have to pay
FICA (Social Security Benefits) while
certified employees do not?
Certified employees are not eligible to
participate in Social Security at this time.
Social Security participation is a benefit
that Boyd County Public School Boards
have felt is an important and worthwhile
benefit to classified employees. A former
board entered into a Section 218
agreement with the Social Security
Administration on July 16 1951, to cover
all eligible employees.
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What is a 218 agreement?

This document is a contract between the
government employer (i.e. : Boyd County
Board of Education) and the Social
Security Administration. It originally
provided coverage for government
employees who were not covered by a
retirement system. Government
employees who subsequently came under
a retirement system were allowed to
remain under Social Security, as well.

Can we terminate this Section 218
agreement?

No. After April 20, 1983, Section 218
agreements could no longer be
terminated.

Why do classified employees have to pay
retirement?

When classified employees became
eligible for retirement coverage under the
Kentucky County Employees Retirement
System, the Board agreed to join, believing
this to be an additional worth while
benefit. Both Social Security and County
Retirement plans result in additional costs
to the Board. But the Board continues to
believe these benefits are well worth the
costs. Without these benefits, the
employee would have to totally provide
for his/her own retirement.
Classified employees can find out what to
expect in Social Security benefits by
completing Form SSA-7004-SM (Request
for Social Security Statement). The form
can be downloaded from the Social
Security Administration’s website at
http://www.ssa.gov/online/ssa-7050.pdf It
is an easy form to complete and should
only require about five minutes of your
time. If you are age 60 or older you will
automatically receive the statement each
year.

Medicare Deduction

Deductions for the Medicare portion of
social security are withheld at the rate of
1.45 percent. Deductions are made on all

classified employees and certified
employees hired after April 1, 1986.

Cafeteria Plan

Through American Fidelity Assurance Co., a
third-party administrator, we offer a
premium conversion program to reduce
your federal and state income taxes and
social security taxes.

Premiums for health, life, disability, cancer
insurance are withheld before taxes are
calculated. Our Section 125 Cafeteria Plan
year ends December 31. Representatives
from American Fidelity Assurance Co. will
contact all employees during the open
enrollment period so that you can make any
necessary changes to your benefits
selection.
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Flexible Spending Accounts

Employees are also eligible to participate
in the Flexible Spending Accounts
administered by the Personnel Cabinet
Department of Employee Insurance.
There are two types of FSA accounts
available — a health care FSA and a
dependent care FSA. The FSA accounts
are offered through the Section 125
cafeteria plan and contributions are
made on a pre-tax basis.

Health Care Flexible Spending Account
- is pre-tax money you set aside,
through payroll deductions, to use for
certain expenses not reimbursed by
your medical plan. You decide how
much to contribute to your health care
FSA.

Dependent Care Account — is pre-tax
money you set aside, through payroll
deductions, to use for eligible
dependent care expenses. (ex. after-
school care, baby-sitting fees, day care
services, in-home care, nursery,
preschool, or summer day camps).

*Refer to your health insurance
handbook for information on accessing
your FSA funds.

Federal and State Taxes

At the beginning of each school year or
calendar year, you should review your W4
(federal taxes) and K4 (state taxes)
allowances. If you need to make changes,
obtain a new W4 and/or K4 from your
school’s secretary or download a form from
the Boyd County Public Schools District
website. Send the completed forms to the
payroll department. Remember, the W4 is
for federal taxes and the K4 is for state
taxes, so if you send us a W4 only, we will
make changes only on federal taxes. We also
make deductions for Ohio and West Virginia
state taxes for out-of-state residents. The
deduction is not calculated but is a flat
amount deducted each payday. We have
the necessary forms for these deductions

Tax-Sheltered Annuities

There are several companies approved by
the board to offer tax-sheltered annuities to
employees. Company representatives
frequently visit the schools to explain their
plans. AFPlanServ acts as the district’s
Third Party Administrator for oversight of
403(b) plans. Some of the approved
companies are:

*American Fidelity
(800-662-1106)

*KY Deferred Compensation System
(800-542-2667)

*Reliastar (ING)
(800-829-0132)
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YMCA Deduction

YMCA dues may be payroll deducted. If
you wish to have your dues deducted,
please contact your school secretary for
an application. You may also contact
Donna Black at ext. 2005 for an
application and current rates.

The types of memberships available are:

-Family Health Center
(Husband AND Wife)

-Family Health Center
(Husband OR Wife)

-Family without Health Center
‘Women’s Health Center
‘Men’s Health Center
-Adult
-College

‘Youth

Credit Union

Our credit union is handled by Member’s
Choice Credit Union.

Ruell Office Ceniral Office
145 Russell Rd. 1401 Ceniral Ave.
Ashland, KY 41101 | Ashland EY 41102
(B08) 328-7875 (606} 326-8000

Cannonsbuorg Office | Ashland Credit Union
1315 Cannonsbarg Fd. | 305 12tth Strest
Ashlapd EKY 41102 Achlamd KT 41101
(03 20-T060 1-B00-245-8112

To become a member, you must open an
account at one of the credit union locations.
Services available are: Checking, Savings, and
Christmas Club Accounts, IRA’s, Certificate of

Deposits, Amusement Park Tickets, ATM Cards,
Visa Card, Travelers Checks and Loans. If you
need to make a change in your account, contact a
representative with Member Choice or Ashland
Credit Union and they will contact us with the
updated information.

