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Northern Kentucky Area Development District  
Board of Directors Meeting | October 22, 2026 
22 Spiral Drive, Florence, Kentucky 41042 | 12 – 1pm  
   


   
 


AGENDA  


1. Call to order   Robb Adams Chair  
2. Pledge of Allegiance  All  
3. Quorum - The secretary will determine and advise chair as to the presence of quorum.  
4. Approval of the agenda – Consideration of the agenda (After approval, deletions are subject to a 2/3 


majority vote of those members present.)  Action requested.  
5. Approval of the minutes – Minutes from the August meeting. Attachment 1. Action requested. 
6. Guest Speaker: Sebastian Kitchen – Governor’s Office of Music (5 minutes)  


Administrative – Items related to NKADD finance and administration will be discussed. 
7. Ethics Report – Monthly report from NKADD Ethics Officer. Joe Cottingham will report.    
8. Financial Reports – Monthly financial report will be presented for consideration. Amanda Cooper will 


report.  Attachment 2. Action requested. 
9. Board policy updates – Consideration of new Information Security Policy, and subsequent 


adjustments to Personnel Policies and Administrative Regulations. Clay Beyer and Tara Johnson-
Noem will present. Attachments 3-7. Action requested. 


10. Board Re-Appointments – Consideration of Board Member reappointments Bill Mitchell and Joe 
Cottingham reappointment. Tara Johnson-Noem will report.  Attachments 8.  


11. NKADD Board 2027 Meeting Calendar – consideration of dates. Attachment 9. Action requested. 


Programmatic – Items related to NKADD programs will be discussed.  
Aging and Disability Services  


12. Trualta Contract Renewal - request. Anne Wildman will report. Attachment 10. Action requested. 
13. Senior Meals update – Anne Wildman will present. Attachment 11.  
14. Medicaid FMA Request for Proposals update – Tara Johnson-Noem will present. Attachment 12.  
15. Rural Health Transformation Grant update – Tara Johnson-Noem will present. Action requested. 


Community Development Planning  
16. E-Clearinghouse – Consideration of E-Clearinghouse requests, Tara Johnson-Noem will present. 


Attachment 14. Action requested.  
17. E-Clearinghouse – Consideration of new E-Clearinghouse review process. Tara will present. 


Attachment 15. Action requested. 
18. Comprehensive Economic Development Strategy (CEDS). Attachment 16. Tara will present.  
19. Brownfield Qualified Environmental Professional Contract – consideration of RFP award. 


Attachment 17. Tara will present. Action requested. 
 
Agency Overview  
20. Executive Director’s Report – Tara Johnson-Noem will present.  
21. Old Business  
22. New Business   


Committee Reports 
23. NKADD standing and ad hoc committees will present updates, if applicable.   


Executive Session – Per KRS 61.810(1)(f) All guests are asked to depart during this time for a closed-
door discussion by the board of directors for the purpose of discussing a personnel matter. Action 
requested to enter and exit executive session. 


24. Announcements  
Adjournment 








ATTACHMENT 1 
 


The Northern Kentucky Area Development District (NKADD) will make every reasonable accommodation to assist 
qualified persons with disabilities accessing available services or in attending agency activities. If there is a need for 
NKADD to be aware of a specific requirement, you are encouraged to contact this agency prior to the activity so that 
suitable arrangements can be considered for the delivery of the service. 
 


Northern Kentucky Area Development District 
Board of Directors Meeting Minutes 
22 Spiral Drive, Florence, Kentucky 
August 27, 2026 
  
1. Call to order – Chair Gary Moore called the meeting to order in the NKADD Conference 
Rooms located at 22 Spiral Drive, Florence, KY, and Teams at 12:04 PM 
 
2. Pledge of Allegiance – Chair Gary Moore led the Pledge  
 
3. Quorum – Chair Gary Moore declared a quorum verified by Amy Scalf. 
 
Board members present were:


Mayor Robb Adams 
Mayor Julie Aubuchon 
Jamie Baker -v 
Joe Cottingham 
Judge Chuck Dills 
Matt Elberfeld* 
Jamie Greene 
Mayor Jim Hamberg 
Nick Hendrix 
Mayor David Henson 
Brittaney King 
Rebecca McClure* 
Mayor Paul Meier 


Bill Mitchell 
Judge Gary Moore 
Chris Moriconi*  
Judge Ryan Morris 
Bryan Norton* 
Pat Raverty 
Mayor Andy Schabell 
Marie Schenkel 
Judge David Wilhoite 
Lisa Wilson-Plajer 
Judge Todd Woodyard 
George Zubaty


*Indicates Alternate in attendance and voting. 
 
Those members not present or without representation
Matt Dusing 
Mayor Andy Ellison 
Mayor Jessica Fette 
Judge David Fields 
Mayor Charles French 
Mayor Tom Guidugli, Jr. 
Mayor Leigh Hawkins 


Mayor Sabrina Hazen 
Mayor Marty Lenhof 
Mayor John Link 
Dean McKay 
Mayor Greg Pohlgeers 
Mayor Ron Washington


 
Staff Present 


Clay Beyer, Amanda Cooper, Ryan Craig, Taylor Froelicher, Tara Johnson-Noem, Katie Jo 
Kirkpatrick, Linda Kollman, Amy Scalf, Anne Wildman 
 


Guests 
James Brock-Abner, City of Owenton 
Jill Dunavent, City of Owenton 
Joyce Hamberg, accompanying Mayor Jim Hamberg 
Billy Mathews, Office of Sen. Rand Paul 
Pierce Turner, City of Erlanger 
Tami Vater, Pendleton County Economic Development 
 







ATTACHMENT 1 
 


The Northern Kentucky Area Development District (NKADD) will make every reasonable accommodation to assist 
qualified persons with disabilities accessing available services or in attending agency activities. If there is a need for 
NKADD to be aware of a specific requirement, you are encouraged to contact this agency prior to the activity so that 
suitable arrangements can be considered for the delivery of the service. 
 


4. Approval of the agenda – The Board of Directors is asked to approve the agenda (after the 
agenda is approved, deletions are subject to a 2/3 majority vote of those members present).   Action 
requested. Mayor Jim Hamberg moved to approve the agenda, seconded by Mayor Paul Meier. 
Motion carried. 
 
5. Approval of the minutes – The Board of Directors is asked to approve the minutes from the June 
2026 Board Meeting. Attachment 1.   Action requested. 
Mayor Robb Adams moved to approve the minutes; seconded by George Zubaty. Motion carried. 
 
Administrative – Items related to NKADD finance and administration will be discussed.  
6. Ethics Report – No action requested.  
 
7. Financial Reports – Amanda Cooper presented cumulative financial reports. Attachment 2. 
Action requested.  Pat Raverty moved to approve the Financial Reports; seconded by Chris 
Moriconi. Motion carried. 
 
8. Employee Pay Increases – Tara Johnson-Noem presented information regarding employee 
pay increases and Executive Director contract. Attachment 3. Action requested.  
Matt Elberfeld moved to approve employee increases up to 5.9 percent, and Executive Director 
increase of 2.9 percent; seconded by Jamie Greene. Motion carried. 
 
9. ODCP Uber Health – Tara Johnson-Noem presented information regarding Uber Health 
transportation for NKYODCP. Attachment 4. Action requested.  
Mayor Paul Meier moved to approve the expense up to $45,000; seconded by Mayor Julie 
Aubuchon 
 
Programmatic – Items related to NKADD programs will be discussed.  
Aging and Disability Services  
10. FY27 Aging Allocations – Anne Wildman presented information relating to Aging Allocations 
for FY27. Attachment 5. Action requested.  
Pat Raverty moved to approve the Mon Ami payment, seconded by Mayor Paul Meier. Motion 
carried. Judge Chuck Dills moved to approve the allocations, seconded by George Zubaty. 
Motion carried.  
 
11. Board of DIrectors Conflict of Interest Form – Anne Wildman discussed and distributed a new 
Conflict of Interest form for Board members. Attachment 6. No action requested. 
 
12. Senior Meals update – Anne Wildman presented an update on Senior Meals. See 
Attachment 7. No action requested.  
 
Cross-Division Collaborations 
13. Northern Kentucky Regional Transit Committee – Ryan Craig proposed creation of a new 
board committee and bylaws, and the pilot memo of agreement. See Attachments 8, 9, 10. 
Action requested.  
Judge Todd Woodyard moved to approve the committee creation and bylaws; seconded Marie 
Schenkel. Motion carried. 
Mayor Paul Meier moved to approve memorandum of agreement and their data sharing 
agreement; seconded by Bill Mitchell. Motion carried. 
 
 







ATTACHMENT 1 
 


The Northern Kentucky Area Development District (NKADD) will make every reasonable accommodation to assist 
qualified persons with disabilities accessing available services or in attending agency activities. If there is a need for 
NKADD to be aware of a specific requirement, you are encouraged to contact this agency prior to the activity so that 
suitable arrangements can be considered for the delivery of the service. 
 


Community Development Planning 
14. Revolving Loan Fund - Modification – Tara Johnson-Noem requested to modify an existing 
RLF loan. Attachment 11. Action requested.  
Mayor Jim Hamberg moved to approve the modification, seconded by Lisa Wilson-Plajer. Motion 
carried.  
 
15. Revolving Loan Fund – CARES Act Fund termination – Tara Johnson-Noem presented 
information regarding terminating the mutual agreement with the EDA. Attachment 12. Action 
requested.  
Mayor Jim Hamberg moved to approve the termination, seconded by Lisa Wilson-Plajer. Motion 
carried.  
 
16. E-Clearinghouse – Katie Jo Kirkpatrick presented seven E-Clearinghouse requests. See 
Attachment 03. Action requested.  
Matt Elberfeld moved to approve the projects, seconded by Judge David Wilhoite. Motion 
carried.  
 
17. Special Presentation – Taylor Froehlicher presented recent NKADD Grant Team’s projects. 
Attachment 14. No action requested.  
 
Committee Reports 
NKADD standing and ad hoc committees will present updates, if applicable.  
 
Agency Overview  
18. Executive Director’s Report – Tara Johnson-Noem discussed her resignation as Executive 
Director. 
  
17. Old Business  
18. New Business  
19. Announcements  
 
20. Adjournment  
At 1:12 p.m., Mayor Julie Aubuchon moved to adjourn; seconded by Bill Mitchell. Motion carried. 
 
 
 
 
____________________________________ 
Judge Gary Moore, Chair  
 
 
  ____________________________________ 
  Mayor Robb Adams, 1st Vice Chair 
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1. Purpose 
The purpose of this Information Security Policy is to establish the requirements to protect 
NKADD information systems, technology resources, and data from unauthorized access, 
disclosure, modification, disruption, or destruction. 


Information security supports NKADD's mission by enabling the secure and reliable 
delivery of services to local governments, partner organizations, and the communities 
NKADD serves. 


This policy defines the minimum security requirements that employees, contractors, 
vendors, and other authorized users must follow when accessing or using NKADD 
technology resources, including networks, systems, devices, cloud services, applications, 
and data. 


These requirements are intended to: 


• Protect sensitive and confidential information, including Personally Identifiable 
Information (PII), Protected Health Information (PHI), financial information, and 
other critical data 


• Reduce cybersecurity and operational risk 
• Support the continuity and availability of business operations 
• Ensure compliance with applicable laws, regulations, contracts, and grant 


requirements 
• Promote a culture of shared responsibility for information security 


NKADD reserves the right to monitor, log, and review the use of its technology resources 
at any time to ensure compliance with this policy, protect organizational assets, and 
support operational, security, legal, and regulatory requirements. 
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2. Scope 
This policy applies to all Northern Kentucky Area Development District (NKADD) 
employees, contractors, consultants, temporary staff, volunteers, and any other 
individuals who are granted access to NKADD systems, technology resources, or data. 


It applies to all information systems, applications, technology resources, and information 
assets owned or used by NKADD, including but not limited to: 


• Desktop and laptop computers 
• Mobile devices and tablets 
• Servers and network infrastructure 
• Applications, software platforms, email systems, and communication services 
• Internet access and cloud-based services, including NKADD-approved platforms 


such as Microsoft 365 and other approved cloud or vendor-managed systems 
• Removable media and portable storage devices 
• Data stored, transmitted, processed, or archived in any format 


This policy applies to all methods of access, including: 


• On-site access within NKADD facilities 
• Remote access from off-site locations 
• Access through approved cloud platforms, mobile devices, or third-party systems 


This policy also applies to NKADD data or information resources that are accessed, 
stored, processed, or transmitted on systems not directly owned by NKADD, including 
vendor-managed systems such as financial, accounting, human resources, or program-
specific platforms, as well as approved personal devices. 


Where NKADD data is shared with or managed by third parties, contractors, vendors, or 
partner organizations, those entities must maintain security practices consistent with 
applicable contractual, legal, and organizational requirements. 


Where NKADD data or systems are subject to additional or more restrictive requirements 
under applicable grant agreements, contracts, program regulations, or state or federal 
law (including, but not limited to, HIPAA-covered program data), the more restrictive 
requirement applies in the event of a conflict with this policy. 


This policy applies regardless of the technology platform or method used to process, 
store, or transmit NKADD information. 
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Where this policy and the NKADD Administrative Regulations address the same matter, 
both shall be followed, as provided in Section 18 of the Administrative Regulations. 


Where this policy and the NKADD Personnel Policies address the same matter, both shall 
be followed, as provided in Chapter 1, Section 11 of the Personnel Policies. 
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3. Definitions 
For the purposes of this policy, the following terms are defined as follows: 


Access 
The ability to view, use, modify, transmit, or otherwise interact with NKADD systems, 
applications, networks, or data. 


Authorized User 
Any employee, contractor, or individual who has been granted access to NKADD systems 
or data for approved business purposes. 


Cloud Service 
A technology service delivered over the internet, including software, storage, platforms, 
or infrastructure provided by third-party vendors. 


Confidential Data 
The highest tier of NKADD's data classification system (see Section 7.1), encompassing 
information such as personally identifiable information (PII), protected health 
information (PHI), financial data, and personnel records that requires the greatest level of 
protection from unauthorized access or disclosure. 


Data Breach 
The unauthorized acquisition, access, disclosure, alteration, loss, destruction, or use of 
sensitive, confidential, or regulated information. 


Data Classification 
The categorization of NKADD data as Public, Internal, or Confidential based on its level of 
sensitivity, as described in Section 7.1, used to determine appropriate handling, access, 
and protection requirements. 


Electronic Signature 
A digital representation of a signer's intent to approve or authenticate an electronic 
document or communication, applied using a secure signing method that provides 
identity verification and an auditable record of the signing event. A typed name, scanned 
image, or other unverified visual representation of a signature does not meet this 
definition and may be used only as approved under Section 11.1. 


Endpoint 
Any device that connects to NKADD systems or networks, including desktops, laptops, 
mobile devices, tablets, printers, and other network-connected equipment. 
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Information Security Incident (Incident) 
Any event or activity that may compromise the confidentiality, integrity, or availability of 
NKADD systems or data. This includes malware infections, unauthorized access, data 
breaches, or suspicious system activity. 


Least Privilege 
A security principle requiring that users are granted only the minimum level of access 
necessary to perform their job functions. 


Multi-Factor Authentication (MFA) 
A security process that requires users to verify their identity using two or more 
authentication factors, such as a password and a mobile device verification. 


NKADD Systems 
All technology resources owned, managed, or approved by NKADD, including hardware, 
software, networks, cloud platforms, and vendor-managed systems. 


Personally Identifiable Information (PII) 
Information that can be used to identify or distinguish an individual, such as name, Social 
Security number, address, date of birth, or other identifying data. 


Personally Owned Device (BYOD) 
A smartphone, tablet, laptop, or other computing device owned by an employee or 
authorized user, rather than by NKADD, that is used to access NKADD systems, accounts, 
or data. 


Protected Health Information (PHI) 
Health-related information protected under applicable laws and regulations, including 
information that identifies an individual and relates to their health status, treatment, or 
payment for healthcare services. 


Remote Access 
Access to NKADD systems or data from outside NKADD facilities, using approved methods 
such as secure remote access tools or cloud-based platforms. 


Removable / Portable Media 
USB drives, external hard drives, SD cards, or other portable storage devices capable of 
storing or transferring data outside of NKADD's core systems. 


Sensitive Information 
Information that requires protection from unauthorized access, modification, disclosure, 
or destruction due to legal, regulatory, contractual, operational, or reputational 
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considerations. This term is used broadly throughout this policy to describe information 
warranting protective measures and includes, but is not limited to, Confidential Data as 
defined above. 


Technology Resources 
Hardware, software, networks, cloud services, applications, communication systems, and 
other technology assets used to conduct NKADD business. 


User Account 
A unique identifier assigned to an individual, service, or application that provides 
authorized access to NKADD systems or resources. 


Vendor 
Any third-party organization, contractor, service provider, consultant, or business partner 
that provides services to or processes information on behalf of NKADD. 
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4. Governance & Responsibilities 
Information security at NKADD is a shared responsibility involving leadership, IT, and all 
users of NKADD systems. This section defines the roles and responsibilities needed to 
protect NKADD systems and data. 


4.1 Board of Directors 
The NKADD Board of Directors provides oversight of the organization and its information 
security program. This includes: 


• Approving major policies, including the Information Security Policy 
• Providing governance and accountability for organizational activities 
• Supporting leadership in ensuring adequate resources for security and 


compliance 


4.2 Executive Director 


The Executive Director is responsible for the oversight of NKADD’s information security 
program and serves as the primary point of accountability for information security 
operations. This includes: 


• Enforcing information security policies and organizational standards 
• Supporting the IT Director and ensuring adequate resources, authority, and 


organizational priority are given to implementing security controls 
• Ensuring that information security aligns with organizational operations and 


priorities 
• Communicating significant risks or incidents to the Board of Directors 


4.3 IT Director 
The IT Director (Director of IT and Facilities) is responsible for the implementation, 
operation, and oversight of NKADD’s information security program. 


The IT Director serves as the organization’s primary authority on information security 
controls, standards, and practices and works in coordination with Senior Staff to ensure 
the consistent implementation of information security requirements across all 
departments. This includes: 


• Maintaining and enforcing this policy 
• Approving documented exceptions to this policy, consulting with the Executive 


Director on exceptions involving significant risk, sensitive data, or compliance 
implications 
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• Implementing technical safeguards and security controls 
• Monitoring systems for security threats and activity 
• Managing user access and system configurations 
• Leading incident response and recovery efforts 
• Providing security guidance and training 
• Assessing and communicating information security risks to organizational 


leadership 
• Establishing and enforcing security standards, controls, and technical 


requirements across NKADD systems and environments 
• Providing direction and guidance to departments to ensure consistent 


implementation of security requirements 
 
In the IT Director's absence, the IT Support Specialist shall assume interim responsibility 
for urgent security matters, including initiating immediate containment actions (such as 
isolating an affected device from the network). The IT Support Specialist shall promptly 
notify the Executive Director of the situation and shall coordinate with the Executive 
Director on any decision involving significant risk, legal exposure, or external notification. 
Policy exceptions during this period must be approved jointly by the IT Support Specialist 
and the Executive Director. 
 
4.4 Senior Staff and Department Leadership 
Senior Staff consists of the Executive Director, IT Director, Director of Finance and 
Administration, and Associate Directors. (The IT Director's specific information security 
duties are detailed in Section 4.3; this section reflects their broader role as part of 
organizational leadership.) These individuals are responsible for leading their respective 
areas and ensuring that information security requirements are implemented and 
followed within their areas and, as applicable, across the organization. This includes: 


• Ensuring that staff follow information security policies and practices within their 
departments 


• Approving and requesting appropriate system access based on job responsibilities 
• Ensuring IT is notified of role changes, transfers, or employee departures in a 


timely manner 
• Supporting and reinforcing security awareness and training efforts 
• Ensuring that data within their areas is handled appropriately and protected 


according to policy requirements 


The Director of Finance and Administration oversees Human Resources, which is typically 
responsible for coordinating human resources aspects of policy enforcement, including 
disciplinary actions referenced in Section 17.3. 
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4.5 Employees and Authorized Users 
All users are responsible for protecting NKADD systems and data in their daily work. This 
includes: 


• Following all policies and security requirements 
• Using technology resources for approved business purposes 
• Protecting login credentials and not sharing accounts 
• Reporting suspicious activity or incidents immediately 
• Handling sensitive data responsibly 


4.6 Third-Party Vendors and Contractors 
Vendors and contractors who access NKADD systems or data must follow appropriate 
security practices (see Section 16 for detailed requirements). This includes: 


• Following NKADD security requirements and contract terms 
• Protecting NKADD data from unauthorized access or disclosure 
• Reporting any suspected security incidents involving NKADD data 
• Maintaining security practices appropriate to the services provided and consistent 


with contractual, legal, and regulatory requirements 
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5. Acceptable Use Policy 
NKADD technology resources are provided to support the organization’s mission and 
daily operations. All users are expected to use these resources responsibly, securely, and 
in a manner that supports official NKADD business. 


5.1 General Use 
NKADD systems, networks, and devices are intended primarily for business use. Limited 
personal use is permitted if it: 


• Is infrequent and brief 
• Does not interfere with job responsibilities 
• Does not create additional cost or risk for NKADD 
• Does not violate any policies or laws 


5.2 Ownership and Monitoring 


All NKADD technology resources, including systems, devices, networks, and data, are the 
property of NKADD. 


Users should have no expectation of privacy when using NKADD systems. NKADD 
reserves the right to monitor, access, and review system activity, communications, and 
stored data as needed to maintain security, ensure compliance, and support operations. 


See Section 12 for additional detail on logging and monitoring practices. 


5.3 Appropriate Use 
Users must: 


• Use NKADD systems for authorized business purposes 
• Protect their login credentials and not share accounts 
• Follow all applicable policies, procedures, and security requirements 
• Exercise good judgment when accessing internet and communication resources 


5.4 Prohibited Activities 


The following activities are prohibited unless explicitly authorized: 


• Engaging in illegal activities or activities that violate NKADD policies 
• Attempting to bypass or disable security controls 
• Accessing, downloading, or distributing inappropriate, offensive, or harmful 


content 
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• Installing or using unauthorized software or applications 
• Using NKADD resources for personal business or commercial gain 
• Sending unsolicited or excessive messages (e.g., spam, chain emails) 
• Misrepresenting identity or using another user’s account without authorization 
• Purchasing, downloading, installing, or subscribing to software, applications, or 


technology services without appropriate authorization 
• Soliciting support for political campaigns, candidates, or religious causes using 


NKADD resources 
• Advocating for or against political candidates, parties, or ballot measures, or 


endorsing religious positions, in any official NKADD capacity or using NKADD 
resources 


• Downloading, copying, or distributing copyrighted material (such as software, 
music, movies, or publications) without proper licensing or authorization 


• Using a hand-held mobile device to make calls, send texts or emails, or access 
navigation while operating a motor vehicle on NKADD business, except through 
hands-free or voice-activated methods 


• Recording the statements or actions of other NKADD employees by audio, video, 
or other electronic means without their prior knowledge or consent, except as 
specifically authorized by the Executive Director 


5.5 Email and Communication Systems 


NKADD email and communication systems are intended for official business use. Users 
must: 


• Use professional and appropriate language 
• Avoid sending or forwarding unnecessary or non-business-related messages 
• Exercise caution regarding phishing attempts, fraudulent communications, 


suspicious links, attachments, or requests for sensitive information 
• Verify any request to change payment instructions, vendor banking information, 


or direct deposit details by calling the requester at a phone number already on 
file (not a number provided in the request) or confirming in person, before any 
change is made 


• Not use NKADD email accounts to register for personal services unrelated to 
business 


• Understand that emails, messages, and records created or stored using NKADD 
systems may be subject to public records laws and legal disclosure requirements 


• Report suspected phishing emails using NKADD-approved reporting tools (such as 
the KnowBe4 Phishing Alert Button) 
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5.6 Internet and Cloud Usage 


Users must use internet and cloud services responsibly: 


• Access to websites must support business purposes 
• Users must not use unauthorized cloud storage or file-sharing services 
• Only NKADD-approved platforms (such as Microsoft 365) may be used for storing 


or sharing organizational data 


Confidential Data or Sensitive Information (as defined in Section 3) must not be 
entered into any public or unapproved AI or generative AI platform. If NKADD adopts 
an approved AI tool, its use will be governed by IT guidance and this policy. Use of AI 
tools must never expose NKADD data or violate the data protection requirements of 
this policy. 


5.7 Social Media 
Employees who use social media, whether personally or on behalf of NKADD, must do so 
in a manner that protects NKADD's data, reputation, and legal obligations. 


• NKADD time and equipment must not be used for personal social media activity 
except for incidental, infrequent use consistent with Section 5.1  


• Employees must not disclose confidential or sensitive NKADD information via 
social media, including HIPAA-protected information or other client information 
protected by law 


• Employees must not post photographs or personal information about coworkers, 
clients, or program participants without their express consent 


• Employees authorized to post on behalf of NKADD must follow guidance 
established by the Executive Director or designee 


• Employees identifying themselves as NKADD staff when discussing NKADD-related 
matters on personal social media should note that views expressed are their own 
and not NKADD's 


• This section addresses social media use as it relates to information security and 
data protection; conduct-related social media expectations are addressed in 
Chapter 8, Section 7 of the NKADD Personnel Policies 


5.8 Mobile Devices and Remote Use 
When using laptops, mobile devices, or remote access: 


• Devices must be secured when unattended 
• Users must avoid using public or unsecured networks without protection 
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• Sensitive information must not be exposed in public or shared environments 


See Section 9 for additional remote access and telework requirements. 


5.9 Personally Owned Devices (BYOD) 
Employees may use personally owned devices to access NKADD email, Teams, and other 
NKADD systems through NKADD-approved apps, as described in Section 7.7. Any other 
use of a personal device to access NKADD systems or data must be approved by the IT 
Director. 


NKADD is not responsible for the maintenance or support of personal devices. Approved 
devices must meet minimum security requirements established by IT. 


5.10 Enforcement 
Use of NKADD technology resources is a privilege. Violations of this policy may result in: 


• Loss of access to systems or data 
• Disciplinary action, up to and including termination 
• Legal action where applicable 


NKADD reserves the right to suspend or restrict access at any time to protect its systems 
or data. 


See Section 17 for additional details on policy enforcement. 
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6. Access Control 
Access to NKADD systems and data must be controlled so that only authorized individuals 
have access to the information and resources necessary to perform their job duties. 
NKADD follows a “least privilege” approach, meaning users are granted only the access 
they need to carry out their responsibilities. 


Failure to follow access control requirements may result in restricted access or 
disciplinary action. 


6.1 User Accounts 
Each user must be assigned a unique user account. 


• Shared, generic, or service accounts are not permitted unless required for 
business operations and explicitly approved by the IT Director 


• Users are responsible for all activity performed using their account 
• User access must be approved by the appropriate supervisor or department 


leadership 


6.2 Account Provisioning and Deprovisioning 
User access must be managed consistently throughout the employee lifecycle. 


• Access must be requested and approved before being granted 
• Access must be adjusted promptly when an employee changes roles 
• Access must be removed at the end of the last day of employment or contract, or 


immediately for an involuntary separation (see Personnel Policies, Chapter 12, 
Section 9) 


• Supervisors or Human Resources are responsible for notifying IT of any changes in 
employment status 


6.3 Authentication Requirements 


Authentication methods are a critical component of system security and must be 
managed appropriately. NKADD supports the use of modern authentication methods, 
including passwords, PINs, and biometric authentication (such as facial recognition), 
where supported. 


