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Introduction

The Vision of KEDC
“Helping Make Our Schools Great”

Purpose

“Providing services, support, and expertise that help make our schools great”

Values
Relationships:

We are commiitted to developing and maintaining ethical relationships based on trust and mutual respect
amonyg staff and with our schools.

Responsiveness:

We deliver on helping make our schools great - every single school - by assisting them in diagnosing their
needs and then finding or providing solutions to meet those needs.

Results:

We expect success from ourselves and all of our stakeholders and together we make it happen.

Welcome
Welcome to the Kentucky Educational Development Corporation (KEDC).

KEDC is a tax-exempt non-profit corporation that operates under an Interlocal Cooperation Agreement
(ICA) approved by the Kentucky Commissioner of Education and the Kentucky Attorney General's
office. The corporation has been designated by the U. S. government as a charitable education
organization under 501(c) 3 of the U. S. tax code.

The purposes of the handbook are to acquaint you with the policies and by-laws that govern and affect
operations of KEDC and individual employment with KEDC and to outline the benefits available to
employees. Employees who fail to comply with KEDC policies may be subject to disciplinary action.

This handbook is a compilation of policies and by-laws adopted by the Board of Directors. As such, it is
not intended to be, and should not be interpreted as, a contract. It is not an all-encompassing document
and may not cover every possible situation or unusual circumstance. If a conflict exists between
information in this handbook and Kentucky Revised Statute, Kentucky Administrative Regulation, or
federal law or regulation, the state or federal documents will govern. Any references to a specific gender
in this handbook should be regarded as including both male and female unless specified to be otherwise.

If an employee has questions about any provisions, s/he should contact his/her immediate supetvisor or
the Executive Director.
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KEDC Mission

The mission of the Kentucky Educational Development Corporation is to develop the capacity of
schools, school districts, and other partners to transform their educational systems to produce students
who can successfully compete in a global society.

Future Policy Changes

Although every effort will be made to update the handbook on a timely basis, the Board of Directors
reserves the right, and has the sole discretion, to change any policies, procedures, benefits, and terms of
employment without notice, consultation, or publication, except as may be required by contractual
agreements and law. Consequently, the Board of Directors reserves the right, and has the sole discretion,
to modify or change any portion of this handbook at any time.
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Section

Board Powers and
Duties

01. 1 Legal Status

KEDC is a legal body created under statutory authority of the State of Kentucky. Its members derive
their responsibilities and powers from state law.

As hereafter referenced in this document, the “Board” shall refer to the Board of Ditrectors of KEDC.

The Board shall function and act as a corporate body of the whole. Board members have no authority
over KEDC affairs as individuals, but do retain authority, within state law, over KEDC affairs when they
act as the Board of Directors.

The Board will not be bound in any way by any action or statement on the part of an individual Board
membet.

01. 11 Responsibilities

The Board is responsible for evaluating the effectiveness of the execution of Board policies. Evaluation
by the Board requires a continuous appraisal of the results of its educational policies, as well as the
effectiveness of the general administration.

The Board of Directors shall be the policy making body of the Corporation. Its powers and duties shall
be to:

Appoint an Executive Director and determine his/her salary;

Develop and approve policies for the operation of KEDC;

1.

2

3. Contract for specialized services;

4. Designate one (1) or more banks, or trust companies, as depositories for KEDC funds;
5

Approve budgets for programs conducted by KEDC;
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6. Receive federal, state, school district and other monies, and expend them to conduct service
programs approved by the Board,;

7. Establish all positions and a job description for each position, and fund the positions in the
budget;

8. Adopt employment policies for staff with assurances of equal employment opportunities; and

9. Adopt a program of services with assurances of equal educational opportunities.

The term of office for voting members of the Board of Directors shall be for the duration of official
membership in the Kentucky Educational Development Corporation and shall be based on a July 1-June
30 fiscal year.

01. 4 Meetings

Qnorum

At any meeting of the Board, greater than 20% of the voting membership will be required to constitute a
quorum. No action may be taken unless a quorum is present. A majority of the quorum may transact
business. Committees of the Board shall require greater than 40% of the committee membership to
constitute a quorum for a meeting of that committee. If a committee is short of a quorum then other
regular members of the Board may participate and be counted to make a quorum for that committee
meeting. The Board may choose to allow participation by members thru electronic connections
(interactive webcasts ot other electronic means) for Board meetings and/or committee meetings.

Voting

Voting on all motions before the Board will be by voice vote, except that a roll call vote shall be taken
and recorded when requested by any voting member present for that vote. In the event that the Board
permits members to attend thru electronic connections (interactive webcasts or other electronic means)
then those members or their official designated representative may participate fully in the meeting
including making or seconding motions and voting thru the electronic connection.

Only voting members or their official representative, as designated in advance in writing or via e-mail,
shall have voting privileges. Each voting member shall inform the Board Secretary of the name of the
individual(s) who shall be recognized as the official designated representative in the absence of the
member for purposes of voting or participating in closed sessions.

Official designees must be empowered by the voting member to vote on all issues and, therefore, to
commit the district to actions taken by the Board.
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01.4 AR.2 Officially Designated Representative

(Notification of; for a specific meeting)

I , will not be attending the KEDC meeting to be

held on the day of ,20___, and will be sending

as my officially designated representative who is

empowered by me to vote on all issues and to participate in all closed sessions.

This, the day of. , 20

School District

(Notification of; for all meetings in a fiscal year)

I , may not attend all regular or special KEDC

3

meetings held during the 20___-20____ Fiscal Year and in my absence will be sending

as my officially designated representative who is

empowered by me to vote on all issues and to participate in all closed sessions.

This, the day of. , 20

By:

School District
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01.411 Board Officers

Officers of KEDC (Chairperson and Chairperson-Elect) shall be elected by simple majority vote from
the voting membership only.

The offices of Chairperson and Chairperson-Elect shall serve a term of one (1) year, effective July 1 to
June 30, at which time the Chairperson-Elect will assume the office of Chairperson for the succeeding
year.

Chairperson
The duties of the Chairperson of the Board shall be as follows:
1. Conduct all regular and special meetings of the Board of Directors;
2. Call special meetings as deemed necessary by properly notifying members of the Board,;

3. Appoint any necessary committees, and representatives to any regional, state, or federal level
board, council, task force or committee as required or requested,

4. Preside at all meetings of the Board and vote on motions placed before the Board for action;
5. Sign such documents on behalf of the Board as may require his/her signature;

6. Represent the Board in deliberation with other Boards, districts, or agencies unless another
member of the Board is so designated; and

7. Perform all duties required by the statute and such other duties as may be prescribed by law or
by action of the Board.

