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GLOSSARY

	A
	B
	C
	D
	E
	F
	G
	H

	I
	J
	K
	L
	M
	N
	O
	PQ

	R
	S
	T
	UV
	W
	XYZ
	


A
Absence without Leave
Absences Due to Adverse Weather


Accident Reports








Acquiring and Submitting Employment Applications
Acronyms 

ADA (Americans with Disabilities Act and Job Accommodations for Disabled Employees)
Address Changes
Admission to Secondary Programs






Adoption Program









Advertisement – Newspaper - Yearly Classified 

Advisory Committees - Program
Advisory Committees – Program - Refreshments
Affirmative Action







 

Alternative School Students






Annual Increment
(General Policies)


Annual Leave – Accrual, Accrual Rate, Carry Forward, Usage, Separation  

Annual Leave - Eligibility for State Paid Health and Life Insurance Benefits  
Annual Leave - Eligible to Earn – 18A
 and 151B


Annual Leave Sharing
Annual Planning Guide for Principals
(Form)

Annual Planning Guide - Info



Annual Planning Guide for Teachers
(Form)
Annual Planning Guide for Teachers - Info

Antifreeze Disposal





Applications - Acquiring and Submitting - Information
Applications for Employment – 151B





Applications for Employment – 18A

Application for Employment – 151B - Form

Application for Employment – 18A - Form
Articulation/Dual Credit






Asbestos Plan








Assigning Student Grades







Attendance and Attendance Accounting Procedures – Working Hours/Schedules
Attendance Policy - Student







Automatic External Defibrillator (AED)
Awards Program 


Return to Top of Document
B
Benefits - Employee
Benefits Eligibility Chart - 151B Payroll Deductions/Accrual/Benefits


Benefits Eligibility Chart – 18A
Bereavement Leave



Biohazard – Form 

Biohazard - Information 

Biohazard (Workers’ Compensation Guide to Possible Biohazards in the Work Place)
Blood Donation 
Blood Donation 
Bomb Threat Evacuation Procedures





Building Accessibility
Bullying/Hazing  (Safety)
Bullying/Hazing  (Student Handbook)
 





Bus (on bus) Supervision
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C
Career Major/Completer




Carl D. Perkins Funds
Certificates - Students




Certification
Certification - Information (Obtaining and Maintaining/Renewing)



Certification – New Teachers
Certification - Principal








Certification - Renewal
Certification - Renewal Fees






Certification – (Required to Teach) and Payment of Fees
Certification - Special Requirements



Certification - Teachers
Certification - Minimum Requirements to be employeed as a 151B Teacher and/or Principal
Certification - Credentialing/Credential Renewal  

Christmas Break 
Christmas Break – General Policy



Clinical Experience








Clinical Experience - Statement of Understanding – Clinical Programs
Closing Programs





COBRA
Code of Ethics - Teachers








Color Coding









Commonwealth Choice






Communication
Compensatory Leave and Overtime Authorization
Compensatory Leave and Overtime – Accumulation and Absences
Compensatory Time for Chaperones – Student Organizations 

Compressed Air Regulations
Computer – Cabinet Policy & Procedure for related Technology Policies
Computer - Employee Confidentiality/Security Agreement
Computer – Internet and Electronic Mail Acceptable Use Policy
Computer – Unlawful Access to Computer in the First Degree
Computer Screen Saver Policy
Computer Use Policy – Student 
Computer User ID and Password
Computer/Electronic Mail/Internet Access – Form and Information
Continuing Education Classes



Cooperation and Communication







Cooperative Education







Copyright Release








COT (Commonwealth Office of Technology)
Counseling Services - Student






Court Leave 

Credentialing and Credential Renewal and Special Requirements




(Also see Certification)

Credit Union







Crime Awareness and Campus Security





Criminal Record Check Cards and Information
Curriculum






Curriculum Revisions




Customized/Industry Training
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D
Daily Work Schedule - Principals




Death of an Employee








Deduction Percentages





Deferred Compensation






Direct Deposit







Discipline and Disciplinary Actions - Employee




Discipline - Student








Discrimination and Political Activities Prohibited – 151B  (Also see Political Activities)
Diversity


Donated Equipment – See Equipment - Donated






Dress Code










Driving and Parking Regulations
 - Student




Drug Free Workplace








Drug Search of Facilities

Dual Employment 
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E
Earthquake Procedures







Educational Savings Plan Trust







EEO Counselor(s)




(Replaced Coordinator w/Counselor 07-03-08)


Effective Instructional Leadership Hours
Election Leave (also see Voting Leave)

Emergency Contact – Form
Emergency Eyewash Standards






Emergency Procedures - Desk Guide





Employee Handbook – 18A
Employee Orientation – Narrative and Acknowledgment Form
Employee Performance Evaluations (Section 17 – Information, Process, Forms)

