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OVEC MISSION STATEMENT

The mission of the Ohio Valley Educational Cooperative (OVEC) is to provide professional learning, advocacy, and
services that support, lead and inspire.

HISTORY OF OVEC

In 197, the Kentucky Department of Education created 16 regional organizations. The Region VI unit included,
Bullitt, Eminence Independent, Henry, Oldham, Shelby, Spencer, and Trimble school districts.

In 1976, KDE disbanded the regional units and the supmeritents amended the Interlocal Agreement for Unit VI

and renamed the organization the Ohio Valley Educational Cooperative. Included in that amendment was the
addition of Anchorage Independent, Carroll, Gallatin, and Owen school distncd881, West Poit Independent

and Elizabethtown Independent joined OVEC. In 1994, Elizabethtown withdrew and Grant County Schools joined
OVECIn 2001,FranklinCountySchoolgoinedOVECIn 2011, WestPointiIndependentwithdrew. In2018,Frankfort
Independent and Jeffson County joined OVEC.

OVEC serves approximately 155,000 students in north central Kentucky and offers programs that serve member
school districts, their student populations and families. Some of the programs that OVEC provides include
professional deviepment for teachers, administrators, and support staff; coordinated regional bidding;
instructional support services; muiistrict grant coordination; consultation and technical assistance and special
reportsandpublications. OVEGervesstudentsfrom preschoothroughgradetwelve aswell asadultsthroughadult

learning programs. OVEC works in partnership with, and for, the benefit of its member districts, their schools and
the children, families and communities thegrve.

LEGAL STATUS OF OVEC

OVEC was established on November 17, 1976 under the Kentucky Revised Statutes as 65.200.65.300. Tis statute
knownasthe InterlocalCooperationAct. Thislaw providesthat governmentalnits suchasschooldistrictscanform
jointly operated organizatias for the common good of the membenits.

An Equal Opportunity Employer
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INTRODUCTION

Thishandbookisdesignedo acquant youwith OVE@ndto provideyouwith informationaboutworkingconditions,
employee benefits, and some of the policies affecting your employment. You should read, understand, and comply
with all provisions of the handbook. It describes many of yospoasibilities as an employee and outlines the
programs developed by OVEC and its Board of Directors to benefit employees. One of our objectives is to provide a
work environment that is conducive to both personal and professigralth.

Althougheveryeffort will be madeto updatethe manualon atimely basis the Boardof Directorsreserveghe right,

and has the sole discretion, to change any policies, procedures, benefits, and terms of employment without notice,
consultation or publication,exceptasmayberequiredby contractualagreementsandlaw. Consequentlythe Board

of Directors reserves the right, and has sole discretion, to modify or change any portion of this manual at any time.
Employees are advised to check the OVEC website on a regsiaiftranew and updategolicies.

Fieldbasedstaff mustkeepin mindthat althoughtheir employerislistedasOVECthey arein essencalsoemployed

by the individual school district(s) in which they provide services. With that in misdould alsdbe remembered

that policies in those districts must be observed. If a conflict exists between a policy within a district and an OVEC
policy,that shouldbe discussedvith the programsupervisorassoonaspossiblesothat differencescanbe resolved.

Ohio Valley Educational Cooperative Employee Handt
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EMPLOYEE ACKNOWLEDGEMENT FORM

The employee handbook describes important information about OVEC, and | understand that | should consult the
Chief Executive Officer, the Human Resources Office or my immediate supervisor regarding any questions not
answeredn the handbook. | haveenteredinto my employmentrelationshipwith OVE®oluntarilyandacknowledge

that there isno specifiedengthof employment. Accordinglyeither OVE®r | canterminatethe relationshipat will,

with or without cause, at any time, dong as there is no violation of applicable federal or skate

Since the information, policies, and benefits described here are necessarily subject to change, | acknowledge that

revisions to the handbook may o c c-atwil. Allesich ehpriges wwih beOVEC’ s

communicated through official notices of the Board of Directors and the Chief Executive Officer, and | understand
that revised information may supersede, modify, or eliminate existing policies. Only the Board of DioéXMEC
has the ability to adopt any revisions to the policies in this handbook.

Furthermore, | acknowledge that this handbook is neither a contract of employment nor a legal document. | have

received the handbook, and | understand that it is my respulitsi to read and comply with the policies contained
in this handbook and any revisions made to it.

EMPL OY E E (pSntet):A ME

E MP L O SEHNATBRE:

DATE:

Ohio Valley Educational Cooperative Employee Handt
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POLICY DISSEMINATION AND INTERPRETATION

The Chief Executive Officer is direttey the OVEC Board of Directors to establish and maintain an orderly 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 responsiblerfoomplying with all rules, regulations, and policies of the Board and those of the
Kentucky Revised Statues and with administrative rules, regulations, and oral directives of their supervisors. All
employees are responsible for acquainting themselves®@WMEC’' s rul es, regul ations, pol

TheChiefExecutiveOfficeris responsibldor settlingany questionsarisingout of the interpretation andapplication
of established boargolicies.

CUSTOMER RELATIONS

The school districts, soho | s and the communities in which we work a
assets. Every employee represents OVEC to these entities and school personnel. The way we do our jobs presents

an image of our entire organization. We are all judged ly way we treat those with whom we have contact.
Thereforeoneof ourfirst prioritiesisto be of assistanceo parents,students teachersor administratorswith whom

we have contact in any fashion. Nothing is more important than being courteous, lyigmelpful, and prompt in

the attention you give to thesmdividuals.

Our personal contact with the public, our manners on the telephone and the communications we send are a
reflection not only of ourselves, but also of the professionalism of OVEGivEaslations not only enhance the
image of OVEC, but also pay off in greater loyalty to and respect for OVEC.

Ohio Valley Educational Cooperative Employee Handt
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101 Nature of Employment

It isthe goalof the Boardof Directorsto employqualified personnelfor all positionswith OVECto establishfair and
equitable procedures for transfers, promotions within OVEC; and to provide, to the extent possible, working
conditions and resources to enable each employee to perform to the greatest potential within the employee's
assignedosition.

Thegoalof thishandbookisto provideemployeeswith ageneralunderstandingf our personnelpolicies. TheBoard
of Directors encourages employees to familiarize themselves with the contents of this handbook, as it will answer
many common questions concerning employmentv®VEC.

Employment with OVEC is voluntarily entered into, and the employee is free to resign at will at any time, with or
without cause. Similarly, OVEC may terminate the employment relationship at will at any time, with or without
notice or cause, so hg as there is no violation of applicable federal or state law.

Employment is with OVEC and not a particular program. However, the employee's position may be tied to funding
by a particular program. If funding for the position is eliminated or substdyttcreased, the position may be
eliminated and the employee may be terminated.

Employment with OVEC does not guarantee an employee a set workstation. OVEC reserves the right to transfer an
employee whenever necessary and in the best interest of OVEC.

This handbook cannot anticipate every situation or answer every question about employment. The Board of
Directors does not imply by developing and accepting the policies set forth in this handbook to create a contract,
nor aretheyto be construedto constiute contractualobligationsof anykind or a contractof employmentbetween

OVEC and any of its employees. The provisions of the handbook have been developed at the discretion of
management and, except for its policy of employmatwill, may be amendedr cancelled at any time, at OVEC's
solediscretion.

These provisions supersede all previous employee handbooks and may not be amended or added to without the
express written approval of the Board of Directors or Chief Executive Officer of OVEC. Toewtasary flexibility

in the administration of policies and procedures, the OVEC Board of Directors reserves the right to change, revise,
or eliminateany of the policiesand/or benefitsdescribedn this handbook. Theonly recognizedieviationsfrom the
statedpoliciesare thoseauthorizedby the OVE@oardof Directorsand signedby the ChiefExecutiveOfficer.

102 Employee Relations

OVEC and its Board of Directors believe that the work conditions, wages, and benefits it offers to its employees are
competitive with thoseoffered by other employersin thisareaandin the publicsector.If employeeshaveconcerns

about work conditions or compensation, they are strongly encouraged to voice these concerns openly and directly
to their supervisors.

Our experiene has shown that when employees deal openly and directly with supervisors, the work environment
can be excellent, communications can be clear, and attitudes can be positive. We believe that OVEC amply
demonstrates its commitment to employees by respondifigctively to employee concerns.

Ohio Valley Educational Cooperative Employeanidbool
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103 Equal Employment Opportunity

TheOVE®oardandthe ChiefExecutiveOfficershallexerciseeveryequitablemeansto providethe opportunity for
equal employment to all employees and applicants for employment, withoutrckg race, color, religion, sex
(including sexual orientation or gender identitygenetic information, national origin, political affiliation, age,
handicap or disabling condition, or limitations related to pregnancy, childbirth, or related medicatioosdin
accordance with applicable state and feddaat.

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

The Chief Executive Officer is responsible for the overall adherence to this policy.

OVEC shall engage in a timely, good faith and interactive prézelgtermine reasonable accommodations for an
e mp | o linitationsrelatedto pregnancychildbirth,or relatedmedicalconditions. Reasonablaccommodations
shall be provided as required lgw.

Individuals with Disabilities

No qualified person witha disability, as defined by law, shall, on the basis of the disability, be subject to
discrimination inemployment.

OVE@mploymentpracticesshallbe in accordancevith requirementsof the Americanswith DisabilitiesActof 1990
and Section 504 of the Rabilitation Act 0fl973.

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
quesion as defined in KRS 207.135.

Employees who have a lostgrm or permanent disability may request the CEO to provide reasonable
accommodations necessary for them to perform the essential duties of the position. Reasonable accommodation
shall be provided sirequired by law.

104 Business Ethics and Conduct

The business operation and reputation of OVEC is built upon the principles of fair and ethical conduct of our
employees. Our reputation for integrity and excellence requires careful observance of the sfifigteer of all
applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal
integrity.

Thecontinuedsuccessf OVE@sdependentuponthe trust of our schooldistrictsandwe arededicatedto presening
that trust. Employee®we a duty to OVE@Gndthe schooldistricts,to actin away that will merit the continuedtrust
and confidence of theublic.

OVEC will comply with all applicable laws and regulations and expects its directors, officers, dogeemo
conduct business in accordance with the letter, spirit, and intent of all relevant laws and to refrain from any illegal,
dishonest, or unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide youesjitbct to lines of
acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, the matter
should be discussed openly with your immediate supervisor and, if necessary, with the Chief Executive Officer for
advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every OVEC employee.

Ohio Valley Educational Cooperative Employeanidbool
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105 Hiring
Authority to Employ

Appointments promotions,andterminationsof employeeswill be madeby the ChiefExecutiveOfficer. The CEQwill

prescribe the duties and administer compensation as established by the appropriate salary schedule as adopted
annually by the Board and any relevant addendums as adopted by the Board as needed. The CEO shall inform the
Board of all personneilctions at the next regularly scheduled Boardeting.

TheChiefExecutiveOfficer,in determiningthe eligibility of a particularcandidatefor electionto aposition,will select
that person whose qualifications best meet the requirements of the jobessribed by the jobescription.

No person will enter upon the duties of a position requiring certification qualifications until his/her certificate has
been filed or credentials registered with the Cooperative.

For certified staff, contracts will be anded for a maximum period of one (1) year (partial year for-yadr start).

Following successful completion of a sixrf&nth probationary period, nowertified employees will be awarded a
contract for the remainder of the current fiscal year.

Contrads for reemployment shall be presented to the employee on or before July 1 of each year. The contract
should be returned to the immediate supervisor within ten (10) working days of receipt.

Employment of staff is employment with OVEC, but not in a pdeiqosition.

For employees who are hired pursuant to, and directly as a result of, an agreement with an outside agency, the
termsof said employmenshallbe dictated by the agreement.If the policiesstatedaboveandthe agreementdiffer
or are in conifct, the terms of the agreement shaltevail.

Hiring of Relatives

TheCEGshallnot employanindividualwhenemploymentwould resultin directline supervisiorof, or by, arelative
of a current employee. For pelertgpfatherensother,forothen, siser, pusblarid,c y ,
wife, son, daughter, aunt, uncle, samlaw, anddaughterin-law.

Creation of New Positions

Thecreationof anew positionshallrequireprior approvalof Boardof Directors.TheCEGshallemployall employees,
but is encouraged to use the committee process regarding employment of any employee. Terms and conditions of
employmentfor all employeesshallbe determinedby the CEOin accordancevith OVE@oardpersonnelpolicies.

No director, manager, supeisor, or representative of OVEC has the authority to enter into any employment
agreement, promise, or commitment for any specific period of time except the CEO. Any employment agreement
shall be in writing and be signed by the CEO.

Job Posting
Newandvacantpositionsof the Cooperativewill be advertisecthroughpostinglinksonthe OVEQveb site. However,

this process may be waived in filling those positions that are the direct result of a Memorandum of Agreement
entered into by the Cooperative and &gency.

Ohio Valley Educational Cooperative Employeanidbool
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The CEO shall give first consideration for openings to applicants who are current OVEC employees and who hold
gualifications equal to or better than those required for the position. This provision shall not be interpreted to limit
the discretionof OVEQo seekandobtainthe bestqualifiedindividualfor employmentwith OVECThepostingshall
includerequirededucation,experiencepasicdutiesandresponsibilitiesdate of openingandclosingfor acceptance

of applications, and the salary ofdgposition.

Criminal Records Check

The CEO or designee shall require all new employees to submit to a state criminal record check by the Background
Investigation Bureau (BIB) or Administrative Office of the Courts (AOC) and a fingerprint police hecardscpart

of the initial employment process. Additional background checks may be required for child care/daycare positions.
OVEC will bear the cost of any of these services.

No Head Start employee or other employee directly responsible for workingsiittents will be placed on the job

until the CEO receives the results of any background check and verifies that the employee is qualified for final
employment. After reviewing the background checks, the CEO shall either qualify the individual for fileglreemt

status or terminate the employment process. Reasons for terminating the employee on the basis of the background
checks include, but are not limited to, past or present criminal behavior threatening to the welfare of children, other
employees, schal district employees, or the community. The CEO may also terminate the employment process as
a result of the background checks if any reveal behavior or patterns of behavior inappropriate for an individual
responsible for the welfare of children. In addit, the CEO may terminate the employment process if the
background checks indicate criminal activity including but not limited to, fraud, embezzlement, or other misbehavior
involving the handling of funds.

A state criminal record check shall also be perfed every two (2) years for each OVEC employee.

All prospective employees whose job functions include financial management, budgeting, purchasing or executing
payments, deposits, or preparing financial documents, shall be required to sign a documafirgigtheir
understanding of, and intent to comply with, established fraud prevention measures.

TheCEQnayrequirethroughbid specsor negotiationrequirementsthat a contractorsubmitto a nationalandstate

criminal history background check by theritucky State Police and the Federal Bureau of Investigation in keeping
with KRS 160.380. "Contractor” shall refer to an adult who is permitted access to OVEC property pursuant to a
current or prospective contractual agreement. The term "contractor” inetudn employee of @ontractor.

106 Medical Examinations

The Board may require an employee upon initial employment, to submit to medical examinations, including a TB
test, provided they are based on jablated criteria and comply with ADA and privacy reqgoieats. Initial
examination will be at the expense of the employee.

107 Immigration Law Compliance

OVEC is committed to employing only United States citizens and aliens who are authorized to work in the United
States and does not unlawfully discriminate on Haesis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of
employment, must complete the Employment Eligibility Verification Forén dnd present documentation
establihingidentity and employmenteligibility. Formeremployeesvho are rehired must alsocompletethe form if

they have not completed and with OVEC within the past three years, or if their previedissl no longer retained

or valid.