In the event that the Chairperson of the Board is absent from any meeting of said Board, the
Chairperson-Elect of the Board will act as temporary Chairperson. In the event that the Chairperson and
Chairperson-Elect are both absent, the Board will designate another member of the Board to act as
temporary Chairperson.

If for any reason the Office of Chairperson becomes vacant, the Chairperson-Elect will assume the
office of Chairperson. A new Chairperson-Elect will be elected on or before the second regular meeting
following the vacancy and will serve out the remainder of the term of office.

Chairperson-Elect

The Chairperson-Elect will perform all duties of the Chairperson when acting in that capacity. The
Chairperson-Elect shall succeed the active Chairperson effective July 1 of the respective fiscal year.
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01.412 Secretary

The Executive Director will appoint a person who is not a member of the Board to serve as Secretary to
the Board of Directors. The Executive Director may appoint himself as Secretary. The Secretary’s duties
shall include, but not be limited to, the following:

1. The Secretary shall report directly to the Executive Director;

2. The Secretary will cause an accurate record of all Board business to be kept in the minute
book;

3. Minutes will be typed and mailed or delivered to each Board member before the next regular
or special meeting;

(Delivery may be accomplished by emailing an internet link for download.)
4. After the minutes are adopted, they will be bound and kept in a permanent, safe place; and

5. The Secretary will sign all papers and orders of the Board that requires his/her signature, will
be responsible for the safekeeping of other records, and will perform other duties as may be
assigned by the Executive Director, by the Board through the Executive Director, or by
statutes.

In the absence of the Secretary at a regular or special meeting, the Board will designate an acting
Secretary who will be authorized to certify any and all proceedings acted upon by the Board.

01.413 Treasurer

The Executive Director of KEDC shall serve as the bonded treasurer of the Board of Directors,
responsible for receipt and deposit of all funds and for keeping full and complete accounts of all funds in
such manner and make such reports as are required by the Board. The Treasurer shall issue appropriate

checks for payment of all legal claims that have been authorized for payment in accordance with rules
and regulations adopted by the Board.

The Treasurer’s duties shall be as follows:

1. Serve as official custodian of all funds of KEDC and be responsible for proper safeguarding
of and accounting for all funds;

2. Issue a receipt for any monies coming into his/her hands;
Deposit such monies in accordance with the laws governing the deposit of public funds; and

4. Issue appropriate checks for payment of all legal claims incurred on behalf of KEDC. The
Treasurer is authorized to pre-pay all claims, but will present a list of all pre-paid invoices at the
next regular meeting of the Board of Directors per policy 04.3111.

The Board, upon recommendation from the Executive Committee, shall appoint a person to co-sign
checks with the Treasuret.
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01.42 Regular Meetings

As a general procedure, regular meetings of the Board are held on the third (3rd) Wednesday of each
month at 3:00 p.m., with the meeting to be continued the following morning beginning at 8:30 a.m.
There will be no regular meeting during the months of August, December, May, and June. The dates and
places of the regular meetings are approved each year by the Board, entered in its minutes, and
publicized at that time. Notice of regular meetings is given to Board members by adoption of scheduled
meeting dates and places.

All meetings of a quorum of the members of the Board at which any public business is discussed or at
which any action is taken are to be public meetings, open to the public at all times, except as provided in
KRS 61.810.

The Board may, at its discretion, conduct its meetings at places and dates other than those established
above, provided that Board members have timely notice of such call.

01.421 Public Participation at Board Meetings

The public is invited to attend all regular and special Board meetings and may, at the discretion of the
Chairperson, be given time to voice opinions or problems.

The Board recognizes its responsibility to conduct business of KEDC in an orderly and efficient manner
and will, therefore, require reasonable controls for public presentations to the Board. Persons wishing to
be heard by the Board will first be recognized by the Chairperson. They will then identify themselves and
proceed with comments as briefly as the subject permits. The Chairperson is responsible for the ordetly
conduct of the meeting and will rule on such matters as the time to be allowed for public discussion, the
appropriateness of the subject being presented, and suitability of the decision in determining the
appropriateness of all such rulings.

Persons who wish to speak on items listed on the agenda should seek recognition at the time the Board
considers that particular item. Persons who wish to speak on an item not listed on the agenda are
required to submit the request in writing, which must be received in the office of the Executive Director
no later than ten (10) days prior to the scheduled meeting.
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01.43 Closed Sessions

All meetings of the Board will be open to the general public, except when the Board meets to discuss the
following topics:

1.

5.

Deliberations on the future acquisition or sale of real property by the Board, but only when
publicity would likely affect the value of a specific piece of property to be acquired for public
use or sold by the Board,;

Discussions of proposed or pending litigation against or on behalf of the Board;

Discussions or hearings which might lead to the appointment, discipline, or dismissal of an
individual employee, member or student without restricting that employee's, member's or
student's right to a public hearing if requested. This exception shall not be interpreted to
permit discussion of general personnel matters in secret;

Portions of a meeting devoted to a discussion of a specific public record, the disclosure of
which would have a reasonable likelihood of threatening the public safety by exposing a
vulnerability in preventing, protecting against, mitigating, or responding to a terrorist act, as
limited by law; and

Meetings that federal or state law specifically requires to be conducted in privacy.

These matters may be discussed in closed sessions only if the following conditions are met:

1.

Notice shall be given in open meetings of the general nature of the business to be discussed in
closed session, the reason for the closed session, and the specific provision of KRS 61.810
authorizing the closed session;

Closed sessions may be held only after a motion is made and carried by a majority vote in
open, public session;

No final action may be taken at a closed session, except as permitted by law; and

No matters may be discussed at a closed session other than those publicly announced prior to
convening the closed session.




KEDC POLICIES AND BY-LAWS

01.44 Special Board Meetings

Special meetings of the Board may be called when they are necessary to expedite Board business.

The Chairperson may call a special meeting of the Board at any time. Notice of a special meeting will be
delivered by mail or email to each Board member. The notice shall be delivered at least twenty-four (24)
hours prior to the specified time of the meeting. Only those matters listed in the call to the special
meeting may be discussed.

A special meeting may be a closed meeting if it deals with a subject for which statutory provision is made
to allow consideration in closed session. In such a case, the policy governing closed sessions applies.

01.45 Agenda Preparation/Dissemination

The Executive Director will consult with the Board Chairperson concerning preparation of the agenda
for all regular and special meetings of the Board.

Regular Meeting Agenda

The Executive Director will prepare the agenda for regular meetings that shall, with the unapproved
minutes of previous meeting(s), be delivered to the Board members at least six (6) days prior to each
regular Board meeting. Delivery may include email of a file or an internet link to a file to download.

