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I.  Committees/Participation Policy 

 

The committees for Joe Harrison Carter Elementary School will be organized according 
to the Standards and Indicators for School Improvement designed by the Kentucky 
Department of Education in an effort to facilitate school improvement. 
 
The standards that are the responsibility of the council are listed below: 
Curriculum  Classroom Evaluation/Assessment   Instruction 
School Culture  Student, Family, and Community Support 
 Professional Growth 
Leadership  Organizational Structure and Resources Comprehensive and 
Effective Planning 
 
There will be four standing committees that will address aspects of the standards. 
These committees are listed below with their responsibilities: 
 
1.  Operations Committee: 
Organizational Structure and Resources School Culture Leadership  
 
2.  Curriculum Committee: 
Curriculum Classroom Evaluation/Assessment  Professional Development  
 
3.  Instruction Committee: 
Instruction Student, Family, and Community Support 
 
4.  Consolidated Planning Committee (Representatives from all Committees) 
Will consider all of the standards in making plans for the future. 
 
Committee composition and membership selection: 

1.  Each of the above committees shall have at least five members, including at 
least 2 parents.  Representatives from Certified and Classified staff must also be 
members.  A student council representative may also be a member.   

2.  During August the following steps will be taken to recruit members for the 
year’s committees: 

A.  The principal shall see that all parents and staff are provided 
information concerning the committees and requesting their involvement.  
They will be requested to sign up for one or more of the committees and 
return the form to school. 
B.  Parents and staff will return the form with their intent to serve on a 

committee.   
C.  During the August SBDM Council meeting, the council will appoint 
members to the committees.  The council will also designate someone to 
serve as chairperson of each committee.   
D.  The principal shall see that all committee members are notified of their 

appointments.   



The chairperson will be responsible for coordinating committee meetings 
and making reports to the council. 

 
Ad Hoc Committees:  
The council may also establish ad hoc committees by: 
1.  Writing a committee charge that includes a provision for the committee to dissolve 
when its work is done. 
2.  Deciding how many members the committee needs and what groups need to be 
represented. 
3.  Deciding whether to seek volunteer sign-ups, to appoint members immediately, or to 
designate someone to make the appointments. 
 
 
 

II. Consultation 

 
For each vacancy at the school, the council shall appoint an Ad Hoc Committee of no 
more than 6 people.  The committee membership shall include the principal, at least one 
parent, and at least one certified staff member who will work directly with the person to 
be hired. 
 
Within two weeks of their appointment, the committee shall determine criteria for a 
strong candidate and develop interview questions that fit those criteria.  Those criteria 
shall not in any way discriminate based on gender, ethnicity, religion, political affiliation, 
or any other illegal grounds. 
 
Within one week of receiving a list of applicants from the superintendent, the committee 
shall review all applications and references and shall select applicants to interview. 
 
Within one week of the committee's selection, the principal shall schedule an interview 
with each selected applicant at a time when all committee members can attend.  The 
committee chairperson shall call special meetings of the committee for each of those 
interview times. 
 
Each interview shall be conducted in a closed session using the interview questions. 
 
Within one week after the interviews are complete, the committee shall meet in a closed 
session to discuss how well each applicant meets the criteria. 
 
Within two weeks after the interviews are complete, the council shall meet in closed 
session to receive the committee's report, discuss the applicants, offer comments on the 
contributions each could make, and provide any additional input requested by the 
principal. 
 



After considering the council's comments, the principal shall select the person he or she 
believes will contribute most to the success of the school's students and notify the 
superintendent of his or her choice. 
 
All interviewed applicants shall be notified as soon as possible whether they were chosen 
or not. 
The superintendent shall complete the hiring process. 
 
 
 

III.  Principal Selection 

 
The following procedure will be used to select a principal: 

1. The council will receive the required training in selecting a school principal as 
required.  

2. The council will hold one afternoon and one evening meeting to receive 
suggestions from parents, staff, and other interested parties on what traits will 
make the best leader for the school.  

3. The council will meet in open session to agree on criteria and develop interview 
questions that fit those criteria.  Those criteria shall not in any way discriminate 
based on gender, ethnicity, religion, political affiliation, or any other illegal 
grounds.  

4. The council will meet in open session with the superintendent to discuss the 
criteria and other steps in the hiring process.  

5. The council will meet in closed session to review applications and references of 
candidates recommended by the superintendent and select persons to be 
interviewed who appear reasonably capable of fitting the council’s criteria.  

6. The council will schedule an interview with each selected applicant at a time 
when all the members can attend a special meeting.  

7. The council will conduct the interviews in closed session using the interview 
questions.  

8. Each interviewed candidate will be invited to a school forum to meet other 
interested stakeholders.  

9. The council will meet in closed session to discuss how well each applicant meets 
the criteria.  

10. If necessary, request additional applicants from the superintendent and repeat 
steps 4-8.  

11. Meet in open session to make the final choice of principal.  
12. Notify the superintendent of the choice.  
13. All interviewed applicants shall be notified as soon as possible when they are 

chosen or not.  
 
After receiving notice of the council’s choice, the superintendent will complete the 
hiring process.   

  
 



IV. Primary Program and Curriculum 

 
Until they are ready for fourth grade, all students shall participate in the primary program. 
 
Each primary student shall be taught by a team of two or more teachers who collaborate 
to ensure that the child makes progress each week in learning basic skills and/or other 
parts of Kentucky Core Content and Program of Studies. 
 
Each Classroom shall: 
1. Use research based teaching strategies that are effective for all children. 
2. Assess each child's progress by observing actual work that the student is doing and 

maintaining an orderly record of skills mastered and areas needing further work. 
3. Research based appropriate instructional practices will be used in the primary 

program and other grade levels. 
The following strategies will be utilized in classes: 

Learning Centers   Process Writing  Discovery Learning 
Writing Across Curriculum Thematic Units  Special Projects 
Integrated Curriculum  Reading Recovery Reading Intervention 
 
During each school week, teachers may organize their students in a variety of large and 
small groups for various kinds of learning activities.  They may also arrange for one or 
more students to work part of the time with students assigned to other staff.  Parent input 
will be required if the placement will last more than a week. 
 