Password Requirements 
• Passwords must meet the minimum length and complexity requirements 


enforced by NKADD systems, which will be at least 8 characters for accounts 
protected by multi-factor authentication 
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• Passwords must not be shared or stored insecurely 
• Default or temporary passwords must be changed upon first use 


Modern Authentication Methods 
• When available, users should use NKADD-approved modern authentication 


methods, such as Windows Hello for Business (PIN or biometric authentication) 
• Authentication methods must be configured and managed in accordance with 


NKADD security requirements 
• Authentication credentials, security tokens, PINs, biometric registrations, and 


other authentication factors must not be shared with others 
• Users must not attempt to bypass or disable approved authentication controls 


Credential Management 
• Users must not store passwords in an insecure manner, such as in plain text files, 


spreadsheets, sticky notes, or unencrypted documents  
• If NKADD adopts an approved password or credential management tool, its use 


will be required for storing and managing authentication credentials  
• Users are responsible for protecting all authentication methods associated with 


their account 


6.4 Multi-Factor Authentication (MFA) 


Multi-factor authentication is required for NKADD-managed systems that present 
elevated risk or provide access to sensitive data, including Microsoft 365, administrative 
systems, and remote access environments. 


MFA must be used for: 


• Remote access to NKADD systems 
• Email and cloud-based services administered by NKADD, including Microsoft 365 
• Administrative, privileged, and other high-risk accounts as determined by IT 
• Third-party or vendor-managed platforms or services registered with an NKADD 


email address or account, where MFA is offered (the user is responsible for 
turning it on) 


Where a choice of MFA method is available, an authenticator app or hardware security 
key is preferred over SMS text message codes. SMS-based MFA may be used where no 
stronger option is supported by a given system.  
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For third-party or vendor-managed systems that are not administered by NKADD, MFA 
and other authentication controls are expected to be implemented in accordance with 
the vendor’s security practices and applicable contractual requirements. 


6.5 Account Security and Monitoring 
User accounts must be actively managed and monitored to prevent unauthorized access. 


• Accounts may be locked after repeated failed login attempts 
• Inactive accounts may be disabled after a defined period of inactivity 
• IT is responsible for monitoring access and investigating suspicious activity 
• Users must immediately report suspected account compromise, unauthorized 


access, or credential exposure to IT 
• Administrative or privileged accounts must only be used for administrative tasks 


and not for routine day-to-day activities where feasible 
• Third-party, vendor, contractor, and service-provider accounts must be reviewed 


periodically and disabled promptly when access is no longer required 


6.6 Access Reviews 


Access to NKADD systems and data must be reviewed periodically to ensure it remains 
appropriate and aligned with job responsibilities. 


Access reviews are conducted at the system, application, and tenant level, with a focus 
on user roles, group memberships, and administrative privileges. 


• User access should be reviewed at least annually 
• Access must be reviewed when employees change roles or responsibilities 
• Administrative, privileged, and high-risk access must be reviewed more frequently 


as determined by IT 
• Access that is no longer required must be removed promptly 


Granular permissions at the individual file, folder, or document level are managed by 
departments and users in accordance with data handling requirements and are not 
subject to centralized periodic review unless identified as high risk. 


Systems or data identified as high risk may require more detailed or targeted access 
reviews. 


6.7 Remote Access 


Remote access to NKADD systems must be restricted to authorized users and controlled 
in accordance with access management requirements. 







NKADD Information Security Policy 


Version 1.5 | Page 23 


• Access to NKADD-approved cloud platforms, such as Microsoft 365, is available 
remotely to authorized users through approved secure methods. Any other form 
of remote access to NKADD systems, such as remote desktop or VPN access to 
internal systems, must be approved by the IT Director before it is granted 


• Access must use NKADD-approved secure methods and be limited to authorized 
users with a defined business need 


• Access permissions must be reviewed and adjusted when no longer required 


See Section 9 for additional remote access and telework requirements. 
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7. Data Protection 
NKADD is responsible for protecting the confidentiality, integrity, and availability of the 
data it creates, stores, and processes. All users must handle information in a manner that 
prevents unauthorized access, disclosure, alteration, or loss. 


7.1 Data Classification 


NKADD data must be handled according to its level of sensitivity. Data is generally 
categorized as: 


• Public – Information intended for public release 
• Internal – Information intended for internal NKADD use only 
• Confidential – Sensitive information requiring protection, including personally 


identifiable information (PII), protected health information (PHI), financial data, 
and personnel records 


NKADD's status as a public agency subject to the Kentucky Open Records Act (KRS 
61.870–61.884) does not mean all NKADD data is public. The Act exempts certain 
categories of records — including information that would constitute an unwarranted 
invasion of personal privacy (KRS 61.878) — from mandatory disclosure. This 
classification framework governs the day-to-day handling and protection of NKADD 
information; it is separate from, and does not replace, the legal determination of what 
must be disclosed or may be withheld in response to a specific open records request, 
which is made by the official custodian of records under the Administrative Regulations, 
in consultation with legal counsel as needed, at the time of the request. 


When the appropriate classification of a piece of information is unclear, users should 
treat it as Confidential until its classification can be confirmed with a supervisor or the IT 
Director. 


Protected Health Information (PHI) is handled by NKADD in connection with certain 
programs and services. In addition to being classified as Confidential under this policy, 
PHI is subject to additional requirements under the Health Insurance Portability and 
Accountability Act (HIPAA), including limitations on access and disclosure, and specific 
breach notification obligations (see Section 14). Departments handling PHI must follow 
any additional program-specific requirements established by IT, the Executive Director, or 
applicable funding agreements. Workplace procedures for protecting PHI are in Appendix 
E of the Personnel Policies. 


Users must apply appropriate care when handling data based on its classification. 
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7.2 Data Handling 
Users are responsible for protecting NKADD data in their daily work. 


• Access to sensitive data must be limited to authorized users with a business need 
• Sensitive data must not be shared with unauthorized individuals 
• Users must take reasonable steps to prevent accidental disclosure of information 
• Unauthorized access to data (“browsing”) is prohibited 
• Confidential information in paper form must be protected from unauthorized 


access and secured when not in use 
• Suspected loss, exposure, or unauthorized disclosure of sensitive information 


must be reported immediately to IT 


7.3 Data Storage and Cloud Services 
NKADD data must be stored only in approved systems. 


• Only NKADD-approved platforms, such as Microsoft 365 and other authorized 
cloud or vendor systems, may be used for storing or processing organizational 
data 


• Storage of NKADD data on personal accounts, personal cloud storage services, or 
unapproved systems is prohibited 


• Data stored in cloud or vendor-managed systems must be protected through 
appropriate contractual, administrative, and technical safeguards suited to the 
services provided 


7.4 Data Transmission 


Sensitive data must be protected when transmitted. 


• Sensitive data must be shared using secure, NKADD-approved, encrypted 
methods. See Section 10 for encryption requirements 


• Users must verify recipients before sending sensitive information 


7.5 Data Retention and Disposal 
NKADD data must be retained in accordance with established records retention 
schedules and applicable legal, regulatory, and operational requirements. 


• Data must be retained in accordance with the Local Government General Records 
Retention Schedule and the Area Development District (ADD) General Records 
Retention Schedule 


• When no longer needed, data must be securely deleted or destroyed 
• Physical records must be disposed of using approved methods (e.g., shredding) 



https://kdla.ky.gov/records/RetentionSchedules/Documents/Local%20Records%20Schedules/LocalGovernmentGeneralRecordsRetentionSchedule.pdf

https://kdla.ky.gov/records/RetentionSchedules/Documents/Local%20Records%20Schedules/LocalGovernmentGeneralRecordsRetentionSchedule.pdf

https://kdla.ky.gov/records/RetentionSchedules/Documents/Local%20Records%20Schedules/AreaDevelopmentDistrictRecordsRetentionSchedule.pdf

https://kdla.ky.gov/records/RetentionSchedules/Documents/Local%20Records%20Schedules/AreaDevelopmentDistrictRecordsRetentionSchedule.pdf
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• Electronic data must be removed in a manner that prevents recovery 
• NKADD-owned computers, phones, removable media, and other equipment that 


may store NKADD data must be given to IT for data removal before disposal, 
transfer, or return to a lessor (see Administrative Regulations, Section 4) 


7.6 Portable Media and Devices 


The use of removable or portable storage must be controlled. 


• Sensitive data must not be stored on portable media unless necessary 
• Portable media containing NKADD data must be protected from loss or theft 
• Use of external storage devices may be restricted and may require approval from 


the IT Director 


Portable media containing sensitive information must be encrypted whenever supported 
and practical. See Section 10 for encryption requirements. 


7.7 Personally Owned Devices (BYOD) 


Use of personally owned devices to access NKADD systems or data must comply with 
NKADD security requirements as established by the IT Director. 


• Access to NKADD data from personal devices must be approved or otherwise 
authorized in accordance with IT-defined standards and practices 


• Personal devices must meet minimum security requirements, including updated 
software, device locking, and other controls established by IT 


• NKADD data must not be permanently stored on personal devices unless 
specifically approved 


Any personally owned device that stores NKADD information or documents locally may 
be subject to access, review, or other legal requirements, including public records 
requests. 


7.8 Data Backup and Recovery 
NKADD's data primarily resides within its Microsoft 365 environment, which is protected 
through built-in retention and version history, supplemented by a third-party backup 
service (Druva) that provides independent backup of the NKADD M365 tenant. This 
provides an additional recovery layer beyond native Microsoft 365 retention in the event 
of accidental deletion, corruption, or a ransomware incident. 


• Backup coverage and retention settings must be reviewed periodically by IT to 
confirm they remain adequate for NKADD's needs  
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• Backup restoration must be periodically tested to confirm data can be recovered 
when needed  


• Hosted, vendor-managed systems (e.g., AccuFund and other SaaS platforms) are 
backed up by their respective vendors as part of NKADD's service agreements; 
NKADD does not separately back up data that resides solely within those 
platforms 
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8. Endpoint & Network Security 
NKADD systems and networks must be protected from unauthorized access, malware, 
and other cybersecurity threats. Security controls must be in place to safeguard all 
devices and network resources used to store, process, or transmit NKADD data. 


8.1 Endpoint Security 


All devices connected to NKADD systems or networks must meet minimum security 
requirements. 


• All endpoints must use approved endpoint protection software (such as antivirus 
or endpoint detection and response tools) 


• Devices must have current security updates and patches installed 
• Devices must be configured and maintained according to IT standards 
• Users must not disable or bypass security controls on any device 
• Mobile devices used to access NKADD systems or data must comply with 


applicable security requirements established by IT 
• Users must immediately report suspected malware infections, security warnings, 


or unusual device behavior to IT 


See Section 5.9 and Section 7.7 for additional requirements specific to personally owned 
devices (BYOD). 


8.2 Patch Management 
Keeping systems up to date is a critical part of maintaining security. 


• Operating systems and applications must be updated regularly 
• Critical security updates should be applied as soon as practical 
• Systems that cannot be updated must be evaluated and approved by IT 
• Systems that are no longer supported by the manufacturer must not be used 


unless approved compensating controls have been implemented 


8.3 Device Security 


Devices must be physically and logically secured to prevent unauthorized access. 


• Devices must be locked when unattended 
• Screen locks and automatic timeouts must be enabled 
• Sensitive information should not be visible or accessible to unauthorized 


individuals 
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• NKADD maintains an inventory of devices and technology assets connected to 
organizational systems 


• Lost or stolen devices must be reported immediately 


8.4 Network Security 
NKADD networks must be monitored and protected to prevent unauthorized access. 


• Firewalls must be used to protect internal systems 
• Network access must be limited to authorized users and devices 
• Wireless networks used for NKADD business must be secured using approved 


authentication and encryption methods 
• Network activity may be monitored to detect and respond to threats 
• Users must not connect unauthorized devices to NKADD systems or networks 


without IT approval 


8.5 Remote Access Security 
Remote access to NKADD systems must be protected using appropriate technical security 
controls to prevent unauthorized access and ensure the integrity of systems and data. 


• Remote access activity may be monitored to detect and respond to unauthorized 
or suspicious activity 


See Section 6 for remote access approval, authentication, and review requirements, and 
Section 9 for telework-specific security requirements. 


8.6 Software and Application Control 
Software installed on NKADD systems must be managed to reduce risk. 


• Only approved software may be installed on NKADD devices 
• Software must be properly licensed and maintained 
• IT is responsible for evaluating and approving software before use 


  







NKADD Information Security Policy 


Version 1.5 | Page 30 


9. Remote Access & Telework 
Remote access and telework are important to NKADD operations but introduce 
additional security risks. Remote work arrangements are governed by NKADD's Personnel 
Policies (Chapter 4, Section 4 – Working Remotely). This section defines the information 
security requirements that apply when working remotely. 


9.1 General Requirements 


Remote access to NKADD systems must follow all applicable policies and security 
requirements. 


• Remote access is permitted for authorized users in accordance with NKADD's 
Personnel Policies and business needs 


• Access must comply with NKADD security requirements, including approved 
methods and authentication controls 


• The IT Director reserves the right to restrict, suspend, or revoke remote access at 
any time to protect NKADD systems and data 


• Users must follow all security practices outlined in this policy when working 
remotely 


9.2 Secure Access Methods 


All remote access must use secure, NKADD-approved technologies. 


• Access to NKADD systems must occur through approved platforms such as 
Microsoft 365 or other authorized cloud-based services 


• Multi-factor authentication (MFA) is required for remote access 
• Users must not attempt to bypass or disable security controls when accessing 


systems remotely 


9.3 Device Security for Remote Work 


Devices used for remote access must meet NKADD security standards. 


• NKADD-issued devices should be used for remote access whenever possible 
• Personally owned devices must comply with NKADD BYOD and security 


requirements 
• Devices must have current updates, endpoint protection, and security controls 


enabled 
• Devices must be secured when not in use 
• Lost, stolen, damaged, or compromised devices used for remote work must be 


reported immediately to IT 
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See Section 5.9, Section 7.7, and Section 8.1 for additional BYOD and endpoint security 
requirements. 


9.4 Network and Environment Security 


Users are responsible for maintaining a secure remote environment. 


• Remote work should be conducted over secure and trusted networks 
• Public or unsecured Wi-Fi must not be used to access NKADD systems unless 


connecting through an NKADD-approved secure method (such as a properly 
authenticated, MFA-protected connection to NKADD-approved cloud platforms). 
If in doubt, use a personal hotspot or wait until a trusted network is available 


• Sensitive information must not be viewed, discussed, or exposed in public or 
unsecured environments 


9.5 Data Protection During Remote Work 


NKADD data must be protected at all times, including during remote access. 


• Data must only be accessed and stored in approved systems 
• Users must not download or store sensitive data locally unless necessary and 


approved 
• Printed materials containing sensitive data must be secured when not in use and 


disposed of in accordance with Section 7.5 (e.g., shredding) 


9.6 Remote Work Equipment and Peripherals 


Remote work equipment and peripherals must be used in accordance with NKADD 
policies and IT requirements. 


• NKADD-issued devices remain the primary computing equipment for remote work 
• NKADD may provide limited equipment, such as one external monitor and 


necessary cabling, for approved remote work arrangements 
• Additional personal devices and peripherals may be used but are not provided, 


managed, or supported by NKADD 
• NKADD-issued equipment must be used for business purposes only and must be 


returned upon request or at the end of employment 
• Users are responsible for maintaining the physical security of equipment in 


remote environments 


9.7 Session Management 


Remote sessions must be properly managed to reduce risk. 
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• Users must log out or disconnect from systems when work is complete 
• Idle sessions must not be left unattended 
• Devices must be locked when unattended 
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10. Encryption 
Encryption is used to protect NKADD data from unauthorized access, both while it is 
stored and while it is being transmitted. Appropriate encryption controls must be used to 
safeguard sensitive information. 


10.1 General Requirements 


Encryption must be used to protect sensitive NKADD data when supported by approved 
systems and technical capabilities. 


• Sensitive data must be protected against unauthorized access 
• Encryption must be used in accordance with NKADD standards and technical 


capabilities 
• Users must not attempt to disable or bypass encryption controls 


10.2 Data in Transit 


Sensitive data must be protected when transmitted across networks. 


• Data containing sensitive information must be transmitted using secure, 
encrypted methods 


• NKADD-approved systems such as Microsoft 365 must be used for sharing 
sensitive data 


• Users must verify recipients before transmitting sensitive information 


10.3 Data at Rest 
Sensitive data stored on devices or systems must be protected. 


• NKADD-issued laptops, mobile devices, and other supported devices that store 
sensitive information must utilize encryption 


• Portable storage devices containing sensitive information must utilize encryption 
whenever supported and practical 


• Access to stored data must be restricted to authorized users 
• Sensitive data must not be stored in unapproved locations or systems 
• Cloud and vendor-managed systems storing sensitive NKADD data must provide 


encryption capabilities appropriate to the services provided 


10.4 Email and File Sharing 
This section provides additional requirements specific to email and file sharing; see 
Section 10.2 for general requirements on transmitting sensitive data. 
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• Users must use NKADD-approved tools and services when sharing files or 
documents containing sensitive data  


• Confidential Data (as defined in Section 3), particularly PHI and financial account 
information, must be sent using additional safeguards, such as encryption, secure 
file sharing, or password-protected documents 


10.5 Encryption Management 


Encryption technologies must be managed appropriately. 


• Encryption methods and tools must be approved by IT 
• Encryption keys, certificates, and related security credentials must be protected 


from unauthorized access and managed according to NKADD standards 
• IT is responsible for evaluating and maintaining encryption standards 
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11. Electronic Signatures 
Electronic signatures may be used to verify the authenticity and integrity of electronic 
communications and documents. When used appropriately, electronic signatures help 
ensure that information has not been altered and that it originates from a trusted source. 


11.1 Approved Use 
Electronic signatures must be applied using NKADD-approved tools and must provide a 
verifiable record of the signer’s identity and the integrity of the signed document. 


Electronic signatures that consist solely of typed names, images, or handwritten 
representations without supporting authentication, audit trail, or verification controls do 
not meet NKADD requirements for official or sensitive documents unless specifically 
approved by the IT Director. 


• Only approved applications and platforms may be used for applying electronic 
signatures 


• NKADD-approved electronic signature tools (such as Adobe Acrobat Pro) must be 
used for official documents and agreements 


• Users must not use unapproved or unauthorized tools to sign official NKADD 
documents 


• Electronic signatures must only be applied by authorized individuals 


11.2 Email and Document Use 


Electronic signatures may be used for email and document verification where 
appropriate. 


• Users may apply electronic signatures to email communications when identity 
verification is necessary 


• Electronic signatures should be used on official or sensitive documents where 
authenticity is important 


• Signed documents must be retained in accordance with NKADD records retention 
requirements 


11.3 Integrity and Control 
Electronic signatures must be protected and used responsibly. 


• Users must not share credentials or tools used to create electronic signatures 
• Signed documents must not be altered after signing 
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• Any suspected misuse, compromise, loss, or unauthorized use of electronic 
signature credentials or tools must be reported immediately to IT 


• Users must take reasonable steps to verify the identity of signers when processing 
official documents or agreements 


11.4 Legal and Compliance Considerations 


Electronic signatures must comply with applicable legal and regulatory requirements. 


• Electronic signatures used for official purposes must be legally valid and 
recognized 


• NKADD-approved electronic signature tools must be used for formal agreements 
or contracts 


• Users must follow established processes for documents requiring formal approval 
or execution 


• Use of an electronic signature does not grant authority to approve, execute, or 
enter into agreements on behalf of NKADD 


For grant agreements, contracts, or documents submitted to auditors or funding 
agencies, users should confirm the receiving party accepts electronic signatures before 
relying on one. 


Electronic or facsimile signatures on checks are additionally governed by NKADD 
Administrative Regulations, Section 2 (Disbursements). 
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12. Logging, Monitoring & Auditing 
NKADD uses logging and monitoring controls to identify, respond to, and prevent 
unauthorized access to systems and data. These activities help ensure the security, 
integrity, and availability of NKADD technology resources. 


12.1 Logging Requirements 


NKADD systems must maintain appropriate logging to support security and operational 
needs. 


• Systems must log key events such as user logins, access to systems, and 
administrative actions 


• Logs must be stored in a secure and controlled manner 
• Access to logs must be limited to authorized personnel 
• Systems must maintain accurate date and time settings to support reliable logging 


and event correlation 
• At minimum, logs should capture the user or account involved, the date and time 


of the event, and the type of action taken 


12.2 Monitoring Activities 


System activity must be monitored to detect security threats or policy violations. 


• IT is responsible for monitoring systems and reviewing security-related events 
• Monitoring may include user activity, system access, and network behavior 
• Suspicious or unusual activity must be investigated promptly 


12.3 Microsoft 365 and Cloud Monitoring 


NKADD relies on Microsoft 365 and other cloud platforms to provide logging and 
monitoring capabilities. 


• Logging features within Microsoft 365 (such as audit logs and security alerts) must 
be enabled and used 


• Security alerts and notifications must be reviewed by IT 
• Cloud-based systems must be monitored in accordance with NKADD security 


requirements 
• Where available, logging and monitoring capabilities provided by third-party or 


vendor-managed systems must be enabled and reviewed 
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12.4 Log Retention 


Logs must be retained for an appropriate period to support investigations and 
compliance. 


• Logs must be retained for at least the period provided by the applicable system 
(for Microsoft 365, the retention included with NKADD's licensing), or longer 
where required by legal, contractual, or operational needs 


• Logs must be protected from unauthorized modification, deletion, or access 
• Archived logs must remain accessible for review if needed 


12.5 Auditing 


Periodic reviews must be conducted to ensure compliance with this policy. 


• IT is responsible for conducting audits of system access, user activity, and security 
controls to verify compliance with NKADD policies and security requirements 


• Departments may be asked to participate in reviews of data access and usage 
• Identified issues must be addressed in a timely manner 


12.6 Incident Support 


Logging and monitoring must support incident response activities. 


• Logs must be used to investigate suspected security incidents 
• Relevant logs and system data must be preserved during an investigation 
• Findings from monitoring and auditing activities must be used to improve security 


controls 
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13. Security Incident Response 
NKADD must respond promptly and effectively to security incidents in order to minimize 
impact and restore normal operations. All users share responsibility for identifying and 
promptly reporting potential incidents. 


13.1 Definition of an Incident 


A security incident is any event that may compromise the confidentiality, integrity, or 
availability of NKADD systems or data. 


• Incidents may include unauthorized access, malware infections, ransomware, 
data breaches, phishing attempts, loss or theft of devices, or system disruptions 


• Suspicious activity or unusual system behavior may also be considered an incident 


13.2 Reporting Requirements 


All users must report suspected security incidents immediately. 


• Incidents must be reported to the IT Director or designated IT staff without delay 
• Reports should include relevant details such as the nature of the issue, time of 


occurrence, and affected systems 
• Users must not attempt to investigate or remediate incidents on their own unless 


directed by IT 
• Lost or stolen devices that access, store, or process NKADD data must be reported 


to IT immediately. The employee must also file a police report as soon as 
practical, with a copy provided to the employee’s supervisor and IT. When the 
applicable contract requires it, IT will forward the report to the funding cabinet. 
Whether to notify KALF is decided under Section 13.8. 


13.3 Incident Response Activities 


NKADD will respond to incidents in a structured and timely manner. 


• IT is responsible for assessing, containing, and investigating incidents 
• Appropriate steps will be taken to limit impact and prevent further damage 
• Systems and data will be restored as quickly as possible following an incident 
• External support, including vendors or legal counsel, may be engaged as needed, 


subject to the insurance coordination requirements in Section 13.8 
• Incidents may be categorized based on severity, scope, or impact to support 


appropriate response and escalation 
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13.4 Communication and Escalation 


Incidents must be communicated to appropriate leadership based on severity. 


• Significant incidents must be escalated to the Executive Director by the IT Director 
• The Executive Director will determine if escalation to the Board of Directors is 


necessary 
• External communications must be coordinated through authorized personnel 
• Where required, NKADD will coordinate legal, regulatory, contractual, and breach 


notification activities through authorized personnel 


See Section 4.3 for escalation and coordination requirements when the IT Director is 
unavailable. 


13.5 Evidence Preservation 


Information related to incidents must be preserved to support investigation and 
response. 


• Logs, backup data, system data, and affected devices must be retained and 
protected 


• Users must not alter or delete information that may be relevant to an incident 
• IT is responsible for maintaining the integrity of evidence 


13.6 Coordination with the Incident Response Plan 


NKADD will maintain an Incident Response Plan (IRP) that provides detailed procedures 
for handling security incidents. 


• The IRP will define specific roles, workflows, and response actions 
• Once the IRP is adopted, incident response activities must follow it 
• Until the IRP is adopted, the IT Director directs incident response under this 


Section 13 


13.7 Post-Incident Review 
NKADD will review incidents to improve security and prevent recurrence. 


• Significant incidents must be documented and evaluated following resolution 
• Lessons learned must be incorporated into policies, procedures, or controls 
• Identified gaps must be addressed in a timely manner 


13.8 Cyber Insurance Coordination 
NKADD's cyber liability coverage is provided through the Kentucky Association of 
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Counties All Lines Fund (KALF). Coverage depends on timely notice, preservation of 
evidence, and obtaining consent before incurring response costs, so the following 
requirements apply. 


Notice to KALF is a condition of coverage rather than a legal obligation. The IT Director, in 
consultation with the Executive Director, will determine whether to notify KALF. Notice 
should be provided as soon as practicable when an incident: 


• Is expected to result in costs NKADD may seek to recover, such as forensic 
investigation, legal counsel, data restoration, notification of affected individuals, 
or business interruption 


• Involves actual or reasonably suspected unauthorized access to personal 
information, or may require notification under KRS 61.931–61.934 or HIPAA 


• Could reasonably be expected to lead to a claim, lawsuit, or regulatory inquiry 
against NKADD 


• Involves a ransom or extortion demand 


When in doubt, NKADD should notify KALF. Notice preserves coverage and does not 
commit NKADD to filing a claim. Routine incident handling, such as blocked phishing 
attempts or alerts resolved without compromise, does not require notice. 


• When NKADD decides to notify KALF, the IT Director, in coordination with the 
Executive Director, must provide written notice as soon as practicable. The notice 
period begins when NKADD leadership becomes aware of the incident, not when 
the investigation is complete 


• IT may take immediate steps to contain an active threat. Beyond initial 
containment, NKADD must not engage outside forensic, legal, data recovery, 
notification, credit monitoring, or public relations services for an incident 
reported to KALF without prior written consent from KALF or its insurer 


• Logs, backup data, and affected systems related to an incident reported to KALF 
must be retained and made available to KALF or its insurer on request 


• NKADD must not pay, or agree to pay, any ransom or extortion demand without 
authorization from the Executive Director, Board approval where required by the 
Administrative Regulations, and prior written consent from KALF or its insurer 


• NKADD must not admit liability, offer settlements, or take on financial obligations 
to third parties related to an incident reported to KALF without consent from 
KALF or its insurer 


• Coverage details, contact information, and notice procedures will be maintained 
in the Incident Response Plan. Until it is adopted, the IT Director maintains this 
information 
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14. Breach Notification 
NKADD is committed to complying with all applicable laws and regulations regarding the 
protection of sensitive information. In the event of a data breach, NKADD will take 
appropriate steps to investigate, contain, and notify affected parties as required. 