Kentucky Education Association and Kentucky
Association of School Administrators Dues

Employees wishing to join KEA should see their
BEA building representative or an application.

v\”‘c“

o
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Direct Deposit

Direct deposit is the standard method of
paying employees of the Boyd County
School District. You may select any financial
institution to send your direct deposit. This
includes banks, savings and loans or credit
unions. This comes in handy during
scheduled holidays, breaks, and during the
winter months when school is cancelled due
to inclement weather. Some points to keep
in mind concerning direct deposit.

*You will be able to access ‘eStub’ for your
pay information (net amount and
deductions will appear on the stub).Your
money will be in yourchecking or
savingsaccount by openingof business on
the morning of payday.

*If, due to circumstances beyond our
control, we cannot complete the direct
deposit transaction, you will receive a
regular check for that pay period. You will
be notified if this occurs.

If you intend to change accounts or banks at

anytime,_ please notify the payroll
department before doing so. You must
complete a new direct deposit enrollment
beforeclosing any accounts.

Payroll Schedule

All employees are paid on a bi-weekly pay
schedule. Full-time employees will receive
26 checks. All employee direct deposit
advices will be available via e-Stub no later
than 8:00 a.m. each pay date. If, due to
extenuating circumstances, you are to be
paid via a check it will be -depending on
your work situation- sent to your work
location or your home.

In Case We Make an Error

When you view your check advice, be sure to
look it over carefully. If you believe you have
been paid incorrectly, any deductions are
wrong, or absence balance is incorrect,
please notify us immediately. Due to direct
deposit, the correction will not be effective
untilthe next pay period. The earlier we
discover an error, the easier it is to correct.

Salaries - Certified & Classified

CERTIFIED
All salaries shall be based on a single salary
schedule providing for 185 days of
employment as required by law and paid bi-
weekly.

CLASSIFIED
Classified employees are paid bi-weekly
based upon their annual contract (hours per
day X hourly rate X days per year). Any
adjustments (extra time, overtime or deduct
time) will be made to the employee based
upon the current year check schedule.

Deduction Change/ Cancellation Form

If you wish to change your payroll deductions
during the school year you must submit a
deduction change form and forward to the
Payroll Department. Please note that Federal
and State taxes require alternate forms (W-4
and K-4). Members Choice Credit Union and
Ashland Credit Union requires that you notify
them directly of any changes to your
deduction amount, they will in turn contact
us. Lastly ,be aware that pre-tax items may
only be changed during open enrollment or in
the case of a qualifying event.
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Change in Rank - Certified Personnel

If you receive a Master’s Degree or Rank |
certification during the summer break, you
should notify the payroll department. We
must have a copy of your new teaching
certificate no later than October 1. Salaries
cannot be adjusted until we receive the new
certificate or a letter from the university
verifying the change in rank. Your salary is
based upon rank and experience as of
September 15. It is the responsibility of the
employee to see that proper certification is
on file in the Superintendent’s office at all
times.

Sick Leave - Classified and Certified
Personnel

Full-time employees are entitled annually to
the following paid sick leave days:

199 days or less 10 days
200 -219 days 11days
220 days or more 12 days

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.

Sick leave days not taken during the school
year in which they were granted shall
accumulate without limitation.

Sick leave can also be taken for illness in the
immediate family. Immediate family shall
mean the employee’s spouse, children
(including stepchildren), parents (including
stepparents), spouse’s parents (including
stepparents),

grandparents and spouse’s grandparents
without reference to the location or
residence of said relative and any other
blood relative who resides in the employee’s
home.

All absence affidavits must be filled out and
given to the school secretary the first day
you work following your absence.

Upon retirement, certified and classified
employees will be compensated for each
unused sick day at the rate of 30 percent of
their daily salary. This calculation is based
on the employee’s last annual salary.

If an employee must miss work for more
than three consecutive days, please contact
Angie Marcum regarding your duties for
FMLA or a LOA.

Sick Leave Donation

Certified and classified employees who have
accrued more than fifteen (15) days of sick
leave may request to transfer sick leave days
to another employee who is authorized to
receive the donation. The number of days
donated shall not reduce the employee’s sick
leave balance to less than fifteen (15) days.
Certified and classified employees are
eligible to receive donated days if they meet
the criteria established in statute.

Any donated sick leave not used shall be
returned on a proportionate/prorated basis
to employees who donated days.

An employee wishing to donate sick leave
days to another District employee must
submit a “Request to Donate Sick Leave”
form to Lora Adams at Central Office. The
receiving employee shall be responsible for
providing any required statement of need

certified by a licensed physician. HE



Personal Days
Full-time certified and classified employees are
eligible for three (3) personal leave days. Persons
employed for less than a full-year contract shall
receive a prorated 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 sick leave days equivalent
to their normal working day. An absence affidavit
must be completed when using a personal day. 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. Personal leave carry over cannot
result in a total accumulation of sick days greater
than thirteen (13) per year.

The Superintendent or designee must approve
the leave day. Approval shall be contingent
upon the availability of qualified substitute

employees.