Assessment 
Communicate with each child's parents at least four times each year to provide concrete 
illustrations of the kind of work the child is able to do and to discuss steps to help the 
child make further progress via report cards and progress reports.   Formal reports will be 
made to parents each nine weeks in all grades with the exception of Kindergarten.  
Kindergarten reports are made to parents each twelve weeks.  Parent conferences are 
scheduled as needed at the request of the parents, teacher, or principal.   
Analysis of student work will be an ongoing process of student assessment.  Students in 
K-3 will be assessed with CATS like assessments, GRADE and GMADE.  Students in 3-
5 will be assessed with GMADE, ThinkLink, CATS like assessments.  All students will 
be assessed with CATS Like tests on a regular basis.   
 
 
 
V.  Assignment of Instructional and Non-instructional Staff Time 
 
The CSIP will be considered when staff time is assigned.  All efforts will be made to 
ensure that the morning hours are undisturbed by special classes when at all possible.  
Teachers will be assigned classes based on their experience and expertise.  Teachers of 
like grades will be assigned common planning time when possible.  Teachers are 
expected to use planning time to plan lessons, analyze student work, make contact with 
parents, and collaborate with other teachers.  This will be reflected in the daily schedule 



for all teachers.  All other employees will be scheduled in a way that will increase student 
achievement and meet students’ needs.   
 
 

 

VI.  Assignment of Students 

 
In  May of each year, each teacher shall make a recommendation to the principal on how 
his or her students should be assigned for the coming year.  The principal shall make final 
assignments that meet all the students’ needs. 
The following procedure will only be used when the school has need for two or more 
teachers for one grade level.  This would include split classes.  When only one teacher is 
required for a grade level, this process would not apply for that grade level. 
 
When the procedure is needed, the following steps will be taken. 
Based on the individual child’s academic and behavioral success in the grade the 
previous year, students will be placed into like groups.  For example, kindergarten 
students who are independent readers would be grouped together.  Once these groups are 
determined, boys and girls will be divided to keep the classes balanced.  In the event that 
two students should not be placed in the same room, the teacher will notify the principal. 
 When the children’s previous teacher or teachers have determined the groups, the 

receiving teachers will take turns drawing students from the groups.  This will 
ensure that classes have a good mixture of students.  Teachers of each grade level 
will meet separately and draw their names in the presence of the other teachers of 
that grade level and the principal.  The drawing will be conducted in private to 
ensure confidentiality of the students.  There will be no choices offered. 

 
A mutually agreed upon time will be determined for all teachers to draw for students on 
the same day.  When the principal cannot be present, he or she will appoint a designee. 
 
When a parent requests that a child be moved from a classroom, it must be done 
according to the following guidelines: 
1. Make an appointment with the principal and teacher to discuss the problems. 
2. Meet with the instruction committee to discuss the request to move. 
3. If the instruction committee feels the move is for a legitimate reason, the request is 

sent to the SBDM council. 
4. The SBDM council will give the parents the opportunity to request the move. 
5. The SBDM council will make the final decision as to whether the move will take 

place. 
6. The teacher will be present at all meetings. 
7. A child will have to be in a room for ten days before a request can be made. 
 
All decisions will be made trying to keep the number of students per teacher as low as 
possible. 
 



All students will be scheduled for special classes such a library, computer, physical 
education, fine arts, etc. 
SBARC committees will determine the amount of time a child is placed in regular and 
special education and may also determine the classrooms the child will attend. 
 
 
 
VII.  Schedule Policy 

 
By June 15, the Operations Committee shall meet to discuss a schedule for the following 
year.  The committee shall develop a schedule that will facilitate the implementation of 
the consolidated plan and improve student achievement.  The schedule must adhere to the 
policies of the Monroe County Board of Education with respect to the beginning and 
ending times of the school day and school calendar year. 
During the July SBDM council meeting, the committee chairperson will make a 
recommendation to the council for a schedule for the following year. 
The first two hours of the school day shall be reserved for instruction in the regular 
classroom without disruptions with the exception being special education and speech.  
Distractions during this time and throughout the day will be kept to a minimum. 
Once the SBDM council has approved the schedule, the principal shall implement the 
schedule.  
 
Teachers have the freedom to make instructional placement changes such as multi-age 
and multi-grade level groupings as needed to meet the individual needs of all students.  
Parents must be informed of such placements if they last more than one week.   
 
 
 

VIII.  Space Policy 

 
Each teaching team shall, to the extent possible, be assigned a set of adjacent rooms that 
permit quick, orderly movement of students from one room to the next.  When the 
principal believes that it may be necessary to change room assignments, he or she shall 
explain the concerns to the faculty and allow at least a week for alternative proposals to 
be made before a final decision is made. 
 
 
 

IX.  Instructional Practice Policy 

 
Children entering Kindergarten must be at least 5 by October 1 and first grade students 
must be 6 by October 1.   
We believe that all children can learn at high levels when provided with appropriate 
instruction and support. 
Teachers are to use the following instructional strategies in their classrooms: 
 Flexible groupings for academics 



 Cooperative Learning 
 Discovery Learning 
 Themes and Projects 
 
We believe that students learn best when they: 
 Are actively involved in their learning; 
 Have some ownership over what is being learned; 
 Communicate with peers about what they are learning; 
 Study subjects in a way that shows them applications to life; and 
 Are able to make connections among content areas. 
Each day students shall: 

1. Read for at least 15 minutes during our SSR time. 
2. Read books and other materials on their own or with a partner. 
3. Receive a two-hour block of instruction for reading and language arts. 
4. Write in response to a prompt, in a journal, or free writing. 