Items of business may be suggested by the Board members or citizens for inclusion on the agenda.
Business items suggested by citizens should be submitted in writing and received in the office of the
Executive Director no later than ten (10) days prior to the scheduled meeting for consideration for
inclusion on the written agenda.

Any item submitted after the delivery of a regular Board meeting agenda, and approved by the Executive
Director or Board Chairperson as an item requiring immediate action by the Board, shall be printed in
italics on the agenda to identify it as an addition.

Special Meeting Agenda

For special meetings, the Board will consider only those matters that are listed on the delivered agenda.
Items may be placed on a proposed special called meeting agenda at the direction of the Chairperson.

The agenda of a regular meeting may be amended at the meeting upon affirmative vote of at least a
majority of the members of the Board. However, the agenda for a special called meeting may not be
amended once it is posted or delivered to Board members and requesting media.

10
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01.5 Board Policy

Development

The legal responsibility for policy-making belongs to the Board of Directors of KEDC. The Executive
Director, as executive officer of the Board, sees that policies are executed as provided by law.

The Board is the legislative Board that determines all questions of general policy to be employed in the
governance of KEDC. Action on policy changes is taken by the Board in accordance with its by-laws.

The Board reserves to itself the function of providing guides for discretionary action by those to whom
it delegates authority. These guides for discretionary action constitute the policies governing the
operation of KEDC. They will be recorded in writing.

Formulation and adoption of written policies constitute the basic method by which the Board exercises
leadership in the operation of KEDC. The study and evaluation of reports concerning the execution of
its written policies constitutes the basic method by which the Board exercises control over the operations
of KEDC.

The formal adoption of policies will be recorded in the minutes of the Board. The Board will adopt only
those policies that it believes to be sound and workable. Only those written statements so adopted and
so recorded are regarded as official Board policy. Policies are set by the Board to do the following:

1. Clarify relationships with employees;
2. Regulate and give positive direction to employees; and
3. Aid in the evaluation of services and personnel.

Until duly amended or repealed, Board policy is binding on the Board and on employees and other
parties dealing with the Board. Employees who fail to comply with KEDC Board policies may be
subject to disciplinary action.

Adoption

Whenever conditions require, policies of the Board may be added to or changed at any regular or special
meeting of the Board. The Executive Director will prepare such policy for approval and adoption by the
Board. Policies introduced and recommended to the Board will not usually be adopted untl a
subsequent meeting. Thus, time normally will be given to permit further study and also to give
opportunity for interested parties to react. However, formal approval may be granted by the Board to
meet emergency conditions for special events without waiting for a subsequent meeting,

In addition, upon recommendation of the Executive Director, the Board at any regular or special
meeting may waive any regulation previously adopted when circumstances occur or experimental
programs are initiated and when the Board determines such waiver or suspension is in the best interest
of the schools of the participating districts. The date and duration of such waiver or suspension shall be
determined in each instance when such action occurs and is so recorded in Board minutes.

A favorable vote from two-thirds (2/3) of the Board quorum present will be necessary to add, change, or
waive policies.

11
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01.51 Administrative Procedures and Dissemination

The Executive Director shall be responsible for the development of any procedures needed to
implement Board policies. Procedures include administrative rules, regulations, handbooks, job
desctiptions, and/or organizational chatts. Development of all such procedutes will be reported at the
next regular Board meeting with copies provided for each member of the Board.

The Executive Director is directed to establish and maintain an ordetly plan for preserving and making
accessible the policies adopted by the Board and the administrative rules and regulations needed to put
them into effect.

All employees are responsible for complying with all rules, regulations, and policies of the Board. In
addition, employees must comply with Kentucky Revised Statutes, administrative rules and regulations,
and oral directives of their supervisors. All employees are responsible for acquainting themselves with
KEDC rules, regulations, policies, and state statues.

The Executive Director also is responsible for resolving any questions by citizens or employees arising
out of the interpretation and application of established Board policies. The decision will be final unless a
written appeal is made to and sustained by the Board. Appeals should be sent to the Executive Director
in sufficient time to be included on the agenda for the regular meeting. When this is not possible, the
complainant may be present at the Board meeting to state the complaint.

01.6 Minutes

The minutes of action taken at every meeting of the Board, setting forth an accurate record of votes and
actions at such meetings, will be promptly recorded. Such records will be open to public inspection at
reasonable times no later than immediately following the next meeting of the Board. An exception to this
policy is when meetings are closed sessions held in accordance with Board policy concerning closed
sessions.

Minutes will be maintained in an official record book designated for said purpose. A copy of the
proceedings will be sent to each member of the Board. Minutes may not be changed to reflect an
individual’s vote different from that actually cast. Minutes may only be amended to correct errors and to
reflect an accurate account of actual conduct of Board meetings.

01.7 Board Attorney

The KEDC may employ an attorney to advise and represent it in legal matters. In special cases, the
Board may employee additional attorneys as needed whose powers shall be prescribed by law.

01.81 Membership in Associations

The Board may maintain membership in education related organizations. In addition, the Board may
periodically subscribe to services from other regional, state and national boards and associations.

12
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01.821 Board Member Compensation and Expenses

Members of the Board may be reimbursed in accordance with KEDC travel regulations for all necessary
expenses incurred in attending any meetings or in making any trips on official business as a
representative for KEDC. Reimbursement shall not be made for travel to or from regular meetings of
the KEDC Board.

13
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Section

Administration

02.1 Participation in KEDC Services and Programs

The KEDC Board, upon the recommendation of the Executive Director, shall annually approve the
necessary requirements, terms and fees, if any, for participation of school districts in Board membership,
and/or participation by various otrganizations as might be permitted by law, including vendors, in
utilization or provision of KEDC programs and services. Revisions to the requirements, terms, and fees
may be made, upon the recommendation of the Executive Director, at any meeting of the Board by a
majority vote.

02.11 Qualifications of the Executive Director

The Board holds the Executive Director responsible for the efficient management of KEDC. The Board
expects the Executive Director to administer carefully the organization and its material and personnel
resources in such a way as to achieve the Board’s objective of the best possible social and educational
programs.

It is the responsibility of the Board to attract and retain the services of a qualified and experienced
individual to serve in the capacity of Executive Director of KEDC. The individual so designated shall
have demonstrated competence and ability as a leader.

02.12 Executive Director Duties/Responsibilities

While the primary functions of the Board are policy development and adoption, and goal appraisal, the
function of the Executive Director is executive. The Executive Director administers KEDC, carrying
out the policies established by the Board and, when necessary, identifying inconsistencies and
recommending revisions in the Board’s guidelines.

As Chief Executive Officer of the Board, the Executive Director is the administrative head of all
programs of KEDC. The Executive Director may delegate duty and authority for operation of the
vatious programs, but s/he retains responsibility to the Board for the results produced.

