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GREETINGS FROM THE PRINCIPAL
On behalf of the faculty and staff of G.C. Burkhead, I welcome students and parents as
we begin another exciting year. It is my hope that this handbook will help you become familiar
with our school policies, procedures, and programs. Burkhead specializes in the elementary level
student, whose unique developmental needs require a blended program of high expectations and
we ensure that our students are given the foremost educational opportunities to meet their
individual needs. The staff and I are looking forward to an enjoyable and productive school year.
We encourage open communication so feel free to call or visit us.

HARDIN COUNTY SCHOOLS MISSION STATEMENT
Success for all students by providing a high quality education through excellent teachers,
support staff and leadership embraced by supportive parents and an active community.

THE VISION FOR G. C. BURKHEAD ELEMENTARY SCHOOL
Is to recognize that all children can learn and to ensure that children are given the
foremost educational opportunities to meet their individual needs and to provide a strong
foundation for life-long learning in order to be competitive in the global arena, by
providing positive community involvement, a secure and stimulating environment,
educational innovation and visionary leadership.

G. C. BURKHEAD MISSION STATEMENT
At G. C. Burkhead Elementary School, we believe that all children can and will learn. To
ensure that all children reach their maximum potential

– “We find success in each one, some way, everyday.”
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Attendance

ATTENDANCE KRS 159.10 states that the parent or guardian is responsible for
keeping his/her child in regular school attendance.

TRUANCY POLICY KRS159.150 states, “any child who has been absent from school
without a valid excuse for three (3) days or more, or tardy on three (3) days or more is
truant. Any child who has been reported as a truant two (2) or more times is a habitual
truant. Once a student under twenty-one (21) years of age is absent and/or tardy six (6)
days or more without a valid excuse, this student’s name will be forwarded to the
Director of Student Services as a habitual truant.”

VALID EXCUSES:

1. Illness that is verified by a doctor or medical agency (parent note will be
accepted for up to six (6) absences – excused for only one (1) day per note);

2. Orders of the court – this applies to summonses and subpoenas;
3. Death or severe illness in the immediate family verified by a written

statement. Immediate family shall mean father, mother, brother, sister,
grandfather, grandmother, blood-related aunt, uncle, niece, nephew, or anyone
living under the same household roof with the student;

4. Religious holidays and practices;
5. If a student is sent home for lice, one (1) day per instance will be excused with

any additional days missed beyond this to be considered unexcused;
6. Circumstances if approved by the principal or his/her designee, including trips

qualifying as education enhancement opportunities.

Students shall be granted an excused absence for up to ten (10) school days to pursue an
educational enhancement opportunity determined by the principal to be of significant
educational value. This opportunity may include, but not be limited to, participation in an
educational foreign exchange program or an intensive instructional, empirical, or
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performance program in one (1) of the core curriculum subjects of English, science,
mathematics, social studies, foreign language, and the arts.

Unless the principal determines that extenuating circumstances exist, requests for date(s)
falling within state or district testing periods shall not be granted.

The principal’s determination may be appealed to the Superintendent/designee whose
decision may then be appealed to the Board Superintendent/designee whose decision may
then be appealed to the Board under its grievance policy and procedures.

Students receiving an excused absence under this section shall have the opportunity to
make up schoolwork missed and shall not have their class grades adversely affected for
lack of class attendance or class participation due to the excused absence.

The principal or designee shall determine the validity of each excuse presented. Any
excuse must be presented within five (5) days after the student returns to school. If
not presented in that time, the absence will remain unexcused. It is the student’s
responsibility to provide documentation to the appropriate school administrator in a
timely manner.
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Procedure Information

Students are not to arrive at school prior to 7:00 a. m. and shall be picked up at the
close of the school day at 2:15 p.m.

Student safety is a top priority at G. C. Burkhead. The students who are transported by
parents shall be dropped off in the back of the school in the drop zone between 7:00 and
7:35. Cars are not permitted in the side parking lot between 6:45 a.m. and 7:25 a.m. or
between 1:50 p.m. and 2:30 p.m.  This area is restricted for buses only. Any parent
wishing to enter the school should park in the front and enter through the main entrance.

PROPER PROCEDURE FOR STUDENT DROP-OFF A.M.:
In our effort to ensure the safety of all students during the high-traffic morning
time, we ask for your help and continual cooperation in the following areas:

● Please be sure all vehicles are taken to the back parking lot for student drop off.
Due to buses on the side of the school, it is an extreme hazard for our students to
be dropped by personal vehicles in the side parking lot. The front parking lot is
for people who are parking and walking in and is not supervised for student drop
off. Students should not be dropped off at the front door before 7:35, and never
without an adult escort.