Each week students will: 
1. Respond in writing to an open-ended question related to content. 
2. Participate in a peer reading or writing conference. 
3. Use computer technology to facilitate learning. 
4. Participate in hands-on math 

Each month, each student shall: 
1. Speak in front of a group. 
2. Participate in a one-on-one reading conference with a teacher. 
3. Publish a piece of writing. 
4. Learn character education that is embedded in the curriculum. 
5. Participate in a hands-on science activity. 
6. Participate in an active music, visual arts, or dramatic activity. 

Each grade level will make a contribution to each student’s Writing in Progress Folders.  
Students will also revise other pieces in the folders.  These folders will travel with the 
students.  They will be used to assist students in developing their fourth grade writing 
portfolios. 
Homework will be assigned with the instructional level of the child in mind when 
determining the difficulty and the frequency.  The homework activity will be 
purposefully tied to the curriculum and instructional activities in the classroom.  The 
work will be monitored and checked upon completion. 
 
Teachers will incorporate Thoughtful Education’s research based instructional strategies 
into their daily lessons.  Teachers will also use United Streaming as well as other internet 
types of instructional tools in their lessons.   
 
 
 
 
 
 
 



X.  Extra Curricular Programs Policy 

 
The principal shall ensure that all male and female students have a wide range of 
opportunities to participate in extracurricular activities such as clubs, service projects, 
musical and dramatic performances, etc.  All students may participate in any club, 
organization, or activity that is governed by our school as long as their attendance rate 
does not fall below 95% without valid excuse during the nine weeks of participation.  If 
the student’s attendance falls below 95% without valid excuse during the nine weeks 
grading period, all involvement in extracurricular activities will cease for the remainder 
of the grading period.  These students will not participate in any of the activities of their 
groups or organizations.   County, regional, state, and national organizations for certain 
extracurricular activities may impose limitations for participation.  The National BETA 
Club also requires that members be in fifth grade, maintain a B average, and exhibit 
excellent school citizenship.  As activities become available, students, staff, and parents 
will be informed of any limitations.  The JHC Academic team is available to all students 
in grades 3, 4, and 5.  Students scoring the highest on a qualifying test will be eligible for 
membership on one or more of the following teams:  Quick Recall, Written Assessment, 
and Future Problem Solving.  All other students who take the test will be eligible for the 
pep squad team.  Throughout the year intramural quick recall matches will be held so that 
all students will have the opportunity to participate.    
 
During any meeting of extracurricular activities, the sponsor shall be present throughout 
the activity. 
 
All JHC students will be permitted to attend the 21st Century Learning Center 
(CHAMPS). 
 
All participants in extra curricular activities are expected to abide by the Monroe County 
Behavior Code. 
 
 
 

XI.  Procedures on State Standards, Technology, and Program Evaluation 

 
To determine the alignment with state standards, the council each year will assign one or 
more teams to conduct a thorough review of the school’s CATS scores and shall use 
information from that review to develop the school’s Comprehensive School 
Improvement Plan (CSIP).  The CATS scores will be disaggregated each year to 
determine how specific populations are performing.  This information will be used to 
make instructional alterations for the remainder of the school year.  A plan will be 
developed to narrow the gap between high and low performing groups.   
 
To determine the use of technology, the council shall each year assign one or more teams 
to recommend appropriate technological approaches to address each priority need in the 
CSIP. 
 



To appraise the quality of our programs, the council at the end of each year shall review 
the observed results of each CSIP component.  In addition, the review of test scores each 
year will help us to identify priority need for future attention. 
 
Teachers will use technology in their classes in various ways which include but is not 
limited to:  United Streaming, CCITL, AR, CCC. 
 
XII.  Budget 
 
By the April meeting, the principal shall present the school’s allocation for the following 
school year to the council.  The council shall determine the use of this money and 
allocate it into budget categories.  The principal shall be given the authority to spend 
from these categories up to $500.00 without prior approval of the council.  For purchases 
that exceed $500.00, the principal shall obtain approval from the council.  The principal 
shall present the council a monthly report of the balances and expenditures for each 
budget category. 
 
The school council shall consult with the school media librarian on the maintenance of 
the school library media center, including the purchase of instructional materials, 
information technology, and equipment. ( per sbdm law) 
 
 
 
XIII.  Discipline Policy 

 
 The JHC Discipline Policy has been developed with the belief that all students 

given the needed support can be successful in school. 
 
Students will be expected to be good citizens promoting a healthy, safe atmosphere for all 
students to learn.  Students who meet this expectation will be rewarded in various ways.  
Students who do not meet this expectation will receive interventions offered by teachers, 
principal, parents, and/or counselors.   

 
Minor infractions shall include all misbehaviors in which the child or others are not 
physically harmed or harassed.   

 
Major infractions shall include the reoccurrence of minor infractions that have not been 
resolved with other measures and/or misbehaviors in which the child or others are 
physically harmed, threatened, or harassed. 

 
Teachers are to develop a set of classroom discipline procedures to address the minor 
infractions.  These procedures may include removal of privileges, time out, etc. 
  
For reoccurring minor infractions or major infractions a discipline referral shall be 
completed by the teacher and submitted to the principal.  
 



The principal will follow the following procedures: 
 The principal will meet with the teacher and student to get information from each 
on their view of the situation.  The principal shall document the action taken in the 
meeting. A copy of the referral and other documentation will be sent home with the child.  
Parents will read the referral and other documentation, discuss it with their child, sign the 
form, and return it to school.  If the child does not return the signed form the next day, the 
school will mail a copy to the home.  Parents will also be given the option of requesting a 
conference with the teacher and principal. 
  
The following is a list of options available to the principal for use with students: 
  Time Out 
  Removal of privileges 
  Group counseling 
  Individual counseling (with parent notification and approval) 

Corporal Punishment (with parent approval on form in registration packet 
and when all other options have been tried with no success.) 
In lieu of suspension, the student may be sent to the Alternative Learning 

Center’s AEP Program for the number of days suspended.   
Day Treatment Program after consultation with parents and Life Skills 
personnel. 

