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Involvement of the School-Based Decision
Making Council in the Budget Process
SBDM Councils have the responsibility of determining the
budget in the following areas:
• “After receiving notification of the funds available for
the school from the local board, the School Council shall
determine, within the parameters of the total available
funds, the number of persons to be employed in each job
classification at the school” (KRS 160.345 [2], [f]).
• “The School Council shall determine which textbooks,
instructional materials, and student support services
shall be provided in the school. Subject to available
resources, the local board shall allocate an appropriation to each school that is adequate to meet the school’s
needs related to instructional materials and school-based
student support services, as determined by the School
Council” (KRS 160.345 [2], [g]).
Three Main Council Responsibilities:
1. To adopt an annual budget and monitor the budget on a
monthly basis and make adjustments as needed
2. To use all the school’s resources to help reach the goals
for students. Those resources include money, staff, and
staff time.
3. To write a formal request to the Board of Education for
additional money

Areas in which the Council must have final approval in
expenditures include certified personnel, classified personnel, instructional materials and supplies, activity funds, and
professional development (PD). Although the law stipulates
that the SBDM Council must determine how the funds are
used, it does not suggest that others may not be involved in
the process for determining how school-allocated funds are
distributed. There are several options for Councils to use
when fulfilling this responsibility, and many Councils have
policies that specifically outline the budget process. If the
Council has such a policy, the principal will implement the
policy.
The budget must be presented to and approved by the
SBDM Council at an official meeting with quorum present.
• As with all Council meetings, Open Meetings Laws must
be followed. The meeting in which the Council will be
approving the proposed budget should be advertised to
stakeholders.
• If the meeting in which the proposed budget will be
approved is not a regularly scheduled meeting, then the
process for holding a special-called meeting must be
followed (24-hour advanced notice to Council members
and the media as well as any other requirements outlined
in your Council’s bylaws).

Suggested Procedures for Building a Budget

1. Receive the allocation amounts and documents on
February 2, 2021.
2. Share the following components with school Council
members and all faculty:
a. Site-based Allocation Sheet—This shows the standard
allocation for staffing. Additionally, the form shows
the total allocation for Section 6 Operational Funds.
Section 7 fund allocations are on a separate list.
b. Add-on Sheet—Asking Councils to pay particular
attention to the fee waiver and the noninstructional
add-on supply codes
c. This allows Councils to diverge from district staffing
standards. The deadline for submittal is March 15,
2021.
d. Section 6, Operational Site-Based Budget Worksheet—
The Minimum Operational Allocation is listed on
the Site-Based Allocation Sheet. Once Councils have
made their final decisions, the schools will distribute
these funds directly into Munis, no later than March
15, 2021. The completed worksheet documenting
the Council’s decisions and the budget for Section 6
funds entered into Munis will be sent to the Budget
Department no later than March 15, 2021.
e. Section 6, Budget Comparison Report and Work2

3.
4.
5.

6.

7.

sheet—This form can be used as a tool for Councils to
have a two-year history of actual expenses and most
recent line-item budgets. This will provide data for
determining new-year flex code budgets.
Establish a timeline for budget development.
Refer the issue to the budget committee.
The budget committee refers to the school needs assessment, the school improvement plan, the prior year’s
budget, and other priorities for the upcoming school
year. The committee and the Council must keep the
focus on student achievement.
Determine your personnel needs. Compare personnel needs to the Jefferson County Board of Education
(JCBE) staffing standards as represented on the SiteBased Allocation Sheet.
a. Consider new services needed.
b. Determine if vacancies can be eliminated.
Determine your instructional materials needs.
a. Library
KRS 160.345(2)(g)—“The school council shall
consult with the school media librarian on the mainContinued to page three
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Suggested Procedures for Building a Budget
Continued from page two