14
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The Board will not bypass the Executive Director but rather, will leave the administration of its policies
to him/het. The execution of policy through detailed steps and procedures of administration is the duty
and responsibility of the Executive Director, who may delegate authority to staff. The administrative
function of the Executive Director is in keeping with the concept that the Executive Director carries out
policy through the administrative function delegated to him/her by the Board. In assisting the Boatd in
its appraisal function, evaluating and reporting are major responsibilities of the Executive Director.

The Board recognizes that the working relationship between the Board and the Executive Director is of
prime importance. This relationship determines whether or not the Executive Director and Board can
function effectively in their mutual roles. The Board must grant the Executive Director authority,
suppott, and tesources necessaty to enable accomplishment of the job for which s/he was employed.
Therefore, the relationship between the Board and the Executive Director must be based on mutual
trust and understanding.

The Board’s responsibility is to make its expectations known to the Executive Director. Such
expectations will be based on clear understanding of the functions of KEDC and the Executive
Director, as set forth in Board policy and state law and regulations.

Excecutive Director Responsibilities

Duties and responsibilities include:

o General Supervision — Provides general supervision of the organization with specific attention to day-
to-day operations.

o Policy Implementation - 1s responsible to Board of Directors for the operation and administration of
KEDC in accordance with the policies and by-laws contained in this handbook.

®  Planning — Plans effectively from year to year with special attention to long-term consequences for
the organization.

®  Budget — Develops budget recommendations reflecting knowledge of accurate income. Expenditures
reflect an appropriate delivery of services as dictated by the Board of Directors.

®  Board of Directors — Plans monthly meetings of the Board of Directors to meet the needs of the
organization and member districts.

®  Programs — Develops programs and prices them accordingly to meet the needs of member districts.

®  Personnel — Outlines the appropriate number of personnel. Employs, supervises, assigns, and
evaluates personnel in an effective manner.

o Technology — Keeps abreast of developments in all areas of technology and proposes innovative use in
member districts.

o Instructional Support — Develops programs that will enhance the instructional programs in member
districts and will encourage use of KEDC offerings.

15
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o Commmunications — Represents KEDC and member districts on issues as directed. Attends local, state,
and national meetings in the best interest of member districts. Communicates to appropriate
agencies collective positions and conducts necessary follow-up. Serves as a liaison to Kentucky
Department of Education and Kentucky General Assembly.

o  Miscellaneons — Performs other duties as assigned by the Board of Directors.

Salary

The salary of the Executive Director shall be established by the Board of Directors.

02. 131 Contract of the Executive Director

The Board shall determine the Executive Directot’s contractual term, which can be for a term of from
one (1) to four (4) years. The Executive Director may request an extension to the existing contract.

02. 14 Evaluation of the Executive Director

1.

Each year during the February Board meeting, the Executive Director shall report to the
Board of Directors concerning accomplishment of KEDC goals and objectives.

The Executive Director Job Outline/ Evaluation Form will be given to Board members at
the March Board meeting. A copy of the form will be mailed to members not present at
that meeting. The members will be asked to return the completed forms to the Board
Chairperson.

During the April Board meeting the Board will adjourn to executive session for
personnel matters:

a. The Executive Director shall answer questions of Board members concerning
accomplishment of KEDC goals and objectives.

b. The Executive Director shall be excused.
c. The Board Chairperson shall lead the evaluation discussion using the following
guidelines:
1) Examine whether action was initiated in accordance with the duties and
responsibilities of the Executive Director as specified in policy.

2) Examine whether results were accomplished that were within the Executive
Director’s control.

The Board Chairperson shall meet with the Executive Director to discuss the
evaluation and shall prepare a written summary of the evaluation for the Executive
Director’s personnel file. The Executive Director shall receive the member evaluation
forms to benefit from the Board members’ feedback.

The Board shall adjust the Executive Directot’s salary and consider his/her requests for
contract extension (if any) at the April Board meeting in accordance with the
evaluation.
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Personnel

The goals of the Board are (1) to employ qualified personnel for all positions in the Kentucky
Educational Development Corporation; (2) to establish fair and equitable procedures for transfers and
promotions within KEDC; and (3) to provide, to the extent possible, working conditions and resources
to enable each employee to perform to the greatest potential within his/her assigned position.

03.1 Employment Status
Eligibility for Benefits

For purposes of determining eligibility for KEDC benefits, personnel shall be employed based on the
following designations. Only full-time and regular part-time employees are eligible for employment
benefits (leaves, paid holidays, insurance, and retirement benefits). Probationary employees are eligible
for benefits at the discretion of the Executive Director, based on employee recruitment and retention
considerations.

o FullTime - An employee who works at least forty (40) hours per week on a regular ongoing basis
(from 185 to 260 days per work year).

o  Regular Part-Time - An employee who regularly works fewer than forty (40) hours per week, but at
least eighty (80) hours per month.

®  Probationary — Employees working an initial three (3) to six (6)-month period as determined by
the Executive Director, during or after which it will be determined whether employment will
continue.

o Consultant - An individual who provides services for KEDC on an “as-needed” basis.

e Intern - An employee who is hired in conjunction with a program established by a college or
university that requires or allows credit toward a degree for employment with KEDC.

o  Temporary - An employee who is hired to work either part-time or full-time on a temporary or
seasonal basis but is not intended to be permanent or long-term employee.
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e Full-time and part-time employees shall fall under one (1) of the following classifications:
e Exempt— Employees who position requires:

1. Kentucky teacher or administrator certification; or

2. A degree; or

3. Administrative/leadership position qualifications; or

4

Direct implementation of programs for children, parents, and school district personnel.
(These may be hourly or salaried employees.)

Non-exempt— Employees in positions that support logistical operations of KEDC programs and
services. These shall be hourly employees.

The Executive Director may require an employee to submit to medical examinations including drug and
alcohol tests provided they are based on job-related criteria and comply with ADA and privacy
requirements. KEDC will bear the cost of any required tests. The initial employment process for any
new employee is not complete unless and until the Executive Director receives the results of the drug,
alcohol, or medical tests and verifies the employee is qualified for final employment.

03.11 Hiring

Authority to Employ

Appointments and promotions of employees will be made by the Executive Director. The Executive
Director will prescribe the duties and establish compensation as regulated by the appropriate salary
schedule and/or any relevant amendments as adopted by the Board. The Executive Director shall
inform the Board of all personnel actions at the next regularly scheduled Board meeting.

Employment of KEDC staff is employment in KEDC and not in a particular position.

For employees who are hired pursuant to and directly as a result of an agreement with an outside agency,
the terms of said employment shall be dictated by the agreement. If the policies stated above and the
agreement differ or are in conflict, the terms of the agreement shall prevail.