 
Students are expected to abide by the Monroe County Behavior Code distributed to 
students and parents at the beginning of each school year.  Parents are expected to read 
this and discuss it with their children.  School staff will also review it with students at 
school.  Students are expected to abide by the rules while at school, school functions, on 
buses, field trips, etc.   
 
Students are required to understand and sign the Monroe County Acceptable Use Policy 
(AUP) 
regarding internet and email usage.  Violations of this policy will be disciplined 
according to the AUP. 
  
 
 

XIV.  Attendance (Policy not required by SBDM Law) 

 
The importance of good attendance cannot be overemphasized.  The absences, whether 
excused or unexcused, are detrimental to the learning process.  Each and every student in 
grades Kindergarten through grade 5 should attend school every day to receive the full 
potential from the Monroe County Schools. 

I. KRS 159.150 (Definition of a Truant) 
Any child who is absent for three (3) or more days or tardy for three (3) or 
more times without valid excuse, is a truant.  Any child who has been reported 
as a truant for three or more times is a habitual truant. 

II. The responsibility of good attendance is shared by students, parents, and the 
schools.  We are asking that parents send their children to school every day.  



The school office will keep accurate daily attendance records for the school.  
All absences and tardies will be recorded daily.  All excuses will be 
documented as to whether excused or unexcused. 

III. Absences must be in the following valid excuse areas. 
(1) Sickness ( This can be verified by parent statement up to five times per 

semester and Doctor statement thereafter). 
(2) Death (family, friend, etc.)  This can be documented by a card from the 

funeral homes. 
(3) Reporting to court (This can be verified by a statement from the court.) 
(4) Extreme emergency  (Principal’s discretion) 
All other excuses will be considered unexcused. 
Ex. Missed bus, babysitting, visiting, etc. 

IV. It is the responsibility of the parent to see that the student who is absent 
receives an appropriate excuse.  Parents should call the school before 9:00 
a.m. on the day of the absence and send in a written note or Doctor Statement 
upon the return of the student.  If parents fail to notify the school with an 
excuse, the school will call the parents or guardian.  If the school is unable to 
make contact, a referral will be made for the Family Resource Coordinator to 
make a home visit as soon as possible.  

V. Parents of students with chronic illnesses should contact the school about 
home instruction. 

 
VI. If absences are not excused the following steps will be taken. 

 
After 4 days absent or 5 tardies parents will be expected to come to the school 
for a conference to discuss absences and to consider remedies. 

 
If the parent does not come in for a conference the County Attorney will be 
contacted with the information and a letter will be sent to the parents from his 
office. 

 
After 6 days of unexcused absences a letter from the school will be mailed and 
the Director of Pupil Personnel and/or the Dropout Prevention Coordinator 
will visit the home to determine if the child has adequate provisions such as 
clothing, school supplies, etc. to attend school.  If it is determined that 
adequate provisions are not being provided a referral will be made to the 
school’s family resource coordinator. 
After 9 days of unexcused absences the DPP will send a final notice by 
certified mail to the parent. 
After 10 days of unexcused absences the DPP will sign a warrant with the 
County Attorney charging the parents with failure to send child to school. 
(K.R.S. 159.010) 

 
V. Tardy Policy 

When a child have 5 unexcused tardies, as described above, during the 9 week 
grading period, he/she will not be permitted to participate in rewards, extra 



curricular activities, etc. such as special activities and programs.  A referral 
will also be made to the DPP.  Required classes such as library, physical 
education, music, art, enrichment, etc. will not be affected by this policy. 

In order for a student to check out during the day, a parent must come to the principal’s 
office to receive approval.  These should be limited to sickness, as well as Doctor and 
Dentist visits. 
 
XV.  Wellness  
 
All students shall participate in moderate to vigorous physical activity each day, as 
follows: 
 

 Each student shall engage in at least 15 minutes of planned moderate to vigorous 
physical activity each day.  With input from the teachers and the rest of the staff, the 
principal shall work out how this activity will be handled.  The arrangements must fit 
within the limits of our building and staffing and be compatible with our school 
improvement plan. 

 
 Each student shall participate in physical education class once a week.  
 
 Each student shall have at least 20 minutes a day of supervised recess, preferably 

outdoors, during which the school staff shall encourage moderate to vigorous physical 
activity verbally.  The school shall provide space and equipment to make that activity 
possible and appealing to students. 

 
 Teachers shall make all reasonable efforts to avoid periods of more than forty minutes 

when students are physically inactive.  When possible, physical activity should be 
integrated into learning activities.  When that is not possible, students should be given 
periodic breaks during which they are encouraged to stand and be moderately active. 

 
 Students shall not be deprived of recess or other physical activity as a consequence 

for academic performance. 
 
 Appropriate accommodations shall be made for students with special needs, as 

required by law and sound professional judgment. 
 
Our school shall assess students’ level of physical activity at least once a year.  The 
council shall select an assessment tool by the start of each school year, and the principal 
shall develop a schedule for completing that assessment. 
 
Our school shall encourage healthy choices among students using the following methods: 
 
 Our school shall implement the nutritional standards required by federal and state 

laws and regulations.  Those rules apply to our food program and to other food and 
beverages available during the school day. 

 



 Our Practical Living curriculum shall address the full Core Content, including health, 
consumerism, and physical education. 

 
 The rest of our curriculum shall reflect an integrated concern for wellness, including 

connections to Science, Social Studies, and other subjects. 
 
The provisions of this policy shall be implemented to comply with provisions required by 
federal law, state law, or local board policy.  If any specific requirement above does not 
fit with those rules, the principal shall notify the council so that the policy can be 
amended to fit. 

The principal shall share this policy with the Kentucky Department of Education when 
KDE asks for this information. 
 
 
 

XVI.  Parent Engagement 

 
Parents will be involved on an ongoing basis via parent conferences, email distributions, 
letters, and the weekly newsletters.  Parent input and involvement is welcomed in the 
following ways: 

• SBDM Committees 

• SBDM Parent Membership 

• Volunteering Program 

• Surveys 

• CHAMPS 

• Conferences  

• PTA meetings and programs 

• Title One Parent involvement meetings 
 
Parents and all volunteers must pass the required background check as required by the 
state prior to working with individual children.   
Parents and all volunteers are recognized regularly on the school webpage and in the 
weekly school newsletter as well as an end of the year volunteer appreciation program. 
 