Emergency Days

Full-time certified and classified personnel are
entitled to three (3) emergency days per school
year. Persons employed for less than a full-year
contract shall receive a prorated part of the
authorized emergency 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
emergency days equivalent to their normal
working day. These days shall be granted for the
following reasons:

Bereavement
--Death of a relative or personal friend.

Disasters
--Personal disaster of the magnitude of
tornado, fire, flood, etc. This applies only in
cases not covered by sick leave.

Court
--Court appearances when employee’s
presence is required. (This does not
include jury duty.)

Other
--Such other reasons of an emergency
Or extraordinary nature as approved by
the Superintendent or designee.

Persons taking emergency leave must
complete an absence affidavit upon their
return to work stating the specific reason

for their absence.

Leaves of Absence

There are various board policies relating to
leaves of absence for both certified and
classified employees, such as:

* Maternity

* Military

» Adoption of Child
Family and Medical Leave Act of 1993
» Educational

* Extended Disability

If an employee is off work for more than
three days (e.g., maternity leave), contact
the payroll department. This is important
in regard to health insurance, deductions,

and how future pay will be affected.
If you need more information on any of the
above policies, please contact Angie
Marcum.
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Jury Duty
Any employee who serves on ajuryina
duly constituted local, state or federal
court shall be granted leave with full pay.
However, you must reimburse the Boyd
County Board of Education for any
compensation received as jury pay for the
period of your actual jury service. From
this reimbursement, exclude any expense
monies received (example: meals or
mileage). You may submit your
reimbursement as it is received or wait
until you have finished serving jury duty.
Submit your reimbursement by a check
made payable to Boyd County Board of
Education and send to Lora Adams.

Workers’ Compensation

Employees who sustain “on-the-job”
injuries are eligible for workers’
compensation benefits. You are required to
report all work-related injuries to your
supervisor prior to leaving the work
premises. Failure to do so may result ina
delay in processing your claim.

For each injury or illness:

*First Notice of Injury Report must be
completed by calling Medcor at 1-888-
919-1777 and notifying your immediate
supervisor at the time of injury.

*Accident Investigation Report must be
completed by injured worker within 24
hours of the incident and forwarded to
Donna Black at Central Office.
Documentation of any doctor/hospital
visits are also to be forwarded to Donna
Black.

Workers’ Compensation Cont.

In a NON-EMERGENCY, you are
required to notify your immediate
supervisor within 24 hours of your
injury whether or not your injury
requires medical attention. Your
supervisor will direct you to the
appropriate designated school
administrator for further instructions.
Should care be needed, you must go to
a participating physician within the
Bluegrass Healthcare Network.

A medical emergency is defined as
medical services required for the
immediate diagnosis or treatment of a
medical condition that if not
immediately diagnosed or treated
could lead to a serious physical or
mental disability or death, or medical
services that are immediately
necessary to alleviate severe pain.

In a MEDICAL EMERGENCY, proceed to

the nearest emergencyfacility or health
care provider qualified to provide
emergency medicaltreatment. You
must notify Donna Black within 24
hours of your initial emergency
treatment. If additional medical care is
needed, you must select a provider
that will accept Kentucky Workers’
Compensation claims.

Medical claims for a work-related injury
should never be turned in to your
private health insurance carrier.

If your injury causes you to be absent
from work, you should contact the
Donna Black immediately so that future
effects on your pay, deductions, sick
leave, health insurance etc. can be
determined.



Timekeeping System

A computer-based program from
TimeClock Plus is used to record clock in
and out times for all employees. This helps
document that we are in compliance with
FLSA (Fair Labor Standard Act) and Wage
and Hour Regulations for employees who
are paid by the hour. Other benefits of the
TimeClock system are:

-Eliminates incorrect employee numbers
-‘Real-Time Data
‘Improves accuracy of end of year reports
-Documents required lunch breaks
(exceptions - certified and any classified

employee who does not have a duty-free
lunch)

Importance of
“Approving Hours Worked”

Whether you are a principal, teacher,
cafeteria worker, etc., it is the
responsibility of each employee to
approve their hours worked through
TimeClock Plus. At the end of each week or
on the last day of the payroll period, you
should check to make sure you have time
clocked in for every day. If you were
absent any days you should check to see if
the absence codes used were correct and
to be sure you have completed an absence
affidavit card. You will be certifying the
hours entered in TimeClock are your actual
hours. If, in the event hours worked are not
posted by the Tuesday following the end
of the pay period you will be deducted for
said hours.

It will then be the responsibility of the
employee to notify their immediate
supervisor that a “corrected time sheet” is
needed. Any hours deducted will then be
reimbursed the following pay period if a
correction is received in a timely manner.

Address and/or Name Changes

The “Address and/or Name Change” form
is used to notify the payroll department of
a change of address or a name change.
Please look at your most recent payroll
check. If the address is incorrect, please
notify us. When we receive an address
change, we will notify Kentucky Teachers’
Retirement or Kentucky Retirement
Systems, State Sponsored Life Insurance
and health insurance providers of the
change. When making a name change,
please notify us with an “Address and/or
Name Change” form and a copy of a new
social security card.