Ohio Valley Educational Cooperative Employeanidbool
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Employees with questits or seeking more information on immigration law issues are encouraged to contact the
Human Resources Office. Employees may raise questions or complaints about immigration law compliance without
fear of reprisal.

108 Conflicts of Interest

An actual or poteritil conflict of interest occurs when an employee is in a position to influence a decision that may
resultin a personalgainfor that employeeor for arelative asaresultof OVEMusinesglealings Personafainmay

result not only in cases where an erapée or relative has a significant ownership in a firm with which OVEC does
business, but also when an employee or relative receives any kickback, bribe, substantial gift, or special consideration
as a result of any transaction or business dealings img®V/EC.

No OVEC employee with decisioraking authority over the financial position of OVEC shall have any pecuniary
interest, either directly or indirectly,in anamountexceedingwenty-five dollars($25.00)per year, at the time of or

after appointmen, in supplying any goods, services, property or merchandise for which Cooperative funds are
expended. Nor shall any such person receive directly or indirectly any gift, reward, or promise of reward for goods,
services, property, or merchandise of any kindwhich OVEC funds aegpended.

Unless prior arrangements are made with the CEO, any device, publication or any other item to be copyrighted
developed during the employee's paid time shall be OVEC property.

Employees shall not profit monetarily thrgh use of confidential information gained in the course of or by reason
of their position of employment with OVEC.

Exception

This policy shall not prohibit the CEO from approving-oomtracted personal services for the benefit of OVEC.

110 Outside Activities

Employees may not perform any duties related to an outside job or personal business during their regular working
hours.

Consulting Activities

Except as may be limited or prohibited by an individual contract, OVEC employees may serve as cotwsultants
outside agencies, public and/or private, provided that consultant work does not interfere with the performance
responsibilitieof the employee Consultingduringworkinghoursrequiresprior authorizationby the ChiefExecutive
Officer. Paid consultarwork shall be performed on the employee's otime.

Professional Research and Publishing

Professional research and publication by employees that involve local school information about students and staff
and other reserved data require prior permissiohthe local district superintendent and shall be implemented in
keeping with state and federal requirements concerning confidentiality of records, school research, and/or other
such pertinent information.

An employee must receive authorization from tleedl district superintendent to have access to student or staff
information or to utilize any schoeklated information, school system records, or data from a local school system.

Ohio Valley Educational Cooperative Employeanidbool
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Services to Other Agencies and Organizations

Employees shall not particpe as a speaker or facilitator in their capacity as$2ME@mployee or representative

at a convention, workshop, or other program sponsored by another agency or organization without notification to
their immediate supervisor. Except in the event of d famute request, permission to participate in an event shall

be obtained at least five (5) days prior to the activity.

Employeeshallnot accepthonorariaor other compensatioraboveandbeyondthe salarypaid by OVEGrom other
agencies or organizatienwith which OVEC works in the educational arena without prior permission of the CEO
obtained at least five (5) days prior to the activity. Such groups include, but are not be limited to, the Kentucky
Departmentof EducationKEAKASAKHSAAregionalcooperativesand Kentuckyschooldistrictsthat are members

of OVEC. In the event an employee receives permission to accept compensation from such grospalls/he

1 Perform services for such other agency or organization on his/her personal time at noanpgest to
OVEC, and at no detriment to his/her own performance for OVEC, taking leapprapriate;

1 Not be considered to be an employee of OVEC (for any purpose) during the time that the employee is
preparing for, traveling to and from the performanoéand performing services for such other agency or
organizationand

1 Disclaimhat s/he representsOVEGiuringthe time that s/heis performingservicedor the other agencyor
organization.

Media Presentations

Employeeshallnot plan,acceptor schadule anappearancen radioor televisionin their role asan OVE&mployee
without notifying their immediate supervisor. In such instances, the supervisor/director shall notify the CEO of the
planned appearance as soon@sssible.

In response to mediaequests, directors are authorized and encouraged to provide information on -aeeded,
impromptu basis in keeping with their OVEC responsibilities. Examples would include responding to telephone and
written requestsor spur-of-the-momentverbalrequestsfor information. In suchcasesnotificationto the CEGshall

not berequired.

For further information, refer to Policy 03.1721.

112 Confidentiality of Records

Data and information concerning students may be collected to provide a sound basis for edakdgcisions and
to enable OVEC program staff to prepare necessary reports. The Chief Executive Officer shall establish procedures
for confidentiality and information access in compliance with the Family and Education Rights and Privacy Act.

Student inbrmation shall be made available to the parent of a dependent student or eligible student on request.
Eligible students include those eighteen (18) years of age or over or those duly enrolled irsaqmatary school
program Parents or eligible studenthall be provided a copy of records on written request. Such copies shall be
provided in a manner that protects the confidentiality of other students.

The parent or eligible student shall be granted a hearing regarding the contents of the record @mwneijtest to

the CEOIf the hearingresultsin a findingthat the recordisinaccurateor misleadingn whole or that informationin

the record violates the privacy or other rights of the student, it shall be duly amended. If the hearing finds no
impropriety in the record, the parent or eligible student will be informed of the right to enter in the record a
comment or exception to the written record.

Ohio Valley Educational Cooperative Employeanidbool
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Noindividualor agencymayhaveaccesgo the recordwithout the written consentof the parentor eligibe student
except the following as provided tgw:

1 Otherstaffof the Cooperativeor memberschooldistrictswho havebeendeterminedbythe ChiefExecutive
Officer to have a legitimate educationaterest;

i Officials of another school or school distiiic which the student enrolls or plans émroll;
1 Authorized representatives of specific federal and state officials authorizéahy
1 State and local officials to whom reports are mandatedtayute;

1 Organizations conducting educational studiesddegitimate educational purpose, provided the
confidentiality will beassured,;

1 Accrediting organizations in carrying out thieinctions;
1 Compliance with a judicial order or lawfully issued subpoana;
1 Appropriate parties in a health or safety emengy as determined by the Chief Execut®fécer.

Personally identifiable student information may be released to those other than employees who are designated by
the CEO in connection with audit, evaluation, enforcement, or compliance activities reg&redegal or State
programs. Suchdesignatiormustbe executedin writing with the authorizedrepresentativeand specifyinformation

as required by 34 CFR Pa&t.35.

Duty to Report

If it isdeterminedthat OVE&annotcomplywith anypart of FERPAr its implementingregulationsdueto a conflict
with state or locallaw, the CEO/designeeust notify the FamilyPolicyComplianceDffice (FPCOyvithin forty-five
(45) days of the determination and provide the text and citation of the conflicting law.

Alist of allindividualsor agencieswhorequestaccesgo the record,whetheror not it isgranted,shallbe maintained
in the record and accessible to the parent or eligible student. The list shall include name, address, and purpose of
inspection.

Whenstudent recordsare transferredpursuantto a studenttransferout of a programoperatedby the Cooperative
to asimilarprogramoperatedby anotheragencyareasonablettempt shallbe madeby the CEO/designe® notify
the parent or eligiblestudent.

Annual notice shall be provided to parents or eligible students of the types and locations of student records
maintained by the Cooperative, the titles of officials responsible for the records, and of the parents and eligible
students' rights to access such reds.

Employee Records

HumanResourcepersonnelshallmaintaina masterpersonneffile for eachemployeethat documentsemployment
history. This file shall be under the custody of @ieO/designee.

All employee records are to be considered confidendial, except for access by the individual employee, are
availableonlyto other personnelasdesignatedy the CEOThoseportionsof personnelrecordscontainingmaterial

of a personal nature, the disclosure of which would constitute an invasion of prieaeynot open for public
inspection.

Medi cal i nformation shal/l be maintained separately frol

Ohio Valley Educational Cooperative Employeanidbool
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201 Employment Status
Employee Classifications

At time of employment, personnel status shall be determined basethe following designations:

i Certified- Anemployeeholdinga positionthat requiresafour-yeardegreewhoisconsideredas* e x e mp t
under Wage and Hoigtandards.

' Noncertified— An employee holding a position that does not require a fpear degee who, depending
on the position,maybe consideredaseither* e x e rpg tn"eenx e mmdetWageandHourstandards.

9 Probationary ¢ Non-certified employees working an initial gixonth period, after which it will be
determined whether employment wittontinue.

All other classifications, as listed below, shall not be eligible for any employment benefits beyond pay and coverage
required by law:

 ConsultantAn i ndividual who provi-nneesdmssr vi ces for OVEC

1 Temporary Anemployeewhoishiredto work either part-time or full-time no more than six(6) consecutive
months. The prior written authorization of the CEO shall be required before a temporary employee begins
his/her sixth month oemployment.

202 Employment Applications

OVEC reliespon the accuracy of information contained in the employment application, as well as the accuracy of
other data presented throughout the hiring process and employment. Any misrepresentations, falsifications, or
material omissions in any of this informatiar data may result in the exclusion of the individual from further
consideration for employment or, if the person has been hired, immediate suspension from work. The Chief
Executive Officer may then move to terminate the employee.

203 Employment Reference Checks

To ensure that individuals who join OVEC are well qualified and have a strong potential to be productive and
successfuit isthe policyof OVEQo checkthe employmentreferenceof all applicants.TheHumanResourcesffice

or designee performs b&ground and reference checks on applicants. All applicants for positions with OVEC undergo
this preemploymentprocess.

OVEWvill respondin writing to thosereferencecheckinquiriesthat are submittedin writing by potentialemployers.
Responses to tefihone inquiries will confirm only dates of employment, wage rates, and position(s) held unless

prior approval has been agreed upon by the employee or former employee. No employment data will be released
without a written authorization and release signedthg individual who is the subject of thequiry.

206 Supervision
Each employee will be assigned a supervisor.
Job Descriptions

There shall be written job descriptions for all employees of OVEC. Job descriptions shall include qualifications,

Ohio Valley Educational Cooperative Employeanidbool
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reportingrelationships, performance responsibilities (including physical demands), work year, and salary schedule.
Standards of Conduct

In order to fulfill the mission and goals of OVEC, the work environment must reflect an atmosphere of cooperation
and professinal courtesy. To promote such an atmosphere, employees shall conduct themselves during their
working hours and, in the context of their assigned duties, in a manner consistent with the following standards:

1 Employees shall demonstrate civility and profesal courtesy to all individuals with whom they have
contact.

1 Employeeshalladdressaandpubliclyrefer to their co-workersonlyin termsreflectingrespectandcommon
courtesy. Examples of behaviors that should be avoided include profane or insdtimg ealling, stories,
or pictures of or about a eaorker intended to stigmatize him dver.

1 Employeesvho fail to observethesestandardsshallbe subjectto appropriatedisciplinarymeasuresyp to
and includinglismissal.

1 Employees are expected to v policy in intervening and reporting to their supervisor those situations
that endanger the safety of students, other staff members or visitors to the school. Such instances shall
include, but are not limited to, bullying or hazing of students and ramemt / discrimination of staff,
students or visitors by anyarty.

1 Employees shall cooperate fully with all investigations conducted by OVEC as authorized by policy or law.
Failure to comply may be considergdubordination.

209 Promotions and Transfers

Only the Chief Executive Officer is authorized to transfer employees. The Chief Executive Officer shall report all
transfers made under this policy to the Board of Directors.

Voluntary Transfers

Employees desiring a transfer or reassignment and with propedifications shall be given due consideration.
Requestshallbe madein writing to the CEQwith acopysenttothee mp | o iymediatesupervisor. Anemployee
shall not be permitted to transfer into a position where they would directly supervise supervised by a relative
as defined in Polic§3.11.

Involuntary Transfers

When extenuating circumstances dictate the transfer or reassignment of personnel, the CEO shall have sole authority
to make such transfers or reassignments. In such instances,tae mp| oyee’' s preferences for
due consideration by the Chief Executive Officer.

Promotions

Only the Chief Executive Officer is authorized to promote employees. The Chief Executive Officer shall report all
promotions made under tis policy to the Board of Directors.

Whenanewpositionor vacancyoccursthat isatalevelaboveane mp | o gueeatposition,in termsof payand/or
responsibility, all qualified employees, except for those on probationary status, may apply fpositeon. The
appointment process may require employees to compete for the promotional position with all other interested
parties both within and outside th€ooperative.
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TheCEQnaypromote anemployeeinto a vacantor new positionwithout advertisingthe positionor vacancyif such
an action is in the best interest of tif@ooperative.

210 Personnel Data Changes

It isthe responsibilityof eachemployeeto promptly notify OVE®f anychangesn personneldata. Personamailing
addresses, telephone numbersymber and names of dependents, individuals to be contacted in the event of an
emergencyeducationalaccomplishmenandcertificationchangesandother suchstatusreportsshouldbe accurate
andcurrentat alltimes. If anypersonneldatahaschangednotify the HumanResource©ffice. Thefailureto report
personnel data changes may adversely impact the employee's pay and hepgfiams.

212 Access to Personnel Files

OVEC maintains a personnel file on each employee. The personnel file includes suchtiofoas the employee's
job application, resume, records of training, documentation of performance appraisals and salary increases, and
other employment records.

Personnel files are the property of OVEC, and access to the information they contaitiésecesGenerally, only
those employees authorized by the Chief Executive Officer who, due to their job responsibilities, have a legitimate
reason to review personnel information may have access to the files.

Employeesvho wishto reviewtheir own file should contactthe HumanResource®ffice. With reasonableadvance
notice, employees may review their own personnel files in OVEC's offices and in the presence of an individual
designated by the Chief Executive Officer to maintainfities.

281 Evaluation of Staff

The CEO/designee shall be responsible for evaluating OVEC personnel.

Although supervisors and employees should discuss job performance and goals on an inforr@idalayasis,
formal evaluationswill be completedannuallynot later than April 15" of eachyear. Theevaluationsshalldocument
employeeperformancein relationto the responsibilitiesetoutinthee mp | o jpbedestriptionandspecificareas
in need forimprovement.

Immediatesupervisorshouldcompletea summaryevaluationfor new probationaryemployeesandfor employees
experiencing performance problems each month, but no less frequently than every ninety (90) vaanking

For those employees who are hired pursuant to, and as a direct result of, an agreement with an outsidg age
evaluationanaybe madeby saidagencyijn lieu of the requirementssetforth herein. Theevaluationshouldcontain
input from the local education agencies (LEAS) to which the staff person nmessigmed.

The procedures for evaluations shall be &fighed and implemented by the CEO. Evaluations, along with any
response materials an individual employee wishes to submit, are confidential and will become a part of the
empl oyee’s permanent record.

The evaluation shall be discussed with each employed, & needed, the employeand evaluator will develop a
professionabrowth plan.If the employeeis hired asa result of an agreementwith an LEAsuchLEAsuperintendent

or designee may participate. The employee will be asked to sign the evaluatioatindithe evaluation has been
discussed with the employee, but not necessarily to imply agreement or disagreement with the evaluation. If an
employeebelieveshat the evaluationproceduresestablishecandimplementedby the CEChavenot beenfollowed,

the employee may submit an appeal within ten (10) days of the evaluation, of the procedural issue only, to a three
(3rmember appeal panel elected from the full time staff@fEC.
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The evaluation may form the basis for decision of the CEO regarding theiindiu a |
OVEC.

282 Compensation
Salaries

The Board of Directors shall establish the salary of the CEO annually. The CEO shall recommend salaries for all
employees within the budget parameters established by the Board of Directioesndrmal practice would be to
grant ccop employees the average increase as provided by the system members.