Probation Period

Following successful completion of the probationary petriod, non-exempt employees will be awarded a
maximum one (1) year contract containing a provision that either party can terminate the contract with
two (2) weeks notice. If more time is needed to sufficiently evaluate employee performance, the
Executive Director may extend the probationary period.

During the probationary period, employees are eligible for those benefits required by law and may also
be eligible for other employer-provided benefits at the discretion of the Executive Director as referenced
in Policy 03.1, subject to terms and conditions of the particular program.

Qualifications

The Executive Director, in determining the eligibility of a particular candidate for a position, will select
that person whose skills best meet the requirements of the job.
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No person will assume duties of a position requiting cettification qualifications until his/her certificate
has been filed or credentials registered with KEDC. In addition, as a condition of employment each new
employee must properly complete, sign and date an 1-9 form required by federal law to determine
eligibility for employment in the United States. Before beginning work, newly rehired employees must
also complete the form if they have not previously filed one with KEDC, if their previous form is more
than three (3) years old, or if their previous I-9 form is no longer valid.

Creation of New Positions

The creation of any new position shall require the approval of Board of Directors. The Executive
Director shall employ all personnel and determine the number of personnel required in each position.
Terms and conditions of employment for all employees shall be determined by the Executive Director,
in accordance with KEDC personnel policies.

No director, manager, supervisor, or representative of KEDC has the authority to enter into any
employment agreement, promise, or commitment for any specific period of time except the Executive
Director. Any employment agreement for a specified time entered into by the Executive Director shall
not be enforceable unless it is in writing.

Job Posting

All job openings for regular full-time and part-time positions shall be posted in such a way that all
KEDC employees who are qualified and interested in the position may make timely application for the
position. The Executive Director shall give first consideration for openings to applicants who are current
KEDC employees and who hold qualifications equal to or better than those required for the position.
This provision shall not be interpreted to limit the discretion of KEDC to seek and obtain the best
qualified individual for employment with KEDC. The posting shall include information concerning the
basic duties and responsibilities, date of opening and closing for acceptance of applications, and the
salary range of each position available.

Crimiinal Records Check

KEDC shall screen all new employees who will have direct contact with students for a criminal past
history. The Executive Director or designee shall require all new employees to submit to a thumbprint
criminal record check as part of the initial employment process.

KEDC will use the criminal records check service provided by the Kentucky State Police. KEDC will
bear the cost of this service. The initial employment process for any new employee is not complete
unless and until the Executive Director receives the results of the State Police report and verifies the
employee is qualified for final employment.

The Executive Director after reviewing the State Police Report shall either qualify the individual for final
employment status or terminate the employment process. Reasons for terminating the employee on the
basis of the State Police Report include, but are not limited to, past or present criminal behavior
threatening to the welfare of children, other employees, school district employees, or the community.
The Executive Director may also terminate the employment process as a result of the State Police
Report if it reveals behavior or patterns of behavior inappropriate for an individual responsible for the
welfare of children.
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All prospective employees whose job functions include financial management, budgeting, purchasing or
executing payments, deposits, or preparing financial documents, shall be subject to a criminal record
check. In addition, they shall be required to sign a document signifying their understanding of, and intent
to comply with, established fraud prevention measures.

The Executive Director shall terminate the employment process if the State Police Report indicates
criminal activity including but not limited to, fraud, embezzlement, or other misbehavior involving the
handling of funds.

03.111 Medical Examinations

The Executive Director may require an employee to submit to medical examinations including drug and
alcohol tests provided they are based on job-related criteria and comply with ADA and privacy
requirements. KEDC will bear the cost of any required tests. The initial employment process for any
new employee is not complete unless and until the Executive Director receives the results of the drug,
alcohol, or medical tests and verifies the employee is qualified for final employment.

03.113 Equal Employment Opportunity

KEDC shall provide equal employment opportunities to all employees and applicants for employment
without regard to race, color, religion, sex, genetic information, national origin, political affiliation, age,
handicap or disability in accordance with applicable state and federal law.

The Executive Director shall adhere to a policy of equal employment opportunity in all personnel
matters, including employment, promotion, demotion, or transfer, recruitment practices, layoff or
termination, rates of pay or other terms of compensation, and selection for training in all positions.

Indiiduals with Disabilities

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

KEDC employment practices shall be in accordance with requirements of the Americans with
Disabilities Act of 1990 and Section 504 of the Rehabilitation Act of 1973.

No human immunodeficiency virus (HIV) related test shall be required as a condition of hiring,
promotion, or continued employment, unless the absence of HIV infection is a bona fide occupational
qualification for the job in question as defined in KRS 207.135.

Employees who have a long-term or permanent disability may request the Executive Director to provide
reasonable accommodations necessary for them to perform the essential duties of the position.
Reasonable accommodation shall be provided as required by law.
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03.12 Benefits/ICOBRA Notification

KEDC provides eligible employees with a wide range of fringe benefits, including those prescribed by
law. Questions about eligibility for benefits and available programs should be directed to the Payroll
Ofticer or Executive Director.

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) provides employees and their
qualified beneficiaries the opportunity to continue health insurance coverage under the employer’s health
plan when a “qualifying event’ would normally result in the loss of eligibility. Under COBRA, the
employee or beneficiary pays the full cost of coverage at KEDC group rates, plus a small administrative
fee.

At the time of initial employment an employee shall be given the first COBRA notification and a written
notice describing rights granted under COBRA. Second notification and continuation of benefits shall be
contingent upon the employee’s notifying KEDC of a qualifying event.

03.121 Compensation

Salaries

The salary of the Executive Director shall be established by the Board of Directors. Salaries for all
employees shall be set by the Executive Director, within the budget parameters and the salary schedule
established by the Board of Directors.

KEDC may award merit-based pay adjustments or utilize incentive payment provisions to recognize and
encourage superior employee performance. The Executive Director shall determine whether to make
such an adjustment or provide an incentive payment provision based on numerous factors including, but
not limited to, performance factors or information documented by the formal evaluation process. Merit-
based pay adjustments or incentive payment provisions shall be subject to restrictions of the employee’s
funding source, as well as the level of funding available for personnel costs. A resignation or termination
of employment prior to the normal time for payment of incentives will result in the employee forfeiting
any incentive payments. The Executive Director shall report any merit-based pay adjustments or
incentive payment provisions to the Board at its next regularly scheduled meeting as part of the routine
report on employment actions or personnel report.

Pay Dates

Employees shall be paid on the 15th and 30th days of each month or on the last preceding working day
when the payday falls on a Saturday, Sunday, or holiday. A schedule of pay periods and paydays may be
obtained from the KEDC office.