**Many forms such as ‘change of address),
‘direct deposit’, ‘deduction changes’, ‘W4,
or ‘sick leave donation’, are available on-

line at: http://www.boyd.kyschools.us
under the
“Staff” menu tab.
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Beneficiary Changes

Anytime there is a change in your family
status, you need to consider whether you
need to make a beneficiary change in
regards to teacher retirement, county
retirement, state-sponsored life insurance
and any other life insurance policy you may
have.

Please contact Angie, Donna, or Lora to
secure the necessary form(s) to make your
changes.

Please see the Boyd County Public Schools

website for the updated salary schedule.
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MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
GIFTED & TALENTED

Q & A for the Classroom Teacher:
Who are the gifted and how do | address their needs?

Q. Who are the gifted and talented?

A. Kentucky’s gifted and talented students include those who are identified as possessing
demonstrated or potential ability to perform at exceptionally high levels in either of the following
areas:

e general intellectual ability

e specific academic aptitude (e.g., math, science, language arts, social studies)
e creativity

e leadership

e visual and performing arts

704 KAR 3:285
Gifted students are included as a category of exceptional children requiring accommodation in
the Kentucky Administrative Regulations.

Q. What does the gifted regulation, 704 KAR 3:285,require of the classroom teacher?
A. Districts, schools, and teachers:

e will differentiate, replace, supplement, or modify curriculum to facilitate high level attainment
of Kentucky’s learning goals and to assist students’ development of individual needs,
interests, and abilities

e will provide multiple service delivery options, with no single service option existing alone,
district-wide, at a grade level

e will identify students in all five gifted categories

704 KAR 3:285

Grouping for instructional purposes SHALL be used. Teachers working with gifted students shall
be prepared to address individual needs, interests, and abilities of gifted students through
appropriate professional development.
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MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
GIFTED & TALENTED Cont.

Q. What are the service options and how are they determined?
Al. The following services may be provided:

e Grade Skipping

e Early Exit from Primary

e Content/Curriculum from High Grade Level
e Dual Enrollment

e Dual Credit Courses

e Early Exit from H.S.

e Advanced Placement and Honors

e Collaborative Teaching and Consultation Services
e Special Counseling Services

e Differentiation for Individuals

e Differentiation for Cluster Groups

e KVHS and Other Online Courses

e Enrichment Services During the School Day
e Independent Study

e Mentorships

e Pull-Out Settings

e Appropriate Instructional Setting

e Consortium

e Seminars

e Travel Study Options

e Special Schools 4-12

e Self-Contained 4-12

Leadership services should be offered across the curriculum and in appropriate instructional
settings to ALL gifted and talented students, as they will each be expected to be leaders in their
fields of expertise.

A2. The gifted and talented selection and services committee works to match services to the
identified needs of each student which will provide for continuous progress in students’ areas of
strength and need. When services are defined, specific instructional goals for the students are
determined, and the
individual(s) responsible for documenting progress toward the instructional goals are named in
the Gifted Student Services Plan (GSSP).
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MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
GIFTED & TALENTED Cont.

Q. What s the Gifted Student Services Plan (GSSP)?

A. All students in grades 4-12 who are formally identified as gifted and talented must have an
individualized GSSP. This GSSP is designed to match student interests, needs, and abilities to
differentiated service options and serves as the communication vehicle between parents and the
school.

The GSSP must include:

e Information about the strength and needs of the student

¢ Information about specific instructional strategies and interventions

¢ |dentification of the individual(s) responsible for implementing the GSSP and documenting
services and student progress

Parents shall be notified annually of services included in the student’s GSSP. They should expect
a reporting from the school at least once each semester that reflects the student’s progress
toward the goals identified in the GSSP.

Terms Every Classroom Teacher Should Know
Acceleration: Allowing students to move through material at a pace faster than their age mates

and at a rate that is appropriate to their abilities. Examples: curriculum compacting, parallel
content, subject acceleration, grade skipping, and early exit from school.

Cluster Grouping: A small group of identified students with similar needs, interests, and abilities
assigned to a teacher trained in gifted education in order to provide differentiated instruction.

Compacting: Reducing the amount of time students spend in content areas where students
demonstrate mastery. Compacting reduces repetition and promotes student engagement. Pre-
testing is key to compacting.

Differentiation: Systematic changes in the pacing, the content(what is learned), the process (how
itis learned), or the product (how learning is demonstrated) to meet the learning needs of
students.

Enrichment: Differentiated activities that go beyond the core curriculum that are intended to
supplement and extend the student’s educational experience.

Homogenous Grouping: Students placed together based on academic ability, special needs,
interests, or other common characteristics related to instruction.
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MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
GIFTED & TALENTED Cont.

Independent Study: A self-directed course or a study of a selected topic under the careful
supervision of a teacher or college/university personnel.

Underachieving: A significant gap between a student’s potential ability and demonstrated
achievement to a degree that there is an overall diminished ability to achieve at the expected level
of performance.

Q & A for the Primary Teacher:
Who is in the Talent Pool and how do | address their needs?

The Primary Talent Pool is intended to discover the gifts and talents of high potential students
so that these students may truly thrive in a setting of continuous progress.