An experience increment on the salary schedule shall be based on completion of a minimum 75% of the annual
contractyearof employmentwith a qualfied educationalor governmentabgencyin afiscalcalendaryear. Addition
of days to be worked beyond the original contract for a position requires prior Exgmmeval.

Experience Verification — Non-Certified

Effective July 1, 2008, years of expedertlaimed by new noepertified hires and employees transferred internally
shall be verified using procedures developed the CEO/designee for purposes of establishing compensation. A
maximum of ten (10) years verified n@VEC experience for n@dVEC emplayent will be accepted.

Pay Dates

Employees shall be paid via direct deposit on thé aad last day of each month or on the last preceding working
day when the payday falls on a Saturday, Sunday, or holiday.

Overtime

FLSA nomexempt employees shall havork overtime hours beyond a forty (4@pur workweek without prior
written authorization of their immediate supervisor. If overtime is approved, and employees do not take
compensatory time during the same work week, then they shall be paid overtimatghg rate of one and one

half (1¥%) times the regular hourly rate.

Overtime pay is based on actual hours worked. Time off on sick leave, vacation leave, or any leave of absence will
not be considered hours worked for purposes of performing overtimeutations.

Employees who work overtime without receiving prior authorization from the supervisor may be subject to
disciplinary action, up to and including possible termination of employment.

301 Employee Benefits

Eligibleemployeesat OVEG@re providedawide rangeof benefits.Anumberof the programg(suchasSocialSecurity,
workers' compensation, state disability, and unemployment insurance) cover all employees in the manner
prescribed byaw.

Benefits eligibility is dependent upon a variety of fastoincluding employee classification. Your supervisor can
identify the programs for which you are eligible. Details of many of these programs can be found elsewhere in the
employeehandbookor youmayaskthe HumanResource®fficeor the ChiefExecutiveOfficerfor moreinformation.

Some benefit programs require contributions from the employee. OVEC or the Commonwealth of Kentucky match
some of the contributions. Other benefits are totally optional and paid entirely by the employee.
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Changes in Retirement Status or Benefits

It is the responsibility of the employee to contact the appropriate retirement program regarding the employee's
retirement status or additional benefits available from the retirement system.

OVEC Role and Responsibility in Handling Fringe Benefit Programs
OVEC's role in all fringe benefit plans is simply to provide the employee with optional plans available from a variety
of insurance companies and other vendors, and to handle payroll deductions and payments to the insurance

companies.

The OVEC office staff are not insurance or retirement specialists. Employees should address any questions about
policiesor specificcoverageandbenefitsto the insurancecompanyor companiesr retirementssystemin question.

Any information an emjplyee obtains from OVEC office staff regarding specific insurance, retiremetukefracxed

or annuityprogrambenefitsor restrictionswithin policies,is solelythe opinionof staffandnot necessarilyeflecting
the true benefits or restrictions on anyehefits offered by a particular benefitogram.

303 Annual Leave

Each fulitime (12 month) employee who is employed on a 240 to 260 day contract shall be allowed annual leave
with pay at the following rate:

Years of Service Annual Leave Days
0-3 yearsof service 0.83 leave day/month (10 per year maximum divide
equally over 12 months)
3+ years of service 1%, leave days/month (15 per year maximum)

Thefirst six(6) monthsof employmentfor a non-certified employeeis consideredorobationaryemployment.During

this probation period annual leave is accrued, but will not be available for use until the first day of the month
following the completion of the probationary period. Should employment terminate or if the employee resigns
during or at the end of ampbationary period, any accrued leaveasfeited.

For employees who have worked three (3) years or longer, in a position qualifying for annual leave, or transfer into
apositionqualifyingfor annualleave annualleaveisaccruedat the rate of 1v4daysper month, beginningthe month

after completion of their 3 year anniversary. Annual leave shall accrue only when an employee is working or on
authorized leave with pay.

An employee must have worked or been on paid leave for more tharhaifg2) of tle work days in a month to
qualify for annual leave. Annual leave shall become available for use on the first day of the month following
completion of a qualifying month. Leave shall be taken in-lbalfull-day increments.

If employmentterminatesor if the employeeresignson the lastday of a month, the final day of earnedannualleave

will be included in any unused annual leave payout on the final check. However, failure to give the required notice
of resignationby the deadlinessetout in policy03.17 shallresultin forfeiture of paymentfor accruedannualleave.

If an employee is dismissed for cause, including, but not limited to, abandonment of job, accrued annual leave will
be forfeited.

Annual leave may be accumulated and carried forward from (@) fiscal year to the next, not to exceed twenty
(20)days.Unusedannualleavein excesf 20 dayson June30 will be creditedto the employeessickleaveaccount

on July 1 of the next fiscal yedihe maximum annual leave to be creditedtoanempdoyes si ck | eave acc:
year shall not exceed fifteen (15) days. The maximum annual leave payout for an employee retiring on or prior to
June30is 35days.Allannualleave musbe approvedandscheduledby the ChiefExecutiveOfficeror designee.
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Absencedueto sicknessinjury, or disabilityin exces®of that hereinafterauthorizedfor suchpurposeor in excesof
available noAvork days will be charged against annigalve.

Employees are charged with annual leave for absences only on days fdr theic would otherwise work and
receive pay.

When grants are to be terminated, accumulated annual leave must be taken during the grant work period. Any
annual leave time not taken during the grant work period will be lost.

Foranypersonswho movefrom a positionthat qualifiesfor annualleaveto a positionthat doesnot qualify,annual
leave will be paid out at the time ¢rfansfer.

Anyemployeewho leavesa positionthat qualifiesfor annualleavefor a period of 90daysor longer,throughtransfer

or termination, and subsequently returns to a qualifying position shall not receive credit for years of service as it
pertains to annualeave.

305 Holidays

All fulktime employees shall be paid for holidays as follows:

DAYS EMPLOYED PAID HOLIDAYS PAID HOLIDAYS
185219 4 Labor Day, Thanksgiving Day,
220250 6 Independence Day, Labor Day, Thanksgiving Day, Christmas [
New Year'’' s Day, Memor i al Day
251-261 9 Independence Day, Labor Day, Thanksgiving Day, Day
Thanksgivingchr i st mas Day, Day af't
New Year'’' s Day, Memor i al Day

If any of these holidays occur on a rworkday, then the CEO shall select an alternate day for the observance.
Employees on Leave
Employees on paid leave of absence a time of an official OVEC holiday shall receive pay for that holiday.

Employees on unpaid leave of absence shall not be paid for the holiday.

306 Workers' Compensation Insurance

OVEC provides a comprehensive workers' compensation insurance program at tmemmgioyees. This program
covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital
treatment. Subject to applicable legal requirements, workers' compensation insurance provides benefits after a
shortwaiting period or, if the employee is hospitalized, immediately.

When an employee sustains serious or-tlieeatening injuries, he/she should seek medical attention immediately.
TheHRdepartmentshouldbe notified assoonaspossibleafter treatment hasbeenreceived,or in the caseof minor
injuries, HR should be notified i mmediately. The empl o
and submittinga FirstReportof Injury to the HRdepartmentin OVECThisreport shouldbe submittedas soonas
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possible put not later than 24 hoursfrom the time of injury. Failureto completethe report in atimely mannercould
jeopardi ze worker' s cemppyeensati on benefits for the

Neither OVEQor the insurancecarrierwill be liablefor the payment of workers'compensatiorbenefitsfor injuries

that occur during an employee's voluntary participation in anydoffy recreational, social or athletic activity
sponsored by themployer.

307 Sick Leave

OVEQrovidespaidsickleavebenefitsto all eligble employeedor periodsof temporaryabsencedueto ilinessesor
injuries. Eligible employee classification(s) for sick |&aclede:

* Regular fultime employees (including probationary employees)
*  Regular partime employees (including probationagynployees)

Basedon contractualstatusand effectiveJulyl, 2010, eligibleemployeeswill be grantedsickleaveeachyearon the
followingbasis:

Contract Days Annual Sick Days
220260 12 days
185219 10 days
125184 5 days

For employees hired afteulyy 1 or on a limited contract extension, the number of sick days granted will be based
upon the prorated days of the contract.

An employee may use up to thirty (30) days of sick leave immediately following the birth or adoption of a child or
children. Ad i t i onal days may be used when the need is verifi

Paidsickleaveshallbetakenin half- or full-dayincrements. Forpurposesof this policythe workingdayis considered

the numberof hoursper day specifiedin the employee ’caentract. Aneligibleemployeemayusesickleavebenefits

for an absence due to his or her own illness, injury, or medical or dental appointments. Sick leave may also be used
for the illness, injury or medical or dental appointments of a parent, chitdther, sister, or the spouse of any of

them, or any person related by blood or affinity with a similarly clesationship.

Employees who are unable to report to work due to personal iliness or injury should notify their direct supervisor
before the scheduled start of their workday if possible. The direct supervisor must also be contacted on each
additionalday of absencelf an employeeis absentfor three (3) or more consecutivadaysdueto personalillnessor
injury,astatementfromthee mp | o lyealtbcarseproviderwill berequiredto verify the disabilityandits beginning

and expected ending dates. OVEC may request such verification for other sick leave absences as well and such
verification may be required as a condition to receiving sickvdebenefits. An employee must provide
administratively acceptable evidence or medical certification within fifteen (15) days of the agency's request. If the
employee is unable to provide evidence, despite the employee's diligent, good faith effortsshe orust provide

it within areasonableperiod of time, but no later than thirty (30)calendardaysafter the agencymakesthe request.

If the employee fails to provide the required evidence within the specified time period, he or she is not entitled to
sickleave.

Sick leave can also be taken for illness in the immediate family or for the purpose of mourning a member of the
s i mmediate family. | mmedi ate family shall me

empl oyee e
foster children), gradchildren, daughterén-law and sondn-l a w, brothers and sisters, p a
grandparent s, and spouse’s grandparents, withawt refer

other bloodrelativewhoresidesn the employeé Isome.OVEQimitsleavesunderthesecircumstanceso three (3)
working days; however the Chief Executive Officer may grant a reasonable extertsios. of

OVEC also grants sick leave when the employee suffers from a catastrophic loss to his csdmed peoperty due
to either a natural disaster or fire that either has caused or will cause the employee to be absent.
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Sick | eave benefits wild.l be calcul ated based on the
leavebenefitswill be allowedto accumulatendefinitely. OVEQuill acceptsickleavedaystransferredfrom a district
providing there has been no break in service of 90 days or longer. Sick leave must be transferred within the first 60
days of employment with OVEC. Any emplwho leaves a position that qualifies for sick leave for a period of 90
days or longer, through transfer or termination and subsequently returns to a qualifying position shall forfeit any
previously accrued sick days. Please refer to Policy 03.175féomition concerning benefits relating to unused

sick leave at time aktirement.

OVEC may grant sick leave without pay to disabled employees for as long as the disability caused by sickness or
illnessor pregnancyast, providedthe unpaidleavedoesnot exceedthe balanceofthee mp | o goetract. Atthe
termination of sickleavewithout pay,the Boardmayreinstatethe employee Forinformation concerning-MLAsee
Policy03.12322.

Sick Leave Donations

Sick leave donation refers to the voluntary tdioution of accumulated sick days by one employee to another
employee under procedures established by this policy. Sick leave donation shall be considered under the criteria
established in this policy.

Employees possessing thirty (30) or more accumulatekl days are eligible to volunteer up to fifteen (15) days of
their accumulatedsickdaysto anotheremployee. A donatingemployeemay not requestan amountof sickdaysbe
donated that reduces his or her sick leave balance to less than fifteen (15) day<hief Executive Officer must
approve the request to transfer sick leave days. An employee on probationary employment shall not be eligible to
participate in the sick leave donatigmogram.

An employee is eligible to receive donations of sick lefave

1. The employee or a parent, child, brother, sister, or the spouse of any of them, or any person related by
blood or affinity with a similarly close relationship suffers from a medically certified illness, injury or
impairmentor physicalor mentalcondtion that hascausedor islikelyto causethe employeeto be absent
for at least ten (10) daysr

Theemployeesuffersfrom a catastrophidossto hisor herpersonalpropertydueto eitheranaturaldisaster
or fire that either has caused or will cautbee employee to be absent for at least ten (10) or maags.

2. The employee receiving the donation must have exhausted their accumulated sick leave and all other
available accumulated paid leave provided by Guoperative.

3. Theemployeereceivingthe donation hascompliedwith the C 0 o p e r @oliciesgogerninghe useof sick
leave.

All donations of accumulated sick leave are voluntary and no employee or supervisory personnel may in any way
require,demand,or pressureany employeeto donateaccumulaed sickdays.Violationof this provisionshallresult
in disciplinary action by the Chief Execut®#icer.

Any sick leave that remains unused or is not needed by the employee shall be returned to the employee donating
the sick leave.

TheChiefExecutve Officeror designeeshallmaintainin currentandaccuratestatusthe recordsof accumulatedsick

leave for each employee. Employees desiring to donate one or more accumulated sick days shall complete the
appropriateSickLeaveDonationForm.TheChiefExecutiveOfficeror his/her designeeshallverify that the donating
employee as well as the recipient employee meets the requirements of this policy before approvitup#tien.
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311 Jury/Court Leave

Employees shall be entitled to leave of absence fahrties, 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 the employee or a member of his/her farlyparty 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. Employees shall be granted jury duty withrrpgyléess any
compensation received as jury pay.

Personsvho will be absentfrom work for jury/court leavemustgiveadvancenoticeto theirimmediatesupervisors.
Documentation of such |l eave shall be prmgoutina lénitedtopon t he
the initial letter notifying the employee that (s)he isgerve.

313 Benefits Continuation (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified
beneficiaries the opportunityo continue health insurance coverage under OVEC's health plan when a "qualifying
event” would normally result in the loss of eligibility. Some common qualifying events are resignation, termination
of employment,or deathof anemployeecoveredundera couple or family plan;areductionin anemployee'shours

or aleaveof absencean employee'divorceor legalseparation;anda dependentchild no longermeetingeligibility
requirements.

Under COBRA, the employee or beneficiary pays the full cost of agaest OVEC's group rates plus an
administration fee. A written notice is provided to each eligible employee describing rights granted under COBRA.
The notice contains important information about the employee's rights and obligations.

If you and/or your @pendent(s) lose your group health insurance coverage due to termination of employment,
reductionin hoursworked,yourdeath,divorceor legalseparation yourentitiementto Medicare,or yourdependent
child(ren) becoming ineligible under your plan, y@u they) have the right to continue coverage at your (or their
own expense) undeCOBRA.

Qualifying Events that entitle you to COBRA coverage Length of coverage

Termination of employee’s empl oy mg 18 Months
(Former employee & covededependents)

Reduction of hours worked by the employee 18 Months
(Employee and covered dependents)

Death of a covered employee 36 Months
(Surviving spouse and covered dependents)

Divorce or legal separation from the covered employee* 36 Months
(Spouseand covered dependents)

Employee becomes entitled to Medicare* 36 Months
(Spouse and covered dependents)

Dependent child covered under plan, ceases to be an eligible dependent ur 36 Months
the terms of the Plan *(e.g., reaches age limit, marries beowise loses
dependent status)

Persons considered to have total disability, according to Social Security 29 Months
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*  Employee’s Responsibility — You must notify your agency within 30 days when one of these qualifying
events occur, or risk jgardizing your COBRights.

x  Electing COBRA —Employeesnd/or their covereddependentsvho areentitled to COBRAoveragewill be sent
notification by the employee’'s agency. | f COBRA i
completed heah insurance application must be submitted per instructions in the COBRA packet. The initial
premium, which must cover all periods back to the date of the qualifying event, must also be submitted.
Subsequent payments should be sent directly to ¢herier.

x  Employees with Disabilities — COBRAllowspersonsconsideredo haveatotal disability(whilewaitingapproval
for Medicare) to maintain insurance for up to 29 months from the date of the initial qualifying eventLIrhe
month disability extension muisbe requested through the Personnel Cabinet, Department of Employee
Insurance, before the original 18 months of COBR#res.

x  Open Enrollment — COBRA participants will be allowed to change carriers, benefit levels, and/or level or
coverage during Opemioliment. Information and an application will be sent to all COBRA participatite by
carrier.