14.1 Definition of a Data Breach 


A data breach is an incident in which sensitive, protected, or confidential information 
may have been accessed, disclosed, or acquired without authorization. 


• Data breaches may involve personally identifiable information (PII), protected 
health information (PHI), financial data, or other confidential records 


• A suspected or potential exposure of sensitive data may also be treated as a 
breach until evaluated 


• Not all security incidents constitute a data breach; breach determinations will be 
made based on investigation and applicable legal requirements 


Breaches involving PHI may trigger additional notification requirements and timelines 
under HIPAA, separate from and in addition to the notification requirements described in 
this section (see Section 14.2). 


14.2 Notification Requirements 


NKADD will provide notification of data breaches in accordance with applicable laws, 
including Kentucky Revised Statutes (KRS) 61.931–61.934. 


• Affected individuals will be notified when required by law 
• Where KRS 61.931–61.934 applies, NKADD must notify the Commissioner of the 


Kentucky State Police, the Auditor of Public Accounts, and the Attorney General 
within 72 hours of determining or being notified of a breach of personal 
information, followed by the additional notices and deadlines in KRS 61.933 


• Notification will be made without unreasonable delay, consistent with legal and 
investigative requirements 


• Notifications may include information about the nature of the breach and 
recommended actions for affected individuals 


• Notification requirements arising from contractual, regulatory, grant, or partner 
obligations must also be considered where applicable 


• NKADD may notify regulators, law enforcement, insurers, partner organizations, 
or other entities when required by law, contract, or operational necessity 


• Notice to KALF is governed by Section 13.8 
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14.3 Internal Reporting and Escalation 


All suspected data breaches must be reported immediately. 


• Users must report potential breaches to the IT Director or designated IT staff 
• IT, in coordination with leadership and legal counsel when appropriate, is 


responsible for assessing whether a breach has occurred and whether notification 
obligations exist 


• Confirmed breaches must be reported to the Executive Director 
• The Executive Director will determine if escalation to the Board of Directors is 


required 


14.4 Investigation and Response 


NKADD will investigate all suspected breaches in a timely manner. 


• IT will work to identify the scope and impact of the breach 
• Appropriate steps will be taken to contain and remediate the issue 
• External support, including legal counsel or vendors, may be engaged as needed, 


subject to the insurance coordination requirements in Section 13.8 


14.5 Documentation 


All breaches must be properly documented. 


• Details of the incident, investigative findings, response actions, notification 
decisions, and outcomes must be recorded 


• Documentation must be maintained in accordance with NKADD policies and 
requirements 


• Lessons learned should be used to improve security practices and controls 
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15. Security Awareness & Training 
NKADD requires all users to participate in ongoing security awareness training to help 
protect systems and data from threats such as phishing, malware, and unauthorized 
access. Security awareness is a shared responsibility, and all users must remain informed 
about current risks and best practices. 


15.1 General Requirements 


All users must complete security awareness training as a condition of access to NKADD 
systems. 


• Security awareness training is required for all employees and other users with 
NKADD accounts, as determined by IT 


• Training must be completed in accordance with NKADD requirements and 
schedules 


• Users are responsible for understanding and applying security practices in their 
daily work 


15.2 Training Program 


NKADD utilizes a structured security awareness program to provide ongoing education. 


• NKADD uses KnowBe4 security awareness training modules to educate users on 
current security threats and best practices 


• Training modules are assigned monthly 
• Users must complete all assigned training within the required timeframe 
• Training topics may include phishing, social engineering, payment and invoice 


fraud, password security, data protection, ransomware, remote work security, 
and other emerging threats 


15.3 Phishing Simulations 


Simulated phishing exercises are used to test and improve user awareness. 


• NKADD conducts simulated phishing campaigns on a regular basis 
• Users must report suspicious emails, messages, websites, or other suspected 


security threats 
• The KnowBe4 Phishing Alert Button (PAB) must be used when reporting 


suspected phishing emails 
• Use of the PAB helps IT track and respond to potential threats and measure user 


awareness 
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• Results of phishing simulations may be used to identify training needs and 
improve security awareness 


15.4 Remedial Training 


Additional training is required for users who do not successfully identify simulated 
threats. 


• Users who fail a simulated phishing test are required to complete additional 
security awareness training 


• Remedial training must be completed within the timeframe specified by IT 
• Repeat failures may result in additional training, supervisory review, or other 


corrective actions as determined by NKADD 


15.5 New User Training 


New users must complete security training prior to or shortly after receiving system 
access. 


• All new employees and other new users with NKADD accounts, as determined by 
IT, must complete an initial security awareness training module 


• Initial training must be completed within 3 business days of receiving system 
access 


• Access to systems may be limited until required training is completed 
• Additional role-based security training may be required for users with elevated 


privileges or access to sensitive information, including HIPAA-specific training for 
users who handle PHI in the course of their work 


15.6 Program Oversight 


The security awareness program must be maintained and monitored. 


• IT is responsible for administering the training program and tracking completion 
• Training content will be updated periodically to reflect emerging threats 
• Training and participation records must be maintained for compliance and audit 


purposes 
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16. Vendor & Third-Party Security 
NKADD works with third-party vendors and service providers that may have access to 
systems, services, or data. These relationships must be managed to ensure that NKADD 
information remains secure and that risks are appropriately controlled. 


16.1 Vendor Access and Responsibilities 


Vendors and third parties must meet NKADD security expectations when accessing 
systems or data. 


• Vendors must only be granted the access necessary to perform their services 
• Vendor access must be approved by the IT Director or appropriate authority 
• Vendors must follow NKADD security requirements and applicable policies 
• Vendor access must be periodically reviewed and may be monitored by NKADD 


16.2 Data Protection Requirements 


Vendors must protect NKADD data in accordance with applicable standards. 


• Vendors must implement reasonable safeguards to protect NKADD data from 
unauthorized access or disclosure 


• NKADD data must only be used for authorized business purposes 
• Vendors must not share NKADD data with unauthorized parties 
• Data must be stored and processed in approved systems or environments 
• Vendors remain responsible for ensuring that subcontractors or downstream 


service providers handling NKADD data maintain appropriate security protections 
• NKADD retains ownership of its data regardless of where the data is stored or 


processed 


16.3 Contracts and Agreements 


Vendor relationships must include appropriate security and data protection terms. 


• Contracts or agreements must define security expectations and responsibilities 
• Agreements must include provisions for protecting confidential or sensitive data 
• Where applicable, agreements must include breach notification requirements and 


timelines 
• Vendors must comply with applicable legal and regulatory requirements 
• Where KRS 61.932 applies, agreements must specify how the costs of breach 


investigation and notification are apportioned 
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16.4 Vendor Risk Management 


NKADD must manage and evaluate risks associated with third-party vendors. 


• Vendors must be evaluated prior to engagement based on the sensitivity of the 
data or services involved 


• Higher-risk vendors may require additional review or documentation 
• Vendor access and risk may be reviewed periodically 
• Vendors that store, process, or transmit sensitive NKADD data may be required to 


provide security documentation, audit reports, certifications, or other evidence of 
security controls 


16.5 Incident and Breach Reporting 


Vendors must report security incidents involving NKADD data. 


• Vendors must notify NKADD without unreasonable delay, and no later than 72 
hours, following discovery of an actual or suspected security incident involving 
NKADD data 


• Notifications must include relevant details to support investigation and response 
• NKADD will coordinate response activities in accordance with Sections 13 and 14 


of this policy 


16.6 Termination of Access 


Vendor access must be removed when no longer required. 


• Vendor access must be revoked upon completion of services or contract 
termination 


• NKADD data must be returned or securely destroyed in accordance with contract 
requirements 


• Vendors must confirm the secure handling or disposal of NKADD data when 
requested 
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17. Policy Enforcement 
Compliance with this Information Security Policy is required for all NKADD employees, 
contractors, and authorized users. Failure to follow the requirements outlined in this 
policy may result in disciplinary action, up to and including termination of employment or 
contract, and may also include legal consequences where applicable. 


17.1 Enforcement Authority 
NKADD reserves the right to enforce this policy to protect its systems, data, and 
operations. 


• NKADD may monitor systems, accounts, and user activity to ensure compliance 
with this policy 


• NKADD may restrict, suspend, or revoke access to systems or data at any time 
when necessary to maintain security 


• Enforcement actions will be taken in accordance with NKADD policies and 
procedures 


• Users who report suspected security concerns or incidents in good faith will not 
be subject to retaliation for making such reports 


• Exceptions to this policy may only be granted through documented approval as 
described in Section 4.3 


17.2 Violations 


Violations of this policy may include, but are not limited to: 


• Unauthorized access to systems or data 
• Failure to follow security requirements or procedures 
• Misuse of NKADD technology resources 
• Failure to report security incidents or suspicious activity 
• Unauthorized disclosure of sensitive or confidential information 
• Failure to cooperate with authorized security investigations or audits 
• Failure to complete required security awareness training within the timeframe 


specified in Section 15 


17.3 Disciplinary Actions 


Violations of this policy may result in disciplinary action. 


• Disciplinary actions may include verbal or written warnings, suspension, 
termination of employment or contract, or other corrective measures as 
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appropriate. For employees, disciplinary action follows Chapter 11 of the NKADD 
Personnel Policies. 


• Restricting or revoking access to protect NKADD systems or data (see Section 
17.1) is a security measure and is not, by itself, disciplinary action 


• The severity of the action will depend on the nature and impact of the violation 
• Disciplinary actions will be coordinated with NKADD management and Human 


Resources, as appropriate 


See Section 4.4 regarding the role of Human Resources in coordinating disciplinary 
matters. 


17.4 Legal and Regulatory Consequences 


Certain violations may result in legal or regulatory action. 


• Violations involving illegal activity must be referred to law enforcement 
• Violations involving sensitive data may result in reporting obligations under 


applicable laws 
• NKADD may pursue legal remedies where necessary to protect its systems and 


data 


See Section 14 for breach notification requirements when a violation involves a 
suspected data breach. 
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18. Review & Maintenance 
This Information Security Policy must be reviewed and updated regularly to ensure it 
remains effective, accurate, and aligned with NKADD’s operational and regulatory 
requirements. 


18.1 Policy Review 


The policy must be reviewed on a regular basis. 


• This policy will be reviewed at least every two years, or more frequently as 
needed 


• Reviews may be conducted in response to significant changes in technology, 
operations, or regulatory requirements 


• Updates must be approved in accordance with NKADD governance processes 


18.2 Policy Updates 


The policy must be updated as necessary to reflect changes and improvements. 


• Revisions must be documented and version-controlled 
• Significant changes must be communicated to users 
• Updated policies should be made available to all employees and authorized users 
• Policy review and approval activities must be documented and retained in 


accordance with NKADD recordkeeping requirements 
• Updates that resolve a previously identified pending item (e.g., naming a newly 


adopted tool or confirming a compliance status) are considered administrative 
rather than substantive, unless they materially change a requirement of this 
policy 


18.3 Responsibility for Maintenance 


Responsibility for maintaining this policy must be clearly defined. 


• The IT Director is responsible for coordinating policy reviews and updates 
• The Executive Director provides oversight of policy reviews and updates 
• The Board of Directors approves this policy and any substantive revisions to it, in 


accordance with the Approval and Governance section of this document. Minor 
administrative updates — such as updating a named tool, contact, or role once 
previously identified as pending — may be made by the IT Director without 
requiring full Board re-approval, but must be documented in the Revision History. 
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18.4 Continuous Improvement 


NKADD is committed to improving its information security practices over time. 


• Findings from audits, incidents, and risk assessments must be used to improve the 
policy 


• Feedback from users and departments may be considered during updates 
• Changes in technology and emerging threats should be evaluated and addressed 
• Changes in applicable laws, regulations, contractual obligations, and industry best 


practices should be considered during policy reviews 
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Approval and Governance 
This policy is maintained, reviewed, and approved in accordance with NKADD governance 
requirements. 


Monitoring and Administration 
• The IT Director and IT staff are responsible for the ongoing monitoring and 


administration of this policy 
• The IT Director oversees policy implementation and ensures compliance with 


established controls 
 


Review 
• This policy is reviewed by the IT Director and Executive Director, with input from 


IT staff and other stakeholders, as appropriate 
• Reviews are conducted in accordance with the policy review cycle or as needed 


based on operational or regulatory changes 
 


Approval 
• This policy and any substantive revisions are formally approved by the NKADD 


Board of Directors (see Section 18.3 for the process governing minor 
administrative updates). 
 
 


Approval Record 


Approved by: ___________________________ (Board Chair) 
Title: Board Chair 


Approved by: ___________________________ (Board Vice Chair) 
Title: Board Vice Chair 


Board Approval Date / Resolution Reference: ___________________________ 
Effective Date: ___________________________ 
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Document Version Control 
This section tracks the drafting and revision history of this policy, including updates made 
both before and after formal Board approval. Maintaining a revision history ensures 
transparency, accountability, and proper governance of policy updates over time. 


All updates to this document must be reviewed and approved in accordance with NKADD 
policy governance requirements. 


Revision History 
Version Date Author Description 
    
1.0 6/5/2026 IT Director Initial Policy Draft 
1.1 6/15/2026 IT Support Specialist Internal Revisions 
1.2 8/28/2026 IT Director Internal IT revisions 
1.3 9/4/2026 ED / IT Director Review ED review revisions; 


Chapter 13 provisions 
carried forward 


1.4 9/23/2026 IT Director Senior Staff and HR 
review revisions 


1.5 10/13/2026 IT Director KALF insurance 
alignment; Administrative 
Regulations and 
Personnel Policies 
alignment; final revisions 
for Board approval 


    
 


Supersession 
This policy supersedes any previous Information Security Policy, Internet Use Policy, 
Chapter 13: Technology of the Personnel Policies Manual, or related information security 
guidance previously adopted by NKADD. 


Appendix E (Workplace Privacy Procedures for Protected Health Information) of the 
NKADD Personnel Policies is not superseded by this policy. 
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Board Memo — Policy Package for October 22,
2026


Oct 14, 2026


To: NKADD Board of Directors


From: Clay Beyer, Director of IT and Facilities


Re: Information Security Policy and amendments to the Administrative Regulations,
Personnel Policies, and Code of Ethics


At the October 22, 2026 meeting, the Board is asked to approve four related policy items.
Together they establish NKADD's first standalone Information Security Policy and update
the Administrative Regulations, Personnel Policies, and Code of Ethics to match it. The
Administrative Regulations and Personnel Policies were reviewed by legal counsel in
prior revisions; the amendments in this package and the new Information Security
Policy have not been. Details are below.


What is in the package
Information Security Policy, Version 1.5 (new). This policy replaces Chapter 13
(Technology) of the Personnel Policies. Chapter 13 covered acceptable use but had no
provisions for security incidents, data breach notification, vendor security, or staff
training. The new policy covers those areas. It also coordinates with NKADD's cyber
insurance through the KACo All Lines Fund and sets a review at least every two years.


Administrative Regulations amendments. Some changes connect the Regulations to the
new policy, for example verifying banking changes by phone, IT approval of technology
purchases, and wiping data from devices before disposal. Others are unrelated updates:
the bid and Board approval threshold rises to $50,000 to match 2026 state law,
cooperative purchasing is authorized, and the travel and open records sections are
brought current.


Personnel Policies amendments. Chapter 13 becomes a short pointer to the Information
Security Policy. Its social media and photo-consent provisions move to other chapters.
Separation, remote work, and training sections now reference the new policy. Other
updates include flex time replacing compensatory time, a plain-language rewrite of the
ADA and Employment of Relatives policies, and the Executive Committee replacing the
Finance & Administration Committee.
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Code of Ethics (Appendix G) amendments. These are a separate action because the 
Board adopted the Code separately in 2010. The changes remove an outdated reporting 
line and update a committee name.


The attached summaries list each change by section. All four items take effect on 
October 22, 2026, if approved.


Legal review
The Administrative Regulations and Personnel Policies were reviewed extensively by legal 
counsel in prior revisions. The amendments in this package have not been reviewed by 
counsel.


The Information Security Policy has not been reviewed by counsel. It was prepared by 
staff and reviewed by the Executive Director, Senior Staff, and Human Resources. 
Counsel review of the Information Security Policy and the amendments will follow 
adoption.


Counsel review of the amendments will start with five Personnel Policies sections:


Family and Medical Leave Act (Ch. 4, Sec. 11.9)


Social Media Conduct (Ch. 8, Sec. 7)


Political Activity (Ch. 14)


Employee Protection Policy (Ch. 16, Sec. 3)


Equal Employment Opportunity Policy (Appendix A)


A separate HIPAA compliance review of the health-information procedures (Personnel
Policies, Appendix E) is also planned.


Any changes counsel recommends will come back to the Board for approval.


Incident Response Plan
The Incident Response Plan is not part of this package; it is still in progress. It will lay out
step-by-step procedures for handling a cyber incident under the new policy. When
complete, the Executive Director will approve it and it will be shared with the Board as an
information item. Until then, the IT Director directs incident response under Section 13 of
the Information Security Policy.
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After adoption
Staff will be notified by email with links to the adopted documents.


All staff will sign one combined acknowledgment of the Personnel Policies, Code of
Ethics, and Information Security Policy.


The adopted documents will be posted on the NKADD intranet and on
nkadd.org/transparency.


Counsel review of the Information Security Policy and the amendments will begin.


Board action requested
A separate vote on each item, each effective October 22, 2026:


1. Approve the Information Security Policy, Version 1.5.


2. Approve the amendments to the Administrative Regulations.


3. Approve the amendments to the Personnel Policies.


4. Approve the amendments to the Code of Ethics (Appendix G).


Attachments: Information Security Policy v1.5; Administrative Regulations v.2026;
Personnel Policies (including Appendix G); one-page summaries of changes to the
Administrative Regulations and Personnel Policies.
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Administrative Regulations v.2026 — Summary of Changes 
For the October 22, 2026 Board meeting · Oct 14, 2026 


The Board is asked to approve the amended Administrative Regulations, effective October 22, 2026. The 
changes fall into two groups: updates that connect the Regulations to the new Information Security 
Policy, and updates made for other reasons, mainly current state law and simpler travel and open 
records rules. Requirements not listed below are unchanged. 


Changes to align with the Information Security Policy 


Section What changed 


2 – Disbursements Any request to change a vendor's, payee's, or 
employee's banking or direct deposit information 
must be confirmed by calling a number already 
on file or in person. No payment goes to a new 
account until the change is verified. 


2 – Disbursements Electronic or stamped signatures on checks 
require written consent from the Executive 
Director and Finance Director. The Executive 
Director and IT Director jointly approve the 
method. 


3 – Purchasing The IT Director approves purchases and renewals 
of technology: hardware, software, subscriptions, 
cloud services, and network-connected devices. 


3 – Purchasing IT reviews contracts before signing when a 
vendor will store NKADD confidential data or 
access NKADD systems.  


3 – Purchasing Emergency spending on a cyber incident reported 
to the insurer must follow the insurer's consent 
requirements. 


4 – Fixed Assets IT removes all NKADD data before any computer, 
phone, copier, or other data-storing device is 
sold, transferred, discarded, or returned to a 
lessor. IT also tracks every connected device for 
security, regardless of cost. 


11 – Use of Facilities Outside groups may use only the guest Wi-Fi and 
may not connect to NKADD's network or 
computers, except through staff-provided 







Section What changed 


audiovisual connections. 


17 – Open Records The records custodian may direct the IT Director 
to search email and other electronic systems for 
records responsive to a request. 


18 – Interpretation Where these Regulations and the Information 
Security Policy or Personnel Policies cover the 
same subject, both apply. The Executive Director 
resolves any conflict until the Board acts. 


3, 15, 16 – Titles Role titles (IT Director, Finance Director, Human 
Resources) are defined so they match across all 
three documents. 


Other changes 


Section What changed 


2, 3 – Thresholds The Board approval and sealed-bid threshold 
rises from $40,000 to $50,000, matching HB 392 
(2026), effective July 15, 2026. NKADD's amount 
stays fixed at $50,000 unless the Board changes 
it, even as the state amount increases in future 
years. 


3 – Purchasing NKADD may buy through cooperative purchasing 
contracts (such as Sourcewell or OMNIA Partners) 
under KRS 45A.295–45A.320 and 45A.420, using 
the same approval levels as other purchases. 


7, 8 – Travel Employee and Board travel reimbursement rules 
are combined into one set that follows Kentucky 
state travel rates. All Board conference 
attendance rules now sit in Section 7. 


9, 17 – Copy Fees Copy charges may not exceed the per-page cost 
under NKADD's copier lease. Charging is at 
NKADD's discretion. 


12 – Audit The federal single audit threshold is updated 
from $750,000 to $1,000,000, matching current 
federal rules. 


16 – Records Records are kept according to the Kentucky 
Department for Libraries and Archives retention 







Section What changed 


schedules for local governments and ADDs. 


17 – Open Records Updated for the 2021 Open Records Act changes: 
email requests, the Attorney General's standard 
form, posted office hours and contact 
information, the Kentucky residency 
requirement, and posting on the NKADD website. 


Appendix 1 After a receipt is scanned and confirmed legible, 
the paper copy is shredded. 


Throughout Section 2 is reorganized under subheadings. 
Dollar-threshold wording, grammar, and 
formatting are made consistent. No change in 
requirements. 


Legal review 
The Administrative Regulations were reviewed by legal counsel in prior revisions. The amendments 
summarized here have not been reviewed by counsel. That review will follow adoption, and any 
recommended changes will come back to the Board.
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Section 1 – Chief Administrative Officer 
Authority 


• The Executive Director serves as the Chief Administrative Officer of the Northern 
Kentucky Area Development District (NKADD), with primary responsibility for overseeing 
and managing the organization’s day-to-day operations. 


 
• The Executive Director shall exercise all authorities delegated by the NKADD Bylaws, 


these Administrative Regulations, and the Board of Directors. 


Employment 
• The Executive Director shall be appointed and employed by the Board of Directors of the 


Northern Kentucky Area Development District (NKADD). 
 


• The Executive Director is authorized to hire all other NKADD employees and establish 
their salaries, provided that no employee shall receive compensation exceeding the 
salary limits approved by the Board of Directors.  
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Section 2 – Disbursements 
Authority 


• Disbursements are payments for services rendered or other amounts due. 
• For grant awards, agreements, or contracts already approved on NKADD’s behalf, the 


Finance Director or their designee may make disbursements within authorized budget 
amounts, following the written guidelines for that payment. 


• Disbursements shall follow the NKADD Bylaws, these Administrative Regulations, and any 
other direction from the Board of Directors. 


• All disbursements of $50,000 or more require approval by the NKADD Board of Directors. 
 


Approval and Review 
• Expenses are normally paid through the purchase requisition process in Section 3. 
• When a purchase requisition is not feasible, the program manager responsible for the 


expense shall set written guidelines for the purchase. The guidelines must be approved 
by the Finance Director or their designee and shared with the staff involved. 


• No disbursement shall be made until the Finance Director, or their designee, has verified 
the completed and approved invoices, purchase orders, or related documents. 


• The Treasurer serves on the Board of Directors’ Executive Committee and shall be 
bonded. The Treasurer receives:  


o copies of each check register weekly; and 
o monthly copies of credit card statements, Executive Director expenses, mileage, 


and timesheets. 
 


Payment Change Verification 
• Before any change is made to the payment instructions or banking information of a 


vendor, payee, or employee (including direct deposit), the staff member processing the 
change must verify the request. 


• Verification must use a method independent of the request itself, such as calling the 
requester at a phone number already on file with NKADD or confirming in person. 


• No payment shall be issued to the new account until the change has been verified and 
documented. 
 


Electronic Check Signatures 
• Any employee with authority to print or issue NKADD checks must obtain written consent 


from both the Executive Director and the Finance Director before using an electronic or 
facsimile signature in place of a physical signature. This includes a stored signature image 
applied by check-printing software. 


• The Executive Director and the Director of IT and Facilities must jointly approve the 
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signature method before it is used. 
• This joint approval serves as the specific approval for check signatures referenced in the 


NKADD Information Security Policy.  
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Section 3 – Purchasing 
Definitions 


• Associate Director / Director – The staff member responsible for directing the activities of 
the individual NKADD departments. 
 


• Cooperative Purchasing – Purchasing supplies, materials, services, or equipment through 
a purchasing contract established by another public purchasing unit (in Kentucky or 
another state) or by a national or regional purchasing cooperative (e.g., NCPA/OMNIA 
Partners, Sourcewell, TIPS-USA), rather than through NKADD's own competitive process. 
Authorized under KRS 45A.295 to 45A.320 and, where applicable, KRS 45A.420, which 
permit a Kentucky public purchasing unit to participate in a purchasing agreement with 
another public purchasing unit or a "foreign purchasing activity" (an out-of-state public 
agency that would qualify as a Kentucky public purchasing unit if located here). 
 


• Director of IT and Facilities (IT Director) – The individual responsible for NKADD's 
information technology, information security, and facilities operations. 
 


• Executive Director – The individual responsible for the overall administrative, supervisory, 
and technical work of the NKADD and each of its departments. The Executive Director, or 
his/her appointee, is the Chief Executive Officer of the NKADD. 
 


• Finance Director (Director of Finance and Administration) – The individual responsible for 
implementing and maintaining the accounting and fiscal procedures and records of the 
NKADD. 
 


• Large Purchase – Any supplies, products, services, or equipment with a total cost of 
$5,000 or more but less than $50,000 where at least three competitive pricing quotes are 
required. 
 


• Licensed Professional – An individual licensed to practice in their specific profession. 
 


• Operating Supplies – Consumables. 
 


• Professional Services – Any service purchased by the NKADD except materials, supplies, 
or equipment. 
 


• Purchasing Agent – The individual responsible for implementing and enforcing the 
purchasing procedures of the NKADD administrative regulations. 
 


• Purchase Order – The form issued to the vendor authorizing the vendor to sell the 
prescribed goods and/or service to the NKADD. The purchase order is also the internal 
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document giving final authorization from the Executive Director or his/her appointee to 
the Purchasing Agent to purchase the goods and/or service at the price quoted. 
 


• Purchase Requisition (REQ) – A document that an NKADD employee creates to request a 
purchase of supplies, products, services, or equipment. 
 


• Request for Proposal (RFP) – A document that announces a project, describes it, and 
solicits bids from qualified contractors to complete it. 
 


• Sealed Bids Purchase – Any supplies, products, services, or equipment with a total cost of 
$50,000 or more where an RFP is needed in addition to NKADD Board approval. 
 


• Small Purchase – Any supplies, products, services, or equipment with a total cost of less 
than $5,000 where a single pricing quote is required based upon proven and historical 
competitiveness. 
 


• Staff Member – Any employee of the Northern Kentucky Area Development District. 
 


• State Procurement (Master Agreement Purchasing) – Purchasing supplies, materials, or 
equipment under a Kentucky state agency Master Agreement established by the Finance 
and Administration Cabinet. Under KRS 45A.050(3), political subdivisions — including 
cities of all classes, counties, school districts, and special districts — may participate in 
these Master Agreements to the same extent as state agencies, provided the underlying 
Master Agreement was itself awarded by competitive bidding or negotiated under KRS 
45A.045(9). The current Master Agreement list is maintained by the Kentucky Finance 
and Administration Cabinet. 
 


• Treasurer – The Treasurer of the Board of Directors. 
 


• Vendor – Any person or company providing supplies, equipment, materials, or services. 
 