● Please drive slowly and carefully in the parking lot – always watching for the
unexpected.

● In the parking lot, please keep vehicles in a single-file for student unloading.
We understand that this process may be a bit slower, but it is much safer than
having lines of vehicles with students crossing in front and between cars.

● The drop off zone is indicated by two yellow markers that read “Drop Zone”. We
ask that you pull as far forward into the drop zone as possible until the drop
zone is full. By following this procedure, we can unload numerous cars at one
time, rather than each car trying to wait until they are closer to the door for their
student to exit the vehicle.  This will make mornings smoother for everyone!

These children are our greatest treasures. We appreciate all of your help and
understanding in dealing with these safety issues here at G. C. Burkhead.
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PROPER PROCEDURE FOR STUDENT DISMISSAL P.M.:
At the beginning of the year, parents will complete a p.m. transportation form that
indicates the student’s regular transportation plans and an emergency transportation plan
(i.e. snow, severe weather, etc).

Parents do not come into the school to pick up car riders in the afternoon.  Instead, for
students who are regular car riders, we will issue a hang tag for your car with a number.
When our staff identifies your number, it will identify which students you may pick up.
When your car is in the drop zone, we will retrieve your student. If someone is picking up
your child that does not have the car tag with them, they will need to show a picture ID
and their name must be on our approved pickup list that you provided.

NOTE: For the safety of our students, cars will not be allowed to enter the drop zone in
the rear parking lot before 1:30pm.

GUIDELINES FOR THE EARLY DISMISSAL OF A STUDENT:
Students will be under the supervision of a qualified adult at all times. Any request for a
student to leave school at a time other than that the regular dismissal time will be made
through the office. The adult requesting a student must sign an early dismissal form
indicating the name of the student, teacher, time, reason for request and name of
adult.

Office personnel will compare the request of a student to an information file to validate
the adult requesting the student is authorized to pick up the student. If the office
personnel do not visually recognize the individual, an appropriate form of identification
is requested (preferably the identification should be a photo identification such as a
driver’s license). When it is determined the adult is authorized to pick up the student and
is properly identified, the teacher is notified to send the student to the office for early
dismissal.

Every request not meeting the above guidelines must be referred to the principal, assistant
principal or their designee who will determine an appropriate course of action.

STUDENT TRANSPORTATION CHANGES:
Changes in a student’s transportation for the day must be made in writing with a note to
the teacher. However, if a situation arises during the day that requires a transportation
change, you may email our front office secretary, Tara Mertens
(tara.mertens@hardin.kyschools.us) before 1:00 p.m. We ask that you carbon copy the
classroom teacher on that email. The secretary will reply to the email, stating she
received your transportation change. Transportation changes will not be taken by
phone.
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FIELD TRIP
If a parent or legal guardian of a student insists that they provide the child’s
transportation for an extra-curricular trip or school sponsored event, during the school
day, the following procedures must be met:

1. The parent or legal guardian must notify the student’s teacher and principal in
writing at least two school days prior to the planned event.

2. Only the parent or legal guardian of the child may transport the child.

3. At the designated departure time for the trip/activity in question, the parent or
legal guardian must sign out the child in the office and take charge of the child.
The child will not be counted absent if he/she attends all designated stops during
the itinerary, and if all guidelines in this procedure have been met.

4. Upon arrival at each designated stop on the itinerary, the parent or legal guardian
must personally notify the teacher, administrator, or designee that the child is
present. The child may not be left unattended by the parent or legal guardian at a
designated point in order for the child to join the group upon its arrival.

Upon departure from each designated stop on the trip itinerary, the parent or legal
guardian must personally notify the teacher, administrator, or designee that they are
departing from the group. If the parent or legal guardian is not in attendance at the
scheduled departure time, the child will not be permitted to wait for the parent

VISITORS
All school visitors shall first report to the main office, identify themselves, sign in,
and state the nature of and need for the visit.

Per district policy, only those visitors who have an educational interest pertaining to their
visit, will be permitted entry into the school building. This means visitors will no longer
be able to eat lunch with students during student lunch periods. Additionally, we are
discouraging food from being dropped off in the office for delivery of students. We will
still welcome visitors and guests for special events such as programs, assemblies, and
holiday meals. Thank you for your understanding as we continue to make G.C. Burkhead
a safe environment to learn.