 
 
 
 
 
 
 
 
 
 
 



Joe Harrison Carter Elementary 

 Council By-Laws  

ARTICLE I. PURPOSE 

To provide the council with a set of operational guidelines with which to function 
effectively. 

ARTICLE II. MISSION 

The mission of the Joe Harrison Carter Elementary School is to provide all children with 
the opportunity to reach their potential. 

ARTICLE III. MEMBERSHIP 

A. COMPOSITION  

1. The school council shall consist of the principal, three teacher members, and two 
parent members. The principal shall serve as the chairperson. 

2. If the school’s total minority enrollment reaches 8 percent or more minority 
students enrolled as of the preceding October 1, and there was no minority elected 
in the initial elections, a special election shall be conducted by the principal to 
elect a minority parent to serve on the school council. 

3. In the event a special election is needed, the teachers shall elect a minority teacher 
from the school’s staff. If there are no minority teachers on staff at the school, the 
teachers shall elect a non-minority teacher to represent the interests of the 
minority students in the school. 

4. If there is a minority teacher on staff and he or she does not wish to serve on the 
council, the seat shall remain vacant until filled by a minority teacher. 

5. Although there is no provision in KRS 160.345 for additional school council 
members, the school council does not wish to exclude any constituency in the 
school from participation in all council meetings. Therefore, the Student Council 
may designate a student council representative, and the support staff of the school 
(office, cafeteria, custodians, and instructional assistants) may conduct an election 
for a support staff representative to attend all council meetings as ex officio 
members. 

6. The council membership shall be as follows: 

7. Principal (chairperson) 

8. 3 teachers 

9. 2 parents 

10. 1 minority parent (if required) 

11. 1 minority teacher (if required) 

 



B. REQUIREMENTS FOR MEMBERSHIP  

1. All Members: No one may serve on the school council who has a business interest 
in the school as designated by KRS 45A.340. New members (those with less than 
one year of service) must complete six (6) hours of training from a Kentucky 
Department of Education endorsed trainer. Experienced members (those with 
more than one year of service) must complete three (3) hours of training from a 
Kentucky Department of Education endorsed training provider each year, or can 
meet their training requirement by participating in the new council member 
training for 3 hours. In the event the council must select a principal, the council is 
required by law to obtain training in the recruitment and interviewing prior to 
beginning the principal selection process. 

2. Teacher Members: Teacher council members must possess certification required 
for their position as a basis for employment in Kentucky public schools. Itinerant 
teachers may nominate, serve, and vote in our school. Counselors may serve as 
teacher council members.  Principals or assistant principals may not serve as 
teacher council members, nor vote in teacher elections. 

3. Parent Members:  The legal definition of parent (KRS 160.345 1.c.) allows 
biological parents, stepparents, foster parents, or persons who have court ordered 
legal custody to be nominated or to vote.  According to the law, parents who are 
nominated or who wish to vote must have a child “preregistered to attend” the 
school for next year.  Parents of fifth graders who are exiting our school may 
nominate but cannot vote for candidates.  Parent council members cannot be 
employed in or be related to someone who is employed in the school or in the 
district administrative offices.  An Attorney General's Opinion  [OAG 90-102] 
says that "relative" as used in this section should have the same definition found 
in KRS 160.180 and KRS 160.380 that applies to school boards.  This means that 
a parent who is a "father, mother, brother, sister, husband, wife, son, daughter, 

aunt, uncle, son-in-law or daughter-in-law" of someone who works at the school 
or in the district administrative offices could not be a parent council member.  
Parent members cannot be a board member or a board member’s spouse, nor can 
they have a business interest in the school. 

4. C. ELECTIONS  

1. Parent Members: Parents conduct their own elections as per KRS 160.345 and 

will develop their own procedures for doing so.  Annual elections shall be 
conducted each May by the school’s largest parent organization that is formed for 
the purpose of electing two parent council members. Parent elections may be by 
plurality vote (two parents with the highest number of votes) unless the parent 
organization requires a majority vote.  A representative of the parent organization 
shall notify the principal in writing of the two parents elected within 24 hours of 
the final vote, and shall deliver all election materials to the principal the next 

business day after the election.  The principal can assist, if requested to do so, 

with logistics such as opening the building, providing space, and assisting in 

communicating election meeting dates and times.   



2. Teacher Members:  Teachers conduct their own elections as per KRS 160.345 and 
will develop their own procedures for doing so.   Any certified teacher employed 
at JHC will be eligible to participate in the teacher election.  Those excluded from 
the election are the principal and assistant principal and teachers who do business 
with the district.  Teachers will be nominated in writing by an announced date.  A 
sample ballot will be distributed to all teachers by an announced date which will 
be at least one week prior to the election date.  The election date and time will be 
arranged so that all teachers are scheduled to be scheduled to work.  Absentee 
voting will be allowed only in cases where the voting teacher will not be in 
attendance on the election day.  Teachers will sign a voting roster and receive a 
ballot.  The ballots will be placed in a ballot box until the close of the elections.  
The principal and secretary will count the votes and determine which earns 
enough votes to be determined the winner.  The three teachers with the majority 

of the votes (most votes)  (more than half) will be declared the SBDM teacher 
representatives.  In the event of a tie a special election will be held.  Election 
totals, roster, and ballots will be sealed in an envelope and stored in SBDM 

records.  The principal can assist, if requested to do so, with logistics such as 

opening the building, providing space, and assisting in communicating 

election meeting dates and times.   

 

3. Term Limits: School council members can serve an unlimited number of terms as 
long as they continue to meet the eligibility requirements.  

                                                                                                                                                                                                                      

D. REMOVAL OF MEMBERS  

1. According to KRS 156.132, the commissioner of education may recommend 
removal of a school council member whom he has reason to believe is guilty of 
immorality, misconduct in office, incompetence, willful neglect of duty, or 
nonfeasance. 