Q. Who is in the talent pool?

A. The Talent Pool may be made up of approximately 25% of the primary population. Students
with potential ability in any of the following areas are represented in the Talent Pool:
e Generalintellectual
Specific academic aptitude (e.g., math, science, language arts, social studies)
Creativity
Leadership
Visual and performing arts

Q. How are these high potential learners selected for participation in the Talent Pool?

A. High potential learners are selected for participation in the TalentPool through the use of
both formal and informal (minimum of three) assessment options to assess gifted
characteristics.

Q. What measures may be used to collect data to determine differentiated service delivery needs
during their stay in the primary program?

Al. Informal measures may include:

e Teacher nomination form

Teacher checklists or jot downs

Parent observation form

Student work samples
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MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
GIFTED & TALENTED Cont.

A2. Formal measures may include:

Colored Raven Matrices (blanket testing grade 1)

Standard Raven Progressive Matrices(new referral in grade 3)
CogAt

Measures of Academic Progress(MAP)

Each school has a Talent Development Coordinator who oversees the Primary Talent Pool and
collaborates with the gifted and talented teacher to design appropriate learning opportunities to
nurture the gifts and talents of high potential learners.

Grouping for instructional purposes SHALL be used. Teachers working with PrimaryTalent Pool
students shall be prepared to address individual needs, interests, and abilities of these high
potential learners through appropriate professional development.

Q. What service options are appropriate to address the needs of the Primary Talent Pool and
how are they determined?

Al. The following services may be provided:

e Grade Skipping

e Early Exit from Primary

e Content/Curriculum from High Grade Level

e Collaborative Teaching and Consultation Services
e Special Counseling Services

e Differentiation for Individuals

e Differentiation for Cluster Groups

e Enrichment Services During the School Day

e Pull-Out Settings

e Appropriate Instructional Setting

There shall be multiple service delivery options, with no single service option existing alone,
District-wide, at any grade level P-12.

A2. The Gifted and Talented Selection and Services Committee works to match services to the
INFORMALLY identified strengths and needs of each high potential learner which will provide for
continuous progress in students’ areas of needs, interests, and abilities. When data is reviewed,
the level of services matched to student needs are recorded and communicated to parents in an
individual Talent Development Plan.
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MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
GIFTED & TALENTED Cont.

Terms Every Primary Classroom Teacher Should Know

Acceleration: Allowing students to move through material at a pace faster than their age mates
and at a rate that is appropriate to their abilities. Examples: curriculum compacting, parallel
content, subject acceleration, grade skipping, and early exit from school.

Cluster Grouping: A small group of identified students with similar needs, interests, and abilities
assigned to a teacher trained in gifted education in order to provide differentiated instruction.

Compacting: Reducing the amount of time students spend in content areas where students
demonstrate mastery. Compacting reduces repetition and promotes student engagement. Pre-
testing is key to compacting.

Differentiation: Systematic changes in the pacing, the content(what is learned), the process
(how it is learned), or the product (how learning is demonstrated) to meet the learning needs of
students.

Enrichment: Differentiated activities that go beyond the core curriculum that are intended to
supplement and extend the student’s educational experience.

High Potential Learners: Students in the top twenty-five percent of the primary student
population who demonstrate gifted characteristics and behaviors. These students demonstrate
need for differentiated instruction as a part of the Primary Talent Pool.

Homogenous Grouping: Students placed together based on academic ability, special needs,
interests, or other common characteristics related to instruction.

Primary Talent Pool (K-3): The primary students selected as having characteristics and behaviors
of high potential learners using a combination of informal and formal measures to determine
differentiated service needs throughout their primary experience.

Underachieving: A significant gap between a student’s potential ability and demonstrated
achievement to a degree that there is an overall diminished ability to achieve at the expected
level of performance.
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Notice to Individuals Regarding Title IX Sexual Harassment/Discrimination

This notice shall be provided to applicants for admission and employment, students, parents
or legal guardians of students, employees, and all unions or professional organizations holding
collective bargaining or professional agreements.

The BCPS DistrictTitle IX Coordinator is:

Matthew D. Spade

1104 Bob McCullough Dr. Ashland, KY 41102
matt.spade@boyd.kyschools.us
606-928-4141

Any person may report sex discrimination, including sexual harassment (whether or not the
person reporting is the person alleged to be the victim of conduct that could constitute sex
discrimination or sexual harassment), in person, by mail, by telephone, or by electronic mail,
using the contact information listed for the TIXC, or by any other means that results in the
TIXC receiving the person’s verbalor written report.Such a report may be made at any time
(including during non-business hours) by using the telephone number or electronic mail
address, or by mail to the office address, listed for the TIXC.

The District must prominently display the contact information required to be listed for the
TIXC and Policies 03.113, 03.212 Equal Employment Opportunity, 09.13 Equal Educational
Opportunity, 03.1621, 03.2621, 09.428111 Title IX Sexual Harassment and 09.428111 AP.11 Title
IX Grievance Procedures on its website, if any, and in each handbook or catalog that it makes
available to persons entitled to a notification listed above.

The District must ensure that the TIXC(s), Investigators, Decision Makers, and any person who
facilitates an informal resolution process, receive training on the regulatory definition of
sexual harassment; the scope of the District’s educational program or activities; how to
conduct an investigation; the grievance process (including informal resolutions and appeals);
and impartial service, conflict of interest, and bias standards.