Purchase Requisitions (REQs) 
Purchase Requisitions (REQs) are initiated for all purchases, regardless of the method utilized to 
secure price quotes. The procedures for initiating purchase requisitions are as follows: 
 


• A REQ must be prepared by an employee and approved by an Associate Director / 
Director prior to any purchases being made. Any purchase of $5,000 or more must have 
the approval of the Executive Director. 
 


• REQs for technology purchases and renewals, including computers and other hardware, 
software, software subscriptions, cloud or online services, and any device that will 
connect to the NKADD network, must also be approved by the Director of IT and Facilities 



https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=57791

https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=57788

https://finance.ky.gov/eProcurement/Pages/state-agency-and-local-government-procurement.aspx

https://finance.ky.gov/eProcurement/Pages/state-agency-and-local-government-procurement.aspx





 


10 | P a g e  
 


or their designee before the purchase or renewal is made. 
 


• A REQ must include relevant details of the purchase (vendor information, purchased item 
details, invoices, quantity, terms, costs, etc.). 
 


• Completing purchase requisitions (getting final approval) will create a Purchase Order. 
Purchase Orders (POs) can be obtained from the Finance Department.  
 


• The Finance Director will ensure the purchase order and all documentation have been 
completed prior to processing payment. 
 


• All purchase orders (including requisitions and all relevant documentation) are kept by 
the Finance Department in accordance with the NKADD Records Retention Schedule. 


 


Small Purchase Procedures 
Small Purchases are purchases estimated to have a total cost of less than $5,000. NKADD 
employees will make their best effort to get the best price, but written records are not 
necessary. 
 


Large Purchase Procedures 
Large Purchases are purchases estimated to have a total cost of $5,000 or more but less than 
$50,000. NKADD employees will obtain three (3) documented competitive pricing bids of any 
type (advertised, published, written, or verbal; verbal bids require a memorandum). Any 
purchase of $5,000 or more must have the approval of the Executive Director. 
 


Sealed Bid Purchase Procedures 
Sealed Bid Purchases are purchases estimated to have a total cost of $50,000 or more. A 
Request for Proposal process must be initiated and begin with an Invitation for Bidders (IFB). This 
IFB may take any form, but a reasonable time must be allowed for the submission of bids. A 
deadline for submission will be established; any set of criteria, including but not limited to price, 
may be used to evaluate bids. Any purchase of $50,000 or more must have the approval of the 
NKADD Board of Directors. 
 


• The bid process will be used in compliance with applicable Kentucky Revised Statutes and 
Kentucky Administrative Regulations, which include provisions for public advertisement.  
 


• NKADD employees responsible for a Sealed Bid Purchase may send the Invitation for 
Bidders specification sheet to any prospective bidder. 
 


• A question-and-answer period for all bids will be established and noted in the IFB. All 
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applicable questions by prospective bidders will be answered in a public format for all 
prospective bidders to review. 
  


• Submitted bids not clearly marked as such on the envelope may be opened for 
identification purposes and then resealed until the specified time for the bid opening. 
 


• Sealed bids will be opened in public by the designated employee and a witness at the 
time and place stated in the IFB. 
 


• Bids will be tabulated by the designated NKADD employee, and the results examined by 
the Executive Director, or his/her appointee, who will determine the best evaluated bid 
price. In determining the best evaluated bid price, the Purchasing Agent may consider the 
following: 
 


o The character, integrity, reputation, judgment, experience, and efficiency of the 
vendor. 


o The ability of the vendor to provide the material or service promptly or within the 
time specified, without delay or interference. 


o The quality of performance by the vendor on previous contracts or orders. 
o The ability of the vendor to provide future maintenance and service for all 


equipment purchased from the vendor. 
o Price. 
o Any other criteria identified in the IFB. 


 
• Recommendations for a bid award will be submitted by the Executive Director or his/her 


appointee to the Board of Directors, which will approve or disapprove the Executive 
Director's recommendation. 
 


• The Executive Director, Purchasing Agent, or the Board of Directors may reject all bids; 
however, the reasons for rejection should be noted. 
 


• A file will be kept by the responsible NKADD employee on all purchases executed during 
the fiscal year under these Sealed Bid Purchase procedures. These files will be 
maintained in accordance with the NKADD Records Retention Schedule. 
 


• In the event of absence of the Executive Director, approvals for large purchases may be 
made by either the Director of Finance and Administration or the Director of IT and 
Facilities or the NKADD Board Treasurer.   
 


Exceptions to Bidding and Purchasing Procedures 
State Procurement (Master Agreements) 
Rather than conducting its own procurement process, NKADD may purchase supplies, materials, 
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or equipment under a Master Agreement established by the Commonwealth of Kentucky's 
Finance and Administration Cabinet, as authorized by KRS 45A.050(3). Purchases under this 
subsection follow the same approval thresholds as Section 3 generally: purchases of less than 
$5,000 require no additional Executive Director or Board approval beyond the standard REQ 
process; purchases of $5,000 or more but less than $50,000 require Executive Director approval; 
purchases of $50,000 or more require Board of Directors approval. For audit purposes, a copy of 
the Master Agreement, any background procurement information, the final "build" or price 
sheet agreed upon by the vendor and NKADD, receipt documentation confirming correct 
delivery, and payment information (date and check number) will be maintained in electronic or 
hard copy files. 
 
Cooperative Purchasing 
Rather than conducting its own procurement process, NKADD may purchase supplies, materials, 
services, or equipment through a cooperative purchasing contract established by another public 
purchasing unit or a national/regional purchasing cooperative (e.g., NCPA/OMNIA Partners, 
Sourcewell, TIPS-USA, BuyBoard), as authorized by KRS 45A.295 to 45A.320 and, where 
applicable, KRS 45A.420. Purchases under this subsection follow the same approval thresholds as 
Section 3 generally: purchases of less than $5,000 require no additional Executive Director or 
Board approval beyond the standard REQ process; purchases of $5,000 or more but less than 
$50,000 require Executive Director approval; purchases of $50,000 or more require Board of 
Directors approval. Before using a cooperative contract, the Purchasing Agent will confirm that: 
 


• the underlying contract was competitively solicited and publicly awarded by the 
administering public agency or lead agency; 


• the contract is current and unexpired at the time of purchase; and 
• NKADD has executed, or will execute, any participation or registration agreement 


required by the administering cooperative. 
 
For audit purposes, a copy of the cooperative contract or its award/eligibility documentation, 
NKADD's participation agreement (if applicable), the vendor quote or price sheet showing pricing 
consistent with the contract, receipt documentation, and payment information will be 
maintained in electronic or hard copy files in accordance with the NKADD Records Retention 
Schedule. 
 
Noncompetitive, negotiated procedures may be used for purchases when competition is not 
practicable, and it is further determined by the Purchasing Agent that: 
 


• An emergency exists which may result in public harm from a delay due to utilization of 
competitive procedures. For a security incident reported to NKADD's cyber insurance 
provider, engagement of outside response services is also subject to the insurer consent 
requirements of the NKADD Information Security Policy. 
 


• Sole Source: If there is only one (1) known capable supplier of supplies, products, 
services, or equipment, due to the unique nature of the requirement, vendor, or market 



https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=57791

https://finance.ky.gov/office-of-the-secretary/office-of-policy-and-audit/Finance%20Policies/FAP%20111-10-00%20Sole%20Source%20071506.pdf
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condition. Examples include: 
 


o Instructional materials, equipment, supplies, or services 
o Proprietary equipment, supplies, services, and maintenance agreements. 
o Dues and organizational fees. 
o Computer software that is copyrighted and available from only one source. 
o Other commodities, equipment, and services are available from only one source. 


200 KAR 5:307 (15) 
 


• Operating Supplies may be ordered by the Purchasing Agent, as needed, without 
repeating the process of Section 3 of these Administrative Regulations throughout the 
Fiscal Year. 
 


• Utility services (telephone, electric, gas, etc.), rental payments, or other similar 
operational costs. 
 


• Services provided by Licensed Professionals (Plumbers, Electricians, Building 
Maintenance, etc.). 
 


• All Professional Services contracts less than $50,000 may be executed by the Executive 
Director. Contracts of $50,000 or more shall be approved by the Board of Directors upon 
recommendation of the Executive Director. The Associate Director / Director shall 
determine the best means available for seeking the lowest and/or best price for 
professional service contracts. 
 


• Invoices resulting from signed professional contracts. 
 


Conflict of Interest 
The NKADD shall not contract with any NKADD employee, or relative thereof, for the purchase of 
any product or professional service. “Relative” has the meaning given in the Definitions section 
of the NKADD Personnel Policies. 
 


Rejection of Bids 
The right to reject any or all bids will be reserved by the NKADD. 
 


Other Provisions 
Applicable provisions of state and/or federal laws and regulations will be followed. Contracts 
under which a vendor will host, store, or process NKADD Confidential Data in the vendor's 
systems, or will have access to NKADD systems, must be reviewed by the Director of IT and 
Facilities or their designee before execution, in accordance with the vendor security 



https://apps.legislature.ky.gov/law/kar/titles/200/005/307/
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requirements of the NKADD Information Security Policy. The Associate Director / Director 
responsible for the contract shall submit it for review. IT approval of a technology purchase 
under Purchase Requisitions satisfies this review. This requirement does not apply to subawards 
or program service agreements whose data protection terms are established by the funding 
agency. 
 


Vendor Solicitations 
In addition to any public advertisement, requests for bids may be sent to any responsible vendor. 
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Section 4 – Fixed Assets 
A fixed asset is defined as a financial resource meeting the following criteria: 
 


• It is tangible in nature. 
 


• It has an extended useful life, which NKADD may identify as one year, two years or 
longer. 
 


• It has a value greater than the capitalization threshold established by the Board, 
considered to be an asset for which control (accountability) is desirable. 


 
Capital assets and infrastructure are capitalized and depreciated as outlined in the capitalization 
table for NKADD. Fixed assets will be capitalized when the useful life is greater than one year, 
and the acquisition cost meets the capitalization threshold. Assets will be depreciated on the 
straight-line basis over their useful lives. 
 


Fixed Asset Capitalization 
Threshold 


Depreciation 
Schedule 


Tracking / Inventory 
Threshold 


Land $1 Capitalize Only $1 
Land Improvements $12,500 25 Years $1 


Buildings $25,000 40 Years $1 
Building 


Improvements 
$25,000 25 Years $1 


Furniture & Fixtures $2,500 7 Years $500 
Computers & 


Equipment 
$1,500 3 Years $250 


Software $10,000 5 Years $1,000 
Vehicles $20,000 5 Years $500 


 
Purchased or constructed capital assets and infrastructure are reported at acquisition or 
construction cost or estimated historical cost. Cost is defined as the cash price, or its equivalent, 
plus all other costs necessary to place the asset in its intended location and condition for use. 
Donated capital assets are recorded at their estimated fair value at the date of the donation. 


Land 
Land acquired by purchase is valued at the price of the land, costs incurred in its acquisition 
including legal and other fees, and costs necessary to prepare the land for its intended use, 
including demolition of existing buildings and utility relocation. 
 
Land acquired by gift is valued at the fair market value at the time of acquisition. Other costs 
incurred necessary to prepare the land for its intended use are treated the same as for 
purchased land. Land is considered to have an unlimited life and is not depreciated. 
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Land Improvements 
Land improvements are costs to prepare land for its intended use. These include roads, 
sidewalks, paving, fences, curbs, driveways, landscaping, and parking lots. The valuation method 
for land improvements is the same as that for building construction. 
 


Buildings 
When buildings are constructed, valuation includes all direct costs such as labor, material, and 
professional services to construct the building, together with insurance, interest, and other costs 
incurred during the period of construction to ready the building for its intended use. Generally, 
this is the completion of all contracts to have the building constructed. All costs incurred, from 
excavation to completion of the building, are considered part of the building cost. 
 
Buildings acquired by purchase or gift are valued at the amount paid in the case of purchase, or, 
in the case of gifts, by appraisals performed by outside experts or by values established by courts 
for assets received from the estate of a donor. 
 


Building Improvements 
The valuation method for building improvements is the same as that for building construction. 
Building improvements are significant alterations or structural changes that a) meet the 
capitalization threshold and b) meet one or more of the following conditions: 
 


• Extends the useful life of the building beyond what was originally scheduled. 
• Increases the value of the building. 
• Expands the total square footage of the building. 


 
Replacement or restoration to the original utility level does not constitute an improvement. 
 


Furniture & Fixtures 
Furniture and fixtures include equipment, furniture, fixtures, and shelving. The valuation of 
furniture and fixtures is based on individual unit cost. Cost includes the purchase price, freight 
and handling charges, insurance while in transit, and assembling and installation costs. 
 
Items that may be reported, capitalized, and depreciated as a group will be: 
 


• Part of a larger whole and not individually identifiable. 
• May or may not have a unit cost meeting the threshold level for capitalized assets but the 


practice is to purchase in groups and capitalize the total group cost. 
• Maintained together or in the same general area. 
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Items which do not fall into either capital category above are considered as expenses. However, 
if an item meets the unit cost threshold for Tracking/Inventory, it is recorded and tracked in the 
Equipment Inventory. 
 


Computers, Equipment & Software 
The valuation of computers and software is based on unit cost. When initially purchasing a 
computer system, the following items will be considered as one unit: Central processing unit 
(CPU), cables, keyboard, monitor, operating system software, and other peripheral devices 
purchased as an integral part of the system. 
 
Printers, text scanners, and other similar devices for office systems are typically not considered 
an integral part of the system. Software acquired separately from a computer system costing 
$10,000 or more per unit and having a useful life of more than one year will be capitalized. 
 
Regardless of the tracking thresholds above, technology devices that connect to NKADD systems 
or networks are also inventoried by IT for security purposes, as required by the NKADD 
Information Security Policy. 
 


Vehicles 
The valuation method of vehicles is the same as that of Furniture and Fixtures. 
 


Disposal of Fixed Assets 
The Board may sell or otherwise dispose of any personal property which has been deemed 
excess or has become unsuitable for public use. 
 
Surplus or excess personal property as described in this section may be transferred, with or 
without compensation, to another governmental agency; or it may be sold at public auction or 
by sealed bids. If no bids are received for the property, it may be disposed of, consistent with the 
public interest, in any manner deemed appropriate by the Board of Directors. Monies from the 
sale of surplus property should be placed in the general fund unless otherwise restricted. Items 
determined to be damaged, unusable, or outdated can be recycled or otherwise disposed of 
with approval from the Board of Directors upon advice from the Executive Director or his/her 
appointee. 
 
Before any computer, mobile device, server, network device, copier, printer, or other equipment 
capable of storing data is transferred, sold, or otherwise disposed of under this section, the 
Director of IT and Facilities or their designee shall ensure that all NKADD data has been removed, 
or the storage media destroyed, in a manner that prevents recovery, as required by the NKADD 
Information Security Policy. This requirement also applies to leased equipment before it is 
returned to the lessor. IT shall document the data removal. 
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Section 5 – Credit Card Policy 
An NKADD credit card may be available for use on agency business. Individuals will not be 
assigned credit cards. All credit cards will be maintained by the Executive Director or 
Administrative Department and issued on an as needed basis, upon proper approval. Employees 
are expected to use and return credit cards on the same business day.  Removal of a credit card 
from the NKADD office for out-of-town travel must be approved by the Executive Director.   
 
Employees are generally encouraged to use regular accounts payable procedures through the 
purchase requisition system wherever possible, rather than the NKADD credit card.  
 
For charges deemed necessary for credit card usage, the following procedures must be followed: 
 


• A purchase requisition must be prepared by the employee and approved by an Associate 
Director / Director prior to any purchases being made on an NKADD credit card. 
Purchases of $5,000 or more must have prior approval of the Executive Director. 
 


• See Appendix 1 – Pending Purchase Requisitions for details on preparing a requisition for 
Credit Card use. 
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Section 6 – Petty Cash 
The purpose of this section is to outline the policies and procedures for the operation of a petty 
cash fund. Should such an account be determined to be necessary, it will be managed by the 
Finance Department. 
 


• No more than $150.00 will be maintained in the petty cash fund at one time. 
 


• Reimbursement is limited to a $15.00 purchase.  
 


• Proof of purchase is required. 
 


• Advances are not allowed. 
 


• The Executive Director or his/her appointee will provide the Finance Director with 
appropriate directions as to eligible categories of reimbursement. 
 


• The employee requesting reimbursement submits proof of purchase to the Finance 
Director. 
 


• The Finance Director approves the request in accordance with these guidelines.  
 


• A petty cash form is filled out and signed by the employee and Finance Director. 
 


• The employee receives reimbursement. 
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Section 7 – Conferences and Meetings 
Payment of Expenses 
The Executive Director shall be authorized to approve the payment of expenses, including 
registrations of employees, board members, committee members, and advisory council 
members participating in conferences and meetings of benefit to the NKADD. 
 


Board Attended Conferences 
Travel to national or regional conferences and meetings held out of state is limited to three 
Board members and one staff member, unless otherwise approved by the Board of Directors. 
 
One of the attending Board members will be an officer, selected in the following order: Chair, 
First Vice Chair, Second Vice Chair, and Secretary/Treasurer. The other two Board members are 
selected by a process determined by the Board of Directors. This includes national association 
meetings such as those of the National Association of Regional Councils and the National 
Association of Development Organizations. Board member attendance at any other conference 
must be authorized by the Board of Directors. 
 
The staff member will be the Executive Director or his/her appointee. If fewer than three Board 
members attend, the Executive Director may appoint one additional staff member. 
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Section 8 – Travel Expenses 
Authorization 
Travel policies within the NKADD are crucial for managing expenses and ensuring that all trips 
are aligned with business needs. For in-state travel outside the Greater Cincinnati area, obtaining 
prior authorization from an Associate Director / Director is a standard procedure to maintain 
oversight. Similarly, attending out-of-state conferences or meetings requires approval from the 
Executive Director or a designated representative. This level of authorization helps to prevent 
unnecessary expenditure and aligns travel with strategic goals. However, routine local travel 
within the district and the Greater Cincinnati region is typically exempt from these requirements, 
allowing for flexibility and efficiency in day-to-day operations. Adhering to these guidelines 
ensures that travel is both purposeful and economically managed. 
 


Travel 
The NKADD prioritizes cost-effectiveness and efficiency in its travel policies, mandating the use 
of the most economical and standard transportation methods along the most direct pathways. 
However, flexibility is built into this policy to accommodate exceptional circumstances that serve 
the organization's best interest, subject to the approval of the Executive Director. This approach 
ensures fiscal responsibility while allowing for necessary discretion in decision-making. 
 


Modes of Transportation 
Auto (Local) - The NKADD provides a reimbursement policy for the use of private vehicles when 
conducting official duties within the Greater Cincinnati area. This policy aligns with the State of 
Kentucky's mileage rate, ensuring fair compensation.  The Executive Director oversees policy 
adherence, while the NKADD is not liable for any traffic infractions incurred during business 
travel. Commuting between home and work is not reimbursable, but additional mileage beyond 
the normal commute is reimbursable. Parking expenses are also reimbursable, with the 
stipulation that receipts are necessary for amounts over $5.00. 
 
Auto (out of area) - Should a team member need to drive their own vehicle to an out of area 
location for the purposes of meeting or training, mileage will be reimbursed at the state rate.  
Should a team member arrive at an out of area location through air travel or riding with 
someone else and then be in need of ground transportation, use of taxi or ride share platforms 
such as Uber or Lyft will be reimbursed if a receipt is provided. In the case of app-based 
transportation platforms, a screenshot from the app will qualify as a receipt as long as it shows a 
legitimate logo, origin and destination information and price.  
 
Air - Should an NKADD team member be required to travel for a meeting or training conference 
outside a 300-mile area, air travel may be a cost-effective option. Should air travel be necessary, 
coach class for commercial airline travel is required. Checking one bag will be allowed, if desired. 
This policy ensures cost-effectiveness while accommodating necessary travel for business 
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purposes. Exceptions to this rule are subject to approval by the Executive Director, provided they 
align with the organization's best interests. 
 
Other Autos - Reimbursement for the use of vehicles other than a staff member's private car is 
based on actual costs, with the necessary documentation. Rental cars should be economical, 
with higher-end models only approved under specific conditions. For group travel under 500 
miles, driving is preferred if it's more economical than flying. However, exceptions can be made 
for the organization's benefit with the Executive Director's approval. Additionally, for insurance 
and safety reasons, employees must periodically submit their driver's license and proof of 
insurance to the organization. This policy ensures fiscal responsibility while adhering to safety 
and insurance guidelines. 
 


Reimbursement – Employees and Board Members 
The following provisions apply to NKADD employees and members of the Board of Directors 
traveling on NKADD business. 


Kentucky Travel Regulations – Reimbursement rates for mileage, meals, and lodging follow the 
Kentucky travel regulations and the rates published by the Finance and Administration Cabinet, 
Office of the Controller, at State Employee Travel, unless these regulations state otherwise. This 
includes the current mileage rate, meal reimbursement rates and eligible meal times, and high-
rate localities. 


Travelers Covered – Reimbursement is provided only for NKADD employees and Board members. 
NKADD will not pay or reimburse expenses for family members or other individuals traveling with 
them. 


Personal Travel – When a business trip is extended for personal reasons, only expenses for the 
business portion are reimbursable. If the added personal days do not increase overall travel 
costs, such as airfare, standard travel rates apply. Extra costs caused by the extension, such as 
additional hotel nights or rental car days, are the traveler's responsibility. 


Self-Entertainment and Alcoholic Beverages – Reimbursement will not be made for self-
entertainment or alcoholic beverages. 


Meals (Per Diem) – Meals are reimbursed on a per diem basis at the rates published by the 
Commonwealth, including high-rate localities. 


• Meals are reimbursable when authorized travel requires an overnight stay and the 
traveler is in travel status during the meal times established by the Commonwealth. 


• Gratuities are included in the per diem. 


• When meals are provided at no cost or included in a registration fee, the per diem is 
reduced for each meal provided. 



https://finance.ky.gov/office-of-the-controller/office-of-statewide-accounting-services/Pages/state-employee-travel.aspx
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• Documentation of the event (agenda, registration form, etc.) showing any meals 
provided, along with the hotel receipt, must be attached to the travel form. 


• A per diem advance may be requested on the appropriate form, submitted to the 
Finance Department by the end of the month before the event. Within 5 business days of 
returning, the traveler must sign the verification on the form and attach documentation. 


• A traveler who receives an advance and does not attend the event must repay the full 
advance within 5 business days. 


Lodging – NKADD reimburses lodging at reasonable single-occupancy or standard business room 
rates. NKADD will make its best effort to find the most cost-effective option within reasonable 
distance of the destination. Travelers must request the government rate where available, 
present NKADD's nonprofit tax exemption form, and book the lowest-cost reasonable rate. 
When the hotel is the conference site, reimbursement is limited to the conference rate or the 
rate of an overflow hotel. 


Employee Reimbursement Submission 
Company Mileage – Employees submit travel and mileage reimbursement requests through 
Company Mileage (see Appendix 2 – Logging Trips in Company Mileage). Requests must be 
submitted within 60 days of the expense and in the same fiscal year the expense occurred. June 
expenses must be submitted by June 30. 


Departure and Arrival Times – Departure and arrival times are recorded on the travel form, 
based on the time zone in which the employee reports to work. 


Board Member Travel 
Conference Attendance – Board member attendance at conferences is governed by Section 7 – 
Board Attended Conferences. 


Travel to Board Meetings – Travel from a Board member's residence to an official function or 
meeting of the Board is reimbursable. 


Cancellations – Board members traveling on behalf of NKADD must give 48 hours' notice of 
cancellation for travel, hotel reservations, and registration. 


  



Beyer, Clay

@Amanda Cooper @Johnson-Noem, Tara The 60-day and same-fiscal-year submission deadlines apply only to employees. Board member reimbursements currently have no deadline. Should Board members follow the same rule 
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Section 9 – Project Fees and Charges 
Publications 
All publications (bound documents) of the Northern Kentucky Area Development District will be 
made available to local governments on request. The Executive Director may provide multiple 
copies of documents to local member governments on a case-by-case basis; however, the 
Executive Director may also determine in which situations an appropriate charge, in accordance 
with state open records law, may be levied for the costs of reproduction. Cooperating and liaison 
organizations and agencies within the NKADD and the Commonwealth will receive single copies 
of NKADD publications on request. Publications will be made available to others at a cost 
determined by the Executive Director on a case-by-case basis, insofar as this rule is applied 
equally. 
 


Copies 
The cost of copies of single pages will be determined by the Finance Director in conjunction with 
the IT Director to reflect current costs, not to exceed the per-page cost under NKADD’s copier 
lease agreement (see Section 17). 
 


Maps 
Charges for maps are determined by the type of reproduction and the associated costs. 
 


Project Cost Share Policy and Schedule 


Base Policy 
To the extent practicable, the Board of Directors and the Executive Director shall seek to 
distribute planning and technical assistance projects equitably among the local governments of 
Northern Kentucky. In any given program year, demand for project services may exceed 
resources available to the NKADD. Accordingly, the NKADD Board of Directors shall maintain and 
update as necessary a cost share schedule to be used to determine project costs not already 
included as NKADD JFA Contract objectives. 
 


Cost Share Schedule 
• The Executive Director or his/her appointee is authorized to negotiate agreements and 


contracts for the delivery of specific services to NKADD cities and counties on the 
following basis: 
 


o at a minimum 15 prepaid hours of work for local governments. 
o an additional 15 prepaid hours of work for local governments who have paid their 


full fair share contribution. 
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• It is presumed that the first 15/30 hours of a project, in all but a few exceptional cases, 


will be funded through state or federal funds. 
 


• Entities such as fire districts, libraries, health districts, etc., that are related to a city or 
county but do not pay a fair share contribution, only receive 15 prepaid hours. 
 


• Non-profit agencies that do not pay a fair share receive 15 prepaid hours. 
 


• Private for-profit agencies do not receive any prepaid hours. 
 


• The cost for work in addition to the prepaid hours will be charged at an approved cost 
per hour. 
 


• The cost share schedule is approved by the NKADD Board of Directors 
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Section 10 – Program Income 
The purpose of this policy is to ensure that all Federal funds are expended in accordance with 
applicable laws and regulations, as described in 2 CFR 200 Uniform Administrative Requirements. 
(Title 2, subtitle A, Chapter II, Part 200 Subpart D 200.307). NKADD will ensure that all awards 
follow the relevant laws and regulations associated with each funding source related to program 
income.  
 


General. The recipient or subrecipient is encouraged to earn income to defray program costs 
when appropriate. Program income must be used for the original purpose of the Federal 
award. Program income earned during the period of performance may only be used for costs 
incurred during the period of performance or allowable closeout costs. See § 200.472(b). 
Program income must be expended prior to requesting additional Federal funds. Program 
income exceeding amounts specified in the Federal award may be added to or deducted from 
the total allowable costs in accordance with the terms and conditions of the Federal award. 


(b) Use of program income. There are three methods of applying program income: deduction; 
addition; and cost-sharing. The Federal agency should specify what program income method(s) 
will be used in the terms and conditions of the Federal award. The deduction method will be 
used if the Federal agency does not specify a method for applying program income. When no 
program income method is specified in the Federal award, prior approval is required to use the 
addition or cost sharing methods. However, the addition method will be used when no method 
is specified for awards made to institutions of higher education (IHE) and nonprofit research 
institutions. In specifying alternatives to the deduction and addition methods, the Federal 
agency may distinguish between income earned by the recipient and income earned by 
subrecipients as well as between the sources, kinds, or amounts of income. 