Each paycheck will include earnings for all work performed from the end of the previous payroll period,
as well as year-to-date totals. All employees shall have their pay electronically deposited into their bank
accounts and will receive an itemized statement of wages.

Employees should contact the Payroll Officer concerning questions or possible errors in paychecks.
Corrections shall be made as soon as possible or by the next regular paycheck. When necessary, a
reimbursement schedule shall be implemented when overpayments occut.

Employees working overtime shall be compensated according to state and federal wage and hour
requirements.
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Overtime

Employees may volunteer for overtime work assignments when assistance is needed beyond normal
working hours. However, except in cases deemed by the Executive Director/designee to be an
emergency precluding written documentation, all overtime work must receive the supervisor’s prior
written authorization. Employees will not be paid for unauthorized overtime.

03.1211 Salary Deductions

KEDC provides information about optional programs (insurance, retirement, tax-deferred or annuity)
and will handle payroll deductions to vendors selected by employees. However, employees should
address questions about specific coverage or benefits to the company handling a particular program.

03.1213 Cafeteria Plan

Employees will be provided a listing of programs provided through the KEDC Flexible Benefits
“Cafeteria” Plan for tax-sheltered payroll reductions. By action of the KEDC Board through the
Executive Director’s annual employee salary and COLA recommendation, certain fringe benefits as
defined in the recommendation may be funded for a given fiscal year.

03.122 Holidays

Designated Holidays

All full-time employees shall be paid for four (4) holidays: New Year’s Day, Labor Day, Thanksgiving
Day, and Christmas Day. Twelve (12)-month, full-time employees shall also be paid for Independence
Day. If any of these holidays occurs on a non-workday, then the Executive Director shall select an
alternate day for the observance.

Work on Paid Holidays

Subject to approval by their supervisor and the Executive Director, employees may designate on their
annual work calendar an alternate future date other than the actual holiday date to use their holidays.
Exempt employees authorized by their supervisor to work on a paid KEDC holiday shall be allowed to
take the holiday at another mutually agreed upon future date within the same fiscal year. Non-exempt
employees shall be paid for working on a holiday.

Enployees on Leave

Employees on paid leave of absence at the time of an official KEDC holiday shall receive pay for that
holiday. Except for those on FMLA leave, employees on unpaid leave of absence shall not be paid for
the holiday.

Contracted Days

Employees shall work the days specified in their contracts. Use of non-contracted days must be
approved in advance by the Executive Director or designee. Non-contracted days shall not accumulate.
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03.123 Absences/Unpaid Leave
Absences

Employees are expected to notify their immediate supervisor when they must be tardy or absent. Staff in
positions requiring substitutes must contact their immediate supervisor to request a substitute for the
day.

An employee who is absent from duty without approval shall report the reason to his/her supervisor
immediately. Unauthorized and/or untreported absence shall be considered absence without leave and
deduction of pay may be made for each period of such absence. Such absences without leave may be
grounds for termination of employment.

Leave Authorization

In order to provide the highest level of service, employees are expected to be at work and on time every
day. However, when circumstances dictate, KEDC provides various types of leave under which absences
may be authorized. Please note that in many cases a written request, submitted for approval before leave
begins, is required. Authorization of leave shall be made in accordance with specific leave policy.

Long-Term I eave

Employees on long-term unpaid leave shall notify the Executive Director in writing by April 1 of the
year the leave terminates of the date of their intent to return to KEDC. Employees who fail to notify the
Executive Director of their return by April 1 shall not be guaranteed employment for the following year.
If an employee on leave has not contacted the Executive Director by April 1, the Executive Director is
authorized to fill the position for the following year. Where an employee in the final year of leave fails to
contact the Executive Director by April 1, to either request an extension of leave or to provide a date of
return, the Executive Director may determine whether personnel action is required.

Employees taking any long-term leave will be entitled on return to a comparable position for which they
are qualified. Placement in the same position cannot be guaranteed.

Short-Term Unpaid 1eave of Absence

Special leave of absence may be granted to all staff of the Cooperative in accordance with the limits set
forth by the Board. When all paid leave options have been exhausted, an unpaid leave of absence may be
granted employees for extended illness or other reasons approved by the Executive Director in response
to requests submitted in writing, provided the leave is for educational or professional purposes, or for
illness, maternity, adoption of a child or children, or other disability.

The Executive Director may grant unpaid leave without pay for a period or periods not to exceed twenty
(20) working days in any fiscal year.

Holidays/ 1 eave Accrual While on Unpaid 1 eave

During an employee’s unpaid leave of absence, sick leave shall not accrue. Employees, other than those
on FMLA, shall not be paid for holidays that occur during the unpaid leave period.

FMIA

Eligible employees may apply for leave under the provisions of the Family and Medical Leave Act of
1993.

Political Activity I eave

The Board may grant any employee, upon written request, an unpaid leave for the purpose of engaging
in political activities. Such a leave shall be granted in accordance with procedures established by the
Executive Director.
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03.1231 Personal Leave

Full-time employees shall be entitled to two (2) days of personal leave with pay each year.

Persons employed for less than a full-year contract shall receive a prorata part of the authorized personal
leave days calculated to the nearest full day. Regular part-time employees, in positions normally requiring
fewer than 1480 contract hours, but at least 740 hours, shall be entitled to one (1) day personal leave,
calculated to the nearest full day, for every 740 hours required for the position up to a maximum of two
(2) days. Persons employed on a full-year contract but scheduled for less than a full workday shall receive
the authorized personal leave days equivalent to their normal working day.

The employee’s immediate supervisor must approve the leave date, but no reason shall be required for
the leave. The request shall be submitted to the supervisor at least three (3) days prior to the date for
which leave is requested.

Personal leave days not taken during the year shall accumulate to five (5) days. Personal leave days in
excess of five (5) days will be converted to sick leave days. Upon retirement, accumulated personal days
are counted as sick days for purposes of calculating retirement pay.

Fractional Days

Absence for a fraction of a day that is chargeable to personal leave for non-exempt employees shall be
rounded up to two (2)- hour increments and charged in one-fourth (1/4) days.

03.1232 Sick Leave and Donation Program

Full-time employees, in positions normally requiring at least 185 contract days at eight (8) hours per
normal workday or 1480 hours, shall be entitled to ten (10) sick leave days with pay each year. Full-time
employees in positions requiring at least 205 days shall be entitled to eleven (11) sick days with pay per
year. Full-time employees in positions requiring at least 225 days shall be entitled to twelve (12) sick days
with pay per year. Prorata calculations will be made for any employee working less than an eight (8) hour
day. Regular part-time employees, in positions normally requiring fewer than 1480 contract hours, but at
least 740 hours, shall be entitled to one (1) day sick leave, calculated to the nearest full day, for every 148
hours required for the position.