2. A member of a school council may be removed from the council for cause, after 
an opportunity for hearing before the local board, by a vote of 4/5 of the 
membership of the board of education after the recommendation of the 
commissioner of education pursuant to KRS 156.132. Written notices setting out 
the charges for removal shall be spread on the minutes of the board and given to 
the member of the school council. KRS 160.347 

 
E. FILLING VACANCIES 
If a member of the council resigns or is removed from office, another member shall be 
elected in a special election held not more than one month after the vacancy occurs. The 
person elected in the special election shall serve the remainder of the term until July 1, 
and be eligible for re-election. 
 
F. TERMS OF OFFICE 



The terms of parent and teacher members shall begin on July 1 and end on June 30. 
Between the date of the elections and July 1, members-elect are expected to attend all 
council meetings. 
  
ARTICLE IV. DUTIES OF OFFICERS AND COUNCIL MEMBERS 
  
A. ELECTION OF OFFICERS  

1. Officers shall include Chair, Vice Chair, and Secretary. 

2. The vice chair of the school council shall be elected each July by council 
members and shall serve for one year. Re-election is permitted. 

3. Except for the office of secretary, if a vice chair resigns his or her position; the 
council shall conduct a vote at that meeting to fill the position with another 
council member. 

4. A motion to seek an alternative model allowing a council member other than the 
principal to serve as chair may be made by any council member at any regular 
meeting. A majority vote of the full council is required before an alternative 
model can be sought by the school council. A faculty vote must then be 
conducted, and the motion must pass by 2/3 in order to proceed with the model. 

 
 
B. CHAIR  

The principal shall be the chairperson of the school council. Duties of the chair include: 

1. Conducting school council meetings 

2. Organizing and maintaining council records (maintaining minutes of meetings 
and forwarding a copy to the superintendent after approval of the minutes by the 
council) 

3. Stating when a consensus is present for the record. 

4. Coordinating standing and ad hoc committees and monitoring committee progress 

5. Carrying out any additional responsibilities as stated in these by-laws 

6. Maintaining a file of all correspondence addressed to the school council (these 
records may only be discarded after having been brought to two council meetings) 

7. Other duties as described in these by-laws 

C. VICE-CHAIR  

1. Duties of the vice-chair shall include: 

2. Presiding over council meetings in the absence of the chair  

3. Calling a special meeting of the council in the event a principal vacancy occurs 

4. Conducting meetings necessary for the principal hiring process to take place 

 
D. SECRETARY 



A council secretary shall be appointed by the principal to keep minutes of all council 
meetings and to maintain council records. 
 
E. COUNCIL MEMBERS  

1. Duties of council members include: 

2. Knowing and adhering to the mission, philosophy, and goals of Joe Harrison 
Carter Elementary. 

3. Attending all council meetings, both regular and special 

4. Encouraging and requesting opinions from their constituencies 

5. Supporting, promoting, and communicating council decisions 

6. Seeking information independently and as needed about issues brought before the 
school council, and bringing that information to the council 

  
ARTICLE V. COMMITTEES 

A. PURPOSE  

1. Standing and ad hoc committees are established to gain input from all 
stakeholders including certified and classified staff parents, students, and 
community members. 

2. Standing and ad hoc committees shall serve as a council resource for gathering 
data and information and making recommendations to the school council. 

 
B. APPOINTMENT OF COMMITTEES  

1. Standing and ad hoc committees are formed and dissolved by the school council 
as needed. 

2. Standing committees can be dissolved only through the process of amending by-
laws. 

 
C. MEMBERSHIP & ELECTION OF CHAIR  

1. All certified staff may participate in the shared decision making process by 
serving on committees in their areas of interest. 

2. Each committee shall consist of representatives from the faculty, support staff, 
and parents. 

3. Committee membership is open to all interested persons, including school district 
staff, students, parents and community residents. 

4. Committee membership will be determined by posting sign up sheets in the 
school and community no later the first week of school, and notifying teachers 
and parents in writing of their committee appointment no later than the September 
1.  Teachers or parents who volunteer to serve on a particular committee through 
the sign-up process below shall be considered appointed to the committee. 



5. Committee membership shall be limited to 15 persons, as the discretion of the 
school council. 

6. Committees shall elect a chairperson from their membership no later than 
September 1 15 who shall serve for a term of no longer than one year, and who is 
eligible to seek re-election. 

 
D. DECISION MAKING 
Committee decisions shall be made be consensus. In the event that consensus is not 
possible, a majority of the committee may decide that an issue shall be decided by 
majority vote. 
 
E. DUTIES  

1. Committees shall carry out tasks assigned to them by the school council. 

2. Committees may decide to bring issues of concern or interest to the school 
council. 

3. Committees may research issues, gather school-wide input, or prepare first and 
revised drafts of school council policies. 

4. Committee chairs or their designees will report at each regular council meeting, or 
as requested by the school council. 

5. Committee chairs shall provide the council secretary with written minutes of their 
meetings no later than 10 days after the meeting occurred. 

 
F. MEETINGS  

1. Each committee shall choose the time, place, agenda, and schedule for their 
meetings. 

2. Committees must comply with all provisions of the Open Meetings and Open 
Records laws. 

3. Committees will follow the record keeping procedures used by the school council.  
All committee meeting minutes should be forwarded to the principal with 3 days 
of the committee meeting, and the principal will maintain records of the minutes. 

 
G. STANDING COMMITTEES  

1. Standing committees for Joe Harrison Carter Elementary School shall include: 

Operations Committee 

organizational structure and resources, school culture, budget, discipline, 
classroom management, extra curricular, and leadership 

 Curriculum Committee 

  curriculum, classroom evaluation/assessment, technology, and 
professional development 

 Instruction Committee 



  instruction and student, family, and community support 

 Comprehensive Improvement Plan Committee 

2.  Continued need for standing committees will be reviewed and confirmed by the 
school council each August at the regularly scheduled meeting. 