(1) Deduction. Program income is deducted from the total allowable costs, reducing the 
overall total amount of the Federal award. 


(2) Addition. Program income is added to the total allowable costs, increasing the overall 
total amount of the Federal award. 


(3) Cost sharing. Program income is used to meet the Federal award's cost sharing 
requirement. 


(c) Income after the period of performance. There are no requirements governing the 
disposition of program income earned after the end of the period of performance of the 
Federal award unless stipulated in the Federal agency regulations or the terms and conditions 
of the Federal award. The Federal agency may negotiate agreements with recipients regarding 
appropriate uses of income earned after the end of the period of performance as part of the 
closeout process. See § 200.344. 


(d) Cost of generating program income. If authorized by Federal regulations or the Federal 



https://www.ecfr.gov/current/title-2/section-200.472#p-200.472(b)

https://www.ecfr.gov/current/title-2/section-200.344
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award, costs incidental to generating program income may be deducted from gross income to 
determine program income, provided these costs have not been charged to the Federal award. 


(e) Not considered program income. The following are not considered program income unless 
specified in Federal statutes, regulations, or the terms and conditions of the Federal award: 


(1) Governmental revenues. Taxes, special assessments, levies, fines, and similar revenues 
the recipient or subrecipient raised. 


(2) Property. Proceeds from the sale of real property, equipment, or supplies. The proceeds 
must be handled in accordance with the requirements of the Property Standards of §§ 
200.311, 200.313, 200.314, or as explicitly identified in Federal statutes, regulations, or the 
terms and conditions of the Federal award. 


(3) License fees and royalties. License fees and royalties for copyrighted material, patents, 
patent applications, trademarks, and inventions made under the Federal award subject to 37 
CFR part 401. 


 


  



https://www.ecfr.gov/current/title-2/section-200.311

https://www.ecfr.gov/current/title-2/section-200.311

https://www.ecfr.gov/current/title-2/section-200.313

https://www.ecfr.gov/current/title-2/section-200.314

https://www.ecfr.gov/current/title-37/part-401

https://www.ecfr.gov/current/title-37/part-401
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Section 11 – Use of NKADD Facilities  
Purpose & Availability  
NKADD’s public facilities and grounds are defined as:  


• Main Office, 22 Spiral Drive, Florence, Kentucky 41042  
• Commodities Warehouse, 10100 Toebben Drive, Independence, Kentucky 41051  
• Career Center locations where NKADD holds leases  


 
NKADD’s facilities and grounds are intended for NKADD-sponsored activities. When the facilities 
are not in use by NKADD board or staff, they may be used by other organizations for occasional 
meetings. All meetings must be open to the public.  
 
NKADD reserves the right to deny the use of its facilities for any reason. An organization’s use of 
the facilities does not imply NKADD’s endorsement. Except as a designation of location, the 
name of NKADD may not be used in any publicity. NKADD accepts no liability or responsibility for 
any damage to persons or property resulting from use of NKADD Facilities. NKADD reserves the 
right to charge or to waive a fee for use of the premises to account for staff time and wear and 
tear.  
 
Guidelines for Public Use  


• NKADD-sponsored activities will take precedence over all other events. NKADD reserves 
the right to cancel any meeting at any time.  


• Requests for use of facilities should be restricted to Monday through Friday. Weekend 
requests may be considered on a case-by-case basis.  


• Reservations will be taken on a first-come, first-served basis, submitted to NKADD 
Administrative Staff at info@nkadd.org.  


• A Facilities Use Application must be completed each time a facility is requested. The 
person completing the application is responsible for any damages to the property and 
must be at least 18 years of age at the time of application.  


• The application must be approved by the NKADD Executive Director (or designee) prior to 
the scheduled meeting.  


• NKADD shall be notified via email at least 48 hours in advance of any cancellations or 
requested changes.  


• Organizations using NKADD facilities may not charge admission fees. Any donations 
solicited or exchanged within the facility may only be used for a bona-fide charitable 
purpose or to pay for training programs or refreshment costs.  


• The maximum number of participants allowed in the facility is determined by the local 
fire code.  


• No tobacco products or e-cigarettes are permitted.  
 







 


29 | P a g e  
 


 
• Groups intending to use the audiovisual system must indicate that as part of the original 


application and are prohibited from tampering with the audiovisual system control box. 
• Internet access, if provided, is limited to NKADD's guest wireless network. Groups may 


not connect personal or organizational devices to NKADD's network, computers, or other 
equipment, except for audiovisual connections provided by NKADD staff and the use of 
removable media with a presentation computer designated by NKADD for guest use.  


• If furnishings are rearranged, they shall be returned to the previous arrangement.  
• Groups intending to serve refreshments must indicate that as part of the original 


application and the group is expected to clean up and dispose of trash appropriately.  
• Damages to the facility or accidents should be reported immediately to the NKADD by 


calling 859-283-1885 or in-person.  
• The applicant shall indemnify and hold harmless the NKADD from all losses, damages, 


claims or suits arising out of the applicant’s use and occupancy of the public facility, 
including but not limited to those attributed to the applicant’s guests, agents, employees, 
or invitees.  


• Failure to adhere to these regulations may result in denial of future use of NKADD 
facilities.  
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Section 12 – Audit and Audit Resolution 
The purpose of this policy is to ensure that all Federal funds are expended in accordance with 
applicable laws and regulations, as described in 2 CFR 200 Uniform Administrative Requirements. 
 


Single Audit (previously known as the OMB Circular A-133 audit) 
As a grant recipient that expends $1,000,000 or more in federal awards annually, the NKADD is 
required to have a single audit performed annually by a third-party accounting firm. The NKADD 
will procure the auditor, making clear the objectives and scope of the audit. The NKADD will not 
consider any firm that has assisted with the Cost Allocation Plan or provided any other 
consultations that would compromise the independence of the audit.  
 


Resolution of Findings 
The NKADD will initiate and proceed with a corrective action plan as soon as possible after 
receipt of the auditor’s report to address each finding included in the auditor’s report. 
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Section 13 – Employee Training 
The Executive Director shall be authorized to approve the expenditure of funds permitting 
employees of the NKADD to participate in training conferences or seminars or academic courses 
that may be of benefit to the NKADD. 
 
See Chapter 6 (Professional Development) of the NKADD Personnel Policies for specific policy 
details. 
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Section 14 – Safety 
The NKADD is deeply committed to ensuring a safe and healthy work environment for all its 
employees. Recognizing the importance of proactive measures, the NKADD has established a 
clear protocol for reporting hazardous conditions. Employees are encouraged to promptly report 
any safety concerns within the office directly to the Executive Director or the designated 
appointee. Similarly, any potential hazards encountered on the building premises or surrounding 
grounds should also be communicated to the same authorities. This vigilant approach to 
workplace safety not only helps in maintaining a secure environment but also fosters a culture of 
collective responsibility and care among the staff. The NKADD's dedication to safety is a 
testament to its commitment to its employees' well-being and the overall success of the 
organization.  
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Section 15 – Hiring 
Announcement and Advertisement of Vacant Positions 
All vacancies in the NKADD workforce will be publicized by posting announcements in the NKADD 
offices or in other places by such other means as the Executive Director deems advisable.  In 
addition, full or part-time positions not filled through promotions will be advertised in 
newspapers, periodicals or online publications selected by the Executive Director, and other 
means to reach a broad cross section of the community.  All announcements and advertisements 
of vacant positions should specify the title and salary (or salary range) of the position, 
qualifications, requirements, manner of making application, and other pertinent information.  At 
least seven days from the publication date of the last advertisement will usually be allowed for 
receipt of resumes. All announcements and advertisements will state that the NKADD is an equal 
opportunity employer. 
 


Application Process 
The Executive Director may require resumes. Applications on standard forms provided by the 
NKADD will also be required for finalists under consideration for vacant positions. Applications 
may also be required as deemed necessary by the Executive Director. Application forms will 
request information covering training, experience, and other pertinent data. All applications will 
be signed by the applicant. 
 


Employment Requirements 
All positions will be open to people who meet the necessary requirements. Such requirements 
may include the following factors: knowledge; skills; education; training; experience and ability 
to perform the essential functions of the position (with or without reasonable accommodation 
for individuals with disabilities). 
 


Receipt & Duration of Applications 
Applications received during regular business hours will be accepted and placed on file. 
 


Rejection of Applications 
The Executive Director may reject any or all applications for employment.  An applicant may also 
be rejected for the practice or attempted practice of fraud or deception in the completion of 
his/her application, or if his/her past record of employment or other credentials are determined 
to be unsatisfactory by the Executive Director. 
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Open Competitive Appointments 
Positions to be filled by recruitment from outside the NKADD will be filled through a competitive 
process open to the public. Such process may include but not be limited to ratings of training 
and experience; written, oral, or performance tests; or any combination of these as determined 
by the Executive Director or his/her designee.  The process may take into consideration such 
factors as: education; experience; knowledge; skill; ability to perform the essential functions, 
with or without reasonable accommodation of a disability; or any other qualifications which are 
job-related and which in the judgment of the Executive Director enter the determination of the 
qualifications of applicants.  The Executive Director may require the applicant to submit proof of 
his/her education, military service, or any other such documentation as he/she deems 
appropriate. 
 


Eligibility List 
After the appointment of a candidate for the position, the Executive Director may create an 
eligibility list of the remaining top candidates. If the NKADD needs to fill the same position within 
the next three months, or if a position in the same job classification with the same knowledge, 
skills, abilities, education, and training requirements becomes available, a candidate may be 
selected for consideration from the eligibility list. 
 


References 
All requests for employment references from current or former NKADD employees should be 
forwarded to Human Resources for review.  Employees shall not provide any employment 
references for a current or former NKADD employee without obtaining prior authorization from 
Human Resources or the Executive Director. 
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Section 16 – Records 
NKADD records are retained and disposed of in accordance with the Kentucky Department for 
Libraries and Archives (KDLA) Local Government General Records Retention Schedule and Area 
Development District Records Retention Schedule (together, the "NKADD Records Retention 
Schedule"), or for any longer period required by law, grant, or contract. 


Grant Reconciliation of Salary and Time Worked 
Each employee, regardless of Exempt or Non-Exempt status, is required to keep a record of 
working hours during each payroll period for grant reconciliation purposes. This is done by 
completing an electronic time sheet. Each employee is responsible for the following: 
 


• Assignment of correct project WEO number 
 


• Completing the electronic time sheet with accuracy including leave used, dates worked, 
and hours worked. 
 


• Submission of time sheet to the immediate supervisor or other person appointed by the 
Executive Director at a time deemed appropriate. 


 


Personnel 
Beginning the first day of employment, a new employee will be required to report to Human 
Resources, or another person appointed by the Executive Director, to supply any information 
needed to complete personnel records, execute payroll withholding authorization, and enroll in 
the applicable employee benefit programs. 
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Section 17 – Open Records Policy 
It is the policy of the NKADD to comply with Kentucky Open Records Laws enacted in KRS 61.870 
to 61.884 and any interpretive findings of the Attorney General. Open records requests will be 
handled in compliance with this policy, the applicable sections of KRS, and the interpretive 
findings of the Attorney General. 
 
The Executive Director is designated the official custodian of the records of the NKADD. The 
custodian is responsible for the safekeeping of the records, protecting the records from damage 
and disorganization, providing assistance and information upon request regarding the records of 
the agency, and preventing excessive disruption to the NKADD’s essential functions. The 
Executive Director may designate another employee to carry out the duties of official custodian. 
 
The official custodian may direct the Director of IT and Facilities to search NKADD electronic 
systems, including email and document storage, for records responsive to a request. 
 
The official custodian may be contacted at 22 Spiral Drive, Florence, KY 41042, which is also the 
principal office of the NKADD, by email at info@nkadd.org, or by phone at 859.283.1885. 
NKADD's regular office hours are 8:00 a.m. to 4:30 p.m., Monday through Friday, excluding 
NKADD holidays. 
 
All public records of the NKADD are open for full access and inspection by any resident of the 
Commonwealth, as defined in KRS 61.870(10), unless such records are exempted by KRS. The 
NKADD will provide a suitable facility for the inspection of records, namely its principal office. No 
person may remove original copies of any public record from the offices of the NKADD without 
the written permission of the official custodian. 
 
Any resident of the Commonwealth has the right to inspect public records. The official custodian 
may require a written request, signed by the applicant, with the applicant's name printed legibly, 
describing the records to be inspected, and stating the manner in which the applicant is a 
resident of the Commonwealth. The written request may be hand delivered, mailed, sent by 
facsimile, or emailed to the official custodian at the email address above. NKADD will not require 
the use of any particular form but will accept any request submitted on the standardized form 
developed by the Attorney General under KRS 61.876(4). 
 
A resident of the Commonwealth may inspect the public records during regular office hours or 
by receiving copies through the mail. The NKADD may require all copy and mail fees and costs 
prior to mailing of the records. 
 
The NKADD may prescribe a reasonable fee for making copies of public records requested for 
noncommercial purposes which will not exceed the actual cost of reproduction, including the 
costs of the media and any mechanical processing costs incurred, not including cost of staff time.  
If NKADD is asked to produce a record in a non-standardized format, or to tailor the format to 
meet the request of an individual or group, NKADD may, at its discretion, recover staff costs, as 



mailto:info@nkadd.org
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well as any actual costs incurred.  If the public record is being requested for commercial 
purposes, the NKADD may require a certified statement from the requester stating the 
commercial purpose for which they shall be used. The NKADD may require the requester to pay 
a specified fee or enter into a contract for use of the public record for the stated commercial 
purpose.  This fee will reflect the cost to NKADD of media, mechanical processing, and staff 
required to produce the public records and any cost for the creation, purchase, or other 
acquisition of the records. NKADD may charge a fee for copies, not to exceed the per-page cost 
under NKADD's copier lease agreement, as established under Section 9. Any fee in effect will be 
posted with this policy. 
 
The official custodian will respond to any open records request in a timely and efficient manner 
and within the time frames prescribed by the Kentucky Open Records Law. 
 
This policy, the official custodian's mailing address, email address, and phone number, any copy 
fee in effect, and the Attorney General's standardized request form will be displayed in a 
prominent location accessible to the public, including on the NKADD website. 
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Section 18 – Interpretation 
The Executive Director shall be authorized to interpret these regulations. Appeal of 
interpretation by the Executive Director may be made to the Board of Directors whose decision 
will be final. 
 
Where these regulations and the NKADD Information Security Policy address the same matter, 
both shall be followed. These regulations govern financial authority, approval thresholds, and 
purchasing procedures; the Information Security Policy governs information security 
requirements. Where the two cannot be reconciled, the Executive Director shall determine 
which requirement applies until the Board of Directors resolves the conflict. Where these 
regulations and the NKADD Personnel Policies address the same matter, both shall be followed, 
as provided in Chapter 1, Section 11 of the Personnel Policies. 
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Section 19 – Effective Date 
These regulations shall become effective October 22, 2026, upon adoption by the Board of 
Directors and shall rescind all other previously adopted administrative regulations or resolutions 
relative thereto. 
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Section 20 – Amendments 
These regulations may be amended from time to time by the Board of Directors provided most 
of the members are present and vote and approve said amendments. 
 
Adopted with Revision on October 22, 2026, by the Board of Directors of the Northern Kentucky 
Area Development District. 
 
_________________________________ 
Chair of the Board 
 
_________________________________ 
Attest 
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Appendix 1 – Pending Purchase Requisitions 
Credit Card Purchases, Board Approvals, Tentative Quotes, any purchase 
without a finalized amount. 
 


1. Login to the Employee Portal with your AccuFund User Account 
a. Login ID: your login id 
b. Password: your password 


 
2. Click the Menu Dropdown button and choose Access 


 
 


3. Choose Requisitions 
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4. Click the ADD Button 


 
 
 


5. Search for your Vendor in the Vendor Field. As you type, a potential match will show up. 
When you find the Vendor, select it. 


 
 


a. When using a Credit Card, please type/search for Stockyards Bank & Trust. 
 


6. Enter a specific and concise summary of the purchase 
a. For Credit Card purchases, include the merchant you are purchasing from 
b. For all other purchases, include invoice number in lieu of Vendor name 


 


 
For Department: Please select the Department you are making the purchase for. 
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7. Click on the Activity tab. For each line item, you must enter an Activity. 
 


8. Click Add 
 


 
 


9. Enter your Activity/Item, estimate cost and itemize as best you can 
a. For example, add each line of your quote; add any Board asks; estimate retail 


purchases, etc. 
 


10. Put requisition On Hold (screen shot) 
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11. Get Requisition Number from AccuFund (screen shot) 
 


 
 


12. Notify Associate Director with your Requisition Number for Verbal Approval to get the 
Credit Card 
 


a. For technology purchases or renewals (see Section 3, Purchase Requisitions), 
also get approval from the Director of IT and Facilities or their designee before 
checking out the credit card. 
 


13. After verbal approval is given by an Associate Director on a purchase requisition, the 
employee will check out the credit card from the front office staff. Employees should 
use their division credit card. It is important that the credit card sign out book is 
completed by the employee with all required information (this includes the Requisition 
Number). 
 


14. The employee will use the credit card to make the purchase and return the credit card 
to the front office staff and sign the credit card sign out book. 
 


15. Upload, scan, or obtain a digital receipt/quote/invoice (PDF, Word, etc.) and return to 
your Requisition in AccuFund. 
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16. Choose the On Hold tab, select your Requisition and click the Change button. 
 


 
17. Use your receipt, quote or invoice to finish filling out the Requisition. Edit the Activity 


items with any updated pricing or descriptions.  
 


18. Any additional item should also be added. 
Enter a detailed description (can be the same as the previous description in Step 6) 
Set the Quantity and Unit Price for each item (unit/measure is not needed) and the 
amount will adjust automatically. 
 


 
 


19. Under the Accounting Distribution section, click the Add button.  
You will be able to edit your WEO/Grant code along with the Accounting Code under the 
Account field. You will need to know your WEO information. Your Associate Director 
should have this information. 
Click Save 
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20. If you have multiple items in your quote or on your receipt, please repeat steps 9 – 11. 
 


 
 
 


21. After entering all your Items (as they appear on receipt/invoice/quote/etc.), the 
activities tab total should match the Total of the amount you are Requesting (the total 
from your receipt/invoice/quote/etc.). 
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22.  Click on the Images tab to upload your receipts, invoices, quotes, etc. Yes, these items 
need to be in electronic form. Please use the Mail Room Copier to scan in your receipts. 
If a vendor emailed you a quote or invoice, please use that document and upload it here 
 


 
 


a. Click ADD and then Select Image. You can provide a description if you would like. 
 


b. After the receipt, invoice, quote, etc., has been uploaded, confirm the image is 
complete and legible (all edges, dates, and totals visible). Then shred the 
physical receipt or place it in a secure shredding bin. 
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23. Click the Routing tab 


 
 


24. Under Entry Area, select the Division you are creating the Requisition for and then click 
the Routing Button (next to the Hold button). The Routing will repopulate with the 
correct route this request will take for approval. 
 


a. Division 1 – Finance and Admin and NKYODCP 
b. Division 2 – Aging and Disabilities 
c. Division 3 – Workforce Development 
d. Division 4 – Community Development 
e. Division 5 – Public Administration  
f. Division 6 – Case Management 


 
In the image below, I have selected the Division 3 Entry Area (Workforce Dev). This 
request will travel to the Division 3 Initial Approver (Workforce Dev Associate Director), 
then to IT, and finally to Executive Director (depending on the amount). 
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25. Click the Requisitions folder icon. You can now run through each section and verify 


everything is correct. Once you are ready for this request to enter routing, click Submit. 
 


 
 


Upon Submission, your request will travel through the routing tree. The status of your 
requisition could be any of the following: 


• Needs Routing – Requisition needs to route to the next approving agent 
• Needs Approval – Requisition is awaiting approval 
• On Order – Requisition has been approved and is waiting to be paid 
• Completed – Requisition has been paid by Finance 


Final approval lies with either the Associate Director of your department or the Executive 
Director, depending on the amount of the requisition (see Section 3, Purchasing, of these 
Administrative Regulations). If the requisition holds anything technology related, it will also 
come through the IT Director. 
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Appendix 2 – Logging Trips in Company Mileage 
  


1. After logging in to Company Mileage, click on “New Trip” 
 


 
  


2. Start by filling out the date, NKADD Travel Account, and WEO fields 
 
For NKADD Travel Account: 


a. If you are NOT a CDO-LTC employee, choose Travel—Staff 5410  
b. If you ARE a CDO-LTC employee 


i. Use Travel—Asst 7410 for all assessment trips. 
ii. Use Travel - CM 8410 for all other trips. 


 
For WEO:  
 
WEO codes may change over time, so please get the correct, up-to-date one from your 
supervisor. 
 


 
 


3. Next, fill out the Start Address section. This is the address at which you began the trip. It 
could be your home, the office, a client’s residence, etc. 
 


a. You can quickly fill in your home address by clicking the house button. 
b. You can quickly fill in the office address by clicking the building button. 
c. You can access your personal address book by clicking on this button. 


 
i. Your personal address book contains pre-loaded client addresses, but you 


can add any location you like by filling out the Start Address section 
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manually and checking the “add to address book” box. When this trip is 
completed, the marked address will be saved for future use.  


 


 
 


4. The Destination Address section is the same as the previous step.  
 


 
 


5. The memo field is mandatory, all you need to specify is the purpose of the trip. After that, 
click “get mileage” and your total mileage will be automatically calculated. 


a. If this is a round trip entry, click the checkbox and it will automatically calculate 
mileage for there and back.  
 


PLEASE NOTE: Miles from home to office are excluded from the total as per state reimbursement 
policy. 
 


 
 


6. If your route deviated from the calculated mileage, check “Mileage Manual Override” and 
enter your actual mileage in the box that appears. Please specify the reason in the memo 
box. 
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7. If you are done with this entry, click “Save” and the trip will be sent to your supervisor for 
approval. 
 


a. If your next trip starts at the destination of this trip (ex: going from one client to 
another), you can click “Continue Trip,” which will submit your current trip and 
carry the destination address over to the start of the next screen.  


 


 
 
 


Editing Trips in Company Mileage  
 


8. On the Company Mileage homepage, locate the “Personal Summary” section and click 
the number next to “Trips Awaiting Approval.”  
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9. Here you will see all your trips waiting for approval. You can edit one from the button on 
the far right.  
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10. Here you can edit everything but the start and end points.  
 


 
 
 
 


11. If you need to change any addresses, you will need to delete the trip and resubmit it as a 
new trip. 
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Personnel Policies — Summary of Changes
For the October 22, 2026 Board meeting · ​Oct 14, 2026


The Board is asked to approve the amended Personnel Policies, effective October 22,
2026. The amendments to the Code of Ethics (Appendix G) are a separate Board action
because the Code was adopted separately. The changes fall into two groups: updates that
connect the Personnel Policies to the new Information Security Policy, and updates made
for other reasons. Policies not listed below are unchanged.


Changes to align with the Information Security Policy


Section What changed


Ch. 13 "Technology" is replaced by a one-paragraph
"Information Security" chapter that points to the
new Information Security Policy.


Ch. 1, Secs. 10–11 Where the Personnel Policies and the Information
Security Policy or Administrative Regulations cover
the same subject, both apply. The Executive
Director resolves any conflict until the Board acts.


Ch. 3, Sec. 7 The photo, video, and voice consent provision
moves here from old Chapter 13. Consent is
voluntary and can be withdrawn for future use.


Ch. 4, Sec. 4 Remote workers must follow the Information
Security Policy. The IT Director may restrict remote
access to protect NKADD systems.


Ch. 6, Sec. 8 New section listing required training: security
awareness, HIPAA (where needed), ethics, and
harassment prevention. Required training counts
as work time.


Ch. 8, Secs. 5 and 7 Employees must cooperate with security
investigations and have no expectation of privacy
on NKADD systems. Social media conduct rules
move here from old Chapter 13.
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Other changes


Section What changed


Ch. 9, Sec. 8; Ch. 12, Sec. 9 Supervisors or HR notify IT of promotions,
transfers, and departures. Departing employees
return equipment, leave NKADD data behind, and
remove NKADD accounts from personal devices.
Access ends on the last day.


Ch. 11 Restricting system access to protect NKADD is a
security measure, not discipline. Unauthorized
disclosure of confidential information is added as a
reason for discipline.


Ch. 20, Sec. 3 Personnel files follow the state retention schedule
instead of being kept permanently.


Ch. 21; Appendix E Cyber incidents are reported to IT. Health-
information procedures defer to the Information
Security Policy for passwords and device disposal.


Acknowledgment page New employees also acknowledge the Information
Security Policy.


Section What changed


Ch. 4, Sec. 5 Flex time replaces compensatory time. Employees
may balance long days with shorter ones with a
heads-up to their supervisor, as long as the work is
done and the office is covered. Non-exempt staff
adjust within the same workweek and record
actual hours. Supervisors may limit or suspend flex
time, and misuse may lead to discipline. Flex time
does not accrue or pay out.


Ch. 4, Secs. 9–10 Vacation and sick leave tables show annual accrual
instead of per-pay-period amounts. Accrual rates
and maximum balances are unchanged. The
vacation payout rule now includes a worked
example.
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Section What changed


Ch. 5 Time sheets are bi-weekly and the workweek runs
Saturday through Friday, matching current payroll
practice.


Definitions; Chs. 3, 9, 10 "Regular Employee" includes part-time staff. The
90-day review after a promotion is renamed the
"Promotional Review Period"; the orientation
period applies to new hires.


Ch. 1; Ch. 18; Appendices A–C Color is added to the protected characteristics.
Discrimination and harassment may be reported to
any manager, Human Resources, or the Executive
Director. The ADA and Employment of Relatives
policies are rewritten in plain language.


Ch. 4, Sec. 11.9; Ch. 14; Ch. 16, Sec. 3 FMLA text is corrected. The political activity
chapter states its rules as NKADD policy, noting
some staff are covered by the federal Hatch Act.
Employees are not required to report concerns
internally before going to an outside agency (KRS
61.102).


Ch. 7 Vision reimbursement is not available in a plan year
the employee is enrolled in NKADD vision
insurance. Injury reports follow Kentucky workers'
compensation law.


Ch. 12, Sec. 2 Amounts owed to NKADD are deducted from final
pay only with the employee's written authorization
or as the law allows.


Throughout The Executive Committee replaces the Finance &
Administration Committee. The NKADD Ethics
Officer is defined.


Ch. 21 The Georgetown office references are removed
and a remote-employee section is added. The chain
of command is updated.
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Legal review
The Personnel Policies were reviewed by legal counsel in prior revisions. The amendments
summarized here have not been reviewed by counsel. That review will follow adoption,
and any recommended changes will come back to the Board.


Section What changed


Code of Ethics (Appendix G) Suspected violations are reported to any Ethics
Committee member (the "Assistant Executive
Director" reference is removed). The Executive
Committee replaces the Finance Committee.
Grammar corrections only otherwise.
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Welcome 
Whether you are a new employee to the Northern Kentucky Area Development District (NKADD) 
or have been with us for a while, we know that our employees are at the heart of all the services 
that we provide and contribute directly to our success as an organization. We hope that you take 
pride in what we accomplish as an agency to serve our region and find the NKADD a rewarding 
place to work. 
 
The Personnel Policy Handbook outlines NKADD policies, benefits, pay plan and other related 
employment issues. The intention is that the policies will answer many of your questions about 
your employment at the NKADD. Therefore, it is important that you familiarize yourself with the 
Personnel Policy Handbook. If you have questions pertaining to this document, please see a 
member of management.  