The principal shall have authority to permit or deny any individual, or group of
individuals, the right to go through the building or to remain on the school grounds.
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UPDATING STUDENT INFORMATION
Part of the student’s record deals with student and parent information.
In case of an emergency concerning your child, it is extremely important that you
provide us with accurate updated information.

Please provide the school with correct addresses, phone numbers,
and emergency contacts. If your family has been involved in a divorce,
custody change, etc., the school must have a copy of the custody papers

concerning your child. If your family changes residence, please call or send
us your new address. Likewise, if you change phone numbers or place of

employment, notify the school.

SOCIAL SECURITY NUMBER:
Social Security Numbers are mandatory for a student to enroll at G. C. Burkhead.

PHONE CALLS
Unless deemed an emergency, neither students nor teachers will be forwarded calls in the
classroom during instructional time. If you need to get information to a student or
teacher, please leave a message in the office. The office phone number is 270-769-5983.
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School Discipline
GCB utilizes the Positive Behavior Interventions Support (PBIS) approach to school-wide discipline

SCHOOL-WIDE EXPECTATIONS – STAFF AND STUDENTS

PAWS
1. Personal Best – Give you best effort each day, strive for success
2. Act Responsibly- Be responsible in your actions, be on time, be dependable
3. Work with Integrity- Honest, fair and quality work
4. Show Respect- Show respect with staff, students and guest

CLASSROOM  EXPECTATIONS
1. Teachers and students will establish classroom expectations that coincide with

school expectations.
2. Clip Up and Clip Down Chart or Class Dojo will be used to monitor student

behaviors.
3. Bruin bucks will be used for the positive reinforcement of behavior
4. Teachers will communicate poor behaviors with parents
5. Follow PAWS

CAFETERIA EXPECTATIONS
1. Use voice level 2 or lower
2. Keep hands and feet to yourself
3. Stay seated at all times with feet under the table (raise hand for help)
4. Food is not to be played with, shared, or traded
5. Clean your area before being dismissed
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HALLWAY EXPECTATIONS
1. Use voice level 0 unless directed to speak at level 1
2. Walk on the right side of the hall while facing forwards.

(Always enter using the right side door)
3. Hands, feet and belongings to self – Respect others and school facilities
4. Lines are single file and close together (no gaps)
5. Follow PAWS

RESTROOM EXPECTATIONS
1. Use voice level 1 while in restroom
2. 6 student maximum in restroom at any one time
3. Show respect for privacy and facilities
4. Use restroom, wash hands, and immediately exit restroom
5. Follow Paws

PLAYGROUND EXPECTATIONS
1. Voice level 3 or lower
2. Stay in designated areas as directed by teacher
3. Use safe actions, report any potentially dangerous activities.
4. Keep hands and feet to yourself
5. Follow PAWS

SPECIAL AREA CLASS BEHAVIOR
Misbehavior in special area classes will result in the same consequences as in the regular
classroom. Special area teachers will communicate Clip Up or Clip Down/Class Dojo
with the homeroom teacher after each class period. The homeroom teacher would then
hold them accountable on the Clip-Chart/Class Dojo in the classroom. The specialists are
still responsible for making contact with the parent if the behavior warrants such an
action or for filling out the Office Referral form.
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Consequences

OFFENSES FOR WHICH A STUDENT SHOULD BE SENT IMMEDIATELY TO
A PRINCIPAL OR COUNSELOR:

Major Offenses:
1. Leaving Campus
2. Bullying/Harassment in any form

(HB91- Please refer to the HCS Code of Conduct for Students)***
3. Vandalism/Property Damage
4. Fighting/Physical Aggression
5. Threats of Endangerment
6. Theft
7. Drugs/Tobacco
8. Weapons
9. Gross Misconduct/Vulgarities
10. Total Defiance

*Minor offenses that become consistent over time will also warrant an office referral on
4th offense within a one month period.  A parent notice by the teacher should occur no
later than the 3rd offense.

Minor Offenses:
Dress code violation, Gum/Candy, Horse Play, Incomplete or missing work, Lack of
Materials, Name Calling, Low Level Defiance, Lying, Not Following Directions,
Disrespectful, Disruptive Behaviors, Tardiness, or Sleeping.