316 Health Insurance

OVEC's health insurance plan provides employees and their dependents access to medical insurance benefits.
Employees in the following employnt classifications are eligible to participate in the health insurance plan:

* Regular fultime employees
* Regular partime employees (80+ hours paronth)
* Probationary employees (80+ hours peonth)

Eligibleemployeeamayparticipatein the healthinsuranceplansubjectto all termsand conditionsof the agreement
between OVEC and the insurarczerier.

A change in employment classification that would result in loss of eligibility to participate in the health insurance
planmay qualifyan employeefor benefitscontinuationunder theConsolidateddmnibusBudgetReconciliatiorAct
(COBRA). Refer to the Benefits Continuation (COBRA) policy foinfiooneation.

Details of the health insurance plan are described in the Summary Plan Description (SPD).afwd BFformation
on costof coveragewill be providedin advanceof enrolimentto eligibleemployeesContactthe HRdepartmentfor
more information about health insurandeenefits.

317 Life Insurance

Life insurance offers you and your family important fio@h protection. OVEC and the state of Kentucky provide a
basic life insurance plan for eligible employees. Additional supplemental and/or dependent life insurance coverage
may also be purchased.

Employees in the following employment classifications digil#e to participate in the life insurance plan:
* Regular fultime employees
* Regular partime employees

* Probationaryemployees

Eligible employees may patrticipate in the life insurance plan subject to all terms and conditions of the agreement
between O/EC and the insurance carrier.
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Details of the basic life insurance plan including benefit amounts are described in the Summary Plan Description
provided to eligible employees. Contact the Human Resources Office for more information about life insurance
benefits.

319 Employee Assistance Program

It is the sincere intent of OVEC to provide a work environment conducive to high employee productivity and job
satisfactionln orderto minimizeinfluencesthat cannegativelyimpactemployeemoraleandproductivity, the Board
provideseligibleemployeesand dependentswith the opportunity to participatein an EmployeeAssistancé&rogram

(EAP).

The EAP service provides a specified level of assistance to eligible employees and their eligible dependents as
outlined n the agreement with the vendor. In the event that employees or their eligible dependents exceed the
maximum level of services provided in the contract between the EAP vendor and OVEC, they may arrange to
continue to receive services by paying for any &iddal services or use any applicable insurance program or both.
Voluntary Participation

Employees who are experiencing stress or difficulty coping to the extent they may feel their work performance is
affected are encouraged to voluntarily seek coumggland information by contacting the EAP provider directly.
Complete confidentially is assured the employee by the EAP provider.

Administrative Referral

If an employee's work is so affected adversely by personal or other factors beyond the control axjeraant, a
programdirector mayrefer the employeeto the EmployeeAssistancé’rogram However the employeemayrefuse

to take advantageof the program.In this case supervisory personnelhallfollow normaldisciplinaryprocedureso

address employee wk performance.

In casesvherethe employeedoestake advantageof the EmployeeAssistancérogram,t remainsthe responsibility
of the employee to bring job performance up to acceptatikndards.

326 Retirement
Definition

Retirementmeangetirementfromthe T e a ¢ RetirermentSysten(TRSdr CountyEmployeefRetirementSystem
(CERS).

Qualifications

All certified employeesand all other employeesequiredto hold a degreefrom afour (4)- yearcollegeor university
accredited with the U.S Departmenf &ducation are required to participate in the TRS. Qualified-cestified
employees are required to participate in the CERS upon completion of themosith probationaryperiod.

Notice

Persons retiring should give the CEO notice as far in advarpmssible, but not less than twenty (20) working days
prior to retirement for certified and nowertified staff.

Responsibility
Retirement benefits shall be solely a matter of contract between the employee and the Teachers' Retirement System
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or the Kenteky Retirement System and shall not be the responsibility of OVEC, except that OVEC shall deduct and
send to the Teachers' Retirement System or Kentucky Retirement System those amounts required under Kentucky
law.

Unused Sick Days

Providedanindividualhasbeenemployedby OVEQor at leastfour (4) consecutiveyearsprior to retirement., OVEC
shallcompensateeligiblecertified employeesat the time of retirementfor 30%o0f unusedsickleavedaysat the rate
of their current dailysalary.

Providedanindividualhasbeenemployedby OVEQor at leastfour (4) consecutiveyearsprior to retirement.,based
on unusedaccumulatecsickleave,OVEGhallpurchasefor eacheligibleretiring non-certified employeeup to six(6)
months of serviceredit.

Payout of Unused Annual Leave

Employeesetiring under TR&nd CERShallbe paidfor unusedaccruedannualleavewith paymentincludedin their
final check. However, failure to give written notice of retirement at least twenty (20) working days prior to retitem
shall result in forfeiture of payment for accrued annlgslve.

Escrow Account

OVEC has created an escrow account to maintain the funds necessary to reimburse employees who qualify for the
benefit. At | east 50% of beirloded ag & lime itensin threeGenerald-umd Budgetb i | i t y

Tofund the escrowaccount,eachfund or project shallcontribute a percentageof salariesof certified employeesas
processed through the OVEC payroll system. The percentage shall be .05% unéesshe\the Board upon the
recommendation of theCEO.

Outside agencies or member districts leasing employees from OVEC shall assume responsibility for the escrow
payment to OVEC. Member districts leasing OVEC employees shall be charged the escrow feofath@a
Memorandum of Agreement with OVEC for leased employees.

Review

This policy is subject to review and possible amendment annually.

327 Domestic/Dating Violence Reporting and Education
Applicable to OVEC Personnel as Defined in KRS 209A.

Upon requesof a victim, OVEC personnel as defined in KRS 209A, shall report an act of domestic violence and
abuse or dating violence and abuse to a law enforcement officer. OVEC personnel shall discuss the report with the
victim prior to contacting a law enforcemeafficer.

OVEC personnel shall report to a law enforcement officer when s/he has a belief that the death of a victim with
whom s/he has had a professional interaction is related to domestic violence and abuse or dating violence and
abuse.

These reportig requirements covering domestic violence and abuse or dating violence and abuse do not relieve
any other OVEC personnel of the duty to report any known or suspected abuse, neglect, or dependency of a child
pursuant to KRS 620.030. This separate reporgggirement covers abuse, neglect or dependency of a child
committed or caused by a parent, guardian, other person exercising control or supervision, of a person in a
position of authority or special trust.
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If individual OVEC personnel has reasonableactubelieve that a victim with whom s/he has had a professional

interaction has experienced domestic violence and abuse or dating violence and abuse, s/he shall provide

educational materials to the victim relating to such form(s) of abuse and includimgniation on access to

regional domestic violence programs or rape crisis centers and how to access protective orders. These materials

shall be made available to OVEC personnel in print form or on the web by the primary domestic violence, shelter,
andadve acy service provider designated by the Cabinet for

403 Administrative Pay Corrections

OVEC takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and
that employees are paid promptly on the scheduled payday.

Inthe unlikelyeventthat thereisanerror in the amountof pay,the employeeshouldpromptly bringthe discrepancy
to the attention of the HR Department so that corrections can be made as quiskbssible.

CorrectionqJunderpaymentsr overpaymentsjo payrollerrorsshouldtake placeassoonaspossibleor by the next
regular paycheck. If there is an overpayment to an employee, OVEC will implement a reasonable schedule of
employee payments toeimburseOVEC.

405 Pay Deductions and Garnishments

The law requires that OVEC make certain deductions from every employee's compensation. Among these are
applicable federal, state, and local income taxes. OVEC also must deduct Social Security taxésetigildac
employee'sarningsup to aspecifiedimit that is calledthe SocialSecurity'wagebase." OVEGnatchesthe amount

of Social Security taxes paid by each employee. The same is true for employees covered by the Kentucky Teacher
Retirement Systeror by the County Retiremer8ystem.

OVEC offers programs and benefits beyond those required by law. Eligible employees may voluntarily authorize
deductions from their paychecks to cover the costs of participation in these programs.

Deductions for membetsp dues of an employee organization, association, or union shall only be made upon the
express written consent of the employee. This consent may be revoked by the employee at any time by written
notice to the employer.

Garnishments are pay deductions &akby OVEC, ordered by a court or legal authority to satisfy a debt or legal
obligation to OVEC or others.

If you have questions concerning why deductions were made from your paycheck or how they were calculated, the
HR department can assist in having yquestions answered.

409 Hours of Duty

Standard Office Hours

Hoursof duty shallbe determinedat time of employmentthroughthe individualcontract. Flexibletime in scheduling
individual work hours shall be requested in writing from the immedsateevisor.

Employees are entitled to a rest period of at least fifteen (15) minutes during eacti4pinour work period.
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Work Week

The official work week for OVEC shall be Monday through Friday. For purposes of calculating overtime, the work
week shalbe Sunday through Saturday.

Work Year

The employment year for all employees shall commence on July 1. Salaries and related benefits will be prorated for
the first year and last year of employment.

As directed by the immediate supervisor, exempt emplaysieall prepare a work plan showing days to be worked
in fulfillment of their contract. Changes to the work plan shall be communicated to the immediate supervisor.

Timekeeping

Accurately recording time worked is the responsibility of every employee.rikded state laws require OVEC to
keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time
actually spent on the job performing assigned duties.

Exemptemployeeswill submitawork calendarshowingthe actualdaysworkedto their supervisorfor signatureand
approval. The completed, signed calendar must be submitted to the Executive Assistant no later than the fifth
working day of the month following the calendaonth.

Nonexempt employees shoubitcurately record the time they begin and end their work, as well as the beginning
and ending time of each meal period. They should also record late arrival or early departure from work. Program
directors or the Chief Executive Officer must approve omertbefore it occurs. Unless granted prior approval,
nonexemptemployeeanustadjusttheir work scheduleduringthe weekto avoidworkingmorethan 40hoursin any
workweek. In adjusting their schedule, the employees will consult with their immediate sapeto take time off

to keep from exceeding the 4fiour maximum and yet not cause undue disruption by being atis@mtwork.

Altering,falsifying tamperingwith time records,or recordingtime on anotheremployee'sime recordmayresultin
disciplinay action, up to and including termination efnployment.

Nonexempt employees should report no more than 15 minutes before the scheduled starting time nor should they
stay more than 15 minutes after the scheduled stop time without expressed, prior audtiorizfrom their
supervisor.

Nonrexempt employees must maintain their time sheet on an automated timekeeping system daily. It is the
employee's responsibility to approve his or her time records daily to certify the accuracy of all time recorded. Any
adjugmentsthat needto be mademustbereportedto their supervisoimmediately. At the end of eachpayperiod,

the supervisor wil/l review and approve the employee’s
shall be forwarded to the Execué Assistant no later than five (5) working days from the end of the pay period for
review and approval and will be forwarded to the Payroll Departmenpfocessing.

501 Health and Safety

The Chief Executive Officer shall take all necessary and redsosteps to create a safe and healthful working
environment. Relevant federal and state occupational health and safety laws shall be followed. Employees shall
cooperate with the CEO to help maintain a safe and healthful working environment. To that epidyess shall:

9 Exercise maximum care and good judgment at all times to prevent accidenisjanes;
9 Seek first aid for all injuries and report the injury to the supervisor as sopasaible;
I Report unsafe conditions, equipment or practices to suami personneland
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9 Observe conscientiously all safety rules aegulations.

Whenan employeereportsan unsafecondition,equipmentor practiceto a supervisorthe supervisorshallprovide
written documentation confirming receipt of the report. On r@aeof a report from an employee, the supervisor
shall have the unsafe condition corrected or report the condition, in writing, taaE®.

502 Life-Threatening llinesses in the Workplace

Employees with lifehreatening illnesses, such as cancer, heasedse, and AIDS, often wish to continue their
normal pursuits, including work, to the extent allowed by their condition. OVEC supports these endeavors as long as
employees are able to meet acceptable performance standards. As in the case of other gisaBMEC will make
reasonableaccommodationdn accordancewith all legal requirements,to allow qualified employeeswith life-
threatening illnesses to perform the essential functions of tfabs.

Medical information on individual employees is treatednfidentially. OVEC will take reasonable precautions to
protect such information from inappropriate disclosure. Managers and other employees have a responsibility to
respect and maintain the confidentiality of employee medical information. Anyone inapigtely disclosing such
information is subject to disciplinary action, up to and including termination of employment.

Employees with questions or concerns about-fifeeatening illnesses are encourage to contact the Human
Resources Office or OVEC's Exippé Assistance Program for information and referral to appropriate services and
resources.

504 Use of Telephones

Personalseof the telephonefor long-distanceandtoll callsis not permitted. Employeeshouldpracticediscretion
when making local persal calls and may be required to reimburse OVEC for any charges resulting from their
personal use of théelephone.

Toensureeffectivetelephonecommunications, employeeshouldalwaysusean appropriategreetingand speakin
a courteous and professionalanner. Please confirm information received from the caller, and hang up only after
the caller has donso.

505 Tobacco, Alternative Nicotine Product or Vapor Product Free Campus

Theuseof tobaccoproducts,alternativenicotineproducts,or vaporproduds asdefinedin KR3138.305sprohibited
twenty-four (24) hours a day, (7) days a week on or inside property owned by OVEC, including OVEC offices,
stairwells, elevators, hallways, classrooms, restrooms, reception areas, conference rooms, break/|easgara

in OVECowned or rentedvehicles.

This policy applies equally to all employees and visitors.

506 Rest and Meal Periods

Employees are entitled to a rest period of at least fifteen (15) minutes during eacH{4pdrour work period. To
the extert possible, rest periods will be provided in the middle of work periods. Since this time is counted and paid
as time worked, employees must not be absent from their work stations beyond the allotted rest period time.

All fulktime nonexempt employees apovided with one meal period of 30 minutes in length each workday. All full
time exemptemployeesareprovidedwith 1 mealperiod of 60 minutesin lengtheachworkday. Supervisorsvill
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schedule meal periods to accommodate operating requirements. Empdoyeit be relieved of all active
responsibilities and restrictions during meal periods and will not be compensated for that time.

508 Use of OVEC Property

No OVEC employee shall use any building, vehicle, equipment, or other property owned by OVESDihai pee,
unless otherwise approved by the CEO or Board.

Use of Personal Property in the Workplace

When the assigned location of employment is changed, the employee must remove personal property in a timely
manner. Otherwise, all claims to the propestigall be relinquished.

Employee Responsibility

All personnel shall be responsible for OVEC property, equipment, supplies, publications, furniture, and apparatus
under their care and use. Any damaged, lost, stolen, or vandalized property shall be rejpomediately to an
employee's immediate supervisor. Unless otherwise approved by the CEO or designee, an employee shall not use
OVEC property for personal gain or benefit or to perform outside work.

Use of OVEC Vehicles
OVE@wned vehicles are for the ppose of providing services and assistance directly to local districts.

Associateebwned vehicles shall be replaced based on mileage, repair needs, and costs. OVEC shall pay all required
maintenance costs of OVEW@ned vehicles, including costs of insucarand applicable taxes.