A list of standing committees, a brief description of their purpose, and a list of each 
committee’s membership shall be contained in Appendix A of this document.  

 
ARTICLE VI. SCHEDULE OF MEETINGS 

 
A. REGULAR MEETINGS  

1. The regular monthly meeting of the JHC council shall be set at the July meeting 
to coordinate with all council members’ schedules.  Council meetings shall be 
open to the public.  Meetings shall not exceed 90 minutes. If all items on the 
agenda have not been adequately discussed after 90 minutes, the council may 
decide by motion, second and majority vote to extend the length of the meeting or 
to place the remaining agenda items on the next month’s agenda or on the agenda 
for a special meeting. 

2. The regular monthly meetings will be held at JHC in classrooms on a rotating 
basis.  This location will be advertised along with the notice of the meeting. 

3. The principal shall provide local news media of the council’s regular meeting 
schedule for the year in July, and provide notification of the council’s meeting 
time and agenda at least one week in advance of each regular meeting. 

4. The principal shall notify teachers and other staff members at least three days in 
advance of each council meeting via the school newsletter or email to include the 
time, place and agenda items. 

5. The principal shall notify the public by notice posted on the bulletin board in the 
school foyer and in the school newsletter at least three days in advance of the 
meeting. 

 
B. SPECIAL MEETINGS  

1. If the council needs to meet between regular meetings, or if the regular meeting is 
rescheduled, the chairperson or a majority of the school council members may 
call a special meeting. The following steps must be completed by the chairperson 
when a special meeting is called: 

• Written Notice: Contents. The chairperson shall prepare and sign a 
written notice that states the date, time, and place of the special 
meeting and the agenda for each meeting. Only the items on the 
agenda may be discussed. 

• Delivery of Notice. The chairperson shall arrange for the notice to 
be delivered to each council member and to any media 
organization that has requested notice of council meetings. The 
delivery can be by hand, FAX machine, or mail. The meeting 



notice must be received by the members at least twenty-four hours 
prior to the time of the meeting.  

• Posting of Notice. The notice for the special meeting shall be 
posted by the chairperson on the bulletin board in the school foyer 
at least 24 hours prior to the time of the meeting. 

2. In addition to these requirements, the principal shall announce to teachers the time 
and the reason for the special called meeting during announcements at least 24 
hours prior to the meeting. 

 
ARTICLE VII. CONDUCT OF MEETINGS 

 
A. QUORUM 
A quorum of the school council shall be a majority (one half plus one) of the council 
members. No council business shall be discussed or conducted unless a quorum of 
council members is present. 
 
B. ATTENDANCE AT MEETINGS 
Council meetings are open to the public and all interested persons can attend, except for 
those portions that are conducted as closed session. 
 
C. CLOSED SESSIONS 
Definition: A closed session is a portion of a regular or special meeting of the council 
during which the council members meet in private. The council may meet in closed 
session for the following reasons:  
to discuss proposed or pending litigation by or against a council member [KRS 
61.810(1)(c)] ; or 
to discuss candidates for a principal vacancy or conduct consultation in filling other 
vacancies [KRS 61.810(1)(f)]. 
Before a closed session can be conducted, the following steps must be taken:  

1. Announcement: Contents. An announcement of the general nature of the subject 
to be discussed and the specific section of the law that allows the conduct of the 
closed session must be announced in the open meeting and recorded in council 
minutes. 

2. Motion. The motion to go into closed session must be made, passed by a majority 
of council members present, and recorded in council minutes. 

3. Closed Session. During the closed session, only the business stated in the 
announcement can be discussed, and no action may be taken. No minutes are to 
be taken in closed session. If the council secretary is not a council member, the 
secretary shall not enter the closed session. Details discussed in closed session 
shall not be discussed outside the closed session. 

4. Decision. After full discussion of the issue in closed session, the council must 
return to open session where it may take any official action on the matter. Any 
actions taken must be recorded in council minutes. 



 
D. MATERIALS PRESENT AT COUNCIL MEETINGS  

1. The chairperson shall bring: 

• The folder containing all items submitted for inclusion on the 
agenda. 

• The folder containing all correspondence addressed to the council 
that he has received. 

• Monthly financial report from the central office. 

• Lists of applicants for vacant positions  

• Updated SBDM Technical Assistance Materials from the KDE 
web page                                                    

2. The council secretary shall bring the binder that he or she uses to maintain copies 
of the council’s by-laws, policies, annual budget, monthly spending reports, and 
minutes. 

3. All council members shall bring their binders containing copies of the council’s 
by-laws, policies, and school plan. 

 
E. AGENDA  

1. Anyone may submit items for inclusion on the agenda to the chairperson/principal 
in writing on the standard form provided by the Monday prior to a regularly 
scheduled council meeting. The principal shall maintain a complete file of these 
items. 

2. The chairperson shall prepare an agenda for each council meeting, including items 
submitted in writing for inclusion by the public, staff, parents, other council 
members and other items he or she believes should be on the agenda. The 
chairperson may declare an item received as not within school council authority. 

3. Each agenda shall include the following items: 

Item 1: Setting of the final agenda for the current meeting. 
Item 2: Review and approval of previous meeting minutes. 
Item 3: An opportunity during the course of the meeting for school or 
community persons to address the school council. 
Item 4: Committee Reports to the School Council 

4.  At a special called meeting, only the items listed on the notice of meeting 
can be discussed and no new items can be introduced for discussion or 
inclusion on the agenda. 

 
F. DISCUSSION OF AGENDA ITEMS  

1. The school council shall discuss each agenda item before a decision is made. Each 
council member shall be given an opportunity to express his or her opinion on the 
item.  



2. Other persons attending the meeting may be recognized by the chairperson and 
may address the council as the chair calls upon them to speak. If a significant 
number of people wish to contribute to the discussion on a particular item, the 
chair may require a sign-in sheet, and set limits on the number of persons who 
will speak to the issue and a time limit for each.  