Employer Survey








Enrollment Quotas for Local School Districts



Equal Employment Opportunity







Equipment
Equipment - Donated
Equipment - Insurance




Equipment - Inventory
Equipment – Maintenance (Safety)


Equipment - Missing
Equipment - On-Site Spot Bid

Equipment – Surplus/Disposal
Equipment – Trade-In
Equipment - Transfer
Ethics Guidelines and Information







Evaluations – Employee Performance (Also see Section 17)


Extended Employment
Extended Employment - Payroll
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F
Facility & Equipment Usage
Fall Protection 

Family Medical Leave








Field Trips








Financial Management
Fire Drills









Fire Extinguisher Training







First Aid Policy
(ATC/Safety)








First Aid Policy
(Policy Statement)








Fixed Assets
Flagging Programs
Floor and Wall Openings and Holes - Guarding
Follow-Up - Initial








Follow-Up System
Forklift Training
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G
Gender Equity







General Policies (HR)
General Procedures (HR)
Gifts Policy – Acceptance of Gifts by State Employees/Policy 

Governance 

Grade Reports







Grading Scale








Grievance Procedures for Employees 

Grievance Procedures for Students
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H
Harassment Policy









Hazardous Communications Program




Hazardous Waste Disposal
Hazing (See Bullying/Hazing)






Health Sciences – Special Requirements for Hiring
High School Credit








Hiring – 151B
Hiring – 18A
Hiring Non P-1
Hiring Paperwork Checklist – 151B
Hiring Paperwork Checklist – 18A 

Hiring Paperwork Checklist - Non P-1 Short-Term Teacher
Hiring Paperwork Checklist - Non P-1 Substitute Teacher

Hiring Paperwork Checklist - Non P-1 Clerical, Maintenance and Student Labor
Holiday Pay for 151B Part-time Employees





Holiday Pay Chart – Eligibility Amounts - Payroll
Holidays


Home Schools (Enrollment Quotas Local School District)
Human Resources - Introduction
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I
I-9   (INS – Employment Eligibility Verification)
Inclement Weather









Industrial Education – Special Requirements for Hiring
Infection Control Program Policy/Bloodborne Pathogens
Information Technology – Special Requirements for Hiring
In-service - Principals






Insurance – Health, Life, Optional
Insurance – Student Medical and Accident (Safety)



International Students








Internet Usage

Internship - Student

Interview Process for Certified and Non-Certified Personnel 


Interviewing
Interviewing - Committee Recommendation




Interviewing - Contracting the Applicant Selected as # 1


Interviewing - Determining Need to Interview
Interviewing – Preparing to






Interviewing - Questions, Illegal to Ask


Interviewing - Screening Committee – 151B

Inventory and Property Tags for Fixed Assets
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J
Jury Leave 
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K
KEAP (Kentucky Employee Assistance Program)


KERS (Kentucky Employees Retirement System)
 http://www.kyret.com/
KRS 151B Personnel
KRS 18A Personnel
KTRS (Kentucky Teachers Retirement System)
 http://www.ktrs.org/ 

KTIP (Kentucky Teachers Internship Program)
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L
Lab Fees
Ladders - Fixed
Layoffs - Employee



Leadership Hours – 42 Hours -
Leave Balances – Insufficient




Leave of Absence – Special (See Special Leave of Absence)

Leave Time Conversion to Sick Leave and Retirement Credit
Leave Without Pay (See Special Leave of Absence
)


Lesson Plans/Database




Letter of Caution

Letter of Caution - Employee - Example


Letter of Written Reprimand 




Letterhead/Envelopes







Liability










Live Work Fees








Live Work Projects








Local School District Service







Lockdown Procedures
Lockout Tagout Procedures



Return to Top of Document
M
Maintenance and Security of Facilities and Equipment


Medicaid Nurse Aide Training Program Requirements and Guidelines
Medications

Mentoring/Shadowing - Student








Mercury Contained in Light Bulbs






Military Leave



Minimum Requirements to be employed as a 151B Teacher and/or Principal 







(Also see Certification)

Miscellaneous Payroll Deductions
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N
Nepotism










New Principal Internship








New Principal Institute


New Program Request (Also, Request for New Program)
New Teacher Certification
New Teacher Internship
 
New Teacher’s Institute
 (Instn Pgms - Teacher Responsibilities IV -16)


Newspaper Advertisement – Yearly Classified - EEO
NOCTI – Performance








NOCTI – Written
Non P-1 Substitute Teacher, Clerical, Maintenance or Student Labor 

Nondiscrimination Policy


Nondiscrimination Statement
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O
Obtaining Permission to Fill Position and Post
Opening a New School 

Orientation – Employee (See Employee Orientation)

Orientation – Employee – Checklist and Narrative 

Orientation – Student (See Student Orientation)

OSHA 300 Posting Requirements
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PQ
Pagers, Cell Phones, and any Telecommunication Devices






Paperwork Packet (New Employee)

Paycheck Issuance and Pay System







Paycheck Option







Paycheck Option Form (21/24)