CONSEQUENCES (but not limited to)

OT- Office Timeout
LD- Lunch Detention
ST- Social Timeout (Recess)
ISD- In School Detention (Whole day or partial day)
OSS- Out of School Suspension

*3, 5, 10 day or yearly bus suspensions may occur for bus behaviors.  Parents would be
responsible for the transportation of the student to and from school.
*Severity of the behavior, number of past infractions, and student cooperation will be
determining factors for the consequences that will be given.
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Bus Safety

SCHOOL BUS SAFETY EXPECTATIONS AND PROCEDURES

A. For the safety of all students, each teacher should spend a specific amount of time
on these rules and practices during the first part of the school year.  They should
also be reviewed periodically during the school year.

B. Students should be taught to following safety rules and practices:
1. Be at your bus stop 5 minutes before your scheduled pick up time.
2. Stay 5 Giant steps away from the road
3. Wait for the driver to signal you before you cross the street.
4. Always use the handrail when getting on and off the bus
5. Quickly find your seat.
6. Sit seat-to-seat and back-to-back.
7. Always keep your hands to yourself.
8. Talk quietly on the bus
9. Keep everything in your book bag and don’t get anything out on the bus
10. Wait for the bus to come to a complete stop before standing to exit the bus

one seat at a time.
11. Always get the attention of the bus driver before bending over to pick up

something you have dropped.
12. If you miss the bus do not ever chase it, or have your parents follow

behind it, in their car.  Have your parents drive you to school; it is much
too dangerous to run up alongside the bus.

13. The driver has the right to assign seats.
14. Obey all directions/instructions the driver gives you.

Items not allowed on the bus
● Pets (alive or dead)
● Toys (of any size)
● Glass items
● Balloons
● Weapons (including sharp objects, pencils are allowed, they

should be kept in the book bag.)
● Illegal drugs and alcohol
● Food and Drink (including gum, candy and suckers should not be

out or eaten while on the bus, they may be carried in the book
bag or lunch box)

● Any items too large to fit into a seat or be held on your lap.
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C. The following acts of serious misconduct on the bus or violations of safety
Rules and practices listed in Section B may result in Bus Suspensions:

1. Damage to bus property.
2. Fighting.
3. Use of real or imitation tobacco products.
4. Profanity.
5. Use of fire or open flame.
6. Use of drugs (including alcohol).
7. Bullying

Hardin County School buses are equipped with video camera security boxes. Video
cameras are moved from bus to bus monitoring behavior and student management
procedures.
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Student Dress Code Guidelines
Appropriate appearance and attire is expected of all students who attend G.C. Burkhead
Elementary. Students should dress in a manner that promotes learning, safety, and pride
in self and school. Appearance that is considered a possible detriment or distraction to the
normal school process will not be permitted.

Clothing that advertises alcohol, tobacco, illegal products, contains vulgar or
inappropriate artwork/language is not acceptable.

Shirts

● Shirts must be long enough to cover the waistband of pants. When arms are
extended above the head, skin should not be exposed.

● Hoods on shirts/sweatshirts CAN NOT cover the head while in the school
building or during class.

● Shirts must cover the shoulders.

Shorts, Skirts, Jumpers, Dresses

● Must cover the mid-thigh area of the body.

Pants & Leggings

● Holes in pants must not expose skin above mid-thigh.
● When wearing sheer leggings/tights, shirts must cover the mid-thigh area of the

body.

Shoes

● Tennis/Athletic shoes and socks are most appropriate and must be worn during
P.E. class.

● All sandals must be secured in the back. CROCS are acceptable.
● Strapless/backless shoes are not acceptable.
● Shoes with heels or flip flops are not allowed.

14



Other Apparel

● Any apparel or accessory (jewelry, makeup, nails, headbands, etc.) that is a
distraction to self or others may be asked to be removed and not worn while at
school.

**Exceptions to the dress code policy will be made for students with religious objections
or students with special needs only after a meeting with administration.

Consequences for not following school dress code:

1st offense: Courtesy call home by the teacher which will be documented in
Infinite Campus. A copy of the dress code will be sent home with
the student.

2nd offense: Administration will call the parent and request a change of clothes
be brought to school.

3rd offense: Administration will call the parent and request a change of clothes
be brought to school. A school consequence could be warranted for
a student that is habitually out of compliance with the school dress
code.
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Special Activities & Services

During the course of the year, several special activities and projects are planned for the
students. We urge you to encourage your child to participate, as this tends to highlight the
regular educational process. Such activities might include:

Poster Contests Field Trips Academic Competitions

Jr. Beta Club D.A.R.E. Health Fairs

Spelling Bee 4th/5th Basketball Green Team

VEX Team 4th/5th Volleyball Archery Club

We also plan some fun-type activities for the students such as:

● Special Programs
● Guest Lecturers
● Musicals
● School-Produced TV Programs
● Fall, Winter, and Spring Celebrations

FOOD SERVICE
G.C.Burkhead was fortunate enough to qualify for the Community Eligibility Provision
which provides FREE lunch and breakfast for ALL students.