Driving Record Check

TheCEQr designeeshallobtainadrivingrecordfrom the KentuckyDepartmentof Transportatioron allemployees
who drive an OVEQwned vehicle to transport students and/or their parents annually. Anyitraftation received
duringthe yearshallbereportedtoe mp | o iynemediatesupervisomprior to resumingheir drivingresponsibilities.

Additional driving records requirements may apply for employees in the Head Start and Early Head Start programs.
Pkase refer to the Employee Handbook for complete information.

510 Emergency Closings

Attimes,emergenciesuchassevereweather,fires, power failures,or earthquakescandisrupt operations,aswell

as endanger employees' wdidking and safety. In ex@me cases, these circumstances may require the closing of the
OVEC office or local school districts where there is assigned field staff. In the event that such an emergency occurs
during nonworking hours, local radio and/or television stations will be disdoroadcast notification of the closing.
Fieldbased staff located in schools will follow the emergency closing announcements of local school diffiizs.
staffresidingoutsideof ShelbyCountyshouldcallthe officeif localconditionspreventor delaytravel to theoffice.

When operations, either at the OVEC office or in the local school districts, are officially dlosea emergency
conditions,or if, the employeeisunableto reachwork dueto severeweatheror emergencyconditions,the time off

from scheduledvork will be unpaidfor nonexemptemployeesNonexemptemployeesnayuseavailablepaidleave

time, such as unused annual or personal leave, or if their contract permits, they may use nonwork. Exempt
employees shall adjust their worklendar to make up for any day(s) lost due to emergehasings.
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512 Workplace Threats and Violence

Threats threateningbehavior,or actsof violenceagainstemployeesyisitors,guests or other individualsby anyone
on OVEC property will not be toldeal. Violations of this policy will lead to disciplinary action, which may include
dismissal, arrest, anprosecution.

Any person who makes a substantial threat, exhibits threatening behavior, or engages in violent acts on OVEC
property shall be removedrdm the premises pending the outcome of an investigation. OVEC will initiate an
appropriate response, which may include, but is not limited to, suspension and/or termination of any business
relationship, reassignment of job duties, suspension or termimatibemployment, and/or criminal prosecution of
person or persons involved.

No existing OVEC policy, practice, or procedure should be interpreted to prohibit decisions designed to prevent a
threat from being carried out, a violent act from occurring difexthreatening situation from developing.

All OVEC personnel are responsible for notifying the Human Resource Department of any threat that they have
witnessed, received, or have been told that another person has witnessed or received. This shalldradlugritten,

or electronic threats. Even without an actual threat, personnel should also report any behavior they have witnessed
that they regard as threatening or violent, when that behavior isrelated, could be carried out on a company
controlledsite, or is connected to company employment.

Employeesreresponsibldor makingthisreport regardlesof the relationshipbetweenthe individualwho initiated

the threat or threatening behavior and the person or persons who were threatened or werdothus of the
threatening behavior. If a Human Resources representative is not available, personnel should report the threat to
their immediate supervisor or another member of the managemeain.

All individuals who apply for or obtain a protective ostraining order that lists OVEC locations as being protected
areas must provide to Human Resources a copy of the petition and declarations used to seek the order. They must
also provide a copy of any temporary protective or restraining order that is gilaantel a copy of any protective or
restraining order that is made permanent.

OVEC understands the sensitivity of the information requested and has developed confidentiality procedures that
recognize and respect the privacy of the reporting employee(s).

514 Visitors in the Workplace

To provide for the safety and security of employees and the facilities at OVEC, only authorized visitors are allowed
in the workplace. Restricting unauthorized visitors helps maintain safety standards, protects against thasen
security of equipment, protects confidential information, safeguards employee welfare, and avoids potential
distractions and disturbances.

Allvisitorsshouldenter OVEGt the receptionarea.Authorizedvisitorswill receivedirectionsor be escoredto their
destination. Employees are responsible for the conduct and safety of their visitors. Visitors will be asked to sign the
guest book at the reception desk prior to proceeding to offioeas.

If anunauthorizedindividualis observedon OVEC'sremisesemployeeshouldimmediatelynotify their supervisor
or, if necessary, direct the individual to the receptemea.

Fieldbased staff should check with program directors regarding visitors in their specific site or location.

515 Volunteers

OVEGupports and promotes parent and volunteer involvement in its instructional programs. Under the direction
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and supervision of program staff, volunteers may assist in both instructional andnstsactional activities of
children in the Head Start progradolunteers also may be used in other school and community based programs
operated by OVEC to the extent the individuals are supervised by program staff.

In orderto complywith Kentuckylaw, all volunteerswho havecontactwith childrenin publicschoolsincludingHead
Start children, on a regularly scheduled or continuing basis shall complete and have on file a criminal records check
conducted by the Administrative Office of tm®urts.

“Volunteer may refer to a paancmy includeubatrnaot bealimitedto, thet her

following:

1 Translator

1 Interpreter

1 Fostergrandparent

1 Childcare workers for parent educatidmaining
OVEC shall not allow any individual to volunteer in its programs when a criminal records check untpdetsa
related or sexelated criminal offense, other felony offenses, or other such offenses that OVEC deems as posing a
serious or unnecessary risk to the wedling of children or program staff. All other individuals will be welcomed as

volunteers inour programs. However, a criminal records check must be completed and a report received from the
Administrative Office of the Courts before any individual is permitted to volunteer in a program.
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516 Technology Acceptable Use Policy

The OVEC Acceptable UWdel'echnology Policy is incorporated herein by reference. The complete document in its
most recent format is available on the OVEC website.

OVEC
ACCEPTABLE USE AGREEMENT
FOR USE OF ELECTRONIC INFORMATION RESOURCES AND TECHNOLOGY

l , have read th®©OVEC acceptable Use PolicyHtarctronic
Resources andiechnology.

By my signature, | am agreeing to comply with this policy.

SIGNATURE

TITLE

DATE
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520 Adherence to Copyright Laws

It is the intent of the Board of Directors dig Ohio Valley Educational Cooperative (OVEC)itthamployees shall
adhere to the provisions of the Copyright Act of 1976 (P. {553}, the provisions of Title 17 of the United States
Codegentitled” C o p y randgllothey relativefederallegislaton relatedto the duplication,retention, and useof
copyrightmaterials.

Employeesnayduplicatecopyrightedmaterialswith the prior written consentof the copyrightholder,or wherethe
duplication meets t he def isgsdefinedbydaward by'titmaris.r use” of t he

Employeesvho makeor usecopiesof copyrightedmaterialsin their jobsare expectedto be familiar with published
provisionsregarding® f & B andpublicdisplay,andare expectedto provide,uponrequestof the CEQor program

director, the justification under sections 107 or 110 of USC 17 for materials that have been used or copied. OVEC
shall develop and disseminate to all current and new employees a compliance manual dealing with the use of
copyrighted materialsTraining shall be provided for all current and new staff regarding adherence to copyrights and
on the compliancenanual.

Empl oyees who wuse copyrighted materials that do not
demonstrate that the matgals meet one of the following tests:

1 The materials have been purchased from an authorized vendor by the individual or by OVEC and a
record of the purchasexists.

1 Thematerialsare copiescoveredby alicensingagreementetweenthe copyrightownerand OVE®@r
the individualemployee.

1 The materials are being previewed or demonstrated by the user to reach a decision about a future
purchase or licensing and a valid agreement exists that permitsusech

Unlawful copies of copyrighted materials may rm produced on OVEC owned equipment. OVEC requires the
placement of appropriate notices on or near all equipment capable of making copies.

Unlawful copies of copyrighted material may not be used with OVEC owned equipment, within OVEC owned
facilities, orat any OVEC sponsored functions.

The legal and insurance protection of OVEC will not extend to employees who unlawfully copy and use copyrighted
materials and OVEC assumes no liability for infringement of copyright by individual employees.

550 Travel

Useof Credit Card by Employees

The Chief Executive Officer is the only authorized employee who may obtain a corporate credit card for use by
employeeainderthe conditionsstatedherein. TheChiefExecutiveOfficershallselectthe corporatecreditcardthat
offers the Cooperative the best terms aodnditions.

Purposes

The sole purpose of a corporate credit card is for securing and paying of hotel room reservations$tate and
out-of-statehotelswhere suchhotelswill not honoraPurchas@©rderfrom the Cooperativeandsecuringand paying

for airline reservations, baggage charges, shuttle charges, and cab charges where a purchase order is not accepted.
Use of gasoline credit cards are limited to purchasing gasoline, oil and emergency relateessiapliVEC owned
vehicles.
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Authorization and Payment of Credit Card Expenses

The Chief Executive Officer must authorize in writing and in advance the use of the corporate credit card. The Chief
ExecutiveOfficerand ChiefFinanciaDfficershallauthorizethe employeeuseof the creditcardfor paymentof hotel

room charges, excluding any meals or miscellaneous additional charges, for airline reservations, for shuttles and cabs
while on the trip, and payment for airline baggadearges.

To use an OVE®edit card, an employee must first get authorization to travel from their Supervisor by submitting
a Training/Conference Travel Request form. The Director then submits the request to the Chief Financial Officer for
review. He will then forward it to the @ Executive Officer for approval.

Whenairlinereservationsare made,onlineticketsthat showthe chargesshouldbe copiedandthe copyforwarded

to the Accounting department. Upon return from the trip, all receipts from the hotel, shuttles, cabs idim a
baggage charges must be forwarded to the Accounting department with a copy of the Director Level Request for
Out-of-State Travel form. The Accounting department shall process the prompt payment of all authorized credit card
charges so as to avoid wpayment of interest and grenalties.

Notification

The Chief Financial Officer shall notify the Board of Directors of all requests for payment of credit card charges and
the purpose(s) of the expenses when said expenses appear on the Orders of Treasure

Abuse of Credit Card(s)

TheChiefExecutiveOfficershallhold anystaff memberaccountablédor all expensesncurredfrom the unauthorized
useoftheC 0 0 p e r @orporateCreditCardor gasolinecard(s)includinganyinterestor penaltieschargedby the

credit card company. Any employee using the credit card(s) for purposes other than those authorized by this
procedure shall be accountable by the Chief Executive Officer for all expenses incurred from the use of the credit
card. Additionally, the igef Executive Officer shall take appropriate disciplinary action as necessary and authorized
by the policies of the Cooperative. Use of the gasoline credit card for purchases of gasoline or other products and
services for private vehicles shall be consitdiean abuse of the credit captivilege.

Travel Reimbursement

Employees and other individuals representing the Cooperative are entitled to reimbursement for travel expense
incurred during the course of trips made on official business for the Cooperdtivthe instances that multiple
employees are travelling to the same location for meetings/trainings, OVEC employees must carpool. Unless there
isapre-approved businesseasonto drive separately anyemployeesot carpoolingwill not be reimbursedfor the

mileage to the meeting location. To be reimbursed for the travel expense, a Travel Voucher must be submitted for
reimbursement. Travel Voucher forms should be obtained monthly by accessing the OVEC website as these forms
are updated with the curreniileage rate. Failure to use the current Travel Voucher form could result in delay of
payment.

If anyemployeeof the Cooperativeshallbe requiredin the dischargeof hisofficial dutiesto travel from the placeof
hisofficialworkstationandthe travel requiresovernightstay,he shallbe paidasreimbursementor subsistencend

|l odging deemed to have been incurred during such offic
approved, the sum of the amounts stated below. For example, teelimgble for breakfast reimbursement, an
employeeshallleaveat or before 6:00a.m.andreturn at or after 9:00a.m. This requirement will apply to all meals.

In all instances and in accordance with IRS rulings, reimbursement for meals shall be paid the employee only if an

overnight stay was required. Employees must be traveling the entire time periods listed below:
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1. Subsistence (for overnight travel):

a. Breakfast -Authorized travel 6:00 a.m. through 9:00 a.m. $8.00
b. Lunch -Authorized travel 100 a.m. through 2:00 p.m. $12.00
c. Dinner -Authorized travel 5:00 p.m. through 8:00 p.m. $26.00
d. Maximum per day substance for each day $46.00
e. Inlieu of above, any officer or employee who attends a conference or meet

sponsored by a ne®VE organization where the cost of the meal is fixed,
shall be entitled to reimbursement for actual charges where receipt is given
2.  Lodging:
a. More than 16 hours, when lodging is necessary,upon submissionof a Actual Cost
preprinted receipt from a hotel, motel, or other place of public
accommodation covering an overnight lodging at such place ¢
accommodation during the period of absence, and which must be located
least50milesfrom hiswork station, placeof domicileor usualresidence.This
provision may be waived by the Chief Executive Officer.

All claimsfor reimbursementof subsistencexpensesn the amountsspecifiedin theseregulationsshallbe filed on

an OVEC Travel Voucher. Since employee travel has a direct effediject pudgetsTravel Vouchers should be
submitted on a timely basis, preferably monthly. Travel Vouchers should be submitted no later than the 5t
working day of the month following the month traveled. Vouchers submitted later than this will not be
recommended for payment. In the event of grant termination, failure to submit travel within this time frame could
result in loss of reimbursement. The Chief Executive Officer can waiveenommendations at his discretion. Also,
all out-of-state travel must hag prior approval from the Chief Executi@éficer.

Personnel authorized for Official Travel

Chief Executive Officer

Consultants

OVEC Board Members

Cooperative Board Personnel

Employees of the Ohio Valley Educational Cooperative
Others approved by the Chi&xecutive Officer

Rate of reimbursement for use of personal automobiles for official travel shall be equivalent to the state travel
policies and shall be determined by the circumstances below for employees of the cooperative.

1. Employeesvill bereimbursed for mileageaboveandbeyondtheir regulardaily commute(drivinga car
betweenyourhomeandyourmainor regularplaceor work). Thesumof the mileagefor whichyouare
being reimbursed for in a day cannot be greater than the actual miles lessgmuanute.

2.  Employeesvho do not havea centralwork site and who work at more than oneworkplacein a day will
be reimbursed for mileage from one workplace to the other. However, mileage from their home and
their first workplace as well as mileage from thieist workplace and their home is neimbursable.

3. Cooperative owned vehicles should be used if available anepaaing should be used in all
circumstances.

Exceptions to the above travel and expense policies may be made when agreed to by the QuoEardtan
employee, and/or as provided for in contractual arrangements made with other Agencies.

580 Bloodborne Pathogens

Exposure Control Plan. The CEO/designee shall develop a Bloodborne Pathogen Exposure Control Plan designed to
meet the requirement®f OSHA.
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Identified Employees. The CEO shall identify those employees whose likely occupational exposure is to blood or
other potentially infectious materials as a result of performing their job duties.

Employee Vaccination Program. OVEC provides hepatB (HBV) vaccinations to all employees who have
occupational exposure and provides p@stposure followup for all employees with an occupational exposure
incident.

OVEC requires that only a licensed physician or licensed heskhprofessional perfon or supervise all medical
bloodborne pathogens (BBP) evaluations and procedures and that all BBP laboratory tests are at no cost to the
employee.

OVEC provides to all identified employees, at a reasonable time and place and at no cost, all BBP ayaluation
procedures, vaccinations, and post exposure management.

OVEO@ffersidentified employeeHBWaccinationwithin ten (10)workingdaysof initial assignmento allemployees
exposed to blood or other potentially infectious materials, unless the emplbyesea previous HBV vaccination or
unless antibody testing has revealed that the employee is immune or the vaccination unnecessary for medical
reasons. OVEC agrees to provide the vaccine to employees who initially decline a HBV vaccination but later while
still covered under the standard, decide to accept the HBV vaccination. If a doctor or other licenseechealth
provider recommends a booster dose(s) at a future date, the implementation of such a recommendation is at no
cost to the employee. Any emplogavho declines HBV vaccination must sigveaver.