The District must make these training materials publicly available on its website, or if the

District does not maintain a website the District must make these materials available upon
request for inspection by members of the public.
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620.030 Duty to report dependency, neglect, abuse, human trafficking, or female
genital mutilation - Hushand-wife and professional-client/patient privileges
not grounds for refusal to report -- Statewide reporting system — Exceptions --
Penalties.

(1) Any person who knows or has reasonable cause to believe that a child iz dependent,
neglected, or abused shall immediately cause an oral or written report, including but
not limited to electronic submissions, to be made to a local law enforcement agency
or to the Department of Kentucky State Police, the cabinet or its designated
representative, the Commeonwealth's attorney, or the county attorney by telephone
or otherwise. If the cabinet receives a report of abuse or neglect allegedly
committed by a person other than a parent guardian, fictive kin, person ih a
position of authority, person in a position of special trust, or person exercizing
custodial contrel or supervision, the cabinet shall refer the mafter to the
Commonwealth's attorney or the county attorney and the local law enforcement
agency or the Department of Kentucky State Police. Nothing in this section shall
relieve mdividoals of their oblizations to report.

(2) (a) Any person, including but not limited to a physician, osteopathic physician
turze, teacher, school personnel, social worker, coroner, medical examiner,
child-caring perzonnel, resident, intern chiropractor, dentist, optometrist
emergency medical technician paramedic, health professional, mental health
professional, peace officer, or any organization or agency for any of the
above, who lknows or has reazonable capsze to believe that a child 1=
dependent, neglected, or abused, regardless of whether the person believed to
have canzed the dependency, neglect, or abuse 13 a parent, guardian. fictive
kin, person m a position of authority, person in a posttion of special trust,
person exercising custodial confrol or supervision, or another person, or who
haz attended such child as a part of his or her professional duties, shall:

1. Immediately make an oral or written report, incluoding but not limited to
electronic submissions, in accordance with subsection (1) of this section;

2. Immediately notify the supervisor of the msttution, school, facility,
agency, or designated agent of the person in charge; and

3. Ifrequested, in addition to the report required in subsection (1) or (3) of
thiz szection, file with the local law enforcement agency or the
Department of Kentucloy State Police, the cabinet or itz desiznated
representative, the Commonwealth's attorney, or county attorney within
forty-eight (48) hours of the original report a written report, including
but not limited to electronic submissions, containing:
a.  The names and addresses of the child and his or her parents or

other persons exercising custodial control or supervizsion;

b, The child's age;
The nature and extent of the child's alleged dependency, neglect,
of abuse, including any previous charges of dependency, neglect,
of abuse, to this child or his or her siblings;

d.  The name and address of the person allegedly responsible for the
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abusze or neglect; and
e. Any other information that the perzon making the report believes
may be helpful in the furtherance of the purpose of this section.

(b} Upon notification. the supervisor or the designated agent, if any, shall
facilitate the cooperation of the institution, school, facility, or agency with the
mvestigation of the report.

{c) Any person who knowingly cavses inttmidation, retaliztion, or obstruction in
the investigation of the report shall be guilty of a Class A misdemeanor.

{(d) This section shall not require more than one (1) report from any institution,
school, facility, or agency.

(3) Any person who knows or has reasonable cause to believe that a child is a victim of
human trafficking as defined 1n KRS 329010 shall immediately cause an oral or
written report, including but not limited to electronic submissions, to be made to a
local law enforcement agency or the Department of Kentucky State Police; or the
cabinet or itz designated represemtative; or the Commenwealth's attorney or the
county attorney; by telephone or otherwize. This subsection shall apply repardless
of whether the person believed to have caused the human traffickmg of the child 1z
a parent, guardian, fictive kin, person in a posttion of authority, person in a position
of special trust, or person exercising custodial control or supervision.

(4) Any person who knows or has reazonable cause to believe that a child is a victim of
female genital mutilation as defined m KRS 308.12% shall immediately causze an
oral or written report, wcluding but not limited to electromic submissions, to be
made by telephone or otherwize to:

{2) A local law enforcement agency or the Department of Kentucloy State Police;

(b} The cabinet or itz designated representative; or

{c) The Commomwealth's attomey or the county attomney.

Thiz subszection shall apply regardless of whether the person believed to have

caused the female genital mutilation of the child 1z a parent, guardian or person

exercising custodial control or supervision.

(3) Neither the husband-wife nor any professional-client'patient privilege, except the
attorney-client and clergy-pemitent privilege, shall be a ground for refusing to report
under this section or for excluding evidence regarding a dependent, neglected, or
abused child or the cause thereof, in any judicial proceedings resulting from a report
pursuant to this section. This subsection shall alzo apply in any criminal proceeding
i Dhstrict or Circuit Court regarding a dependent, neglected, or abused child.

() The cabinet shall establizh and operate a statewide reporfing system for the public
to make reports of child dependency, neglect, and abuse via telephone call or
written report, mcluding but not limited to electromic submissions. The statewtde
reporting system shall operate a twenty-four (24) hour on-call response svstem that
includes but iz not limited to a child abuse hotline for the receipt of emergency and
nonemergency reports of child dependency, neglect, and abuse durnng and after
normal office hours. The cabinet mav uze contract emplovees to operate the system.