Payroll Quarters
Payroll Services Communication


Performance Evaluations - See Employee Performance Evaluations   and
         Evaluations – Employee Performance  



Personnel Forms – Obtaining






Personnel Systems and Examples of Classifications 

Political Activities (Also see Discrimination and Political Activities Prohibited – 151B)

Political Activities – 18A
Position Descriptions & Class Codes for 151B
Posting and Recruitment Ads


Postsecondary Students
Probationary Periods






ProCard Procedures (Also see Supplies)

Professional Days - Teachers
Professional Development 

-Plan - Form

-Requirements 


-Technical Upgrade Training Record – 25 Hrs - Form


-Training Sources
Professional Organizations/Professional Days




Program Assessment




Program Certification




Program Closures (See Closing Programs and Flagging Programs)

Program Enrollment




Program Improvement Follow-Up





Program Procedures
Publication Requirements
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R
Rank Changes








Reclassifications










Records and Reports – Confidential Treatment





Records Inspection and Release - Student







Record Retention – Financial/Office/Payroll/Personnel/Student/School

Records Retention - Student








Refrigerant Recovery
Refund Policy
Request for Refund – Withdrawal and Request - Postsecondary Student

Request for New Program




Request for Personnel Action Memorandum
Resignation – Employee
Respirator Plan/Protective Breathing Devices




Responsibilities of Principals
Responsibilities of Teachers







Retirees – Employment of KERS







Retirees – Employment of KTRS
Retirement, Resignation and Transfer
Retirement Plans – Membership Application
(Also see KTRS and KERS)
Retirement Plans
(Also see KTRS and KERS)

Retirement Plans – Determining which Retirement System the Employee Participates In
Retirement Seminars – Attendance
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S
Safety Accountability
Safety - Policy
Safety Committee Meetings






Safety Dress and Personal Protective Equipment Requirements





Safety - General Industry Standards Most Frequently Cited
Safety Inspection – Semi-Annual






Safety Inspection - Shops/Classrooms - Monthly



Safety Instruction








Safety Publications








Safety Responsibility
Safety Signs









Safety Training








Salary Information – 151B








Savings Bonds


Scaffolds
School Calendar






School Closure Work Plan







Schools of Excellence Criteria

Secondary Programs/Students
Senior Plan









Separation – Retirement/Resignation – Full-time Employees


Separation – Retirement/Resignation – Part-time Employees


Severe Weather Emergency Plans





Severe Weather Emergency Plan Guide
Sick Leave:

Accrual, Months of Service, Usage, Leave Without Pay

Eligibility for State Paid Health and Life Insurance Benefits

Transfer or Separation

Workers Compensation
Sick Leave Sharing









Sickness/Accident Plan







Signs Required in ATC’s (Federal and State)




Smoking Policy/Use of Tobacco Products




Special Leave of Absence




Special Populations - Federal and State Requirements
Spring Break 
SREB/High Schools That Work






Staff Exchange
Steering Committees
Student Grievance Procedure





Student Handbook








Student Liability Insurance for Clinical Programs






Student Medical and Accident Insurance
Student Name Change







Student Organizations:


Advisor Out of State Travel


Code of Conduct for Participants


Extended Employment (also Extended Employment)



Fall Conference


Financial Management


Fundraising


Guidelines


Membership


National Leadership Conference


Projects


Role of Alumni


State Conference


State Officers


State Officers, Expectations of


Supervision and Travel
Student Organizations – Annual Financial Report
Student Orientation








Student Release
Student Transportation (See Transportation for Secondary Students and Workplace Learning)

Student Withdrawals and Incompletes
Supplies
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T
Tax Forms:

-Certificate of Non Residence

-K-4

-W-4
Teacher Observations
Teacher Responsibilities





Teacher Testing
TEFRA
Textbooks









Tornado Drill









Transfers – Employee
Transportation for Secondary Students





Travel 
Travel Expenses for Non-State Employees







Tuition and Fees
Tuition Waiver for Employees
Tuition Waiver for Employees - Form
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UV
Unemployment Insurance








Unemployment Insurance – Penalties






Used Motor Oil, Recovery and Disposal
Visitors
Visitor Policy
Voluntary Transfer or Voluntary Demotion – 151B - Form




Voluntary Transfer or Voluntary Demotion – 18A - Form



Voting and Election Leave (Also see Election Leave)
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W
Weapons on Campus







Weather – Adverse (See Inclement Weather)

Withdrawal and Request for Refund - Postsecondary Student (Finance)

Withdrawals and Incompletes
Work Based Learning (Also see Transportation for Secondary Students)
Work Based Learning Guide






Work Plan – School Closure
Workers’ Compensation
Workplace Violence

(Human Resources – General Policies – 1)

Workplace/School Violence 
(Instructional Programs – Safety – 11)

Work Schedule – Principals
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XYZ
Year-End Closeout


Yearly-Classified Newspaper Advertisement 
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