OVEC makes HBV antibody testing available to an employee who desires such testing before declining whether to
receiveHBWaccinationlf the employeeisimmuneto HBVbecauseof adequateantibodytiter, then OVEGoesnot
need to provide the HBVaccine.

Medical Records. OVE@omplieswith OSHAequirementsfor recordkeepingBBPmedicalrecordson all employees
for the duration of employment plus ten (10) years oreafiployees.

BBP Training. OVEGhal offer all employeesanannualprogramof trainingon BBPandexposureo other potentially
infectious materials. OVEC shall comply with OSHA requirements for maintaining tracands.

Work Practice Controls. OVE@doptspoliciesand procedurego reducethe likelihoodof employeesheingexposed

to BBP. OVEC can accomplish this objective by altering the manner in which an employee performs a specific task.
Included in OVEC control measures shall be an effective approach for infection control. OWVEGnskder all

human blood and certain human body fluids as infectious for HIV, HBV, and other Bloophatirogens.

603 Absences/Unpaid Leave

Aut horization of | eave and time taken off one’s job sh:
from work that is not based on appropriate leave for which the employee is qualified may lead to disciplinary
consequences, up to and including termination of employment.

Absences

Employees are expected to notify their immediate supervisor when they neutrdy or absent. Staff in positions
requiring substitutes must contact both their immediate supervisor and a substitute to work for the day.

An employee who is absent from duty without approval shall report the reason to his/her supervisor as soon as
reasonably possible. Unauthorized and/or unreported absence shall be considered absence without leave and
deductionof paymaybe madefor eachperiod of suchabsencelUnauthorizedabsencesnclude,but are not limited

to, days which result in the employeailing to meet his/her contract commitment. Such absences without leave
may be grounds for suspension or termination of employment. Three (3) or more such absences shall be cause for
termination.
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Leave Authorization
In order to provide the highest levelf service, employees are expected to be at work and on time every day.
However, when circumstances dictate, OVEC provides various types of leave under which absences may be

authorized Pleasenote that in manycasesawritten request,submittedfor approwal beforeleavebeginsjsrequired.
Authorization of leave shall be made in accordance with specific (ealiey.

Short-Term Unpaid Leave of Absence

Provided an employee has exhausted all other available leave, the Chief Executive Officer may \gramit heait
pay for a period or periods not to exceed thirty (30) working days in any fiscal year.

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

1. Assignment to and attendaecat college, university, or business school for the purpose of training in
subjects related to the work of the employesd

2. Other purposes that are deemed to be in the best interest ofGlo®perative.

3. Special leave of absence may be granted to aff sfathe Cooperative in accordance with the limits set
forth by the Board.Whenall paid leaveoptionshavebeenexhausteda written requestfor unpaidleaveof
absencemaybe grantedemployeedor extendedpersonaliliness,educationalor professionapurposesor
for immediate family illness, maternity, adoption of a child or children, or odigability.

4. Whenanemployeeison leavewithout pay,they mustfollow the guidelinesn the Appendixfor continuing
health insurance benefits if the employeeaalifies for healthinsurance.

Holidays While on Unpaid Leave
Employees shall not be paid for holidays that occur during the unpaid leave period.
FMLA

Eligibleemployeesnayapplyfor leaveunderthe provisionsof the FamilyandMedicalLeaveAct of 1993. (SeePolicy
03.12322FMLA.)

604 Special Leaves of Absence

Extended Disability Leave

Unpaid extended disability leave may be granted only after accumulated sick leave days have been exhausted.
A physician’s statement s h anpdid extemded disgbility leavel of abkeace. Thee q u e s t
statement shall indicate the nature of the illness and

may be required on either the request of the CEO or the employee. The cost of the secand ghy an’ s st at en
shall be borne by the party requesting the statement.

The |l ength of extended disability |l eave shall be based
shall normally not exceed three (3) months.

The CEO may lengthen thperiod of extended disability leave granted based on the recommendation of the
e mp | o phgsiananduponthee mp | o request. Therequestingparty will chooseand payfor anyphysician
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chargesAsecondp h y s i statemeamtmaybe requiredon the requestof the CEOThecostof the secondopinion
shall be borne bVEC.

Employee®n extendeddisabilityleaveshallnotify the CEQn writing of their intent to return to OVE®n or before
the date prescribed. Employees who fail to notify the CECheir treturn by the date prescribed may not be
guaranteed employment for the followingear.

When, in the opinion of the CEO, there is evidence that an employee is no longer able to perform satisfactorily the
assignediuties,the CEQnayrequirethe employeeto provideevidenceof fithessin the form of an examinationand

report by a physician of the CEO's choosing. OVEC shal
empl oyee on involuntary di sesamindtin.ty | eave pending the pl

Whenthe C E personalhealthisin question,the Boardmayplacethe CEQn involuntarydisabilityleavepending
a p hy sxaminatiam.’ s

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.

Military/Disaster Leave
Employeeshallbe entitled to military leave without lossof time, pay,regularleave, impairmert of efficiencyrating,
or of any other rights or benefits to which they are entitled. Determination of the period of military leave to be

granted shall be made according to statutory requirements and shall be based on the federgkfscal

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

Under KRS 61.395, the Board may grant disaster services leave to requesting eligible employees.

605 Political Activities

Employes of the Board shall not engage in political activities during office hours. At no time shall OVEC equipment
be usedfor political purposesby employees Anyemployeeengagingn political activity duringoffice hoursshallbe
subject to disciplinary aain that could result inermination.

Anemployeemayapplyto the ChiefExecutiveOfficerfor leaveof absencao engagen political activities.(SeePolicy
03.123.) However, such leave is subject to approval of2E8.

Legislative Leave

Upon writtenrequest, personnel shall be granted a leave of absence, without pay, to serve as a member of the
General Assembly. Leave shall be for the period of service.

The Board may require personnel to take a leave of absence, without pay, while campaigning &eciive
position.

606 Family and Medical Leave

In accordance with the federal Family Leave and Medical Act of 1993, OVEC provides family leaves of absence
without pay to eligible employees who wish to take time off work duties for their own personal imesg fulfill
family obligations relating directly to the birth or illness of a child; the care for a newborn child; the adoption of or
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the placementof a childfor adoptionor foster care;or to careforthee mp | o seeoaslhibspousegchildor parent.
In addition, FML may be requested for the following military relatsmbons:

1. Toaddressaqualifyingexigencyneed)definedby federalregulationarisingout of the coveredactiveduty
or call to active duty involving deployment to a foreigncoust of t he empl oyee’s spou.
or parentwho servesn areservecomponentor asanactiveor retired memberof the RegulaAirmedForces
or Reserve in support of a contingency operatianc

2. To care for a covered service member (spouse, danghter, parent or next of kin) who has incurred or
aggravated a serious injury or illness in the line of duty while on active duty in the Armed Forces that has
rendered or may render the family member medically unfit to perform his/her duties or to frara
covered veteran with a serious injury or iliness as defined by fedegalations.

Leave to care for an employee’s healthy newborn baby o
must be taken within twelve (12) months of the birth glacement of the child.

Notices and Deadlines

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. OVEC may require that a request forbieaupported by a
certification for health care or militaryelated situations as permitted by federal law, but such requirements must

be set out in the required notice. Employees must request-aorergency leaves thirty (30) days in advance.
Employeesnust requestemergencyleaveswithin two (2) workingdaysof the emergencyor assoonaspracticable.
Employees must submit their leave requests to the CEO or designee. If necessary, verbal requests may be made to
the immediate supervisor or other administoa who shall immediately inform the Human Resources Department

who shallproperlydocumentthe leaveanddiscusghe detailsof the FMLAandnecessarf-MLAdocumentationwith

the employee

Deadline for Notice to be Provideshsent extenuating circumstaes, within five (5) business days of OVEC receipt
of a request or OVEC being made aware of a potentially qualifying reason.

OVEGhalldesignateane mp | o pawvespaidor unpaid,asFMLAqualifyingandshallprovidea designatiomotice
indicating wheher 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 becom&sown).

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

Eligibility

Regular fultime and regular partime employees are eligible to request family leave if they have keeployed

by OVEC for at least twelve (12) months directly before the leave would start. OVEC calculates FMLA eligible leave
on a rolling twelve (12) month period. In determining whether returning veterans meet the minimum 1,250 hour
standard, hours actubl worked for OVEC during the twelwgonth period are to be combined with hours they

would have worked for OVEC had they not been called for military service.

Eligibleemployeesnayrequestup to twelve (12) weeksof family leavewithin anytwelve (12ymonth period. FMLA

leave is generally unpaid. When family and medical military caregiver leave is taken based on a serious illness or
injury of a coveredservicemember,an eligibleemployeemaytake up to twenty-six(26) workweeksof leaveduring

a single welve-month period. OVEC will require an employee to use any available sick leave concurrently with the
FML if applicable, except that the employees may request to reserve (10) days of sick leave. This requirement shall
not apply to employees taking worker c o mpleaves at i on
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Family and medical leave may be taken intermittently (when medically necessary) or on a reduced hours basis. It is
thee mp | o respensitslityto obtain properdocumentationto be givento the HumanResource®epartmentfor
reviewwith the Chief Executiv®fficer.

Unlesghe employeewaivesmedicalcoveragewhile on leave,medicalcoverageprovidedbythe StateofK e nt uc ky ' s
health insurance plans through OVEC will conpoitonue. The
of the premium payment while an employee is on FMLA. If the employee makes a contribution to his/her health
insurancethen duringthe leavethe employeemustcontinueto maketheir contribution for medicalcoverageafter

the first thirty (30)daysof family or medicalleave.Failureto makethis paymentwill, after a forty-five (45)daygrace

period, result in termination of Kdntadky. empl oyee’ s medi c:

OVEC will reinstate employees, upon their return to work, in® hiealth insurance plan with no break in coverage

or pre-existing conditions. This shall apply even if the employee waives coverage or lost coverage during a family or
medical leave. OVEC will suspend holiday benefits, during unpaid family leave. Eessilveiidoe turned off while

an employee is on extended unpaid family leave.

When a family leave ends, OVEC 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 pralidefore the leave period. If an employee fails to
reportto work promptly at the end of the approvedleaveperiod, OVE®vill assumehat the employeehasresigned.

Notice

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

607 Personal and Emergency Leave

OVEC provides personal leave with pay to eligible employees who wish to take time off from work dfiléh to
personal obligations or to meet an emergency. Only employees in the following employment classifications who
work at least 185 days and no more than 239 days are eligible to request personal leave as described in this policy:

* Regular fultime employees
* Regular partime employees
* Probationary employees Available upon completion of-Gonth probationaryperiod.

Personal leave may be granted for a period of up to two (2) calendar days every fiscal year (July 1 to June 30).

Requests for person&ave will be evaluated based on a number of factors, including anticipated work load
requirements and staffing considerations during the proposed period of absence.

Any unused personal |l eave on June 30 will be credited f

702 Drug and Alcohol Use

Believing that illicit drug use by employees is both harmful to the individual and to the efficient operation of the
Cooperativethe Boardadheresto the intent of the federal DrugFreeWorkplaceAct. For allpurposesof this policy

the term workplaceshallbe definedasinclusiveof all OVEGacilitiesor work sitesto which staff maybe assignedn

local schootlistricts.

Ohio Valley Educational Cooperative Employeanidbool
34



Prohibitions

Employeeshallnot manufacturedistribute,dispensebeunderthe influenceof, purchasepossessiise,or attempt
to obtain, sell or transfer any of the following in the workplace or in the performandatids:

1. Alcoholicheverages;

2. Controlledsubstancesprohibited drugsand substancesand drugparaphernaliaandor anynarcoticdrug,
hallucinogeniadrug,amphetamine barbiturate, marijuanaor anyother controlled substanceasdefinedby
federalregulation.

3. Substance that “l ook I ike” a c onalke substaeces, tlsertelmast an c e .
be evidence of the employées i nt ent to pass sulbsfance. he i tem as a con

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

“Controlled substance” shal/l me a n ahapter 218Abo§ theaKertueky o r i mn
Revisedtatutesor anyother substancavhichmaybeaddedbythe KentuckyCabinetfor HealthandHumanServices
under regulations pursuant to KR$8A.020.

Prohibiteddrugsinclude,but are not limited to, anysubstancehat an individualmaynot sell,possessyse,distribute
or purchase under Federal or Kentudaw.

Prohibited substances include:
1. All prescription drugs obtained without authorizaticand

2. All prohibited substances however taken or used, including butirmotdd to, inhaling, ingesting, and / or
injecting. These include, but are not limited to, prescribed and -tivercounter drugs and prohibited
volatilesubstanceasdefinedin KR17.900or syntheticcompounds/substancebat areusedor intended
for use for an abusive and / or intoxicatipgirpose.

An employee who personally uses a drug authorized by and administered in accordance with a prescription from a
health professional shall not be considered in violation of this policy.

Any employee who violas the terms of this policy may be suspended, snemewed or terminated. In addition,
violations may result in notification of appropriate legal officials.

As a condition of employment, the Board requires that each employee sign a statement agreeindettalthis
policyandto notify the ChiefExecutiveOfficerof anycriminaldrug statute convictionfor aviolationoccurringin the
workplaceno later than five (5) daysafter suchconviction.In the eventof a conviction the CEGshalltake personnel
adion against the employee, up to and includiggmination.

Asanalternative,the CEQnaychoosethat an employeewho violatesthe termsof the OVEQirug-free/alcoholree
workplace policies shall satisfactorily participate am OVEEapproved drug/alcobl abuse assistance or
rehabilitationprogram.Theemployeeshallbe requiredto provideprogresseportson aschedulesstablishedythe

CEO. If the employee fails to satisfactorily participate in such a program, the employee may be suspended or
terminated.

Following determination by an administrative or judicial proceeding that s/lhe engaged in misconduct involving the
illegal use of controlled substances, a teacher who has been reprimanded or disciplined for misconduct involving
illegal use of controli@ substances shall submit to random or periodic drug testing in accordance with applicable
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Kentucky Administrative Regulation for a period not to exceed twelve (12) months from the date of such reprimand
or disciplinary action.

Reporting

An employee shalpromptly make a report to the local police department, sheriff, or Kentucky State Police, by
telephone or otherwise, if they know or have reasonable cause to believe that conduct has occurred which
constitutes the use, possession, or sale of controlleblssances on the school premises or within one thousand
(1,000) feet of school premises, on a school bus, or at a school sponsored or sanctioned event.

The CEO shall establish a dftep awareness program to include, but not be limited to:
1) The dangers adrug abuse in thavorkplace;
2) Information regarding drug counseling, rehabilitation and drug assistance progrzaiable;
3) The Cooperative’' s pdréeiworkplacednd mai ntaining a drug

4) Thepenaltiesthat maybeimposeduponemployeedor drugabuse violationsoccurringin the workplace.

703 Harassment/Discrimination
Definition

Harassment/Discriminatioaf employeessunlawfulbehaviorbasedon the race,color,nationalorigin,age,religion,

sex, genetic information, disability or limitations reldtéo pregnancy, childbirth, or related medical conditions of

an employee involving intimidation by threats of or actual physical violence; the creation, by whatever means, of a
climate of hostility or intimidation, or the use of language, conduct, or symimsuch manner as to be commonly
understoodto conveyhatredor prejudice.Forpurposesof this definition, chargef sexuaharassmenmayinclude
persons of the same or opposisex.