(7y The cabinet upon request shall recerve from any agency of the state or any other
agency, instiiution or facility providing services to the child or hiz or her family,
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such cooperation, assistance, and information as will enable the cabinet to fulfill its
rezponsibilities under KRS 620030, 620,040, and 620.030.
(8) Nothing in thiz section shall limat the cabmet's mvestigatory authorty under KRS
620.050 or any other obligation imposed by law.
(%7 Any person who intentionally viclates the provisions of thiz section shall be guilty
of a:
{a) Class B misdemeanor for the first offense;
(b} Class A mizdemeanor for the second offense; and
{¢) Class D felony for each subsequent offensze.
Effective: Tuly 15, 2024
Hiztory: Amended 2024 Ky, Acts gh 144, zec 3, effective Julv 13, 2024, — Amended
2023 Ky Acts ¢, 107, sec. 2, effactive June 29, 2023, — Amended 2020 Ky, Acts
ch.. 74, sec. 7, effective April 2, 2020. - Amended 2018 Ky. Acts g, 33, sec. 8,
effective June 27, 2015, — : 2013 Ey. Acts ch, 23, zec. 1, effective ume 23,
2013, — Amended 2008 Ey. Acts gh, 72, sac. 4, effective July 15, 2008, — Amendad
2007 Ey. Acts ch, 83, zec. 330, effective June 26, 2007. — Amended 1988 Ky Acts
ch. 258, sec. 2, affective July 135, 1988; and gh, 350, sec. 43, effective April 10, 1988,
- Created 1986 Ey. Acts ch, 423, sec_ 64, effective July 1, 1987,

Legizlative Rezearch Commizzion Note. The 1988 amendments to this section ars
effactive Apnl 10, 1938, except for the second zentence of subsection (1), which 1=
effactive Juhv 15, 1988.
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	BEA, Boyd County Education Association is the local Kentucky Education Association connection. It promotes legislation to strengthen and improve the quality of education in Kentucky Public Schools.
	Certified employees may gain additional information about membership and meetings by contacting the BEA representative for Boyd County Schools, currently Eliot Jacobs, Boyd X=County Middle School teacher, 606-928-9547.
	The Boyd County Public Schools ’Foundation For Children
	Send all donations to:
	The Boyd County Public Schools ’Foundation For Children
	1104 Bob McCullough Drive,
	Ashland, KY 41102



	FAMILY RESOURCE AND YOUTH SERVICECENTERS (FRYSC’s)
	·Full-time preschoolchild care for children two (2) and three (3) years of age;
	·After schoolchild care for children ages four (4) through twelve(12) with the full-time child care during the summer and on other days when school is not in session;
	·Families in Training which consists of an integrated approach for home visits, group meetings and monitoring child development for new and expectant parents;
	·Parent and Child Education(PACE) as describedin KRS 158.360 or a similar program;
	·Support and training for child day care providers; and
	·Health servicesor referral to healthservices or both.
	·Referrals to health and social services;
	·Employment counseling, training and placement;
	·Summer and part-time job development;
	·Drug and alcohol abusecounseling; and
	·Family crisisand mental healthcounseling.
	Purpose: To enhance students’ abilities to succeed in school by assisting children, youth and families in overcoming mental and physical barriers to learning.
	Youth Services Center (serving BCHS)
	606-928-7008, Coordinator Michelle Ekers
	Youth Services Center (serving BCMS)
	606-928-2451, Coordinator Lisa Hale
	Family Resource Center East (serving Catlettsburg and Ponderosa) 606-739-5344, Coordinator Shaini Dickerson
	Family Resource Center West (serving Summit and Cannonsburg) 606-928-1435, Coordinator Julie Profitt
	Director of FRYSC’s– Stephanie Lyons, 606-928-4141, ext. 2035

	●    On web): Home > click your name > Manage Account > Notification Settings. Choose Posts (Instant/Digest/Off), Direct Messages (Email/Text/App), and Alerts & Notices (On/Off).
	●    On mobile app: Menu (≡) > Account > Notifications; toggle School Alerts, then set Direct Messages and Posts (Instant/Digest).
	Current school contacts for ParentSquare:

	TRAVEL
	GUIDELINES
	Purchasing
	Procedures
	IMPORTANT LAWS AND POLICIES RELATED TO PURCHASING

	Employee Payroll
	and
	Benefits
	State-Sponsored Life Insurance
	The Commonwealth of Kentucky offers you Group Term Life Insurance and Accidental Death and Dismemberment (AD&D) Insurance.
	Each eligible employee has a $20,000 state sponsored life insurance policy including an Accidental Death and Dismemberment plan FREE.
	This policyis a term life insurance
	policy with no cash value.
	·Your insurance takes effect on the first day of the second month followingthe month you were employed.
	·An employee has the option to take out additional coverage up to two times their annual salary or provide coverage for a spouse and/or dependent child.
	·Your dependent child can only be
	covered up to age 26.
	·The spouse coverage is to be provided on a spouse while you are legally married. An employee cannot keep coverage for an ex-spouse after a divorce.
	·No beneficiary can be listed for the spouse and/or dependent coverage. The employee is automatically assigned as the beneficiary for this coverage.
	·An employee can decrease coverage at any time providing the request is made in writing.
	·To increase coverage without an open enrollment or qualifying event, the employee must complete a medical history statement and have it approved by the insurance carrier.
	·Employees will receive a summary of coverage showing their individual life insurance coverage mailed to his or her home address.
	·Your life insurance policy terminates with your employment. You have two options to keep your coverage after terminating employment. Please call the Group Life Insurance Branch for your available options as soon as you terminate employment.
	·For additional information, please contact Angie Marcum or the
	Group Life Insurance Branch at 502-564-4774 or 800-267-8352.