Mission Statement 
The NKADD is a collaboration of local leaders and staff focused on educating and empowering 
communities by implementing quality services through specific areas of expertise in: 
 


• Aging and Disability Service 
• Local Government Services 
• Workforce Development Services 


Vision Statement 
The NKADD shall be known as a collaborative leader whose impact advances the quality of life 
for our Northern Kentucky communities and the people who live in them. 
 
 
 
Sincerely, 
 


 
 
Tara Johnson-Noem 
Executive Director 
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Definitions 
 
Alternative Work Schedule – a schedule that remains full time on a weekly basis but deviates 
from the standard workday. 
 
At-Will Employment – employment may be altered or terminated without violating an express or 
implied contract for a duration of employment or for fixed employment terms. 
 
Board of Directors (Board) – The policy making body of the Northern Kentucky Area 
Development District. 
 
Demotion – A change in the rank of an employee from one position to another position which 
has a lower minimum starting salary, and which may have less discretion and/or responsibility.  
 
Director of IT and Facilities (IT Director) – The individual responsible for NKADD's information 
technology, information security, and facilities operations. 
 
Dismissal – The termination of employment.  
 
Division – A work unit of the NKADD organized by functional area.  
 
Employee – A person appointed to a position with the NKADD for which he or she is 
compensated on a full-time or part-time basis.  
 
Examinations – Methods used to determine the eligibility of applicants for employment. 
Examinations may include, but shall not be limited to written, oral, physical or performance 
tests; ratings of training and experience; or any combination of these. 
 
Executive Committee – The Executive Committee of the Board of Directors. 
 
Executive Director – The Chief Executive Officer of the NKADD who reports to the Executive 
Committee of the Board of Directors. 
 
Exempt Employee – An employee exempt from the overtime and minimum wage provisions of 
the wage and hour law. 
 
Fiscal Year – July 1 through June 30th 
 
Flex Time – An approved adjustment to an employee’s regular hours, either to offset extra hours 
worked for a business need or to shift daily start and end times, as described in Chapter 4, 
Section 5. 
 
Full-time Employee – An employee who works, on a continuing basis, a normal 40-hour work 
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week. 
 
Good Standing – To resign in good standing, an employee must provide their resignation notice 
in writing to their direct supervisor or to their Associate Director.  
 
Grievance – Any dispute concerning the interpretation or application of a personnel policy 
governing personnel practices or working conditions, or decisions relative to any disciplinary 
action, dismissal, demotion, or allegation of discrimination.  
 
Human Resources – The employee designated by the Executive Director to administer the 
Human Resources programs, projects, and other personnel related issues.  
 
Lay-offs – Separation from employment due to lack of work, lack of funds, abolishment of the 
position or for other material changes in job duties or organization of the NKADD.  
 
Merit Increase – An increase in pay which is typically based on an employee's job performance.  
 
Necessary Special Requirements – Those desired requirements as to education and experience 
that qualify an applicant to be considered for examination and appointment with the NKADD. 
Additional requirements may also be indicated where necessary, such as licenses, certificates 
and other credentials. 
 
NKADD Ethics Officer – A member of the Board of Directors designated by the Board to receive 
formal complaints under Chapter 16. 
 
Non-Exempt Employee – An employee not exempt from the minimum wage and overtime 
provisions of the wage and hour law.  
 
Orientation Period – a period during which a new employee receives training, mentoring, and 
instruction, and is evaluated on a basis more frequently than other employees. Satisfactory 
completion of the orientation period does not alter an employee’s status as at will; nor does this 
entitle an employee to continued employment through the end of the orientation period. See 
Chapter 3, Section 6. 
 
Overtime – Time worked more than 40 hours in a normal work week as defined by this policy 
manual. 
 
Part-time Employee – An employee who works, on a continuing basis, but does not work a full or 
normal work period.  
 
Performance Evaluation – A method of evaluating each employee on a periodic basis as to 
his/her performance on the job.  
 
Position – An office or post in a Division of the NKADD involving duties requiring the services of 
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one person. It can be part-time, full-time, provisional, or regular, occupied, or vacant.  
 
Promotion – A change in the rank of an employee from one position to another position having a 
higher minimum salary and carrying a greater scope of discretion and responsibility. 
 
Promotional Review Period – The first 90 days after an employee is promoted, at the end of 
which the employee typically receives a written evaluation (see Chapter 9, Section 4). 
 
Provisional Appointment (Employees) – Provisional appointments may be made to fill positions 
when the work of the NKADD requires the services of one or more employees on a seasonal or 
intermittent basis, or in cases of emergency. Provisional appointments will not exceed seven 
weeks; however, the Executive Director may grant extensions. 
 
Regular Employee – An employee who has been hired into a regular full-time or part-time 
position.  
 
Relative – A spouse or significant other, parent/stepparent, child/stepchild, grandparent, 
grandchild, brother/brother-in-law, sister/sister-in-law, uncle, aunt, nephew, niece, first cousin, 
in-laws (father, mother, son, daughter).  
 
Resignation – The termination of employment at the employee’s request. 
 
Senior Staff – The Executive Director, Director of IT and Facilities, Director of Finance and 
Administration, and Associate Directors. 
 
Suspension – An enforced leave of absence for either disciplinary purposes or pending 
investigation of an employee.  
 
Transfer – The movement of any employee from one position to another having the same salary 
range and a similar level of responsibility.  
  
Vacancy – A position duly created and still existent but not occupied by an employee.   
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CHAPTER 1: OBJECTIVE AND SCOPE 
Section 1 - Purpose 
These policies and procedures are adopted to provide for the recruitment, development, and 
retention of employees for each position of employment with the Northern Kentucky Area 
Development District (NKADD). The Personnel Policy Handbook has been developed to serve as a 
guide for the employer/employee relationship.  


 


Section 2 - Positions Covered 
These policies and procedures apply to all regular and provisional positions, unless otherwise 
indicated. 
 


Section 3 - Interpretation 
This handbook cannot anticipate every situation or answer every question about employment. It 
is not an employment contract and is not intended to create contractual obligations of any kind. 
All employees are at will.  Neither the employees nor the NKADD are bound to continue the 
employment relationship if either chooses at its will to end the relationship at any time. The 
policies are intended to cover many personnel issues and actions which arise. Those not 
specifically covered may be interpreted by the Executive Director.  
  


Section 4 - Responsibility and Authority 
The responsibility and authority for the implementation and enforcement of these policies are 
vested in the Executive Committee and the Executive Director.  
  


Section 5 - Delegation 
The Executive Director is the Personnel Administrator. The Executive Director may delegate such 
duties and functions as he or she deems appropriate.  
  


Section 6 - Equal Opportunity Employer 
As an equal opportunity employer, the NKADD prohibits all forms of illegal discrimination. 
NKADD will implement its policies and practices in accordance with laws and regulations that 
prohibit discrimination based on or because of age, race, color, religion, national origin, 
disability, HIV or AIDS, sex, sexual orientation, genetic information, pregnancy, childbirth or 
related medical conditions, voting, political affiliation, veteran or military status, gender identity, 
gender-non-conformity, or any other legally protected classification. The NKADD also prohibits 
retaliation against an employee for opposing or complaining about discrimination, participating 
in discrimination legal proceedings, and/or for participating in discrimination investigations. The 
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NKADD will not retaliate against an employee for exercising a right related to their employment, 
for refusing to violate the law, or for exercising a constitutional or statutory right. Any concerns 
about discrimination or retaliation must be reported immediately to a member of management, 
Human Resources, or the Executive Director so that the NKADD may review the matter and take 
appropriate remedial action. The NKADD prohibits retaliation for a good faith report made under 
this policy. Refer to Appendix A for the policy.   
 


Section 7 - Americans with Disabilities Act and Other Accommodations 
Statement 
The NKADD complies with the Americans with Disabilities Act ("ADA"). The NKADD does not 
discriminate against any qualified employee or applicant regarding any terms or conditions of 
employment because of such individual's disability, perceived disability, or record of disability so 
long as the employee can perform the essential functions of the job, with or without reasonable 
accommodation. Consistent with this policy of nondiscrimination, the NKADD will provide 
reasonable accommodations to a qualified individual with a disability, as defined by the ADA, 
who has made the NKADD aware of his or her disability, provided that such accommodation 
does not impose an undue hardship on the NKADD. 
 


In addition, the NKADD complies with legal requirements related to pregnancy or childbirth 
accommodations. NKADD will reasonably accommodate limitations related to pregnancy, 
childbirth, or related medical conditions, provided that such accommodation does not impose an 
undue hardship upon NKADD. Employees who require accommodation must contact Human 
Resources. Refer to Appendix B for the ADA/ADAAA Policy.  
 


Section 8 - Disclaimer 
Information included in these personnel policies is not a contract of employment for a duration 
or on other specific terms and therefore may be changed by the Board of Directors.  Specifically, 
neither these policies nor any other NKADD document confers any contractual right, either 
express or implied, to any employee to remain employed by the NKADD.  Employment is not for 
any specific time and may be terminated at any time following the procedures set forth in these 
policies.   
 


Section 9 - Severability Clause 
If sections of these personnel policies are held invalid, the remaining sections shall not be 
affected and shall remain in effect.  
  


Section 10 - Repealer 
These personnel policies replace all prior versions of the NKADD Personnel Policies. Personnel 
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memoranda and written directives issued before the effective date of this revision remain in 
effect only to the extent they are consistent with these policies. This section does not repeal or 
amend the NKADD Administrative Regulations, the Information Security Policy, the Code of 
Ethics, or any other policy or plan separately adopted by the Board of Directors. All oral 
statements, past, present, and future, in conflict with these policies are invalid. 
 
When the personnel policies are updated, staff will be informed through email. The staff is 
responsible for educating themselves on the new policy and providing a signed statement 
informing Human Resources that they have read the revised personnel policy. A copy of the 
signed statement will be maintained in the employee’s personnel file.  
 


Section 11 - Relationship to the Information Security Policy and 
Administrative Regulations 
Where these personnel policies and the NKADD Information Security Policy address the same 
matter, both shall be followed. These personnel policies govern employment and personnel 
matters, including disciplinary procedures and appeal rights; the Information Security Policy 
governs information security requirements for the use of NKADD technology resources, systems, 
and data. Where the two cannot be reconciled, the Executive Director shall determine which 
requirement applies until the Board of Directors resolves the conflict. 
 
Where these personnel policies and the NKADD Administrative Regulations address the same 
matter, both shall be followed. These personnel policies govern employment and personnel 
matters; the Administrative Regulations govern financial authority, approval thresholds, 
purchasing, and other administrative procedures. Where the two cannot be reconciled, the 
Executive Director shall determine which requirement applies until the Board of Directors 
resolves the conflict. 
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CHAPTER 2: JOB DESCRIPTIONS 
Section 1 - Definitions  
The NKADD will develop job descriptions for each employee. Employees will be provided with a 
copy of the applicable job description at the time of employment or will be directed to the 
electronic file regarding such. Along with specific position functions, each job description 
provides employees with some general agency expectations as well.  
  


Section 2 - Responsibility for Administration  
Human Resources, with approval from the Executive Director, maintains and updates job 
descriptions. Directors and Associate Directors will work with Human Resources in the creation 
or modification of all job descriptions with feedback from Program Managers as needed. 
 


Section 3 - Interpretation of Job Descriptions  
Job descriptions are not restrictive. The duties, qualifications, and other factors detailed in the 
job descriptions are not to be considered all-inclusive. 
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CHAPTER 3: APPOINTMENTS 
Section 1 - Types of Appointments  
When a person is employed by the NKADD, one of the following types of initial appointments will 
be made: 
 


• Regular - Any appointment to a regular position in NKADD's service.  
• Provisional - See definition section.  


 
Note: Appointments may be on a full- or part-time basis. 
 


Section 2 - Appointing Authority 
The Executive Director shall be the appointing authority for all positions.  
 


Section 3 - Personnel Policies Received 
Upon appointment, all new hires will be made aware of the location of the electronic version of 
the personnel policies and the NKADD Information Security Policy. At the time of employment 
each new hire will sign a statement verifying awareness of these policies and the responsibility of 
reading and complying with said policies. A copy of the signed statement will be maintained in 
the employee’s personnel file. 
 


Section 4 - Employment Relationship 
Employee turnover can increase costs and make the NKADD operate less efficiently. In most 
cases, the NKADD would not have hired an employee unless it hoped the relationship would be a 
“good fit” in the long term. However, all employees may terminate their employment anytime 
for any reason or no reason, just as the NKADD may do the same. This at-will employment 
(which means that employment may be altered or terminated without violating an express or 
implied contract for a duration of employment or for fixed employment terms) applies during 
regular, provisional, or any other appointment. At-will employment may only be altered in a 
written agreement signed by the Executive Director and authorized by the Board of Directors. 
 


Section 5 - Employment of Relatives 
Employment of relatives will not be prohibited as long as neither of the related parties is 
employed in a supervisory role in which they might have either a direct or indirect effect on the 
other party's progress, performance, or welfare as an employee of the NKADD. Refer to 
Appendix C for this policy.  
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Section 6 - Orientation Period 
The orientation period is an introductory period for new employees wherein they receive 
training, mentoring, and additional support by management in their new position.  They are also 
subject to increased review and monitoring for progress to secure the most effective adjustment 
of the employee to the new position and to remove any employee who does not meet the 
position requirements or the expectations of management.   
 
An employee who is serving in an orientation period is considered “at will” and may be dismissed 
with or without cause and/or prior notice for failure to satisfactorily complete the orientation 
period.   
 
The duration of the orientation period is ninety (90) days but may be adjusted by the Executive 
Director or his/her designee. No extension shall be allowed which would make the total 
orientation period longer than twelve (12) months. 
 


Section 7 - Photo, Video, and Voice Release 
NKADD may use photographs, video, and voice recordings of employees in publications, 
promotional materials, social media, and program activities. Employees are given a consent form 
for this use during onboarding. Signing the form is voluntary. NKADD will not use an employee's 
photograph, video, or voice in publications or promotional materials unless the employee has 
signed the consent form. An employee may withdraw consent for future use by notifying Human 
Resources in writing; withdrawal does not require NKADD to remove materials already 
published.   
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CHAPTER 4: ATTENDANCE AND LEAVE 
Section 1 - Attendance Policy 
Each employee is expected to be at work on time on each day of scheduled work, for overtime, 
or if otherwise called into work. If an employee is absent from work without reporting the 
absence in advance, they may be disciplined, up to and including termination. Disciplinary 
actions are explained in detail in Chapter 11 of this policy. The only exception to this rule will be 
if it is impossible for an employee to report their absence in advance. All absences must be 
reported to the employee’s direct supervisor. An employee must explain the reasons for the 
absence in detail, and the anticipated duration of the absence. If the direct supervisor is not 
available, this information should be reported to their division Associate Director or to Human 
Resources. If the previously mentioned managers are not available, an employee should report 
the absence to a member of Senior Staff. An employee must report their absence in advance of 
their starting time, or as soon as possible. 
 
If an employee does not present a sufficient excuse for missing work (e.g., illness, emergency, 
etc.), discipline, up to and including termination, may occur. Partial days of absence count as 
absence under this policy. 
 
The NKADD may require medical certification in the form of a personal affidavit or a certificate of 
a physician stating that the employee was ill or that the employee was absent for the purpose of 
attending to a member of the immediate family who was ill. The NKADD may require medical 
certification to justify any period of absence or as otherwise permitted by the FMLA if an 
absence is FMLA-qualifying.  
 
Except as restricted by the FMLA, an employee may be required to undergo an independent 
medical examination or a fitness to return to duty evaluation to be conducted by a physician 
chosen by the NKADD or as otherwise required by the NKADD. The NKADD may require a fitness-
for-duty certificate if an employee misses 3 or more days of work, whether consecutive or 
otherwise, because of the same or a related condition. 
 


Section 2 - Employee Location Status 


To provide effective organizational communication, it is required that all employees inform their 
direct supervisor of the following: 
 


• Late arrival. 
• Absence for the day due to official business meetings. 
• Leaving for official business meetings, personal business, or illness. 
• Returning from official business meetings, personal business, or illness. 
• Leaving before the regularly scheduled departure time and not expected to return.  
• Repeated violations OR falsification of the records can result in discipline, up to and 


including discharge.  
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Section 3 - Hours of Work 


NKADD offices will be open from 8:00 a.m. to 4:30 p.m., Monday through Friday for regular 
office hours, with staff working either a regular work week schedule or an alternative work 
schedule. All staff members will be in attendance during these times each working day unless 
prior arrangements have been approved. Employees must have successfully completed their 90-
day orientation period to be eligible to request an alternative work schedule or a discretionary 
remote work option. Employees will be given the opportunity to reevaluate the schedule chosen 
once per quarter. Refer to Appendix D for the Alternative Work Schedule Policy. 
 
Employees are entitled to up to one hour for lunch. As a matter of general practice, lunch 
periods should be taken anytime between the hours of 11:00 a.m. and 2:00 p.m. All staff 
members have an obligation to inform their direct supervisor of their whereabouts and 
anticipated time of return when out of the office. Exceptions to this policy may be approved by 
Associate Directors, Directors, and/or the Executive Director. Office hours may be temporarily 
modified due to conferences, training, evening meetings and other similar functions or when 
other circumstances require such modification. Approval by an employee’s direct supervisor is 
required for such modifications, including use of flex time under Section 5. 
 
Non-exempt employees are limited to 40 hours per workweek unless overtime is approved in 
advance by their supervisor under Chapter 5, Section 10. Adjustments for extra hours worked for 
a business need are handled as flex time under Section 5. 
 
Exempt personnel are required to work as required by specific projects and workload. 
 


Section 4 - Working Remotely 
NKADD employees may apply to their supervisors for periodic remote work opportunities not to 
exceed two days per week, except in situations of extreme weather or natural disaster. Rarely, 
positions may be created at NKADD with full remote work, in which case, those opportunities will 
be posted in the job description. In general, it is the intention of NKADD leadership to foster a 
positive and collaborative working environment that includes in-office interactions and dialogue.  
To qualify to request discretionary remote work, an NKADD employee must receive permission 
from their immediate supervisor as well as their division’s Associate Director and meet the 
following provisions:  
 


• Work a position at NKADD that allows for remote work not requiring physical presence.  
• Have worked for NKADD more than 90 days.  
• Be in good standing with no disciplinary action in the last year.  
• Receive positive performance evaluation.  
• Be in continual communication with supervisor regarding responsibilities and work 


deliverables. 
• Demonstrate an ability to work effectively with limited supervision.  


Employees working remotely must follow the remote work requirements in Section 9 of the 
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NKADD Information Security Policy. NKADD may provide limited equipment for approved remote 
work, as described in that section. The IT Director may restrict, suspend, or revoke remote 
access at any time to protect NKADD systems and data. If remote access is restricted, the 
employee will report to the office or work as otherwise directed by their supervisor until access 
is restored. 
 
In the case of inclement weather, an employee should refer to Subsection 11.10 Inclement 
Weather / Emergency Policy.  
 


Section 5 - Flex Time 
NKADD expects employees to get their work done and trusts employees and supervisors to 
manage working hours with good judgment. Some days run long because of an evening meeting, 
a deadline, or a problem that has to be fixed. Other days, the work is done early. Flex time lets 
employees balance those days without a formal request each time. 


Flex time works when three things are true: 


• The work is done. Deadlines, client commitments, and meetings come first. 


• The office is covered. Each division must remain staffed during regular office hours (8:00 
a.m. to 4:30 p.m.), as arranged by the supervisor. 


• The supervisor knows. A quick heads-up by conversation, email, Teams, or text is enough, 
before the adjustment when possible. No form is required. Employees must also keep 
their location status current under Section 2. 


Flex time is for occasional adjustments. It may not be used to set a standing schedule, such as 
leaving at noon every Friday; recurring schedule changes go through the Alternative Work 
Schedule Policy (Appendix D). Flex time is not a leave balance. It does not accrue, carry over, or 
pay out at separation, and it cannot be exchanged for vacation or sick leave. 


Exempt Employees. Exempt employees are paid to get their job done, not by the hour. An 
exempt employee who works a long day may come in later or leave earlier on another day, and 
an exempt employee whose work is done may leave a little early, without tracking the time hour 
for hour. These adjustments do not need to be tracked as flex time. Exempt employees continue 
to complete time sheets under Chapter 5, Section 11 so their time is charged to the correct 
programs. Planned absences of four hours or more are recorded as vacation or sick leave unless 
the supervisor agrees to treat the time as flex time. Exempt employees remain responsible for 
responding to urgent matters as their position requires. 


Non-Exempt Employees. Non-exempt employees have the same flexibility, within limits set by 
federal and state wage-and-hour law: 
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• Adjustments stay within the same workweek (Saturday through Friday). Extra hours 
worked in one week cannot be made up the next week. 


• Hours over 40 in a workweek are overtime, require prior supervisor approval, and are 
paid under Chapter 5, Section 10. 


• The time sheet must show the hours actually worked each day, in 15-minute increments. 
This is a legal requirement. 


• Work done outside scheduled hours, including email, calls, and messages, counts as 
hours worked and must be recorded. 


For example, a non-exempt employee who stays until 6:00 p.m. on Tuesday to finish a project 
may leave 1½ hours early on Thursday, with both days shown on the time sheet. Whether travel 
time counts as hours worked is governed by wage-and-hour law; Human Resources can advise. 
Travel authorization follows Section 8 of the Administrative Regulations. 


Keeping It Fair. Flex time is extended in good faith and is not guaranteed. A supervisor may 
require advance notice or approval, or may limit or suspend flex time for an employee or a team, 
when coverage, workload, attendance, or performance requires it. Limiting flex time is not, by 
itself, disciplinary action. Supervisors should apply flex time consistently among employees in 
similar positions. Misuse of flex time, including not telling the supervisor, not getting approval 
when required, recording inaccurate hours, abusing the privilege, or otherwise not following this 
section, may result in disciplinary action under Chapter 11. 


This section replaces the Non-Exempt Flex Time Memo (09/02/2014). 
 


Section 6 - Work Breaks 
All employees are entitled to one fifteen-minute break during each continuous four-hour period 
worked. Employees need to communicate their location status as appropriate for use of break 
times. 
 


Section 7 - Holidays 
The following holidays are designated as official holidays for all employees:  
 


• January 1 - New Year's Day 
• Third Monday in January - Martin Luther King Day 
• Third Monday in February - President's Day 
• March/April - Good Friday 
• Last Monday in May - Memorial Day 
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• June 19 - Juneteenth 
• July 4 - Independence Day 
• First Monday in September - Labor Day 
• Second Monday in October - Columbus Day 
• November 11 - Veteran’s Day 
• Fourth Thursday in November - Thanksgiving Day 
• Friday after Thanksgiving - Day after Thanksgiving Day 
• December 24 - Christmas Eve 
• December 25 - Christmas Day 


An employee who is required to work on a designated holiday will receive a day off later and at a 
time approved by his or her direct supervisor. 
 
When any holiday listed above falls on Saturday, the preceding business day is considered the 
holiday. When any holiday listed above falls on Sunday, the following business day is considered 
a holiday. Exceptions to this policy may be approved by the Executive Director. 
 
Proration of holidays for part-time regular employees will occur. 
 


Section 8 - Floating Holidays  
In addition to the above holidays, each full-time regular employee is entitled to two floating 
holidays dependent on the date of hire.  
 
Hire date: 
Prior to 7/1: receive 2 days. 
7/1 to 9/30: receive 1 day. 
10/1-11/30: receive half day. 
Hired 12/1-12/31: not eligible.  
 
Use of floating holidays must be approved in advance by the employee’s direct supervisor and 
may not be carried forward. 
 


Section 9 - Vacation Leave  
Vacations are for the purpose of rejuvenating both physical and mental faculties and all 
employees are urged to avail themselves of vacation periods. No employee will receive pay in 
lieu of vacation with the exception upon separation as noted in this Chapter in Subsection 9.6. 


Subsection 9.1 - Eligibility 
All regular full-time and part-time employees in NKADD’s service are entitled to vacation leave. 
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• Regular part-time employees are entitled to leave in proportion to the number of hours 
worked. 


• Provisional employees are not eligible for vacation leave.  


Subsection 9.2 - Leave Accumulation 
• Regular full-time and part-time employees begin to accumulate vacation leave 


immediately upon employment. Leave accrues in equal amounts over the year. 
• Regular part-time employees accrue a prorated amount based on hours worked. For 


example, a part-time employee working 24 hours a week accrues 60% of the full-time 
amount for the same years of service. Provisional employees and employees working less 
than 24 hours a week do not accrue vacation leave.  


• Regular full-time employees accrue vacation leave as follows:  
 


Years of Service  Days per Year Hours per Year Maximum Balance  


Less than 1 10 80 720 hours  
1 – 4 12 96 720 hours  
5 – 9 15 120 720 hours  
10 – 14 18 144 720 hours  
15+ 21 168 720 hours  


Subsection 9.3 - Use For Other Leave 
Refer to Section 11 for use during other leave. 
 


Subsection 9.4 - Request for Leave 
A request for vacation leave is to be submitted in writing and/or electronically to the direct 
supervisor. Vacation time can only be taken in whole hour or half hour increments. Leave may be 
taken only with approval by the direct supervisor, so that, as far as practicable, the NKADD can 
function without hiring additional provisional help. Under usual circumstances, approval must be 
granted prior to taking vacation leave. 
 


Subsection 9.5 - Maximum Allowable Accumulation 
Employees may accumulate vacation leave; however, an employee may not take more than 45 
days’ (or 360 hours) vacation leave during any given NKADD fiscal year, and no more than 15 
workdays in any one consecutive period, except when due to FMLA-related leave or as approved 
by the Executive Director. It is the intent of these rules to have employees take their vacation 
leave yearly. 
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Subsection 9.6 - Upon Separation Pay for Unused Vacation Leave 
An employee who has completed the orientation period and resigns in good standing (see 
Chapter 12, Section 1) may be paid for unused vacation leave at separation. The payout is limited 
to one year’s vacation accrual for the employee’s years of service, as shown in the ‘Hours per 
Year’ column in Subsection 9.2 (prorated for part-time employees). For example, an employee 
with six years of service who leaves with 200 hours of unused vacation is paid for 120 hours; the 
remaining 80 hours are not paid. Employees who do not meet these conditions are not paid for 
unused vacation leave.  
 


Subsection 9.7 - Working During Vacation Leave 
An employee shall not work and receive payment for vacation leave concurrently.  
 


Subsection 9.8 - Record 
The vacation leave record for each employee shall be kept by the Finance Division and is 
considered official. The Finance Division, upon request, will inform the employees of vacation 
leave days accumulated. 
 


Section 10 - Sick Leave  
Sick leave will be allowed to an eligible employee: (1) in the case of actual sickness or disability of 
the employee or for medical, dental, or eye examination or treatment for which arrangements 
cannot be made outside of working hours, and (2) when the employee is required to care for a 
sick or injured spouse or significant other, parent/step parent, child/step child, grandparent, 
grandchild, brother/brother-in-law, sister/sister-in-law, uncle, aunt, nephew, niece, first cousin, 
in-laws (father, mother, son, daughter), or persons living in the employee’s household. 
 


Subsection 10.1 - Eligibility 
Regular full-time and part-time employees in the NKADD’s service begin to accumulate sick leave 
immediately upon employment. Leave accrues in equal amounts over the year; regular part-time 
employees accrue a prorated amount based on hours worked. For example, a part-time 
employee working 24 hours a week would be eligible for a proration of 60% of the leave time 
granted to a full-time 40-hour week employee with the same years of service. Employees 
working less than 24 hours a week are not eligible for sick leave accrual. 
 