Prohibition

Harassment/Discrimination is prohibited at all times OVEC property and off OVEC grounds during OVEC
sponsored activities. This prohibition also applies to visitors to OVEC who may come into contact with employees
and students. OVEC staff shall provide for a prompt and equitable resolution of complaimterming
harassment/discrimination.

Disciplinary Action

Employees who engage in harassment/discrimination of another employee or a student on the basis of any of the
areas mentioned above shall be subject to disciplinary action including, but not dinite termination of
employment.

Guidelines

Employees who believe they or any other employee, student or visitor is being or has been subjected to
harassment/discrimination shall, as soon as reasonably practicable, report the incident. Persons adittwrize
receive reports of harassment/discrimination include the Chief Executive Officer, Program Director, or Human
Resources personnel. Complaints of harassment/discrimination, whether verbal or written, shall lead to a
documented investigation and a writtereport.

If the CEO is an alleged party in the harassment/discrimination complaint, provision shall be made for addressing
the complaint to the Chair of the Board of Directors.
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If allegations are made against any party other than the CEO, the CE@rehialé for the following:

1. Investigationof allegationsof harassment/discriminatiobo commenceassoonascircumstancesllow, but not
later than ten (10) working days from submission of the original complaint, regardless of the manner in which
the conplaint is communicated to the CEO, a program director, or Human Resources personnel. A written report
of all findings of the investigation shall be completed within forty (40) calendar days, unless additional time is
necessary due to the matter being intigated by a law enforcement or governmenagjency.

The CEO/designee may take interim measures to protect complainants during the investigation.

2. A process to identify and implement, within five (5) working days from the submission of the written
investgative report, methods to correct and prevent reoccurrence of the harassment/discrimination. If
corrective action is not required, an explanation shall be included imepert.

3. Aprocesdo bedevelopedandimplementedto communicaterequirementsof thispolicyto all staff, whichmay
include, but not be limited to, théllowing:

1 written notice provided in publications such as this manual, staff memoranda, apdrophlets;
1 postingsn the samelocationasare documentsthat mustbe postedaccordingo state/federallaw; and/or
1 such other measures as determined by BEO.

4. Training explaining prohibited behaviors thad necessity for prompt reporting ofalleged
harassment/discrimination.

5. Developmenbf alternatemethodsof filing complaintsfor individualswith disabilitiesandotherswho mayneed
accommodation.

Field based staff assigned to a work site in a member school district shall notify the Chief Executive Officer of any
complaint of harassment, sexual or otherwise, perpetthbn the employee by a district employee. The CEO shall
notify the employee of the name of the district's staff member assigned to handle harassment complaints. The
responsibility for handling the complaint will reside with the district involved.

Complaint Process

Employees filing a complaint concerning alleged harassment/discrimination shall follow the process and timelines
set out for other grievances. (Please refer to Policy 03.16.)

Prohibited Conduct
Depending on the circumstances and facts of $itaation, and within the definition of harassment/discrimination
contained in this policy, examples of conduct and/or actions that could be considered a violation of this policy
include, but are not limited to:
1. Any nicknames, slurs, stories, jokes, verittmaterials or pictures that are lewd, vulgar, or profane and
relateto any of the protected categoriedistedin the definition of harassment/discriminatiorontained
in thispolicy;
2. Unwanted touching, sexual advances, requests for sexual favors, egablspy sexualumors;
3. Instances involving sexuablence;
4. Causin@nemployeeto believethat s/lhe mustsubmitto unwelcomesexuakconductin orderto maintain

employment or that a personnel decision will be based on whether or not the employee sutomits
unwelcome sexuatonduct;
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5. Impliedor overtthreatsof physicaliolenceor actsof aggressiormr assaulbasedon anyof the protected
categories;

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

7. Destroying or damaging an individual's property based on any of the proteatedories.
Confidentiality

OVEC employees involved in the investigation of comaihall respect, as much as possible, the privacy and
anonymity of all parties involved.

Appeal

Uponthe completionof the investigationand correctionof the conditionsleadingto the harassment/discrimination,
any party may appeal in writing any paifttbe findings and corrective actions to tlEO.

Failure to Act

Failure by an employee and/or the CEO to report, notify, and/or initiate an investigation of alleged
harassment/discriminatioasrequiredbythispolicyor to takecorrectiveactionshallbe causefor disciplinaryaction.

Notifications
In circumstances also involving suspected child abuse, additional notification shall be required by law.

In applicable cases, employees must also report harassment/discrimination to appropriate law erdotce
authorities in accordance with KRS 158.156.

Retaliation Prohibited
Nooneshallretaliate againstan employeeor studentbecauses/he submitsa grievanceassistor participatesin an
investigation proceedingor hearingregardingthe chargeof harassment/discriminationof anindividualor because

s/he has opposed language or conduct that violatesphlgy.

Upon the resolution of allegations, the CEO shall take steps to protect employees and students against any form of
reprisal or retaliatiorfor having filed a good faith complaint under this policy.

Other Claims

When a complaint is received that does not appear to be covered by this policy, administrators shall review other
policies that may govern the allegations.

704 Attendance and Punctuality

To maintain a safe and productive work environment, OVEC expects employees to be reliable and to be punctual in
reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and on OVEC. In the
rare instances when employeearmot avoid being late to work or are unable to work as scheduled, they should
notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive. Either may lead fimisyi action, up to and including
termination of employment.
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705 Personal Appearance

Employees shall dress appropriately and professionally according to their assigned position and related job
description. Immediate supervisors shall address with those eyegls under their supervision any issues
concerning inappropriate dress. Consideration should be given for the type of work being performed.

Employeesvhoseappearancésdeterminedto beinappropriatewill bedirectedto leaveandreturnin properattire.
However, OVEC shall not pay them for the time required tealo

706 Return of Property

Employees are responsible for all OVEC property, materials, or written information issued to them or in their
possession or control. Employees must return all OVEC pxojpemediately upon request or upon termination of
employment.Wherepermitted by applicabldaws,OVEGnaywithhold from the employee'scheckor final paycheck

the cost of any items that are not returned when required. OVEC may also take all actionddapprepriate to
recover or protect itproperty.

710 Security Inspections

OVEC wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, explosives, or other
improper materials. To this end, OVEC prohibits the possessiansfar, sale, or use of such materials on its
premises. OVEC requires the cooperation of all employees in administering this policy.

Desks and other storage devices may be provided for the convenience of employees but remains the sole property
of OVECAcordingly they, aswell asanyarticlesfoundwithin them, canbeinspectedby anyagentor representative
of OVEC at any time, either with or without priustice.

712 Solicitation

In an effort to ensure a productive and harmonious work environments@es not employed by OVEC may not
solicit or distribute literature in the workplace at any time for any purpose.

OVEC recognizes that employees may have interests in events and organizations outside the workplace. However,
employees may not solicit or digoute literature concerning these activities during working time. (Working time
does not include lunch periods, work breaks, or any other periods in which employees are not on duty.)

Examples of impermissible forms of solicitation include:
9 The circulabn ofpetitions
1 The distribution of literature not approved by tleenployer

1 The solicitation of memberships, fees,dues

Inaddition,the postingof written solicitationson companybulletin boardsis prohibited. Bulletinboardsarereserved
for official organizatiorcommunications.

715 Gifts

No employee or Board member of OVEC shall receive, directly or indirectly, any gift, reward, or promise of reward
in exchangdor influencein recommendingpr procuringthe useof anygoods,servicesproperty, or merchandiseof
any kind for which funds arexpended.
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No employee shall accept, for personal use, gifts from current or potential vendors.

Any gift accepted on behalf of OVEC becomes the property of OVEC to be used in a fair and equitable manner.
Dispo#&ion of any gift valued at more than $25 presented to an OVEC employee for OVEC use shall be determined
by the CEO/designee.

Appealdo communityorganizationgor supportshallbe authorizedin writing by the CEQrior to collectionof funds.

All donatbns/contributions will bevoluntary.

750 Disrupting the Workplace

Anyemployeewho participatesin or encouragesctivitiesthat disruptthe orderly administrationof OVEGctivities
or operations may be subject to disciplinary action, includérgination.

Behavior that disrupts the educational process includes, but is not limited to:
A Conduct that threatens the health, safety or welfareotfiers;
A Conduct that may damage public or private property (including the property of staf§itors);
A lllegd activity;or

A Conducthat disruptsdeliveryof servicescompletionof work responsibilitiesor interfereswith the orderly
administration of OVEC and OVE&lated activities or OVEgperations.

Noemployee employeeorganizationpr anyaffiliate, includingbut not limited to, stateor nationalaffiliatesthereof,
may take part in, promote, or assist in a strike againstQMWEC.

The Board may, in any action of law, suit in equity, or other proper proceedings, take action against any employee
organiation, any affiliate thereof, or any person aiding or abetting in a strike, for redress of such unlawful act.

OVEC will not pay salary, wage, or related fringe benefits to or on behalf of any employee for any day when the
employee fails, as a result oftrike, to report for work as required by his/her contract.

Neitheranemployeeorganizationjts officers,its agents,jts members nor anyemployeemayassistengagepr take

part in, or cause, induce, or encourage any strikes, sanctions, slowdowins, giicketing or refusal to cross picket
lines, boycotts, interruptions of work, other public demonstration, or any concerned effort that interferes with,
impedes, or impairs the normal operation ©VEC.

Violationby anemployeeof anyor all of the aboveconditionsallowsthe CEOat his/her soledetermination,to take
such disciplinary action as it may decide, up to and including dismissal efbleyee.

780 Employee Discipline, Termination, and Resignation

Any employee who violates an OVEC ruleegulations, policy, procedure, and standard of employee conduct and
behavior may be subject to disciplinary action. Disciplinary actions may be taken against an employee when, in the
judgment of the supervisor, such action is warranted. Discipline shalbmmensurate with the behavior.

Employees may be subject to the following disciplinary actions by the CEO, to include, but not be limited to:

1 Documented verbal warning eeprimand

1  Written warning or reprimand may include Improvement Plan with satuledfollow-up

Ohio Valley Educational Cooperative Employeanidbool
40



1 Probation imposed may include Corrective Action Plan with schedutdbw-up
1 Reassignment (temporary permanent)

1  Suspension withoupay

1 Nonrenewal

1 Dismissa(termination)

An employee may be relieved from duty for the remaindéthe work day by the immediate supervisor, pending
action by the CEO, when drugs, alcohol, and/or the safety of employees or others are involved.

Causes for Personnel Action

Reasons for which an employee shall be subject to disciplinary or job actihinstude, but not be limited to, the
following:

1.  Dishonesty, neglect of duty, incompetence, inefficiencinsubordination.

2. Reporting to work under the influence of or use or possession of alcohol while on duty, or the illegal use or
possession of cdrolled substances at artyme.

3. Unauthorized possession or use of firearms, dangerous weapons, or explosives oprQpdag.

4, Unsatisfactory evaluation of any factor on the employee's performance evaluation report and/or failure to
improve.

5. Unexcused bsence, tardiness, absence without notification or abuse oflsake.

6.  Violationof or refusalto obey OVEMoliciesor stateregulationsadoptedby the KentuckyBoardof Education
or by theBoard.

7. Falsifying information supplied to OVEC including mfttion on application forms, absence reports, time
sheets, calendars, travel reports, or any otirdormation.

8. Criminalconvictionsfor feloniesor other actsof conductoccurringon or off the job whichare directlyrelated
to job performance, or refldcadversely upon OVEC or its operations, or are of such nature that to continue
the employee in the assigned position could constitute negligence in regard to duties to students, program
participants, employees, and to the genepaiblic.

9. Immorality or oher unprofessionatonduct.

10. Loss of licensure or certification required for the assignesition.

11. Behavior that poses a threat to the operation of OVEC or to the safety andbeieti of the individual or
others or toproperty.

12. Unauthorized use or mise, stealing, or unauthorized removal of OVEC, agency or government property or
records.

13. Use of corporal punishment as a disciplinary measure with a child in the calHE.

14. Breach of confidentially regarding students, program participants, or emptog€theagency.
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15. Failure to maintain the confidentiality of information about students or staff obtained in the course of
employment, unless disclosure serves a legitimaterglhted purpose or is required tgw.

16. Engagingn anysexuallyrelatedbehavor with a studentwith or without consent,ncludingbut not limited to,
behavior such as sexual jokes; sexual remarks; sexual kidding or teasing; sexual innuendo; pressure for dates
or sexual favors; inappropriate physical touching, kissing, or grabiapg; threats of physical harm; and
sexualassault.

17. Physical or mental disability, consistent with applicable laws protecting employeedisathilities.
Resignation

If an employee voluntarily resigns, the resignation shall be in writing and shalingebinding on the date the
resignation is accepted by the CEO. The resignation is effective on the date specified in the letter of resignation. A
resignation,onceaccepted maybe withdrawn only with the approvalof the CEOResignationsnustcomebeforea

Holidayif the employeewill not be returningto work after the Holiday.In the absenceof aspecificpolicyor written
agreement to the contrary, employees are freeresign at any time. However, all employees are expected to give
written notice of thér intent to resign. Such notice should be delivered to the Program Director or CEO in advance
of the date of resignation dsllows:

Certified staff—twenty (20) working days
Non-certified staff—ten (10) working days

Failure to give the required notcmay result in forfeiture of OVEC paid benefits, including accrued vacation, and
ineligibility for reemployment.

Beforethe effectivedate of a resignationthe employeemustarrangefor an exitinterviewto determinethe reason
for the decision; to engre return of petty cash and/or Cooperative property; to settle any outstanding obligations;
to make provisions for completing unfinished work; and to explain conversion benefits tiveder

Cooperative's group insurance plans and other vested benefitbeavdd | e t o t he empl oyee under
benefit plan (COBRA). A written report of the employee
file.

782 Non-Renewal and Staff Reduction

In the event the Board chooses, upon the recommeiatabf the Chief Executive Officer, to neenew a limited
contract, written notice shall be provided to the employee no later than May 15 of the year in which the contract is
in effect. Upon written request by the employee, the CEO shall provide a wstéé@ment containing the specific,
detailed, and complete grounds upon which R@newal of the contract is based.

In the event of a decrease in or loss of funding, the Board shall have full authority to reduce the number of
employees. Upon recommendatiof the CEO and approval of the Board, a reduction of staff for any position may
occur. Further suspension of contracts may be made pursuant to KRS 161.800.

Nonrenewal of contracts or staff reduction of those employees who are hired pursuant to andigecaresult of
anagreementwith anoutsideagencyshalloccurupontermination of the agreementbetweenOVEG@ndthe agency
under which they were hired, upon voluntary resignation of the employee, or upon such other terms in said
agreement.
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805 Sanctions
Reprimand

Except in the case of a serious violation, a reprimand should be preceded by a warning. Reprimahdp&wat

in writing and must containthe specificsof the conductfor whichthe employeeis beingreprimandedandbe signed
bytheemppyee and the supervisor. The employee’s signature
with the employee and does not necessarily constitute
reprimand. The appropriate program director musteéve a copy of the reprimand and forward it to the Human
Resource®epartmentto fileinthee mp | o peesennefile. If employeegeceivetwo (2) reprimandsfor the same

offense during a twelve (12) month period or three (3) reprimands for any proldigrimg that same period, they

are automatically placed on disciplingrgobation.