tenance of the school library media center, including
the purchase of instructional materials, information
technology, and equipment.” 		
b. General supplies
c. Replacement of equipment
d. Equipment (original or additional)
e. Instructional travel
f. Textbooks (not school-based funds)
g. Teaching supplies
8. A primary responsibility of the Council is to determine
textbooks and instructional materials. These should:
a. Be aligned with current curriculum standards.
b. Have research that supports increased levels of
student achievement.
c. Be clearly embedded in the school’s Comprehensive
School Improvement Plan (CSIP).
d. Adhere to Council policy for selection of instructional materials.
9. The principal determines and reports the general needs.
a. The add-on provision for office supplies should be
reviewed for adequacy.
b. Copy paper and supplies
c. Common instructional supplies
d. Administrative needs (if not budgeted in another
category)
e. Service and maintenance (Prior-year spending in
these areas should be included in the Council’s allocation.)
10. Determine the priorities from the PD plan. Allocate
resources in the flex budget accordingly.
11. Based on board policy, every school will establish a
racial equity plan that includes the use of the budget.
The Racial Equity Analysis Protocol (REAP) is a tool
created by the district to support the development
of decisions that support racial equity. The REAP is
meant to be used to guide discussion and reflection on
the impact of all policies (i.e., not just those directly
related to the racial equity policy or school plan) and
how they will disproportionately impact one or more
racial/ethnic group. The following questions should
be discussed by all Council members prior to making
any decisions, particularly budget decisions:
a. What is the overarching purpose of the proposal/
initiative?
b. Is the initiative or policy resourced to guarantee
full implementation and monitoring?
c. Which racial/ethnic groups could be inequitably
affected by this policy? How?
d. Which racial or ethnic group will have the most
concerns with this proposal or initiative? Why?
e. What unintended consequences could result from
the policy (racial inequities or otherwise)?
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12.
13.

14.
15.

16.
17.

18.
19.

20.

f. Have stakeholders, particularly those most impacted
by this decision, been meaningfully informed or
involved in the discussion of the proposal? How did
the process go? What was the feedback?
g. What factors may be producing and perpetuating
racial inequities associated with this issue? Does
this policy or initiative deepen these inequities or
improve them?
h. Who (e.g., individual, department, team) is the
main driver for improving racial equity for this
particular proposal/initiative?
Identify and justify an adequate contingency. As a
rule of thumb, this should not be more than 2 percent
of the site-based allocation or the cost of a teacher,
whichever is greater.
The school improvement plan budget shows how all
state and federal funds will be used.
Council budgets are organized to support Goals,
Objectives, and Gap Targets from the school improvement plan.
Conduct well-announced budget committee meetings to hear special requests. Possibly allow multiple
opportunities. It is essential to request teacher input
on needs to improve instruction. However, staff input
should not be limited to certified teachers only.
Again, either the Council itself or the budget committee must ensure that all faculty members, as well as
the rest of the school staff, be provided an opportunity to submit their budget needs. However, all
staff members must realize that, ultimately, only the
top priorities can be funded, and these must be the
components that are most clearly linked to student
success. We cannot do all things; therefore, we must
do the right things. Additionally, the school staff
must realize that budget decisions are ultimately the
responsibility and substantial obligation of the Council. Once the Council makes the budget decisions, the
school staff members are morally obligated to support
these priorities in a manner befitting any institution
dependent on collaboration, consensus, and teamwork.
The budget committee completes a proposed budget
and shares with the entire school community.
The budget committee presents the budget recommendations to the school Council.
The school Council amends recommendations and
approves a working budget.
If the Council delegates the purchasing of textbooks,
instructional supplies, and materials to the principal
or any other person, it must record the delegation as
an official Council action in the minutes.
The principal distributes copies of the budget to the
superintendent and to all of the school community.
This could be posted at school and distributed in a
Continued to page four
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Suggested Procedures
for Building a Budget

Continued from page three

newsletter or special document. A school should not
miss this opportunity for transparency and inclusion.
21. The principal administers the budget and reports
to the Council at each meeting. It is the Council’s
responsibility not only to adopt the annual budget
but also to monitor the budget on a monthly basis at
the Council meetings and to make adjustments when
needed.
22. Amendments to the budget during the year begin
at step five. Any amendment will be based on new
enrollment projections on the fifth student day of the
new school year. Additionally, carryover funds from
the previous year will also be allocated. Councils will
need to make budgetary decisions on both of these
allocations.