Subsection 10.2 - Requests for Leave and Reporting Requirements 
Generally, an employee must report all instances of illness requiring absence from work, prior to 
his or her scheduled work time, for each day of absence. When a request for sick leave is 
foreseeable or planned, the employee shall give at least fifteen (15) days written notice prior to 
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commencement of the leave, or as much notice as practicable. When requesting sick leave, 
employees must report the reason for the absence, including a description of any illness at issue 
and the anticipated duration. If an employee does not provide proper notice or reason for 
missing work, discipline may occur. 
 
All absences must be reported to the employee’s direct supervisor. An employee must explain 
the reasons for the absence in detail, and the anticipated duration of the absence. If the direct 
supervisor is not available, this information should be reported to their division’s Associate 
Director or to Human Resources. If the previously mentioned managers are not available, an 
employee should report the absence to a member of Senior Staff.  Sick leave can only be taken in 
whole hour or half hour increments. Management may determine their own method for 
employees to request sick time per division based on the need of the program. Employees may 
be required to use a specific mode of communication (i.e., e-mail only, e-mail and phone call, 
etc.) based on the needs of the division.  
 


Subsection 10.3 - Leave Accumulation 
Regular full-time and part-time employees in the NKADD’s service begin to accumulate sick leave 
immediately upon employment. Leave accrues in equal amounts over the year; regular part-time 
employees accrue a prorated amount based on hours worked. For example, a part-time 
employee working 24 hours a week would be eligible for a proration of 60% of the leave time 
granted to a full-time 40-hour week employee with the same years of service. Provisional 
employees and employees working less than 24 hours a week are not eligible for sick leave 
accrual. Employees are not eligible for accrual during periods in which they are in an unpaid 
status.  
 
Regular full-time employees in NKADD's service accumulate sick leave at the following rate:  
 


Years of 
Service 


Days per 
Year 


Hours per 
Year 


Maximum Balance 


 
Maximum Conversion per 


Fiscal Year 


Less than 1 10 80 720 hours 64 hours 


1 – 4 12 96 720 hours 64 hours 


5 – 9 15 120 720 hours 128 hours 


10 – 14 18 144 720 hours 128 hours 


15+ 21 168 720 hours 128 hours 
 


Subsection 10.4 - Certification by Physician 
A medical certificate signed by a licensed physician may be required by the Executive Director, 
Director, or Associate Director to substantiate a request for sick leave for the following reasons:  
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• To justify any period of absence. 
• To support a request for sick leave during a period when the employee is on vacation 


leave. 
• To justify any duration if absence from duty occurs frequently or habitually. 
• Failure to provide the certification may result in the absence being unexcused and 


subject the employee to discipline. The NKADD may require, at its expense, that the 
employee obtain other opinions from health care providers selected by the NKADD. 


Subsection 10.5 - Maximum Allowable Accumulation 
Sick leave may not be accumulated in excess of 90 days (or 720 hours). 
 


Subsection 10.6 - Upon Separation, Forfeiture of Sick Leave 
An employee who separates from service with the NKADD does not receive pay for unused sick 
leave. 
 


Subsection 10.7 - Sick Pool 
Employees can choose to participate in a sick pool. Sick leave time cannot be transferred directly 
from employee to employee.  Sick time in the amount of 24 hours is required to be given to the 
pool to participate. Employees must have 24 hours of sick leave remaining after the initial 
contribution of 24 hours is made, and employees must have approval from their direct 
supervisor to participate. Upon an absence of 5 consecutive days, if all other paid leave time is 
exhausted, an employee may access the sick pool for additional days’ absence, not including the 
first five days. Up to 6 weeks of full-time pay and then 6 weeks of part-time pay may be available 
to the eligible employee. Approval by the Executive Director is required for sick pool use in all 
cases and use of the sick pool can be denied. Once 12 weeks of sick pool leave is exhausted, sick 
pool eligibility is invalid for duration of employment. 
 


Subsection 10.8 - When Sick Leave is Exhausted 
An employee may not possess a negative accumulation in their sick leave account balance unless 
specifically authorized by the Executive Director. Vacation leave is to be used when an employee 
has exhausted his or her sick leave accumulations. 
 


Subsection 10.9 - Forms 
A return-to-work form or other medical approval may be required of the employee prior to 
returning to work and shall be submitted with payroll. An eligibility to return to work form may 
be requested to assure the employee is medically released to return to work.  
 







 


29 | P a g e  
 


Subsection 10.10 - Record 
The sick leave record is kept by the Finance Division and is considered official. The Finance 
Division will, upon request, inform the employees of accumulated sick leave. 
 


Subsection 10.11 - Conversion 
Employees may convert accumulated sick leave to vacation leave at the rate of 32 sick hours for 
8 vacation hours. Time can only be converted in full increments of 32 to 8. Employees with 1-4 
years of service, a maximum of 64 sick hours may be converted in any one fiscal year, or 16 
vacation hours. Employees with 5+ years of service, a maximum of 128 sick hours may be 
converted in any one fiscal year, or for a total of 32 vacation hours. To be eligible, an employee 
must, after the transfer, have a total accumulation of sick days equal to the amount they are 
eligible to accumulate on an annual basis.  
 


• Conversion of sick leave to vacation leave may not be made once an employee is within 
60 days of separation of employment. 


Section 11 - Other Types of Leave  


Subsection 11.1 - Parental Leave 
Parental leave is offered to employees to assist and support new parents with balancing work and 
family matters. This leave includes maternity, paternity, and adoption/foster leave. A parent is 
defined as a birth mother, spouse or new adoptive parent who is the primary caregiver. An 
individual who adopts a spouse’s child is not eligible for this benefit. Employees taking parental 
leave may use any accrued sick leave, then accrued annual leave, and the remaining time off will 
be leave without pay, for a period not to exceed thirty (30) working days unless extenuating 
circumstances as approved by the Executive Director.  
 


Subsection 11.2 - Maternity Leave 
Employees may be granted a leave of absence for temporary disability due to pregnancy, 
childbirth, or any impairment thereof or miscarriage for a period not to exceed 12 weeks in 
accordance with FMLA requirements. An additional period may be granted if required by a medical 
doctor and approved by the Executive Director. Employees taking maternity leave will be required 
to use all eligible sick and vacation leave during this period. During the FMLA portion of leave, 
benefits will be managed according to the FMLA policy. 
 


Subsection 11.3 - Military Leave 
NKADD will grant military leaves and reemployment in accordance with all federal and state 
laws, including but not limited to the Uniformed Service Employment and Reemployment Act of 
1994 and KRS 61.371-61.379, 61.394. 
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Subsection 11.4 - Civil Leave 
An employee will be given time off without loss of pay when performing jury duty or when 
required by proper authority to be a witness in legal proceedings, provided such a call of duty is 
reported in advance to the Executive Director or designee. Pay will be given by the NKADD for 
time served on jury duty. A copy of the summons will be given to Human Resources for 
placement in the personnel file. Additional documentation may be required upon completion of 
duty. The Employee will be required to communicate regularly with his or her immediate 
supervisor regarding the need for continuing civil leave. 
 


Subsection 11.5 - Funeral Leave/Bereavement Leave 
In the event of death in an employee's immediate family, he or she shall be granted paid funeral 
leave/bereavement leave of up to 3 workdays that will not be charged to an employee’s 
accumulated leave balance. The employee will receive his or her normal pay for any scheduled 
workday that occurs during the period. Immediate family is defined as spouse/domestic partner, 
child, foster-child or stepchild, daughter-in-law, son-in-law, father, mother, father-in-law, 
mother-in-law, brother, sister, stepmother, stepfather, brother-in-law, sister-in-law, 
grandparents, grandchildren, or any person domiciled in the employee's household. An 
additional 3 days of leave may be granted and charged to sick time. Up to 3 days may be granted 
and charged to sick time for the death of other persons connected through family with the 
employee. Additional consideration for funeral leave may be made by the Executive Director or 
Associate Director. The employee may be required to provide documentation of the event of 
death.  


 


Subsection 11.6 - Leave of Absence Without Pay 
The Executive Director may grant a regular employee a leave of absence without pay for a period 
not to exceed 6 months, which runs concurrently with FMLA leave if FMLA leave applies. The 
following will apply: 


 
• An employee desiring a leave of absence without pay must submit a written request to 


the Executive Director detailing the reasons for and expected duration of the requested 
leave. 


• Leave without pay will be granted only when it will not adversely affect the NKADD’s 
work effectiveness, to be determined at the discretion of the NKADD. 


• Failure of an employee to return to work at the expiration of approved leave will be 
considered as absence without leave and grounds for disciplinary action up to and 
including termination. 


• An employee granted a leave of absence without pay, and who wishes to return before 
the leave period has expired, may be required to give the NKADD at least two weeks’ 
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notice. Upon receipt of such written notice, the employee may be permitted to return to 
work at the discretion of the Executive Director. 


• No sick leave or paid annual leave will be accumulated by an employee for the time 
during which the employee is on leave without pay. An employee will not receive a 
holiday unless they have worked either the workday before or the workday after the 
holiday. 


• An employee will return from leave without pay to the same pay rate as at the time of 
the commencement of leave. 


• Employees on unpaid leave who are interested in other employment with another 
employer (or self-employment) must make a request to the Executive Director. 
Falsification or failure to communicate other employment can result in discipline. 


Subsection 11.7 - Absence Without Leave 
An absence of an employee from duty, including any absence for a single day or a part of a day, 
that is not authorized by a specific grant of leave of absence under these policies, is deemed to 
be an absence without leave. Any such absence may result in disciplinary action, up to and 
including termination. 
 


Subsection 11.8 - Voting Leave 
An employee will be given ample and reasonable time off in compliance with state and federal 
laws, without loss of pay, to vote in primary or general elections. However, such leave will be 
granted only if requested by the employee and approval for such leave is granted by the direct 
supervisor prior to Election Day. The Executive Director reserves the right to specify the hours 
during which an employee may absent themselves. 
 


Subsection 11.9 - Family and Medical Leave Act 
• Basic Leave Entitlement - The FMLA requires covered employers to provide up to 12 weeks 


of unpaid, job-protected leave for eligible employees for the following reasons: 
o For incapacity due to pregnancy, prenatal medical care, or childbirth; 
o To care for the employee’s child after birth, or placement for adoption or foster 


care; 
o To care for the employee’s spouse, son or daughter, or parent, who has a serious 


health condition; or 
o For a serious health condition that makes the employee unable to perform the 


employee’s job. 
 


• Military Family Leave Entitlements - Eligible employees whose spouse, son, daughter, or 
parent is on covered active duty or called to covered active-duty status may use their 12-
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week leave entitlement to address certain qualifying exigencies. Qualifying exigencies may 
include attending certain military events, arranging for alternative childcare, addressing 
certain financial and legal arrangements, attending certain counseling sessions, and 
attending post-deployment reintegration briefings. 


 
The FMLA also includes a special leave entitlement that permits eligible employees to 
take up to 26 weeks of leave to care for a covered service member during a single 12-
month period. A covered service member is: 


o A current member of the Armed Forces, including a member of the National 
Guard or Reserves, who is undergoing medical treatment, recuperation, or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness*; or  


o a veteran who was discharged or released under conditions other than 
dishonorable at any time during the five-year period prior to the first date the 
eligible employee takes FMLA leave to care for the covered veteran, and who is 
undergoing medical treatment, recuperation, or therapy for a serious injury or 
illness*. 


* The FMLA definitions of “serious injury or illness” for current service members and veterans are 
distinct from the FMLA definition of “serious health condition”. 


• Benefits and Protections - During FMLA leave, the employer must maintain the employee’s 
health coverage under any “group health plan” on the same terms as if the employee had 
continued to work. Upon return from FMLA leave, most employees must be restored to their 
original or equivalent positions with equivalent pay, benefits, and other employment terms. 
Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to 
the start of an employee’s leave. 
 


• Eligibility Requirements - Employees are eligible: 
o if they have worked for a covered employer for at least one year, for 1,250 hours 


over the previous 12 months, and 
o if at least 50 employees are employed by the employer within 75 miles. 


 
• Definition of Serious Health Condition - A serious health condition is an illness, injury, 


impairment, or physical or mental condition that involves either an overnight stay in a 
medical care facility, or continuing treatment by a health care provider for a condition that 
either prevents the employee from performing the functions of the employee’s job or 
prevents the qualified family member from participating in school or other daily activities. 
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Subject to certain conditions, the continuing treatment requirement may be met by a period 
of incapacity of more than 3 consecutive calendar days combined with at least two visits to a 
health care provider or one visit and a regimen of continuing treatment, or incapacity due to 
pregnancy, or incapacity due to a chronic condition. Other conditions may meet the 
definition of continuing treatment. 
 


• Use of Leave - For some forms of leave, an employee does not need to use this leave 
entitlement in one block. Leave can be taken intermittently or on a reduced leave schedule 
when medically necessary. Employees must make reasonable efforts to schedule leave for 
planned medical treatment so as not to unduly disrupt the employer’s operations. Leave due 
to qualifying exigencies may also be taken on an intermittent basis. 
 
The NKADD will measure the 12-month period as a rolling 12-month period measured 
backward from the date an employee uses any leave under this policy. 
 


• Substitution of Paid Leave for Unpaid Leave - The NKADD requires the use of accumulated 
paid leave while taking FMLA leave. To use paid leave for FMLA leave, employees must 
comply with the employer’s normal paid leave policies. 
 


• Failure To Return from FMLA Leave - An employee who fails to return to work following the 
conclusion of approved FMLA leave may be considered to have voluntarily resigned. NKADD 
may require the employee to repay health insurance premiums NKADD paid during the leave, 
to the extent permitted by the FMLA.  
 


• Employee Responsibilities - Employees must provide 30 days’ advance notice of the need to 
take FMLA leave, when the need is foreseeable. When 30 days’ notice is not possible, the 
employee must provide notice as soon as practicable and generally must comply with an 
employer’s normal call-in procedures. Employees should discuss all FMLA needs with NKADD 
Human Resources. 
 
Employees must provide sufficient information for the employer to determine if the leave 
may qualify for FMLA protection and the anticipated timing and duration of the leave. 
Sufficient information may include that the employee is unable to perform job functions; the 
family member is unable to perform daily activities, the need for hospitalization or 
continuing treatment by a health care provider, or circumstances supporting the need for 
military family leave. Employees also must inform the employer if the requested leave is for a 
reason for which FMLA leave was previously taken or certified. Employees also may be 
required to provide a certification and periodic recertification supporting the need for leave. 
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The NKADD may also require that an employee present a certification of fitness to return to 
work in accordance with the NKADD’s policies when an absence is caused by the employee’s 
own serious health condition. 
 
Employees are responsible to notify their supervisor if they plan to alter their return-to-work 
date including resignation from the organization. 
 


• Employer Responsibilities - Employees requesting leave will be informed whether they are 
eligible under FMLA. If they are, the notice must specify any additional information required 
as well as the employees’ rights and responsibilities. If they are not eligible, a reason for the 
ineligibility will be provided to the employee. NKADD will inform employees whether leave 
will be designated as FMLA-protected and, if so, the amount of leave counted against the 
employee’s leave entitlement. If it is determined that the leave is not FMLA-protected, the 
employee will be notified. 
 
FMLA makes it unlawful for any employer to: 
 


o Interfere with, restrain, or deny the exercise of any right provided under FMLA. 
o Discharge or discriminate against any person for opposing any practice made 


unlawful by FMLA or for involvement in any proceeding under or relating to 
FMLA. 


It is the intent of the NKADD to resolve disputes internally and amicably. However, if we 
cannot resolve an FMLA dispute, you may file a complaint with the U.S. Department of 
Labor or bring a private lawsuit. FMLA does not affect any federal or state law prohibiting 
discrimination or supersede any state or local law which provides greater family or 
medical leave rights. For more information regarding FMLA please visit the U.S. 
Department of Labor.  


Subsection 11.10 - Inclement Weather / Emergency Policy 
o Leaving Office During Work Hours - If the employee feels it is necessary to leave early due 


to safety concerns, supervisors may grant vacation leave. 
o Arrival Time - An employee may arrive as late as two hours after their regular starting 


time, if snowfall of any depth or dangerous ice prevents them from arriving on time. 
 Employees must communicate with their supervisor regarding their inability to 


arrive on time during periods of inclement weather. For example, if due to 
snowfall an employee has trouble getting into the office and cannot arrive at their 



https://www.dol.gov/agencies/whd/fmla

https://www.dol.gov/agencies/whd/fmla
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regular start time, they must notify their supervisor before their normal start time 
with that information and give an anticipated arrival time due to weather 
conditions. 


 Please see “Vacation Time Charged” below for further information about how 
time off due to inclement weather will be addressed. 
 


o Working Remotely – Remote working related to inclement weather is at the discretion of 
the supervisor and an employee will be informed through email. If inclement weather is 
predicted, an employee should take precautions for the potential of remote working. If a 
supervisor determines an employee can work remotely but that employee is unable to 
work (i.e., no NKADD intranet or SharePoint access), then that employee is expected to 
follow the inclement weather/emergency policy and report to the office.  
 


o Office Closure - If the office is officially closed due to an emergency, time-off will not be 
charged to vacation time. 
 


o Vacation Time Charged - If an employee arrives after the two-hour extended arrival time 
for inclement weather, the entire length of the employee’s absence will be charged to 
vacation. In other words, to not have the two-hour time charged to vacation, an 
employee must arrive within that period. If an employee is unable to come into the office 
and requests to take a vacation day, vacation equal to the employee’s scheduled hours 
for that day will be charged (8 hours on a regular schedule; see Appendix D, Section 5 for 
alternative work schedules). 
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CHAPTER 5: PAY 
Section 1 - Composition  
The NKADD works with the Board of Directors to determine pay rates based on funding 
availability, employee level of responsibility, and tenure.  
 


Section 2 - Pay Rate Adjustments  
The Executive Director may annually make or cause to be made comparative studies of factors 
affecting salary levels to make salary recommendations to the Executive Committee. These 
recommendations may include adjustments of the pay schedule in accordance with cost-of-living 
increases or such other adjustments to employee pay as deemed appropriate.  
  


Section 3 - Pay Plan in Effect  
The pay plan may be adopted by the Executive Committee and, if so, will remain in effect until 
modified. 
 


Section 4 - New Employees  
A new employee may be paid the minimum rate of pay for his or her grade. 
 


• The minimum rate for each grade is based upon the assumption that a new employee 
meets the minimum qualifications stated in the job descriptions. 


• If a new employee more than meets the minimum qualifications for a position, he/she 
may be appointed at a higher step.  


Section 5 - Promotions  
Promotions will be approved by the Executive Director based on the recommendation of the 
supervisor and/or Human Resources for the position. When the District promotes an employee, 
the employee's salary will typically be increased to the minimum rate for the higher position.  
 


Section 6 - Demotions 
When the District demotes an employee, the employee will usually be paid at a rate which is 
within the approved range for the position, as set by the Executive Director in concert with the 
Executive Committee as described in Section 2.  Demotions and subsequent pay rates will take 
into consideration the circumstances and reasons for the demotion.  
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Section 7 - Transfers  
When an employee is transferred from one position to another position in an equivalent pay 
range, the transfer may or may not affect his/her rate of pay.  
  


Section 8 - Pay Increases  
The Northern Kentucky Area Development District rewards job performance. Pay increases are 
determined as follows: 
 


• Annual increases are intended to compensate for the effect of inflation on the NKADD's 
salary structure and reward performance. Accordingly, the Executive Director will 
typically review the pay plan annually and submit recommendations for adjustments to 
the Board of Directors for approval. Employees must have been employed a minimum of 
90 days to receive an annual increase. If an employee has received a promotion or 
additional raise within 90 days of the effective date of annual increases, employees are 
not eligible for an increase.  
 


• At least once each fiscal year the Executive Director, in cooperation with the directors, 
associate directors and supervisors, will review the performance of each employee and 
use this information in making individual merit salary adjustments. Such adjustments 
shall be subject to approval by the Executive Committee.  
 


• Step increases other than those outlined above shall be given only upon the approval of 
the Executive Director. 


Section 9 - Provisional Employment  
The Associate Director, Supervisor and/or Human Resources establishes compensation with the 
Executive Director approving final compensation for provisional full or part-time employees.  
  


Section 10 - Overtime  
Overtime will be paid to those employees classified as nonexempt according to wage and hour 
laws at a rate of time and one-half for time worked beyond 40 hours per the normal work week. 
Non-exempt employees may not work over 40 hours per normal work week without prior 
approval of their supervisor. The normal work week is the seven-day period starting on Saturday 
and ending on Friday. 
 


Section 11 - Time Sheets 
All NKADD employees, regardless of exempt or nonexempt status, are required to keep a record 
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of working hours during each payroll period. This is done by completing a timesheet. Timesheets 
allow NKADD to track grant dollars, so accuracy and punctuality are critical to ensure both 
program compliance and employee paychecks being issued on time. Each employee is 
responsible for the following: 
 


• Assignment of correct work element order (WEO) 
• Accuracy in earning items  
• Accuracy in addition 
• Signature on timesheet as required 
• Submission of timesheet to the immediate supervisor or person designated by the 


Executive Director at a time deemed appropriate. 


Timesheets will be completed for full pay periods, normally a bi-weekly (two-week) period. Work 
weeks run from Saturday to Friday for timesheet purposes. 
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CHAPTER 6: PROFESSIONAL DEVELOPMENT 
Section 1 - Policy 
Employees should make professional development an integral part of their work experience. 
Each employee of the NKADD may be eligible to participate in career training and continuing 
education opportunities relating to the assigned duties of that employee.  
 


Section 2 - Eligible Activities 
Professional development can be obtained through attendance at seminars, educational courses 
and degree programs that once acquired will enhance the employee’s ability to perform his or 
her essential job functions and increase the employee’s contribution to the NKADD.  
 
Other professional development expenses that are eligible under this policy may include 
membership fees to professional organizations, professional certification exams, workshops and 
seminars, fees and subscriptions for scholarly journals, books, and computer-based resources.  
 


Section 3 - Approval of Professional Development Activities 
Employees must request approval from their Director/Associate Director for professional 
development related expenses. The Executive Director, Director and Associate Directors may 
also periodically advise employees of professional development opportunities.  
 
The Director/Associate Directors will review requests for external training and memberships, 
determine priorities, and approve or disapprove requests based on the departmental budget for 
these programs. The Executive Director reserves the right to determine which professional 
development activities are in the NKADD’s best interest, its future planning, and direction. 
Professional development expenses are also subject to the NKADD’s purchasing and travel 
policies, when applicable.  
 


Section 4 - Professional Certification 
Professional certifications should be treated in the same manner as other professional 
development activities. Renewal of Professional certifications will be approved based on the 
requirements of the current position and the certification being required or needed. 
 


Section 5 - Professional Certification Reimbursement  
If an employee separates from the NKADD within 1 year of payment for professional certification, 
repayment of the cost of the professional certification will be required for the employee to be 
deemed “in good standing” per separation procedure Chapter 12 Section 9. 
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Section 6 - Tuition Reimbursement 
Tuition reimbursement for formal education, either at the undergraduate or graduate level at an 
accredited college or university, may be available to employees. Tuition reimbursement is 
subject to the following conditions: 
 


• An employee requesting tuition reimbursement must be a permanent, regular employee 
and must have completed at least 6 months of service with the NKADD. The 6-month 
waiting period must be completed on or before the last eligible day that fees are due for 
enrollment in the applicable grading period for which the employee wishes to receive 
tuition reimbursement. 
 


• To qualify for reimbursement, the employee must achieve a grade of “C” or better in 
each course for which reimbursement is sought. No reimbursement will be granted in 
courses for which the employee can receive a grade of only “PASS” or “FAIL” unless no 
other grade option is available for the course. 
 


• Courses must be associated with obtaining a degree, completing a program of study, 
improving technical skills required in performing current job duties, or acquiring skills and 
knowledge for improved performance and advancement within the NKADD. The NKADD 
will determine, in its sole discretion, whether a degree program or course is job related. 
 


• Approval for tuition reimbursement must be sought in writing from the 
Director/Associate Director of the employees’ department. Preliminary approval shall be 
subject to the Director/Associate Director’s discretion and dependent on budget and 
priorities with the Executive Director reserving the right for final approval. 
 


• Tuition reimbursement for full-time employees will be no more than 50% of each term’s 
tuition and shall not exceed $500 per grading period per employee. There is also a $1000 
per year maximum per employee. Tuition reimbursement for part-time employees shall 
be pro-rated based on the period of employment.  
 


• Grants, scholarships, or other funds which the employee does not have to repay must be 
disclosed when applying for tuition reimbursement. The funds provided to eligible 
employees under this benefit are available only for the reimbursement of tuition costs. 
Institutional fees, textbooks, supplies, and other costs are not reimbursable under this 
benefit. 
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• Proper documentation, including a copy of the itemized invoice or receipt and the grades 
received, will be necessary for reimbursement. 


Section 7 - Tuition Reimbursement Repayment  
If an employee separates from the NKADD within 1 year of payment for coursework, repayment 
of the tuition will be required by the employee to be deemed “in good standing” per separation 
procedure Chapter 12 Section 9. 
 


Section 8 - Required Training  
Some training is required as a condition of employment or of access to NKADD systems, rather 
than as elective professional development. Required training includes: 
 


• Security awareness training, as required by Section 15 of the NKADD Information Security 
Policy 


• HIPAA training for employees who handle protected health information, when required for 
their position 


• Ethics training, as required by the NKADD Code of Ethics (Appendix G) 


• Harassment prevention training, as described in Appendix A 


• Other training required by law, grant, or contract, or assigned by the Executive Director or 
the employee's Director or Associate Director 


 
Required training is assigned by the department responsible and does not need approval under 
Section 3. Required training is considered work time and should be completed during scheduled 
work hours. Failure to complete required training may be addressed under Chapter 11. 
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CHAPTER 7: EMPLOYER PROVIDED BENEFITS 
Section 1 - Cafeteria Plan 
Regular full-time and part-time employees may be eligible for a cafeteria plan, under which 
NKADD provides a set dollar amount that employees can apply toward benefits such as medical, 
dental, and supplemental insurance, dependent care, and other available options. The Board of 
Directors sets the amount available to each employee. When the plan is offered, Human 
Resources can provide complete details. 
 


Section 2 - Retirement plan  
The NKADD participates in the County Employees Retirement System (CERS) retirement plan. 
Retirement benefits under CERS are governed by KY State Law. Visit KPPA’s website for more 
information regarding the pension authority. 
 
Employees hired before January 1, 1991, may select his or her own IRA to participate in with the 
NKADD providing said plan is approved by the Internal Revenue Service. Any part-time employee 
not eligible for CERS may select his or her own IRA to participate in with the NKADD providing 
said plan is approved by the Internal Revenue Service.  
 
An employee is required to contribute a set percentage of income based on CERS required 
contributions. When an employee terminates employment with the NKADD, the retirement plan 
becomes subject only to the discretion of that employee and the regulations of Kentucky and 
CERS.  
 


Section 3 - Health Care Insurance  
The NKADD makes health insurance available for full and part-time regular employees. The terms 
and conditions for receipt of health insurance benefits are governed by the NKADD policies and 
the detailed health insurance plan documents. More information can be found on the NKADD 
intranet or from Human Resources. The NKADD also participates in COBRA. Part-time employees 
working 24 hours a week or more average proportionate to the number of hours paid over each 
month may also be eligible for coverage. 
 