LIBRARY MEDIA CENTER
The Library Media Center is the central resource center that serves all students, staff,
and parents. The goals of the library program are:

1. To excite students about reading and to enable them to become effective users of
information, thus creating independent citizens and life-long learners.

2. To promote a love of reading in students empowering them to be responsible and
independent users of the library.

3. To collaborate with staff in providing books, magazines, audio-visual, and electronic
materials, to support what is being taught in the classrooms and to provide
research activities for students on all levels.

4. To work with parents to familiarize them with library resources and quality literature.
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E.S.S.
Extended School Services (ESS) is a unique segment of the Kentucky Educational
Reform Act (KERA) that provides special funds to every Kentucky school district to
provide instructional support services for students who need additional time to achieve
expected academic goals.  The main focus of Extended School Services at Burkhead is
during the regular school day in the student’s regular classroom.  Instructional assistants
work with students on skills that the regular classroom teacher has identified as skills that
the student needs to maintain performance, prevent failure, or reduce academic
deficiencies.

If your child’s teacher recommends Extended School Services for your child, you will be
notified in writing as to the skills identified as needing additional support, along with the
method of service.  You may also contact your child’s teacher or the ESS coordinator to
discuss placement of your child in extended school services.

If your child does not qualify for ESS services, the teacher will discuss with you ways in
which the student’s needs may be addressed during the regular school day.  Parents or
guardians have the right to request reconsideration of the child’s eligibility for Extended
School Services.  Contact the ESS building coordinator at the school to request an appeal
form.

S.A.C.C.
G. C. Burkhead Elementary provides an after school child care program. We will be
licensed for 60 children thereby limiting the number of participants on a first come, first
serve basis. For further information about the after school child care program please call
769-8864.

FAMILY RESOURCE CENTER
The G. C. Burkhead Family Resource Center is across the hall from the main office. The
purpose of the Family Resource Center is to provide support and assistance to the
children and families of the G. C. Burkhead community. Wide ranges of services are
offered at the Center for families, and these services may be linked with other community
agencies.

The Family Resource Center is staffed by a coordinator. Center hours are 8:00 a.m. to
3:00 p.m., Monday-Friday. Extended hours are available as needed. Call 270-737-0896
for more information.

LOST AND FOUND
All lost items are turned into the office and placed at the entryway to the cafeteria. After a
period of time, unclaimed articles are turned over to charitable organizations. Please see
that articles are recovered as soon as possible.
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CELEBRATIONS
Celebrations are limited to no more than three (3) in the course of the school year.  Fall
Festival, Winter Celebration and Valentine’s Day are the normally observed “Celebration
Days”.

In order to decrease disruptions to teaching and learning and ensure student health and
safety, student birthdays will be acknowledged with a healthy snack party (provided by
the school) the last Friday of every month. July will be included with August and June
will be included with May. Outside food will not be permitted as part of the birthday
acknowledgements. (examples: cupcakes, cookies, cake, etc.)

18



GCB Curriculum and Policy

SITE BASED DECISION MAKING COUNCIL
G. C. Burkhead is a Site Based school whereby a team of three teachers, two parents and
the principal make determinations as to how the school will function. This team has the
primary responsibility for making policy decisions for the school.

Another purpose for our “Site Based Team” is to give an opportunity for the entire school
community, i.e., parents and staff, to involve themselves in meeting the needs of our
students. Incorporating a “Site Based” mentality into our school will give everyone an
opportunity for involvement, in turn strengthening the overall educational process.

As a parent you not only have an opportunity but a right to give your representative
directions regarding your feelings about what is important for G.C.B. to continue to be
successful. We in turn promise to listen and to keep an open mind.

G. C. BURKHEAD SITE BASED COUNCIL MEMBERS 2022-2023

Hal Bender Principal
Alisha Nichols Teacher Representative
Kimberly Mouser Teacher Representative
Mary Lynn Horn Teacher Representative
Kristina Covington Parent Representative
Chelsea Thomason Parent Representative
Katie Anderson Parent Representative

CURRICULUM
The curriculum at G. C. Burkhead is varied and provides the students a well-rounded
program of academics and other activities to prepare them for future education and to
meet the needs of our ever-changing society.