	Life, Cancer and Disability Insurance
	Optional insurance policies can be obtained from providers approved by the board. We are presently making payroll deductions for the following providers:

	Life
	*Colonial Life
	(800-325-4368)
	*American Fidelity
	(800-662-1113)

	Cancer
	*Colonial Life                     (800-325-4368)
	*American Fidelity             (800-325-3748)
	*AFLAC
	(800-992-3522)
	*Conseco Life/ Washington National
	(800-541-1225)


	Disability
	*American Fidelity
	(800-662-1113)
	*AFLAC
	(800-992-3522)
	*Colonial Life
	(800-325-4368)

	Teachers Retirement

	Kentucky Retirement Systems
	Social Security Benefits
	What is a 218 agreement?
	Can we terminate this Section 218 agreement?
	Why do classified employees have to pay
	retirement?
	Medicare Deduction
	Cafeteria Plan
	Flexible Spending Accounts
	Health Care Flexible Spending Account – is pre-tax money you set aside, through payroll deductions, to use for certain expenses not reimbursed by your medical plan. You decide how much to contribute to your health care FSA.
	Dependent Care Account – is pre-tax money you set aside, through payroll deductions, to use for eligible dependent care expenses. (ex. after-school care, baby-sitting fees, day care services, in-home care, nursery, preschool, or summer day camps).

	Federal and State Taxes
	Tax-Sheltered Annuities
	*American Fidelity
	(800-662-1106)
	*KY Deferred Compensation System
	(800-542-2667)
	*Reliastar (ING)
	(800-829-0132)

	YMCA Deduction
	·Family Health Center
	(Husband AND Wife)
	·Family Health Center
	(Husband OR Wife)
	·Family without Health Center
	·Women’s Health Center
	·Men’s Health Center
	·Adult
	·College
	·Youth

	Credit Union
	Kentucky Education Association and Kentucky Association of School Administrators Dues
	Direct Deposit
	*You will be able to access ‘eStub’ for your pay information (net amount and deductions will appear on the stub).Your money will be in yourchecking or savingsaccount by openingof business on the morning of payday.
	*If, due to circumstances beyond our control, we cannot complete the direct deposit transaction, you will receive a regular check for that pay period. You will be notified if this occurs.
	If you intend to change accounts or banks at anytime,  please notify the payroll department before doing so. You must complete a new direct deposit enrollment beforeclosing any accounts.

	Payroll Schedule
	In Case We Make an Error
	Salaries – Certified & Classified
	CERTIFIED
	CLASSIFIED

	Deduction Change/ Cancellation Form
	Change in Rank - Certified Personnel
	Sick Leave - Classified and Certified Personnel
	199 days or less    10 days
	200 - 219 days     11 days
	220 days or more 12 days
	Upon retirement, certified and classified employees will be compensated for each unused sick day at the rate of 30 percent of their daily salary. This calculation is based on the employee’s last annual salary.
	If an employee must miss work for more than three consecutive days, please contact Angie Marcum regarding your duties for FMLA or a LOA.

	Sick Leave Donation
	Personal Days
	The Superintendent or designee must approve the leave day. Approval shall be contingent upon the availability of qualified substitute employees.

	Emergency Days
	Bereavement

	Disasters
	Court
	Other
	Leaves of Absence
	• Maternity                  • Extended Disability
	• Military
	• Adoption of Child
	Family and Medical Leave Act of 1993
	• Educational
	Workers’ Compensation
	Workers’ Compensation Cont.


	Timekeeping System
	·Eliminates incorrect employee numbers
	·Real-Time Data
	·Improves accuracy of end of year reports
	·Documents required lunch breaks (exceptions – certified and any classified employee who does not have a duty-free lunch)

	Importance of
	“Approving Hours Worked”
	Address and/or Name Changes
	Beneficiary Changes
	Please see the Boyd County Public Schools website for the updated salary schedule.

	APPENDIX A
	MANDATORY TRAINING
	FOR CERTIFIED EMPLOYEES
	MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
	GIFTED & TALENTED
	MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
	GIFTED & TALENTED Cont.
	MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
	GIFTED & TALENTED Cont.
	MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
	GIFTED & TALENTED Cont.


	MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
	GIFTED & TALENTED Cont.
	Q.     What service options are appropriate to address the needs of the Primary Talent Pool and how are they determined?
	MANDATORY TRAINING FOR CERTIFIED EMPLOYEES
	GIFTED & TALENTED Cont.
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