Persons employed for less than a full-year contract shall receive a prorata part of the authorized sick
leave days calculated to the nearest full day.

Persons employed on a full-year contract but scheduled for less than a full workday shall receive the
authorized sick leave days equivalent to their normal working day. Sick leave days not taken during the
year in which they were granted shall accumulate without limitation to the credit of the employee to
whom they were granted.

“Sickness” shall mean personal illness, including illness or temporary disabilities arising from pregnancy.

An employee may use up to thirty (30) days of sick leave, concurrent with any Family Medical Leave,
following the birth or adoption of a child or children.

Sick leave can also be taken for illness in the immediate family or for the purpose of mourning a member
of the employee’s immediate family. “Immediate family” shall mean the employee's spouse, children
(including stepchildren and foster children), grandchildren, daughters-in-law and sons-in-law, brothers
and sisters, parents, spouse's parents, grandparents, and spouse's grandparents, without reference to the
location or residence of said relative, and any other blood relative who tesides in the employee's home.
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Employees coming to KEDC from a Kentucky school district, Kentucky public college or university, or
from the Kentucky Department of Education shall transfer verified accumulated sick leave to KEDC.

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

Fractional Days

Absence for a non-exempt employee for a fraction of a day that is chargeable to sick leave, including sick

leave used as emergency leave, shall be rounded up to two (2) hour increments and charged in one-
fourth (1/4) days.

Donation of Stck 1 eave

L

II.

II1.

IV.

The KEDC Sick Leave Donation Program permits KEDC employees to voluntarily contribute sick
leave to KEDC employees who are in need of an extended absence from work. An employee who
has accrued more than fifteen (15) days sick leave may request the Board to transfer a designated
amount of sick leave to another employee who is authorized to receive the sick leave donated. An
employee may not request an amount of sick leave be donated that reduces his/her sick leave
balance to fewer than fifteen (15) days.

An employee may receive donations of sick leave if:

A. The employee or a member of his/her immediate family suffers from a medically certified
illness, injury, impairment, or physical or mental condition that has caused or is likely to
cause the employee to be absent for at least ten (10) days; or the employee suffers from a
catastrophic loss to his/her personal or real property, due to either a natural disaster or fire,
that either has caused or will likely cause the employee to be absent for at least ten (10)
consecutive working days;

B. The employee's need for the absence and use of leave are certified by a licensed physician
for leave requested under the previous paragraph;

C. The employee has exhausted his/her accumulated sick leave, personal leave, and any other
leave granted by the Board;

D. The employee has scheduled his/her non-contract days to coincide with the absence,
allowing up to five non-contract days to be scheduled at a later date; and

E. The employee has complied with KEDC policies governing the use of sick leave.

While an employee is on sick leave provided by this section, s/he shall be considered a KEDC
employee, and his/her salary, wages, and other employee benefits shall not be affected.

Any sick leave that remains unused, is not needed by an employee, and will not be needed in
the future shall be returned to the employee donating the sick leave.

The Board shall administer the Sick Leave Donation Program under procedures developed by
the Executive Director.
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03.12322 FMLA (Family and Medical Leave)

In accordance with the federal Family Leave and Medical Act of 1993, KEDC provides family leaves of
absence without pay to eligible employees who wish to take time off work duties for their own personal
illness and to fulfill family obligations relating directly to the birth or illness of a child; the care for a
newborn child; the placement of a child for adoption or foster care; or to care for the employee’s
seriously ill spouse, child or parent. In addition, FML may be requested for the following military related

reasons:

1. To address a qualifying exigency (need) defined by federal regulation atising out of the active duty or
call to active duty of a covered family member (spouse, son, daughter, parent or next of kin) who
serves in a reserve component or as an active or retired member of the Regular Armed Forces or
Reserve in support of a contingency operation; and

2. To care for a covered family member (spouse, son, daughter, parent or next of kin) who has incurred
an injury or illness in the line of duty while on active duty in the Armed Forces that has rendered or
may render the family member medically unfit to perform duties of the his/her office, grade, rank or
rating.

Notices and Deadlines

e Employees who may be eligible for or who request leave for any of the above reasons shall be
provided an FMLA notice of eligibility and rights and responsibilities. Requests for family and
medical leave should be made in writing but verbal requests may be made to the immediate
supervisor or other designated administrator who shall then document the request. KEDC may
require that a request for leave be supported by a certification for health care or military-related
situations as permitted by federal law, but such requirements must be set out in the required
notice.

Deadline for Notice to be Provided: Absent extenuating circumstances, within five (5) business days of
KEDC receipt of a request or KEDC being made aware of a potentially qualifying reason.

e KEDC shall designate an employee's leave, paid or unpaid, as FMLA-qualifying and shall
provide a designation notice indicating whether the request is approved or if additional
information is needed. Leave may be delayed if the employee does not provide proper
notice (30 days advance notice for a foreseeable leave); otherwise, notice as soon as the
need becomes known).

Deadline for Notice to be Provided: Absent extenuating circumstances, within five (5) business
days of learning that an FMLA reason supports the leave.

Eligibility

Regular full-time and regular part-time employees are eligible to request family leave if they have been
employed by KEDC for at least twelve (12) months directly before the leave would start. In determining
whether returning veterans meet the minimum 1,250 hour standard, hours actually worked for KEDC
during the twelve-month period are to be combined with hours they would have worked for KEDC had
they not been called for military service.
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Eligible employees may request up to twelve (12) weeks of family leave within any twelve (12)- month
period. When family and medical leave is taken to care for a service member’s recovery from a serious
illness or injury sustained in the line of duty, an eligible employee may take up to twenty-six (26)
workweeks of leave during a single twelve-month period. With the Executive Director’s approval, an
employee may take any available sick or annual leave as part of the approved period of leave.

Unless the employee waives medical coverage while on leave, medical coverage provided by the State of
Kentucky’s health insurance plans through KEDC will continue. The State of Kentucky will continue to
make the premium payment while an employee is on FMLA. If the employee makes a contribution to
his/her health insurance, then during the leave the employee must continue to make their contribution
for medical coverage after the first thirty (30) days of family or medical leave. Failure to make this
payment will, after a thirty (30) day grace period, result in the termination of that employee’s medical
coverage by the State of Kentucky.

KEDC will reinstate the employee, upon his/her return to work, into the health insurance plan with no
break in coverage or pre-existing conditions. This is true even if the employee waives coverage or lost
coverage during a family or medical leave. KEDC will suspend benefit accruals, such as sick leave or
holiday benefits, during unpaid family leave. Benefits accruals resume upon return of the employee to
active employment.