Our school consists of professional learning community teams, organized by grade level,
that offer high-quality instruction that closely follows teaching strategies aligned with
state and national standards.

All students receive instruction from special area teachers in visual arts, music, physical
education, process lab, and computer lab. Library skills will be taught by the Media
Specialist and the regular teacher.
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Other programs available at G. C. Burkhead are preschool, speech, special education,
gifted/talented, Title I, ESS, and SACC.

ASSESSMENTS
i-Ready: Hardin County Schools is now using the i-Ready Assessment diagnostic from
Curriculum Associates to assess students’ instructional progress throughout the school
year. Students will complete the i-Ready assessments three times a year (fall, winter, and
spring) for Reading and Math.

KSA: Kentucky students take the Kentucky Summative Assessments (KSA) to meet
federal and state testing requirements. KSA are annual assessments given in grades 3
through 8, 10, and 11 to Kentucky public school students. This assessment is given each
year in May.

HOMEWORK POLICY
Homework is defined as assignments to be completed outside the classroom to reinforce
class instruction, increase understanding and retention, transfer and extend classroom
instruction, prepare for class discussion, and provide curriculum enrichment
opportunities.

It should be recognized that not all homework takes the form of written assessments.
Some homework, especially in the primary program, should involve students reading to
their parents and vice versa or taking part in cultural and creative activities.

Teacher responsibilities:

1. Teachers will assign homework at their discretion.

2. Although there may be exceptions, it is suggested that K-2 students should have
no more than a total of 30 minutes of homework per night. 3-5 students should
have no more than 60 minutes of homework per night.

3. Assigned homework will reinforce instruction accomplished in class; it will not
introduce new or unfamiliar concepts or skills.

4. Teachers shall review and evaluate homework assignments and provide students
with quality feedback.

5. Teachers shall decide the degree to which homework affects student assessment.

6. Teachers shall provide clear, concise directions for completion of homework
assignments.
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GRADES AND STUDENT PROGRESS REPORTS
Student progress will be reported to students and parents through conferences and
nine-week progress reports. Any time you would like to schedule a conference with the
child’s teacher(s), contact the teacher(s) or our counselor, Jennie Riney.

Reporting key for report cards:

Primary grade students:
Kindergarten-2nd grade

E: exceeds grade level standard
M: meets grade level standard
N: grade level standard not yet met
NT: not yet taught

Intermediate grade students:
3rd-5th grade

A: 100-92
B: 91-83
C: 82-74
D: 73-68
F: 67-0

PHYSICAL EDUCATION
Physical Education activities are part of the curriculum at G. C. Burkhead. Students are
expected to participate unless excused by a doctor. Gym shoes and appropriate clothes
for exercising are required on days that P. E. is scheduled.

CHROMEBOOKS
Hardin County Schools has initiated a 1:1 initiative for students and teachers in grades
three through twelve (3-12). Students in grades kindergarten through fifth (K-5) will be
using these devices in the classroom as part of the routine instruction each day. Student
use of the District issued devices falls under the District Acceptable Use Policy for
technology. Internet and device use will be monitored through District level management
software. Anyone found violating acceptable use will be disciplined.

If a District issued device is damaged or lost, please report to administration as soon as
possible.

Damage/Repair/Replace Fee Schedule

Issue Action(s) Necessary Cost

Accidental Damage A report must be made
immediately to administration.
The device must be returned to
the school so that a new or spare
device may be issued.

Cost of Repair or
*Prorated
Replacement Cost
(current market)
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Intentional Damage A report must be made
immediately to administration.
The device and case must be
returned to school so that a new
or spare device may be issued.
Deliberate damage will be
referred to an administrator. Any
and all appropriate discipline for
damage to school property may
be appropriate.

Cost of Repair or
*Prorated
Replacement Cost
(current market)

Lost A report must be made
immediately to administration and
prorated replacement cost shall be
paid.

*Device *Prorated
Replacement Cost

*Power Cord $25

Theft A report must be made
immediately to administration and
a policy report must be filed.

No Cost

VOLUNTEER PROGRAM
Hardin County Schools has implemented some new procedures for district volunteers
effective July 1, 2019.