Winter Council Updates

New Minutes Submission Process Required by the
Kentucky Department of Education (KDE): We are now
required to post all supporting documents on the website.
As a result, minutes must be submitted as a PDF with all
supporting documents included as one document. Here is
information on how to convert documents to a PDF.
New Proof of Receipt:
• Any members who are new to your SBDM/ALT or
have yet to sign the Proof of Receipt document, should
complete this Proof of Receipt form. Please email a copy
of the form to Dr. Stenton.
Meeting Notification Reminders: Members of the media
have shown an increased interest in attending our virtual
Council meetings. To ensure that we follow all Open Meetings Laws, please keep in mind the following:
• Media notifications are only accepted between 7:30 a.m.
and 4:30 p.m., Monday through Friday. If a meeting
occurs on Monday, the notification should be emailed to
shawna.stenton@jefferson.kyschools.us no later than
4:30 p.m. the Friday prior.
• Media notifications must be sent any time that your
ALT/SBDM Council meets virtually (even if it is a regularly scheduled meeting). Please use this form (SpecialCalled SBDM Meeting Media Advisory), and ensure
that it is emailed to me no later than 24 hours prior
to the meeting and that the link to join the meeting is
included.
• The SBDM Meeting Guidance During COVID-19
document is now available. It includes information on the
following:
o Closed Session During a Teleconference
o General Member Signature Guidance
o Proof of Receipt Signature Guidance
o Section 4 and 5 Document Submission Guidance
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New Principal Selected

Melissa Case is elated to serve as the
new principal of Lincoln Performing
Arts School (LPAS). She is a 1991
graduate of North Hardin High
School and received her bachelor of
music education from the University
of Louisville (UofL) in 1995. She
started her teaching career that same
year as an elementary school music
teacher for Elizabethtown Independent Schools and served as the assistant band director
at Elizabethtown High School. In 2001, she became the
choir teacher at John Hardin High School and also served
as assistant band director there. During that time, she
obtained her master’s in educational administration and her
Rank I as supervisor of instruction from Western Kentucky
University (WKU). In 2005, she began her administrative experience as assistant principal at John Hardin High
School and, in 2008, became the assistant principal at G.
C. Burkhead Elementary. As an assistant principal, her
work focused on school improvement planning, assessment,
behavior interventions, and school climate.
In 2013, Case was selected principal of G. C. Burkhead
Elementary, the largest elementary in Hardin County, with
more than 800 students in prekindergarten through fifth
grade. As principal of Burkhead, she worked to create a
community of teacher leaders who felt empowered to share
their skills with peers. Intentional focus was placed on the
school’s mission, “We find success in each one, some way,
every day” to ensure students had positive interactions each
day. Case maintains that students must feel safe and loved
at school before learning can take place! During her tenure
at G. C. Burkhead, she oversaw the construction of a brandnew facility and the transition of the school community to
the new building.
Case moved to Louisville in 2016 and became the administrative director at the Youth Performing Arts School
(YPAS). This position allowed her the opportunity to
combine her passion for the arts with her administrative
experiences. She served as production manager for more
than 50 shows and worked to make the admissions process
more accessible for all.
Now, as LPAS principal, Case wants to find even more
authentic performance opportunities for students, work to
build more collaborations with the sister performing arts
schools—Western Middle School for the Performing Arts
and YPAS—and continue to build on the strong instructional foundation LPAS has.
Case has two adult children, Mason and Madison, who
both attended the Governor’s School for the Arts. She has
two dogs, a Goldendoodle named Nellie and a Bernedoodle
named Winnie, who have been her steadfast co-workers
during Non-Traditional Instruction (NTI). She remains an
active performer in the arts by serving as musical director in community plays and musicals, or playing piano
or trombone in pit orchestras, and as a trombonist in the
Louisville Winds.
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SCHOOL WELLNESS

The Jefferson County Public Schools (JCPS) Whole
School, Whole Community, Whole Child (WSCC)
Committee functions as the District's Wellness Committee.
The WSCC model serves as a framework for greater
alignment, integration and collaboration between health
and education and to improve each child's cognitive,
physical, social, and emotional development. The WSCC
committee consists of both district members, community
partners, parents, and students and is responsible for the
implementation and periodic review and update of the
District Wellness Policy.
HEALTHY

SCHOOLS

PROGRAM

(HSP)

The Healthy Schools Program from the Alliance for a
Healthier Generation (AFHG) is an evidenced-based
approach that focuses on a 6 Step Process. This 6 Step
Process represents the ongoing journey to create healthier
environments. It requires stakeholders to continuously
evaluate and improve upon health and wellness initiatives,
and learn from successes and challenges to create
sustainable change. When repeated each year, the 6 Step
Process helps solidify healthy policies and practices and
strengthen an organization's culture of health.