3. Any agenda item may be referred to a standing or ad hoc committee for further 
study as deemed necessary by the council. 

 
G. DECISION MAKING PROCESS  

1. Unless otherwise specified by these by-laws, the school council shall use 
parliamentary procedures as specified by Robert’s Rules of Order. 

2. All business and decisions of the school council will relate to the schools mission 
and purpose to improve the instructional program and/or further the goals in the 
school’s comprehensive improvement plan. 

3. No  A proposed policy may not be approved by the school council at the same 
meeting at which it was initially proposed for study. 

4. All decisions and policies officially adopted by the council will be reported to the 
board of education and superintendent through submission of approved council 
minutes to the SBDM district coordinator. 

5. The school council will make decisions by consensus except as otherwise 
designated in the by-laws using the following guidelines: 

• A motion and a second are made. 

• After discussion of an item, the chair or any member may state the 
consensus of the group in one or two sentences. 

• The chair will ask whether any member disagrees with that 
statement. 

• If all members agree, the decision will be recorded as a unanimous 
decision in the council minutes. 

• If a member disagrees, the discussion will continue until a 
suggestion of consensus is made that draws no disagreement, or 
until the third suggestion of consensus fails. 

 
H. ALTERNATIVE TO CONSENSUS 
When a third suggestion of consensus fails, the council may by majority vote determine 
to:  

1. Vote to send the issue back to a committee 

2. Form an ad hoc committee to study the issue further (the motion on this vote shall 
include a regular meeting date when the council will hear from the committee), or 

3. Decide the issue by majority vote of the council 

 



I. CRITERIA FOR MAJORITY VOTE 
A majority vote of the council shall be taken after consensus fails three times if the issue 
meets the following criteria:  

1. The issue involves the selection of a new principal: the council shall vote and the 
candidate receiving the majority shall be selected. 

2. The issue involves the number of persons to be employed in each job 
classification, the textbooks to be purchased, or the budget for or purchase of 
student support services; 

3. The issue is whether to continue to meet for longer than 90 minutes. 

4. The federal or state government or the district board of education has set a 
deadline by which the school council must make a final decision and that deadline 
will occur before the next regular council meeting; and 

5. The members of the council cannot agree by consensus to decide the issue at a 
special meeting and a majority of the council members wish to decide the issue by 
a majority vote. When the above exceptions do not apply and consensus cannot be 
reached, the issue may be placed on the agenda for the next regular meeting or 
special meeting and the decision may be made at that meeting by majority vote of 
the council. When voting, any abstention is counted with the majority vote.  

 
ARTICLE VIII.   MINUTES AND OTHER COUNCIL RECORDS 
 
A. MINUTES KEPT AND APPROVED  

1. Minutes shall be kept by the designee at each council/committee meeting. 

2. The minutes shall reflect an accurate record of actions and votes taken at a council 
meeting. Minutes shall show the words of the motion or suggestion of consensus, 
and the majority vote or unanimous support. 

3. If the action taken was the adoption of a policy, the entire text of the policy shall 
be attached to the copy of the minutes kept on file in the library for public 
inspection and filed in the council’s policy manual. 

4. The minutes of the school council shall not be official until they are reviewed and 
approved by the council. The minutes shall be open to public inspection 
immediately after they are approved. 

5. A preliminary copy of the minutes for all council meetings will be provided to 
certified and classified staff in written form within 72 hours of the adjournment of 
the meeting. 

6. A copy of the "official" minutes will be given to the student council. 

7. The principal will forward an official copy of the minutes to the superintendent 
and SBDM District Coordinator, and keep an official copy on file in the school. 

8. A copy of the official minutes will be posted on the bulletin board in the foyer by 
the chairperson. 

 



B. COUNCIL RECORDS AVAILABLE FOR PUBLIC INSPECTION 
The following are official documents that must be kept on file for public inspection in the 
library:  

1. School Council Minutes and Agendas 

2. Committee Minutes and Agendas 

3.  Improvement Plan (including Targets for Gap Reduction) 

4. School Council Policies and By-Laws 

5. School Council Budget Documents not in the School Plan 

6. School Council and Committee Membership Lists 

7. Official correspondence 

 
C. REQUESTS FOR COUNCIL RECORDS  

1. Requests for council records must be made in writing to the principal. Requests 
must include specific documents and dates.  

2. The fee for copying of council records shall be 10 cents per copy unless the 
request is for the School Improvement Plan document.  

3. The fee for a copy of the School Improvement Plan document shall be the 
school’s cost for one copy, as per printing records. 

4. Council By-Laws, Policies and the School Improvement Plan shall be posted on 
the school’s web page and can be accessed by the public at not cost. 

5. The requested records must be provided to the person making the request within 
three business days (The attorney general ruled in 01-ORD-94 (May 2001) that 
the only days that are excluded are legal holidays and weekends.  As a result, the 
fact that a school may be closed over the winter holidays or spring break and no 
one is in the office does not prevent the clock from running on the three-day 
response requirement.) 

6. The school council secretary shall make or provide copies of requested documents 
at the principal or chairperson’s request. 

7. School council records will be available for inspection during the hours the 
school’s library is open (est. 8:00 a.m. - 3:00 p.m.) 

8. The principal shall make the final determination regarding which records not 
listed above are available for inspection and all matters in regards to open records 
requests not covered in this policy, in compliance with local board policy, state 
guidelines and requirements.  

 
ARTICLE IX. APPEALS 

 
BOARD POLICY 
A copy of the local board of education’s approved process for Appeals of Council 
Decisions is available in the school office or library. 



 
 
 

ARTICLE X. AMENDMENTS 
 
A. AMENDMENTS TO COUNCIL BY-LAWS 
These by-laws may be amended after a first and second reading at two consecutive 
council meetings by majority vote of the school council.  
 
B.  AMENDMENTS TO COUNCIL POLICIES 
Policy will be reviewed at least annually or more often if needed.   The council may 
amend policy following the decision making process outlined in this document. 

 