Kentucky law and Hardin County Board of Education policy defines a volunteer as
anyone who has contact with students on a regularly scheduled or continuing basis or
has supervisory responsibility for children at a school site or on school-sponsored trips.
The individuals that meet these criteria must complete a background check administered
by Hardin County Schools.  HCS sends the volunteer’s information to the Administrative
Office of the Courts in Frankfort, Kentucky.  The AOC office runs the background check
and sends the information back to the district.  The districts has followed these protocols.

With the new procedure, Hardin County Schools is asking all NEW volunteers (new =
anyone who has not had a state background check run since 2011) to fill out a
background check through our district website (www.hardin.kyschools.us).  The link can
be found under the “Parents” tab on the website and under “Quick Links.”

The background check will not be processed until the Superintendent’s office has
received $10 for the background check and a copy of the receipt issued by the school.
Volunteers will pay for the background check. The Superintendent’s office is responsible
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for sending the required information to the AOC.  Volunteers will only have to pay for
the checks every five years.  For instance, if an adult who has never volunteered becomes
a volunteer in 2019, they will not have to pay for another background check until 2024.

All volunteers will be required to complete the online background check form through
the district website EACH SCHOOL YEAR (no matter when they started volunteering
for the district). These forms are located on the Hardin County Schools homepage. Under
the ‘Employment’ tab, click ‘View & apply for open positions.’ As you scroll, look for
the position of ‘volunteer’ and complete the online paperwork.

Using the online form, the volunteer will be asked to choose at what schools they would
like to volunteer. However, they are still district volunteers.  Therefore, just because
someone did not check a particular school on their form does not mean they cannot
volunteer there.

Any paper forms published and formerly used as volunteer background check forms will
not be accepted.

You can remit payment at the HCS Superintendent's Office (located at the Hardin County
Board of Education, 65 WA Jenkins Rd., Elizabethtown, KY 42701) or at the school
where you plan to volunteer.

TITLE IX/SECTION 504/TITLE VI GRIEVANCE PROCEDURES
The Hardin County Board of Education does not discriminate on the basis of race, color,
national origin, sex, handicap, marital status, religion, or age in employment, educational
programs or activities as set forth in Title VI, Title IX, Section 504, Age Discrimination
Act of 1975 and Civil Rights Act of 1964.

Inquires Contact Equal Opportunity Coordinator
Hardin County Board Of Education

65 W. A. Jenkins Road
Elizabethtown, Kentucky 42701

Telephone: 769-8800

The Hardin County Board of Education grievance procedure for non-compliance for the
non-discrimination statement above is as follows:

A. A written complaint filed with the building principal, to be followed with a
written response from the building principal or supervisor.

B. If not satisfied, a written appeal is to be directed to E. E. O. District Hearing
Committee, to be followed with a written response.

C. If not satisfied, a written appeal is to be made to the Hardin County Board of
Education.

A complete copy of the above grievance procedure, including timelines, is available in
the building principal’s office.
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Proposal for Hardin County Schools procedures regarding 09.4232 Tobacco,
Alternative Nicotine or Vapor Products on school grounds (for review and
consideration, SBDM, school handbooks for the 2022-23)

Any action under these discipline measures and penalties related to students with
disabilities shall be in compliance with applicable federal (IDEA) and state law.

This is per student, per level.

Elementary Students (K-5)
Under each offense, the product will be confiscated and disposed of. The item will not be returned to the
student or parent/guardian. If the item in question is subject to Policy 09.4232, those procedures shall apply.

1st offense: One (1) Day In School Detention/Removal and developmentally appropriate
module or lesson on vaping and dangers of vaping. (Parent notified)

2nd offense: One (1) Day After School Detention and developmentally appropriate
module or lesson on vaping and dangers of vaping. (Parent notified)

3rd offense: One (1) Day of Out of School Suspension and completion of a
developmentally appropriate module or lesson on vaping and dangers of vaping. (Parent
Notified)

4th offense: Three (3) Days of Out of School Suspension and completion of a
developmentally appropriate module or lesson on vaping and dangers of vaping. (Parent
Notified)

5th offense: Five (5) Days of Out of School Suspension and completion of a
developmentally appropriate module or lesson on vaping and dangers of vaping. (Parent
Notified)
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Safe Schools
SAFE SCHOOL POLICY
To ensure the safety of all GCB students, and to facilitate the dismissal of students at the
close of the school day, the following procedures will be implemented, monitored, and
enforced:

● All visitors (including parents/guardians of enrolled students) will be required to
first report to the office through the front doors and follow sign in procedures. (Be
ready to state purpose for visit and have ID available)

● All parents/guardians must have an educational interest pertaining to their entry
into the school building.