Schools must update the HSP assessment every school
year. This year,schools were asked to identify 1-3 items to
add to a newly initiated school action plan. This report will
give a snapshot of the results from this assessment.
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ASSESSMENT SNAPSHOT

The assessment tool is intended to highlight
strengths in school wellness enviroments and
give recommendations for areas of improvement.
100% of the schools updated the assessment
JCPS exceeded the national HSP school
percentages on items that were fully met
in areas of Nutrition Services, Smart Snacks
and Employee Wellness.
Action Plans were started in 136 schools.

HSP COMPONENT AREAS

CRITERIA

All of the following areas were assessed:
Policy & Environment
Nutrition Services
Smart Snacks
Health & Physical Education
Physical Activity
Employee Wellness

Schools use the following
criteria to assess:
Fully in place
Not in place
Partially in place
Under Development

HIGHLIGHTED ASSESSMENT AREAS

Nutrition

Services

Items

Physical

Annual continuing education and training
requirements for nutrition service staff was fully
met.
All foods served and sold met
USDA's Smart Snacks in Schools
nutrition standards.
Variety of offerings in school
meals was marked as fully in place.

Health

&

Physical

Education

Activity

Items

Recess programs in place in nearly
all schools.
Half of all schools provide physical
activity breaks in their classrooms.

Items

Most schools report that students are active at
least 50% of class.
Most schools report that licensed physical
educators teach classes.
Most schools report a sequential physical
education program.

6

S B D M C o n n e c t i o n s | Winter 2020

03| Nutrition and Physical Activity
Annual Report 2020

DISTRICT DATA DASHBOARD-AFHG

Note: JCPS data also includes state schools that are not required to complete the
assessment, i.e. state agency schools, early childhood centers.

ASSESSMENT RESPONSES WITH THE HIGHEST % FULLY MEETING
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ACTION PLANS

Schools began developing an Action Plan to focus on what is important and
achievable for creating a healthier environment. This collaborative to-do list helps
school Wellness Teams to plan and prioritize healthy changes for their school.
Resources for how to accomplish
the goals on their Action Plans are
readily available on the online
assessment portal and can be
added to a Tasks List.

760

Number of items in
schools' Action Plans

53

Number of items
already marked
complete

The Action Plan can be used to outline the tasks, dates, and resources that the
school will use to meet their goals.
Most

Commonly

Selected

Items

on

School's

Action

Plans

OTHER AFHG ASSESSMENTS

Many schools also completed two optional assessments housed on AFHG portal:
The Resilience in School Environments (RISE) Index and a Quick Start Health
Assessment. The RISE Index help schools assess, prioritize and plan key activities
that promote the social-emotional health of staff and students.The Quick Start
Health Assessment is a short 15-question assessment to support schools in
prioritizing key mental, physical and social health practices within the context of
COVID-19. These assessments were not required, however, many principals stated
they were very valuable and added action items from these tools to their Action
Plans.

RECOMMENDATIONS

The District Wellness Committee recommends the following:
A training for principals, assistant principals, and any other wellness team
members, who are responsible for completing the HSP assessment,
should be required.
Research the use of an alternative diagnostic tool for the assessment.
All schools should adopt a wellness committee that would help oversee
the assessment as well as help implement the Action Plan.

This report was compiled by the following members of the WSCC Executive Committee:
Andrea Wright, Meme Ratliff, Julia Bauscher, and Eva Stone.
This institution is an equal opportunity provider.
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Updated: The Kentucky Open Records & Open Meetings
Acts: A guide for the public and public agencies

During the fall, the Office of the Attorney General updated The Kentucky Open Records & Open Meetings Acts.
These updates can be located at https://www.jefferson.
kyschools.us/sites/default/files/SBDM_Open%20
Records%20Open%20Meetings%20Act%20guide%20
per%20KRS%2015.257_6-29-2020.pdf and include the
following adjustments:

Special Considerations During the State of
Emergency

Until this point, this brochure provided guidance on the
Open Records Act and Open Meetings Act during normal
circumstances. In response to the public health emergency caused by the novel coronavirus, however, the General
Assembly passed Senate Bill 150 (SB 150), which altered
certain requirements under the Open Records Act and
Open Meetings Act during the declared state of emergency. Because SB 150 contained an emergency clause, its
provisions became effective upon the Governor’s signature
on March 30, 2020.
SB 150 is the controlling authority for the duration of the
state of emergency. The following rules apply to the Open
Records Act and Open Meetings Act, respectfully.