Disciplinary Probation

The term of a disciplinary probation shall not exceed twenty (20) working days. An employee on disciplinary
probationshallreceiveawritten explandion of the reasonfor the disciplinaryaction,signedby the programdirector

andthe employee with adiscussiorof the correctiveactionsthe employeemusttakeandthe supervisonassistance

that will be available to help the employee improve perforrmaa . The empl oyee’s signature
offense, and subsequent probationary status, corrective measures and length of probationary period have been

di scussed with the employee and does not reeeasersferari |y c
disciplinary probation. The program director and the employee must receive a copy of the probationaryaaction

a third copy is to be forwarded to the Human Resources
At the end of thespecified period, the appropriate program director shall remove probationary status or, if no

i mprovement has been made, shall recommend to the Chie
pay or termination.

Any employee may be placed orsdplinary probation when work performance deteriorates and the program
director believes it necessary to impress upon the employee the need for improvement. Employees who improve
satisfactorily during the probationary period may be restored to regulatustaFailure to gain a satisfactory
performance rating during probation will result in transfer, demotion, suspension or termination.

Any employee placed on disciplinary probation more than twice during a twelve (12) month period will be subject
tobeingsuspended without pay or recommended for disciplinse
to the CEOThissuspensioror disciplinarytermination mustbe consistentwith the offenseshat leadto placements

of disciplinaryprobation.

Regulaemployeeswho havebeenplacedon probationareeligiblefor paid holidays but maynot take annualleave
during the probationaryperiod.

810 Suspension

Suspension with Pay

An employee shall be suspended with pay only when the CEO determines there tifiabj@ssafety need or to
preventsignificantdisruptionof the workplaceand/or educationalprocessTheperiod of suspensiorwith payshall

not exceed the time needed to determine whether the employee is to return to active service or face disciplinary
action. Typically, suspension with pay shall not exceed ten (10) working days. However, if circumstances arise that
require an investigation or other proceedings that may extend beyond ten (10) days, the CEO may lengthen the
period of suspension, not to eged an additional fifteen (15) working days. Employees suspended with pay shall
remain available for immediate recall to actiservice.
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Suspension without Pay

A period of suspension without pay shall not exceed (20) working days. Suspension by that @O
recommendation of a program director (or by the program director in cases of violations as defined below) shall
result in employees being relieved immediately of their duties. Suspension may result from previous cumulative
disciplinary actonormag c cur wi t hout prior supervisory correcti
offense is so severe that continued presence on the job may result in danger, threat, or harm to the students, staff,
cooperative property or equipment, or to the edgyee.

An employee who is suspended shall receive a written explanation of the reason for the suspension, signed by the

CEGandthe employeeThee mp | o signatureassure®nlythat the offense,andsubsequentermsof suspension
have been discussedtwwh t he empl oyee and does not necessarily

reason for suspension. The appropriate program director must receive a copy of the suspension action and place it

in the empl ofleee’ s personnel

Employees on suspeusi without pay shall lose pay and fringe benefits for the period of suspension. An employee
mayarrangeto maintaininsurancebenefitsduringthe suspensiorwithout pay, providedthey paythe premiumsto

keep benefits in paid status.

Consultation betweerthe employee, his/her immediate supervisor or program director, and the CEO or designee
must occur before the employee is reinstated.

Any employee suspended without pay more than twice during a twelve (12) month period will be demoted or

recommended fordsci pl i nary termination by the employee’s
termination must be consistent with the offenses for which they were suspended.

815 Reinstatement of Staff Members

The CEO shall have the authority to reinstate perg immediately upon receipt of information that s/he believes
justifies reinstatement or upon the reinstatement of an agreement with the outside agency under which employee
was previously employed.

TheCEGshallreport to the Boardthe reinstatementandthe rationalefor suchactionat the next meetingfollowing
the reinstatement.

820 Due Process

All employees have the right to required due process in the resolution of a dispute regarding adverse action taken
against them.

An employee who is being diptined due to poor job performance or for other good cause has the following rights:
1. The right to know the specific reason(s) for the disciplirzatjon;
2. An opportunity to be heardncluding
a. The right to present withesses on his/Hezhalf;
b. Therightto representationatthee mp | o gxpeaseby apersonof their own choosing (subject

to the restrictions of these policies aptdocedures);

3. A prompt decision rendered writing;
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4. Redress for OVEC failure to follow its own policies and proceduraes,dncin g t he empl oyee’ s |
process;

5. Redress for gross disregard of the facts or evidence in a case at earlier stages of an appeal, whereupon if
the employee alleges and can prove in writing such disregard, the CEO may review the merits of the case;
and

6. The right to appeal the decision of OVEC or its governing bodies to independent external bodies, such as
the Stateor localHumanRightsCommissionEqualEmploymentOpportunityCommissionor courtsof law.

822 Communications / Grievances

Staff Involvement

The Board believes that, to the extent practicable, employees affected by major decisions should have the
opportunity to have input or make recommendations to the CEO. Appropriate areas for broad participation by
employees would include, but ndke limited to, development of policy.

Lines of Communication

OVEC employees shall be informed of approved lines of communications and required to follow these lines in
carrying out their duties.

Grievances/communications are individual in nature and tnmesbrought by the individual employee.
Examples of conditions that may be causes for grievance include:

91 Application of Cooperative policies, practices, rules, regulations and procedures believed to be to the
detriment of anemployee;

1 Treatment considerednfair by an employee, such as coercion, reprisal, harassmeimtjroidation;

1 Improperor unfairadministrationof employeebenefitsor conditionsof employmentsuchasannualleave,
fringe benefits, holidays, salary, seniority, or performarase;

1 Apprdsal of workingconditions.

Examples of conditions that shall not be considered as causes for grievance include:

Cooperative policy, state or federal law, regulation or fundiogrces;

content of a fundingequirement;

non-selection or promotion (requés anappeal);

an evaluation or performanceting;

any adverse action, e g. termination, demotion, transfer, etc. (requires an appeal);
a simpledisagreement.

= =4 =8 =4 A -9

Harassment/discrimination allegations shall be governed by Policy 03.162.
Grievances

It isthe policy of OVEC to provide employees with the opportunity for redress of job actions or conditions that the
employee believes unfair, in conflict with policies, or in violation of state or federal law.

Any employee dissatisfied with working conditioois other managementontrolled matters may file a written
grievance to seek correction or relief. A grievance may be filed when the employee believes that rules have been
interpreted or appliedincorrectlyor whenthereisno rule governinga conditionthat the employeebelievesunjust.
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All grievances will be resolved fairly gmmdmptly.

Agrievancdsane mp | o gxpressedeelingof dissatisfactiorconcerningconditionsof employmentor treatment
by management, supervisors, or othemployees.

Retaliation

Employees will not under any circumstances be penalized for using the grievance procedure. Supervisors are
responsibldor ensuringthat the grievancds fully processedintil the employeeis satisfiedwith the decisionor until

t he e mp | aussevdthinsthe greevance procedure is exhausted. All employees and their representatives are
assured freedom from restraint, interference, coercion, discrimination, harassment, or reprisal in preparing and
presenting a grievance under the specifigdbcedure.

Failureto file a grievancen accordancavith the procedurewill resultin forfeiture ofthee mp | o ggbt&d ralief
through the grievance procedure. Failure on the part of management to follow procedures or to render a decision
in atimely fashion shallresultin adecisionin favor of the employeeentitling him/her to the requestedrelief, to the

extent that it is within the ability and authority of OVEC to provide setibf.

Procedures
All management responses to a grievance will be itirvg.

The aggrieved must file a grievance within ten (10) working days after the condition occurred, unless the condition
is continuous in which case the grievance may be filed any time during which the condition exists or within ten (10)
working days oits cessation.

Thepersoninitiating the grievancdsrequiredto put it in writing. Thegrievancenustbe takento asupervisomat the
lowest level who can take measures to rectify tondition.

Informal Review

Thesupervisoito whomagrievances submitted mustprovideawritten decisionwithin two (2) workingdays,along

with a full explanation of the decision. If the grievant is not satisfied, or if the supervisor does not provide a written
decisionwithin five (5) workingdays,the grievantmay submit awritten requestfor reviewanda new decisionfrom

the next supervisory level, following this procedure through to the Chief Executive Officer. However, no employee
must be required to go through more than two (2) supervisory levels in the infqunoakess to reach the CEO. At
each level, the grievant must be provided with a written decision within five (5) working days. Previous decisions
must accompany such requests for furthreriew.

Written decisions will provide the grievant with a decisidratt concurs with the previous decision, modifies the
previous decision, or rejects the previous decision and provides the employee with a new decision.

Formal Review

If the employee has not been satisfied through the informal process, the employee rmagecto file a formal,

written grievance with the Grievance Committee, as designated by the CEO. The grievant may turn to the formal
processf the employeeisnot satisfiedwith the C E Qlecssion or if the CEailsto provideawritten decisionwithin

the specified time frame, or iif staff responsible fail
must be accompanied by all previous writtdacisions.

A Cooperativevide Grievance Committee shall consider grievances of staff fronprrgyam or section within the
CooperativeTheCommitteeshallbe composedf at leastone (1) memberfrom programgroups for example Head
StartPolicyCouncil.TheGrievanceCommitteewill havean odd numberof membersandact by simplemajority vote

of its members. The Grievance Committee may decline to hear a grievance that is beyond the authority or capacity
of the Cooperative toesolve.
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A hearing of the Grievance Committee will be held within ten (10) working days of the receipt of the formal
grievance. The aggrieved employee, CEO, and, if applicable, the Program Director will receive copies of the final
decision. Aggrieved employees may be represented and/or advised by a representative of their own choosing.

However, the following may not represethe grievant:

Persons in direct line of supervision over #raployee;

Human Resources/Accounting

A Cooperative staff person of higher rank than any person against whom the grievant nthleeges
The Chairperson of the Board of Directors or any pnogpalicy groupor

An employee of any agency or organization that fundsGbeperative.

=a =4 =8 —a -9

Expenses for the grievant and representative must be borne by the aggrieved.

The aggrieved may seek direct access to the Grievance Committee without going threugfotimal stage if the
grievance involves any of the following:

1 Failure of a supervisor to follow procedures in a situation seriously affectingntipéoyee;

1 Reprisals against an employee for other grievanceoomplaints;

1 Threatenedadverseactionfor suchactionsasallegednon-paymentof debtsin the absenceof legalprocess,
such agyarnishment;

1 Denial of an employee's reasonable opportunity to pursue or adhere to religious beliefs or other First
Amendmentrights;

1 Failure of management personnel tollbw the time frames specified in the grievance procedaore;

1 Violation of the Fair Labor Standarélst.

The decision of the Grievance Committee shall be subject to review by the CEO, who may approve the decision or

modify it. Any further appeals must beade outside the Cooperative to a court of law, Equal Employment

Opportunity Commission, or Human Rights Commission.

Grievances concerning the CEO shall be handled by the Board of Directors.
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APPENDIX

Sample FMLA Memorandum

TO: (Employee on Family Leave)

FROM: (Insurance Coordinator/Human Resource Generalist)

DATE:

SUBIJECT: Guidelines for Benefits While on Approved Family Medical Leave (FML)

This letter is to inform you of your health insurance responsibilities as an employee on Family Medical Leave
(FMLA). As an employee on FMLA, your employer will continue to make the employer contributions for your health
insurance or Health Reimbursement Arrangement (HRA), if applicable. It is your responsibility to make timely
payments of any employee contributisrthat had been previously deducted from your check for health insurance
and/or Flexible Spending Accounts (FSAS).

Health Insurance

While on FMLA, two conditions must be met in order to qualify for the health insurance employer contribution.
First you mgt maintain the plan option and the coverage level that was in effect before going on leave. Secondly,
you mustpaythe employeecontribution, if applicable Tocontinueyour healthinsuranceyou mustsubmita check

made payable to the Kentucky State Tnai@s, in the amounbf $ (employee contribution). Your

check must be received ye before (insert date).

Flexible Spending Account (if applicable)

Ifyouareenrolledi n K EléxiBléBsnefitsprogram,youmay submita checkin the amountof $

made payable to the Kentucky State Treasurer. Your check must be receivebbjore (insert date). If

you choose to not continue participating in the Flexible Benefits program, your annual election amount will be
reduced by the per semmonthly contribufon amounts not deducted during the FMLA period. If you wish to
resume your employee contribution when you return from FMLA, you must complete an FSA Enroliment Change
Application. The payments for Health Insurance and Flexible Spending Accounts shsuidritéed to the

following addresdy the (insert date) of each month. Please include your Social Security number on each
check.

If you exhaust your FMLA time before you are able to return to work, you will be placed on Leave Without Pay
(LWOP) andhay be eligible for COBRA. If eligible, you will be sent a COBRA notification letter, which allows you to
continue your health insurance, Health Reimbursement Arrangement (HRA) and Healthcare FSA totally at your
own expense. Should you opt not to continueder COBRA, you will be restored to your previous benefits on the

1st or the 16th of the month upon your return to work.

If you have any questions, please feel free to contaett
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Sample LWOP Memorandum

TO: (Employee on LWOP)

FROM: (Insurance Catinator or Human Resource Generalists)
DATE:

SUBJECT: Guidelines for Benefits While on Approved LWOP

As an Employee on Leave Without Pay (LWOP), you are eligible to continue your Health Insurance, Health
Reimbursement Arrangement and Healthcare Flex@gending Account at your own expense through COBRA. You
must contact (Insurance Coordinator/Human Resource Generalists) to make arrangements to continue your
benefits.

Health Insurance
To continue your group Health Insurance coverage you must pay theiyoresyor you may elect COBRA.

A. If you are on LWOP and you have a-phagck during the semmonthly period the leave starts, please
check with Insurance Coordinator/Human Resource Generalist for information as to when your Health
Insurance, Waiver General Pwse HRA, Waiver Dental/Vision ONLY HRA or FSA will terminate. If your
payfor the semimonthlyperiodis not sufficientto coverthe E mp | o gosgi@n’ofshe premium,youwill
need to submit a check for the amoudte.

Any portion of a premium due by yanust be submitted to Insurance Coordinator/Human Resource
Generalist by the 20th of the month. The check must be payable to the Kentucky State Treasurer with
your Social Security Number listed on the check. Insurance Coordinator/Human Resource Gevikralist
forward your payment to KEHP.

NOTE: If you fail to submit appropriate premium payments due within the specified deadline, your Plan(s)
will be terminated.

B. If you will be on LWOP and lose eligibility under the Plan, you may continue your cahecagg
COBRA. You will need to complete the COBRA election form and submit it, with your payment, to
WageWorks. Follow the instructions provided with your COBRt#&rials.

Healthcare Flexible Spending Account

If you are eligibleandyou decideto continueyour participationin the HealthcareFSAyou must submita checkto
Insurance Coordinator/Human Resource Generalist, in the anufight made payable to the Kentucky
StateTreasurer.

When you return to work after being on LWOP, please check with Insu2omelinator/Human Resource
Generalist to see when your coverage will become effective.

When you return from LWOP, your length of absence may affect your Health Insurance.

When you return to work after being on LWOP you will not be eligible to make amgeh to the Health
Insurance coverage in which you were enrolled prior to the LWOP unless one of the following has occurred:

1 You experience a Qualifying Event and you apply for an appropriate change within 35 days of returning
to work, exceptwhenaddinga child ONLYueto birth, adoption,or placementfor adoption,whichwould
require you to apply within 6@ays.

1 Youreturn in anew PlanYearor after missingthe OpenEnrollmentperiod andyou applyfor a coverage
change no later than 35 days after yaaturn.
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1 The coverage in which you were enrolled prior to the beginning of the LWOP is not availabj®upon
return. You will have no more than 35 days after your return to apply for an approgtiatege.

InsuranceCoordinator/HumarResourcéseneralis mustprovidethe necessanapplicationsuponreturn. Should
you have any questions, you may conta at
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