● Students that check out before the final bell must be signed out through the office.
This prevents unauthorized persons from picking up students and ensures legal
transfer of students to an authorized adult. Photo identification must be made
available.

● Students who are transported by their parents in the afternoon will be released to
the cafeteria for safe after school pick-up procedures.

● Adults seen in a building, other than regular staff, will be asked their purpose for
being there, should any direction be needed.

● All doors will be locked and remain locked at all points of entry.
● Visitors for special events such as programs, assemblies, and holiday meals will

be checked in through the front office.
● Should any emergency arise, there are plans for appropriate staff response.

STUDENT SAFETY TELEPHONE LINE
(Hardin County Crime Stoppers) 1-800-597-8123

The safety of students is our first priority. The Hardin County School District has formed
a partnership with Hardin County Crime Stoppers to provide a Student Safety Telephone
Line. Students and others may now anonymously call Crime Stoppers at 1-800-597-8123
to report school safety concerns. The caller’s identity is strictly protected. These reports
will then be given to proper school officials for investigation. Those who provide
information that leads to an arrest and indictment will receive a monetary reward.

KENTUCKY MISSING SCHOOL CHILDREN PROGRAM

G. C. Burkhead, through the Kentucky State Department of Education, has developed the
Kentucky Missing Child School Program. This program gives the students and educators
of every Kentucky school access to the names and identifying data of missing Kentucky
school children. Each month a list of missing children is mailed to every school in the
state of Kentucky. If you have or know of a missing child, please notify your school
immediately.
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Health Regulations
Health Services at School

A school nurse is assigned to each school’s Healthy Kids Clinic and is able to provide
basic screenings as well as assess students who may be ill and administer first aid when
needed. Over-the-counter medications (OTC’s) may be administered by the school nurse,
if the parent has completed appropriate authorizations. Additionally, the school nurse
will collaborate with a Healthy Kids Clinic Nurse Practitioner to assess your child for a
virus or other more complex medical complaint if your child has more severe symptoms
and parent permission is given. For emergency situations, the school nurse, HKC Nurse
Practitioner or school staff may deem it necessary to call 9-1-1 for emergency medical
services to be dispatched.

More intensive health services are available, if needed, with written authorization/order
from a student’s healthcare provider.  Parent/guardian should notify the school nurse of
any health concern(s) that could require emergency services, interfere with the student’s
education process or require interventions throughout the school day.

Students requiring medical accommodations throughout the school day (including, but
not limited to, physical education, dietary conditions, physical limitations and medical
interventions) must ensure an authorization form provided by the school nurse is
completed by the student’s healthcare provider & signed by the parents stating the need
for such accommodations each school year. Examples of this include catheterization,
blood sugar checking, seizure precautions, and other medical needs. The school nurse
will provide specific forms for the healthcare provider and parents to complete in order
for the student to have further interventions/accommodations while at school.

Medication at School

If a student has need for medications during the school day (either over the counter or
prescription), the child’s healthcare provider must complete and sign the “Administration
of Medication” form, parents must also sign this form as well as provide the medication
in its original container and make arrangements for the medication to be delivered
to/picked up from school by an adult (not the student).

Students are not allowed to transport medication to or from school, unless emergency
medications are specifically ordered by a healthcare provider to be available during bus
transport. All prescription medication requires the label from the pharmacy to be written
in English and be on the container/box.
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In the school nurse’s absence, only students with specific forms (Authorization to Give
Medication) on file will be able to receive medication from trained school staff.  All
medicine must be picked up by a parent/guardian at the end of the school year. Medicine
not picked up will be disposed.

Emergency Medication at School

Students with known health conditions which require emergency medication may have
their medications brought to school to be stored in the nurse’s office for administration as
needed.  The medication must be provided by the parent and must include the label
written from the pharmacy written in English and on the box/container.  Parents will need
to speak with the school nurse to ensure that the correct authorization forms are
completed by the student’s healthcare provider and returned to the school nurse.

Self-Administration of Medication at School

A student should not be in attendance and will be sent home with any of the following:
● Temperature 100.4 degrees or greater, or with incidents of vomiting and/or

diarrhea. Student may return to school when free of above symptom(s) for 24
hours without any fever reducing medication or other medication to relieve
symptom(s).

● Symptoms related to possible communicable diseases.
● Live lice bugs (not nits per HCS Board Policy 09.213 AP.11)
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