The Open Records Act During the State of Emergency
Agency Response Time Extended. Under SB 150 § 1(8)(a),
an agency shall respond to a request to inspect or receive
copies of public records within ten days of receipt of the
request. Importantly, SB 150 does not contain the same
language as KRS 61.880(1), which excludes Saturdays,
Sundays, and holidays from the response time calculation.
As such, a public agency has ten calendar days from the
date of receipt to respond to an open records request.
On-site public inspection delayed. Ordinarily an agency may
not prohibit a person from conducting an on-site inspection of public records under KRS 61.872(1). Under SB
150 § 1(8)(a), however, a public agency “may delay on-site
inspection during the
pendency of the state of
emergency.”
SB 150 did not otherwise
alter the Open Records
Act. Therefore, with the
exception of these two
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provisions, an agency should continue to apply the statutory requirements and may rely on the guidance provided in pages 1 through 15 of this resource.

The Open Meetings Act During the State of
Emergency

Video or teleconference meetings. SB 150 does not prohibit
in-person meetings. Rather, SB 150 § 1(8)(b) states that
a public agency “may conduct any meeting, including
its regular meeting, by live audio or live video teleconference during the period of the state of emergency.”
Ordinarily, a public agency must use video teleconferencing technology so that members can be both seen
and heard. However, SB 150 dispenses with the video
requirement “if the public agency does not have the
technological capacity or availability to provide for a live
video teleconference.” SB 150 § 1(8)(b)2.b. In that case, a
public agency may conduct an open meeting using audio
teleconferencing. SB 150 § 1(8)(b).
Public attendance. If a public agency elects to conduct its
meeting using video or audio teleconference, the agency shall provide public notice that the meeting will be
conducted via video or audio teleconference. The notice
shall also provide specific information on how any
member of the public or media may access the meeting.
A public agency may provide a publicly available website
in the notice and must ensure that the meeting is broadcast on that website. However, if a public agency does
not conduct its meeting using video or audio teleconferencing technology, and all members of the public agency
attend in-person, the public agency may not prohibit
in-person public attendance. Instead, the public agency
may only limit in-person public attendance to the extent
necessary to ensure social distancing requirements. See
20-OMD-092.

Virtual SBDM
Council Meetings
By Ashlie Cox
SBDM Consultant, District 180
Kentucky Department of Education

If your specific county is red and/or COVID-19
cases are rapidly increasing, please consider meeting
virtually and allowing the public an opportunity to
attend via your meeting’s link. If a council decides to
meet in person, Centers for Disease Control and
Prevention (CDC) and Healthy at School guidelines must be followed, which include wearing a
mask and social distancing.
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Suggested Agenda Items for
February, March, and April

Items to be included in every agenda: approval of agenda
for the meeting and approval of minutes from the previous
meeting, staffing (consultation must be reflected in the
council minutes), budget reports (General Fund Flex and/
or Activity Funds), and committee reports

February		

• Schools receive projected general fund and state/federal
allocations for 2021-22 school year.
• Budget Committee and/or Council meets to draft budget.
• Budget Committee completes a proposed budget and
shares with the school community.
• Budget Committee presents the budget recommendations
to the school Council.
• Principal provides student achievement report.
• School Council amends recommendations and approves
a school budget.
• Schools make any needed revisions to strategies based
on projected budget allocations.
• Council makes a decision on the Kentucky Education
Reform Act’s (KERA’S) Flexible Focus Funds.
• Standing CSIP Item: Progress monitoring of the School
Improvement Plan

March

• General budgets are due online; approval of the budget
by Council must be reflected in minutes.
• Budget Reports (General Fund Flex and/or Activity
Funds)
• Begin review of the following policies:
o College-Level Courses (high school only)
o Consultation for Hiring Other Than the Principal
o Extracurricular Programs