When a family leave ends, KEDC will return the employee to the same position, if it is available, or to a
similar available position at the same level of pay and benefits provided before the leave period. If an
employee fails to report to work promptly at the end of the approved leave period, KEDC will assume
that the employee has resigned.

Notice

KEDC shall notify employees of family and medical leave provisions by posting appropriate
notices in conspicuous places in the main office and each worksite and distributing notices as
required by law.

03.1234 Extended Disability Leave

Unpaid extended disability leave may be granted only after accumulated sick leave days have been
exhausted.

A physician’s statement shall be required when requesting an unpaid extended disability leave of absence.
The statement shall indicate the nature of the illness and the estimated recovery time. A second
physician’s statement may be required on either the request of the Executive Director or the employee.
The cost of the second physician’s statement shall be borne by the party requesting the statement.

The length of extended disability leave shall be based on the recommendation of the employee’s
physician. Leave shall normally not exceed three (3) months.

The Executive Director may, at his/her discretion, lengthen the petiod of extended disability leave
granted based on the recommendation of the employee’s physician and upon the employee’s request. A
second physician’s statement may be required on the request of either the Executive Director or the
employee. The cost shall be borne by KEDC.
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Employees on extended disability leave shall notify the Executive Director in writing of their intent to
return to KEDC on or before the date prescribed. Employees who fail to notify the Executive Director
of their return by the date prescribed shall not be guaranteed employment for the following year.

When, in the opinion of the Executive Director, there is evidence that an employee is no longer able to
perform satisfactorily the assigned duties, the Executive Director may require the employee to provide
evidence of fitness in the form of an examination and report by a physician of the Executive Directot’s
choosing. KEDC shall bear the cost of this examination.

The Executive Director may place the employee on involuntary disability leave pending the physician’s
examination. When the Executive Director’s personal health is in question, the Board may place the
Executive Director on involuntary disability leave pending the physician’s examination.

The employee shall have the right to a hearing on such an involuntary leave and its renewal or extension.

In compliance with the Family and Medical Leave Act of 1993, medical leave shall be granted in
accordance with Board Policy 03.12322.

03.1235 Educational Leave

Upon written request and recommendation of the Executive Director, the Board may grant certified or
professional personnel a leave, without pay, not to exceed two (2) consecutive years for the purpose of
obtaining additional training to enhance professional skills. Leave may be granted for full-time
attendance at universities or other training activities approved by the Board when those activities are
related to the employee’s job or to other jobs an employee might hold at KEDC. Leave shall not be
granted for part-time educational activities or to persons holding full-time employment during the period
of leave.

Wiritten application for educational leave must be made at least sixty (60) days before the beginning of
the year.

Other

The Board may grant leave of absence for a period not to exceed the length of the contract for the
following purposes, without pay:

1. For assignment to and attendance at college, university, or business school for the purpose of
training in subjects related to the work of the employee

2. For purposes other than above that are deemed to be in the best interest of KEDC, as
determined by the Board.
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03.1236 Emergency/Crisis Leave

Consistent with the following provision, personnel may use up to three (3) sick leave days per year for
emergency leave. At the discretion of the Executive Director, additional sick leave days may be
authorized as emergency days to deal with extraordinary circumstances.

Emergency leave shall be for the following reasons:

o  Beravement. - Death of the following relatives: employee's spouse, children (including
stepchildren and foster children), grandchildren, daughters-in-law and sons-in-law, brothers and
sisters, parents, spouse's parents, 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.

®  Personal disasters
o Hazardous travel conditions
o Court appearances

o Unygent matters that require the immediate attention of the employee and cannot be taken care of before or affer the
employee’s working day.

Unless otherwise notified by the Executive Director, employees who are late to work or leave eatly due
to weather conditions must use available leave for their absence.

Emergency leave must be requested through the employee’s immediate supervisor who will determine if
the leave requested meets the Board’s criteria.

Persons taking emergency leave must file a personal statement upon their return to work stating the
specific reasons for their absence.

Fractional Days

Absence for non-exempt employees for a fraction of a day that is chargeable to sick leave used as
emergency leave shall be rounded up to two (2)- hour increments and charged in one-fourth (1/4) days.
Crisis

In the event of natural or man-made disasters, the Executive Ditector of KEDC/designee may grant
crisis leave with pay to KEDC employees. Crisis leave will not deduct from sick days or any other
accumulated leave days granted by the Board.
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03.1237 Jury and Witness Leave

Employees shall be entitled to leave of absence from duties, without loss of time or pay, for that amount
of time necessary to comply with subpoenas by any court, federal, state, or political subdivision thereof,
to serve as a juror or witness except in cases where employees or a member of their family is a party
plaintiff or defendant in court action. This leave shall include necessary travel time. If relieved from duty
as a juror or witness during normal working hours, the employee shall return to work unless by the time
the employee returns, his/her shift would be over. Any compensation received as a result of court leave
(jury pay or other compensation, except expense monies), shall be reimbursed to KEDC.

Persons who will be absent from work for court leave must give advance notice to their immediate
SUPELVISOfs.

03.1238 Military/Disaster Leave
Military leave will be granted in accordance with applicable legal requirements.

The employee is responsible for notifying his/her immediate supervisor as soon as s/he is notified of an
impending military-related absence.

The Board may grant disaster services leave to requesting eligible employees.

03.1239 Legislative Leave

Upon written request, certified personnel shall be granted a leave of absence, without pay, to serve as a
member of the legislature. Leave shall be for the period of service.

The Board may require certified personnel to take a leave of absence, without pay, while campaigning for
legislative positions.

03.124 Insurance

KEDC shall provide a comprehensive workers’ compensation insurance program at no cost to
employees. Employees who get hurt or ill as a result of their work shall immediately inform their
immediate supervisor.

Neither KEDC, nor the insurance carrier, will be liable for payment of worker’s compensation benefits
for injuries that occur during an employee’s voluntary participation in any off-duty recreational, social, or
athletic activity sponsored by KEDC.

03.125 Expense Reimbursement

The Board shall reimburse KEDC personnel for work-related travel when such travel is a required part
of the duties of the employee or for occupational-related activities approved by the Executive Director.
The Board will be responsible only for actual expenses. Allowable expenses include the following:

Mileage

Actual mileage for travel authorized by the Executive Director shall be reimbursed at a rate approved by
the Board when the employee uses his/her own vehicle.

All KEDC vehicles contain mileage sheets and gas cards. Mileage sheets must be completed each time a
vehicle is checked out.
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Gasoline/ Maintenance

Emergency and routine maintenance and actual cost of gasoline and oil purchased and placed in a
KEDC-owned vehicle by an employee while engaged in KEDC-related travel shall be reimbursed.
Individuals purchasing gas using