Principal and
Experienced
Member
Online
Training Option

Here is the information about the new three-hour
experienced SBDM member training. Please email
shawna.stenton@jefferson.kyschools.us for the code
that will allow entry to the online course.
10

• Standing CSIP Item: Progress monitoring of the
School Improvement Plan

April

• Budget Reports (General
Fund Flex and/or Activity Funds)
• Principal provides student achievement report.
• Begin review of the following policies:
o School Schedule
o School Space
o Staff Time Assignment
• Standing CSIP Item: Progress monitoring of the School
Improvement Plan

2021 SBDM New
Member Training Dates

• Due to COVID-19 and the availability of the new
KDE free online training option, Advanced SBDM, all
face-to-face experienced member sessions have been
cancelled. Information about this training is located at
https://www.jefferson.kyschools.us/node/155727.
Please email shawna.stenton@jefferson.kyschools.us
for the access code.
• New members will need to attend Introduction to
SBDM. For the duration of the school year, all trainings will be held virtually. Staff members may register
through pdCentral, and parents may register by emailing kalai.annadurai@jefferson.kyschools.us.
January Training

Introduction to SBDM, Parts I and II
January 11, 2021
4:30–7:30 p.m.
Location: Zoom Training (plus 3-hour online training)
Facilitator: Shawna Stenton
March Training

Introduction to SBDM, Parts I and II
March 20, 2021
12 noon–3 p.m.
Location: Zoom Training (plus 3-hour online training)
Facilitator: Shawna Stenton
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2021 Training Module
Objectives
The following face-to-face/virtual trainings have been
approved by KDE to fulfill training requirements for
SBDM Council members:

Introduction to SBDM

• Understand the purpose of SBDM and the Council’s
work related to budgeting, improvement planning,
personnel consultation, and principal selection
• Recognize the basics of the Kentucky statutes and regulations on SBDM
• Distinguish the roles and responsibilities of Council and
committee members
• Differentiate Council bylaws, policies, and decisions
from each other
• Assess their contributions to an SBDM Council

Advanced SBDM (for experienced members only)

• Understand the statutory requirements of a Council
member serving on the SBDM Council
• Recognize who is eligible to vote and run in school
Council elections
• Understand the minority election process
• Explore what reasons constitute the removal of a
Council member
• Distinguish the budgetary responsibilities Councils have
and what decisions they have to make
• Determine what the Council’s role is when allocating
staff to the school
• Compare and contrast the two principal selection
options

Reminder:
Parent Council
Members Must Be
Fingerprinted

All parent SBDM members are legally
required to have a fingerprint-supported
criminal history check. If you completed
your fingerprinting last year and have been
reelected to another term this year, you
are not required to be fingerprinted again.
However, if there is a break in your time on
the Council, you must be fingerprinted again.

NEW: Beginning December 8, 2020, Jefferson County
Public Schools (JCPS) will no longer be able to transmit
fingerprint scans at the Welcome Center. Individuals
will have to go to one of the IdentoGo locations to have
their background checks completed. Under this new
process, each individual must pay for their background
check directly to IdentoGo. Your school will then reimburse you for this cost. Here is the Service Code Form
and How to Register Information.

Child Abuse/Neglect (CAN) Checks: In addition to the
state and national fingerprint-supported criminal history background as required by KRS 160.380, the parent
Council member shall provide a letter from the Cabinet
for Health and Family Services stating that there are no
findings of substantiated child abuse or neglect on record.
Receipt of notice or verification of a finding of neglect or
abuse shall subject the parent Council member to removal
under KRS 160.347. This can be done through the school
secretary.
The SBDM Connections newsletter is published for
members of JCPS SBDM Councils. SBDM Connections
is distributed to all SBDM Council members. This
publication serves as a link between the district and
the SBDM Councils.

As questions arise and new information becomes
available, SBDM Connections will respond to questions,
relay information, and clarify the significance of such
information to the work of SBDM Councils.
If you have a subject or issue that you would like to
have addressed in this publication, please contact Dr.
Shawna Stenton by phone at (502) 485-3056 or by
email at shawna.stenton@jefferson.kyschools.us.
For more information about JCPS, call the district’s
Call Center at (502) 313-HELP (4357), or log on to
the JCPS homepage at www.jefferson.kyschools.us.
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