Section 4 - FSA Plan Overview 
The NKADD may establish in accordance with federal regulations a (Section 125), Flexible 
Spending Account (FSA) to increase the amount of dollars employees receive in their take-home 
pay. The government under Section 125 allows the NKADD to sponsor this plan so employees 
can pay eligible expenses without being taxed on those dollars. The NKADD has a detailed 
description of its Section 125 Plan on the intranet and information is available from Human 
Resources.  



https://www.kyret.ky.gov/Pages/index.aspx
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Section 5 - Worker's Compensation Act  
The NKADD will provide workers’ compensation insurance for all employees at no cost to the 
employees. An employee must report all accidents promptly. If an employee has an accident 
while at work, no matter how minor the injury may be, it must be reported promptly to Human 
Resources or if unavailable to a Senior Staff member. An employee will then be sent to a doctor 
or may go to one of his or her preference provided that said visit is necessary. As soon as 
possible after such an accident, a report of the injury must be made as required by Kentucky 
workers’ compensation law. Human Resources or Senior Staff members will assist in preparing 
this report. 
  


Section 6 - Dental Insurance  
The NKADD may provide dental insurance to all regular employees. The terms and conditions for 
receipt of dental insurance benefits will be governed by NKADD’s detailed dental insurance plan. 
  


Section 7 - Life Insurance  
The NKADD may provide life insurance for all regular full-time employees, including those in the 
orientation period, and eligible part-time employees. The terms and conditions for receipt of life 
insurance benefits are governed by the NKADD’s detailed life insurance plan.  
 


Section 8 - Vision Reimbursement 
Employees may be reimbursed for a predetermined amount per year for costs related to vision 
screenings, glasses or contacts, and other vision-related expenses. Employees enrolled in 
NKADD’s optional vision insurance are not eligible for this reimbursement for any plan year in 
which they are enrolled. Details can be found on the NKADD intranet or from Human Resources. 
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CHAPTER 8: CONDUCT AND APPEARANCE 
Section 1 - Personal Conduct and Appearance 
Images presented and statements made by all employees of the NKADD can affect the entire 
organization; therefore, employees are expected to be friendly, courteous, well-groomed, and 
always dressed appropriately in accordance with the NKADD Dress Code/Grooming Policy. 
NKADD may exercise discretion to determine appropriateness in appearance. Refer to Appendix 
F for the policy.  
 


Section 2 - Personal Telephone Calls and Mail  
Personal calls on NKADD phones, whether incoming or outgoing, should be kept to a minimum in 
number and duration and must not create additional cost for NKADD. Personal cell phone use 
may occur for the following: 
 


• To make business-related calls. 
• To check important business-related messages. 
• To make brief personal calls away from the working space of colleagues. 


Under no circumstances should an employee use the postage meter for personal mail. 
Employees shall not use the district address for receipt of personal mail. 
 


Section 3 - Personnel Records 
To keep necessary records up to date, it is extremely important that employees notify Human Resources 
of any changes in: 
 


• Name and/or marital status 
• Address and/or telephone number 
• Number of qualified dependents for insurance purposes 
• Qualifying events for insurance needs within required time frames 
• Tax deduction information 
• Person to contact in case of emergency 


Section 4 - Non-Fraternization 
NKADD’s managerial and supervisory employees are not permitted to date, or become 
romantically involved with, and/or engage in any similar fraternization or conduct, attempted or 
otherwise, with any NKADD employee with whom they have a supervisor/superior-subordinate 
relationship. The NKADD reserves the right to prohibit other fraternizations where it has a 
negative impact on the workplace, in the NKADD’s judgment. Prohibited fraternization may 
result in disciplinary action, up to and including termination of employment.  
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Section 5 - Cooperation with Investigations and Searches 
NKADD requires all employees to cooperate fully and, when requested, to participate in any 
NKADD investigations, including information security investigations and audits conducted under 
the NKADD Information Security Policy. This includes but is not limited to being completely 
honest and forthright when responding to NKADD inquiries, as well as completing documents 
and statements requested by the NKADD. The NKADD may also conduct searches and 
surveillance of the workplace and employees, including but not limited to searches of persons, 
property, and/or personal containers. Any NKADD workplace search will be in accordance with 
the law. When legally required, searches will be based on reasonable suspicion of a violation of 
an NKADD policy or directive. 
 
NKADD technology resources, including computers, phones, email, and other systems, and the 
data stored on them, are NKADD property. Employees should have no expectation of privacy 
when using NKADD technology resources. NKADD may monitor, access, and review their use as 
described in Sections 5.2 and 12 of the Information Security Policy. 
 


Section 6 - Government Investigations 
The NKADD has established guidelines on how and when to respond to government 
investigations. Any information that an employee discloses without authorization jeopardizes the 
rights of clients and puts the agency at risk. The Executive Director will be responsible for 
coordinating NKADD’s response to a government inquiry or investigation.  
 
Every employee who receives a subpoena, inquiry, or other legal document regarding NKADD’s 
business, whether at home or in the workplace, should immediately notify the Executive 
Director, who in turn will notify the Board Chairperson and the NKADD attorney.  
 
In addition, as applicable, the employee should: 1. Obtain the name and affiliation of the person 
asking for the information before supplying it; 2. Maintain a written record of each and every 
document to which they are given access; and 3. Keep a detailed record of all telephone and 
electronic contact made and any information requested, and responses given. 
 


Section 7 - Social Media Conduct 
This section applies to employees' use of social media, including personal accounts used on 
personal time, when the activity involves NKADD, its employees, clients, or partner 
organizations. Requirements for protecting confidential information, photographs, and personal 
information on social media are in Section 5.7 of the NKADD Information Security Policy. 
 
Employees must not use social media to: 
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• Harass, threaten, intimidate, or discriminate against coworkers, supervisors, clients, or 
partners, including any conduct that would violate Chapter 18 (Unlawful Harassment) or 
Appendix A if it occurred in the workplace 


• Post slurs, obscene material, or personal attacks directed at coworkers, supervisors, 
clients, or partners 


• Post statements about NKADD, its employees, clients, or partners that the employee 
knows to be false or makes with reckless disregard for whether they are true 


• Retaliate against anyone for making a complaint or taking part in an investigation 


• State or imply that they are speaking for NKADD, unless authorized to post on NKADD’s 
behalf (see Section 5.7 of the Information Security Policy) 


 
NKADD is a politically non-partisan organization. Employees may not state or imply that NKADD 
supports or opposes any political candidate, party, or ballot measure, and may not use NKADD 
accounts, logos, or their NKADD job title in personal political posts. Personal political activity on 
an employee's own time is governed by Chapter 14. 
 
Nothing in this section restricts employees from speaking as private citizens on matters of public 
concern or from discussing wages, hours, or other terms and conditions of employment. 
Violations may result in disciplinary action under Chapter 11. 
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CHAPTER 9: PROMOTIONS, TRANSFERS, DEMOTIONS 
Section 1 - Policy  
Vacancies in higher positions in the NKADD's staff may be filled by promotion. To accomplish this 
purpose an internal selection process may be held when the Executive Director / Directors / 
Associate Directors determines that there are sufficiently qualified candidates within the existing 
staff.  
 


Section 2 - Notification  
Notice of positions to be filled through an internal selection process will be given to the NKADD 
employees by posting at an appropriate location.  
  


Section 3 - Political or Partisan Endorsement Prohibited  
No consideration will be given to political or partisan endorsement for promotions to positions in 
the NKADD. 
  


Section 4 - Promotional Review Period 
Upon a promotion, a regular employee serves a 90-day promotional review period and will 
typically receive a written evaluation by the end of it.  
 


Section 5 - Promotional Appointments  
Promotional appointments will be open to all employees who meet the desirable requirements 
included in the job description, or who have an equivalent combination of experience and training 
which provides the desired knowledge, skills, and abilities.  
 


Section 6 - Demotions  
The Executive Director may demote an employee provided the employee possesses the 
qualifications of the position to which he or she is demoted. 
  


Section 7 - Transfers  
Employees may request a transfer from one position to another provided the position to which 
the employee is transferred is one to which he or she possesses the minimum qualifications and 
provided the position applied for is vacant. In the event an individual is laterally transferred, the 
transfer may or may not affect a change in pay. The Executive Director approves all transfers, in 
consultation with the supervisors involved. Human Resources should be notified of changes.  
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Section 8 - Notice of Position Changes  
When an employee is promoted, demoted, or transferred, or when an employee's job duties 
change in a way that affects the systems or information they need, the supervisor or Human 
Resources will notify IT of the change and its effective date, before the change takes effect when 
possible. IT will adjust the employee’s system access, as required by the NKADD Information 
Security Policy. 
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CHAPTER 10: PERFORMANCE EVALUATION 
Section 1 - Objective  
The Executive Director, in concert with the Executive Committee, will prepare or cause to be 
prepared a job-related system for evaluating the work performance of all employees in the 
NKADD’s service. The purpose of the employee performance evaluation will be primarily to 
inform employees regarding how well they are performing their work and how they can improve 
their work performance. The performance evaluation will also be used in determining salary 
changes, as a factor in determining order of lay-off, if necessary, as a basis for training, 
promotion, demotion, transfer, or dismissal, and for such other purposes as set forth in these 
policies. 
 


Section 2 - Period of Evaluation  
All employees will typically be evaluated in writing at the end of the 90-day orientation period 
(new hires) or promotional review period (promotions), and annually thereafter. Evaluations may 
also be conducted prior to salary adjustments. 
 


Section 3 - Evaluation  
Evaluations are to be prepared by the immediate supervisor of each employee and reviewed by 
the Executive Director or Designee. Evaluations will be on a standardized form and submitted to 
each employee for his or her review and comment. Employees should sign the form upon 
completion of their review. Each evaluation will be confidential and placed in the personnel file, 
available for review only by the employee, his or her supervisors, the Executive Director, Human 
Resources, and the Executive Committee. An employee in a supervisory position who is leaving 
the position may be required to submit performance evaluation forms on all employees under 
his/her supervision.  
  


Section 4 - Review with Employees  
The evaluator will discuss each performance evaluation with the employee being evaluated. If an 
employee disagrees with any statement in an evaluation, the employee may submit, within five 
days following the conference with his or her supervisor, a written statement to be attached to 
the evaluation form.  
 


Section 5 - Changes in Evaluation  
If for any reason a supervisor requests an alteration of the performance evaluation form of an 
employee after it has been submitted to the Executive Director, such a request shall be in writing 
and shall set forth fully the reasons for the request.  
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CHAPTER 11: DISCIPLINARY ACTION 
Section 1 - Intent  
Effective supervision and employee relations can avoid many matters which could result in 
disciplinary action. These rules should help secure cooperation in the workplace.  
  


Section 2 - Types of Disciplinary Action  
In addition to verbal warnings, the NKADD may use one or more of the alternatives below for 
formal disciplinary action. The NKADD will determine the level of discipline to be used. Discipline 
will not necessarily be “progressive” through these alternatives. Human Resources should be 
consulted before formal disciplinary action is taken and maintains disciplinary documentation in 
the personnel file. 
 


• Verbal Warning –The Executive Director, Associate Director, or Supervisor may submit a 
verbal warning to an employee. A verbal warning must be documented in the employee’s 
personnel file. Statements by the employee may be placed in his or her personnel file.  
 


• Written Reprimand - The Executive Director, Associate Director, or Supervisor may 
submit a written reprimand to an employee. An employee shall acknowledge receipt of 
the written reprimand in writing. A copy of the written reprimand is typically placed in 
the employee’s personnel file. The original copy may be reviewed by the employee’s 
Supervisor and the Executive Director and given to the employee. Statements by the 
employee may be placed in his or her personnel file. 
 


• Suspension - The Executive Director may suspend an employee with or without pay. In 
some instances (e.g., suspension for endangering the safety of others), an employee will 
not be immediately presented with a document memorializing his or her suspension. All 
suspensions, however, will typically be memorialized in writing. If the employee returns 
to work after his or her suspension, the Executive Director may submit the suspension 
memorandum to the employee. The employee shall acknowledge receipt of the 
memorandum in writing. Such memoranda are typically placed in the employee’s 
personnel file. The original copy may be reviewed by the employee’s Supervisor and the 
Executive Director and given to the employee. Statements by the employee may be 
placed in his or her personnel file. 
 


• Demotion or Reduction in Salary - The Executive Director may demote or reduce the 
salary of an employee. The demotion or reduction in salary will typically be memorialized 
in writing. The Executive Director may submit the demotion or reduction in salary 
memorandum to the employee. The employee shall acknowledge receipt of the 
memorandum in writing. Such memoranda are typically placed in the employee’s 
personnel file. Statements by the employee may be placed in his or her personnel file. 
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• Dismissal - The Executive Director may decide to dismiss an employee. The Executive 
Director will typically prepare or cause to be prepared a memorandum reporting the 
reasons for the dismissal. If the memorandum is presented to the employee, he or she 
will be asked to acknowledge receipt of the memorandum in writing. Such memoranda 
are typically placed in the employee’s personnel file. The original copy may be reviewed 
by the employee’s Supervisor and the Executive Director and given to the employee. 
Statements by the employee may be placed in his or her personnel file. 


Restricting, suspending, or removing an employee's access to NKADD technology resources 
under the Information Security Policy to protect NKADD systems or data is not, by itself, 
disciplinary action. Any disciplinary action arising from the same circumstances follows this 
chapter. 
 


Section 3 - Reasons for Disciplinary Action  
Listed below are some reasons which may result in disciplinary action. Disciplinary action is not 
limited to the offenses listed. 
 


• Being convicted of a felony or a crime which involves dishonesty or violence. 
• Absenteeism.  
• Being absent without leave. 
• Tardiness or abuse of sick leave. 
• Inefficiency or ineffectiveness. 
• Abuse of NKADD property, including but not limited to unauthorized removal or 


intentional or careless damage to property.  
• Dishonesty of any kind, including but not limited to failing to respond completely to 


NKADD inquiries and/or dishonestly concealing job-related information.  
• Violation of the NKADD Administrative Regulations, Information Security Policy, these 


personnel policies, or other NKADD or division policies and procedures. 
• Unauthorized access to, use of, or disclosure of confidential information, including client, 


health, and personnel information. 
• Conduct on or off the job unbecoming to an NKADD employee or which may bring 


damage to or may be detrimental to the NKADD. 
• Insubordination or unreasonable conduct, including but not limited to refusal to comply 


with the instructions or directive of a superior and/or being disrespectful to a superior. 
• Refusal to work with someone because of the existence of a disability. 
• Possession or attempted possession of a weapon or firearm on NKADD premises and/or 


while on duty. 
• Indecent, abusive, disrespectful, or threatening language or behavior. 
• Horseplay, including inappropriate physical or verbal conduct which may be detrimental 


to NKADD. 
• Fraud. 
• Conducting personal profit-making business at work. 
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• Harassment. 
• Falsification of documents. 


Section 4 - Appeal Rights  
Any employee who has received disciplinary action has the right to pursue a grievance as set forth 
in Chapter 16 of these policies.  
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CHAPTER 12: SEPARATIONS 
Any employee may be separated from the service of NKADD by any one of the methods 
described below.  


Section 1 - Resignation  
To resign in good standing, an employee must provide their resignation notice in writing to their 
direct supervisor or to their Associate Director. Holidays will not count towards the calendar 
days’ notice period prior to separation. 
 
Notice Period – The notice period begins on the first full calendar day after notice is received in 
writing. 
 


• A non-supervisory employee must give a minimum of fourteen calendar days' notice to 
resign in good standing. 


• A supervisory employee must give a minimum of 30 calendar days' notice to resign in 
good standing, unless otherwise approved by the Executive Director. An Associate 
Director or Director must give the Executive Director a minimum of 60 calendar days’ 
notice to resign in good standing, unless otherwise approved by the Executive Director.  


Leave - No vacation leave or floating holiday leave will be granted during the last 14 calendar 
days of employment. Limited leave outside of the last 14 calendar days of employment may be 
approved during the last 30 to 60 calendar days of employment for management level 
employees. 
 


• If an employee requests to use sick leave due to personal or family illness in compliance 
with policy, a note from a healthcare provider will be required for the absence to be 
excused. If sick leave is requested and taken, and a note from a healthcare provider is not 
furnished by the employee, the employee will forfeit the status of “good standing”. 


• An employee will not be eligible for holiday pay if their separation date falls on a holiday 
or during the week after a holiday. To be eligible for holiday pay during the resignation 
period, an employee must be authorized to work through the end of the following week 
that falls after the holiday. 


• As per Chapter 4, neither sick leave nor floating holidays are paid out upon separation.  
• Requests for conversion of sick leave to vacation leave must be made at least 60 days 


prior to the employee’s last date of employment. 


Failure to comply with any of the above will be entered on the personnel record of the employee 
and may result in denial of reemployment in the NKADD service. Exceptions to this rule may be 
granted by the Executive Director. In such cases a written explanation of such an exception will 
be placed in the personnel record of the employee involved. 
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Section 2 - Processing 
The employee’s final payout will be processed during the payroll immediately following their 
separation date. Amounts owed to the NKADD, such as tuition or certification repayment, will be 
deducted from the final payout only as authorized in writing by the employee or as otherwise 
permitted by law. 
 


Section 3 - Compulsory Resignation  
An employee who, without valid reason, fails to report to work for one or more days without 
authorized leave may be separated from the payroll and reported as a compulsory resignation. 
Such action will be entered on the service record of the employee and will result in denial of re-
employment with the NKADD. 
  


Section 4 - Lay-offs  
When, for any reason, it becomes appropriate to reduce the working force of the NKADD, 
employees will be laid off on the following factors: 
 


• best interests of the NKADD.  
• performance. 
• length of service in current position and 
• length of service with NKADD. 


Regular employees to be laid off will be notified in writing by the Executive Director at least 30 
calendar days prior to the effective date of the lay-off. Employees anticipated to be laid off may 
be eligible for outplacement assistance. 
 


Section 5 - Loss of Job Requirements  
Any employee who is unable to perform their job adequately because of loss of a necessary 
license or other requirements, or for any other reason, may be separated. 
  


Section 6 - Dismissal  
Provided for in Chapter 11 of these policies. 
 


Section 7 - Retirement  
Any employee who is planning to retire in a position at NKADD must notify his or her supervisor 
in writing at least 30 calendar days prior to retirement, or as soon as the employee is aware of 
the retirement, whichever comes first. NKADD must have appropriate time to make retirement 
calculations for payroll and CERS reporting purposes.  
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Section 8 - Rehires  
If an employee is rehired with prior service to the NKADD the following will apply: 
 


• Rehired employees may be given consideration in maintaining seniority as of the date of 
separation, only for the purposes of vacation and sick leave accrual. 


• Rehires will have a zero balance of vacation and sick leave upon rehire. However, rehired 
employees may be eligible for the full accrual of floating holidays according to Chapter 4, 
Section 8, based on the date of rehire. 


Section 9 - Separation Procedures 
At the time of employee separation, for whatever reason, the following should occur on or 
before the employee's last day of work: 
 


• The employee will verify their current mailing address (and physical address if different) 
with Human Resources to ensure the proper address is recorded to receive W-2 forms 
and any other pertinent information needed to file a current income tax return as well as 
other documents that may be needed for other personnel issues such as COBRA.  
 


• Keys, key fob, ID badge, and other NKADD property must be returned to Human 
Resources or the immediate supervisor. NKADD-issued technology, including laptops, 
phones, monitors, and accessories, must be returned to IT, or to Human Resources or the 
supervisor, who will forward it to IT. Returned items are checked against the employee's 
equipment issuance form. 
 


• All NKADD records and data, paper or electronic, remain NKADD property and must be 
left with NKADD. Departing employees must not delete, remove, copy, or forward NKADD 
records or data to personal email, personal cloud storage, or personal devices. 
 


• Employees who use a personal device to access NKADD email, Teams, or other NKADD 
systems must remove NKADD accounts and data from the device by their last day of work 
or allow IT to remove them.  
 


• Any amounts owed to the NKADD, including outstanding benefit deductions or tuition or 
certification repayment, will be settled at separation, including by deduction from the 
final payout as provided in Section 2. 


 
Supervisor’s Responsibilities - The employee's supervisor or Human Resources must notify IT of 
the employee's last day of work as soon as it is known. Access to NKADD systems ends at the close 
of the employee’s last day of work, or immediately for an involuntary separation. For an 
involuntary separation, IT should be notified before, or at the time, the employee is informed. 
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CHAPTER 13: INFORMATION SECURITY 
Section 1 - Information Security Policy 
Employee use of NKADD technology resources, systems, and data is governed by the NKADD 
Information Security Policy, adopted by the Board of Directors. The Information Security Policy 
covers acceptable use, monitoring, account and password security, data protection, remote 
work security, electronic signatures, and the reporting of security incidents. All employees are 
required to read and follow the Information Security Policy, which is available on the NKADD 
intranet. Procedures for protecting protected health information (PHI) in the workplace are in 
Appendix E. Violations may result in disciplinary action under Chapter 11. 
  







 


57 | P a g e  
 


CHAPTER 14: POLITICAL ACTIVITY 
Section 1 - Purpose and Objective  
Because the NKADD by its formation is required to work closely with governmental bodies and 
its elected officials, NKADD employees are required to avoid and are protected from political 
involvement which may compromise their independence. Employment by the NKADD is also 
funded in part through grants and other programs of the United States or federal agencies, and 
some employees are subject to the federal Hatch Act (5 U.S.C. 1501 et seq.). As a matter of 
NKADD policy, all NKADD employees are prohibited from: 
 


• Using official authority or influence for the purpose of interfering with or affecting the 
results of an election or a nomination for office. 


• Attempting, directly or indirectly, to coerce, command, or advise a state or local officer or 
employee to pay, lend, or contribute anything of value to a party, committee, 
organization, agency, or person for political purposes. 


• Becoming a candidate for partisan elective office. 


Employees will have the right as a citizen privately to express an opinion and to cast a vote. 
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CHAPTER 15: CONFLICT OF INTEREST AND ETHICS 
Section 1 - Acceptance of Gifts and Gratuities  
An employee may not accept gifts, gratuities, or loans from organizations, business concerns, or 
individuals with whom he/she has official relationships on business with NKADD. These limitations are not 
intended to prohibit employees from accepting articles of negligible value which are widely distributed to 
the public nor from accepting social courtesies which promote good public relations. No individual may 
accept more than a cumulative annual amount of $500 of gifts which result from their service to the 
District, no matter what their source.  
 
It is particularly important that the NKADD employees guard against relationships which might be 
construed as evidence of favoritism, coercion, unfair advantage, or collusion. The securing of a 
loan by an employee from a financial institution doing business with NKADD does not necessarily 
constitute a conflict of interest. Violations of this policy will result in disciplinary action up to and 
including termination.  
 


Section 2 - Contracting with NKADD Employees  
The NKADD will not contract with, or purchase services from, NKADD employees outside the terms 
of the normal conditions of employment.  
  


Section 3 - Profit on Knowledge Based on NKADD Employment  
An employee may not use the confidential knowledge gained while on official duty for NKADD for 
his/her own profit. Violation of this policy will result in disciplinary action up to and including 
termination. 
 


Section 4 - Ethics 
The NKADD adopted a Code of Ethics on May 24, 2010, which may be amended from time to time. 
All employees are required to read, review, understand and follow the Code of Ethics. All 
employees are required to report all suspected violations in accordance with the Code. The Code 
of Ethics can be found on NKADD’s Intranet. Refer to Appendix G for the policy. The Code of Ethics 
is expressly incorporated into these personnel policies and all employees must abide by it.  
Violation of the Code of Ethics may lead to disciplinary action, as well as action by the Ethics 
Committee.   
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CHAPTER 16: CONFLICT RESOLUTION 
Section 1 - Steps in the Conflict Resolution 
NKADD and employees should endeavor to resolve employee concerns informally. Most ordinary 
disagreements or day-to-day differences in approach or philosophy will not result in formal 
dispute resolution. However, NKADD wants to provide more formalized dispute resolution 
procedures for employees with unresolved differences or concerns so that additional review can 
occur, up to and including review by the NKADD Ethics Officer, the Executive Committee, and the 
Board of Directors. This formal conflict resolution policy is in addition to the other dispute 
resolution or complaint mechanisms in these policies (i.e., unlawful harassment and equal 
employment opportunity, including disability discrimination complaints) such that an employee 
may use this policy or other policies or a combination of policies to resolve employee concerns.  
 


• The first step in resolving any formal grievance is informal review by the employee's 
division Associate Director and/or immediate supervisor. Such a grievance must be 
presented in writing to the immediate supervisor. It must be presented within 30 days of 
the occurrence. The supervisor will meet informally with the employee to resolve the 
issue. A decision will typically be made within 10 working days of receipt of the grievance. 
The employee, Human Resources, and the Executive Director will be notified of the 
decision. If the employee's division Associate Director or immediate supervisor is the 
subject of the grievance, then the employee may bypass this step and move directly to 
the second step by presenting the grievance to the Executive Director or Designee within 
30 days of the occurrence. 
 


• If the decision of the Associate Director and/or immediate supervisor is not favorable to 
the employee, or if the Associate Director and/or immediate supervisor fails or refuses to 
act, the grievance may be presented to the Executive Director or Designee for review. 
The employee must present the grievance in writing to the Executive Director within 
seven working days of receiving the decision from the Associate Director and/or 
immediate supervisor. The Executive Director will notify the immediate supervisor that 
the grievance has been filed. The Executive Director will meet with the immediate 
supervisor and the employee to resolve the issue. The Executive Director's decision will 
typically be presented in writing to the employee and the immediate supervisor within 
thirty calendar days of the Executive Director’s receipt of the grievance. 
 


• If upon review the decision of the Executive Director is not favorable to the employee, 
and the grievance involves alleged violations of law or these Personnel Policies, a 
complaint may be filed with the NKADD Ethics Officer. Such a formal complaint must be 
filed within 30 days of the Executive Director’s grievance decision. To file such a 
complaint, the employee must notify the NKADD Ethics Officer in writing via the contact 
information provided on the NKADD website, detailing the nature of the dispute, 
designating the complaint as a formal complaint. 
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If the complaint involves an immediate supervisor, the Executive Director will notify the 
immediate supervisor in writing within seven calendar days of the receipt of the 
complaint. The immediate supervisor must respond to the Executive Director, in writing, 
within seven calendar days of receipt of the Executive Director's notification. The 
Executive Committee of the District will typically meet within forty calendar days of 
receipt of the complaint. The employee will be notified in writing of the day, time, and 
place of the Executive Committee meeting. 
 
The Executive Committee will recommend a decision on the complaint to the full Board 
of NKADD. The final decision will be mailed by registered mail to the employee so that 
usually it is received within 30 days of the Board’s decision. Written notification will also 
be provided to the individual, if any, about whom the complaint was made. If a grievance 
of a legal nature has been asserted, NKADD reserves the right to permit this type of 
grievance to be managed through the legal system rather than this process. 
 


Section 2 - Waiver of Time Requirements  
The time requirements above may be waived, partially or totally, upon mutual written 
agreement of the Executive Director and the employee involved. 
 


Section 3 - Employee Protection Policy 
It is the intent of NKADD to adhere to all laws and regulations that apply to the organization, and 
the purpose of this policy is to support the organization’s goal of legal compliance. The support 
of all employees is necessary to achieve compliance with various laws and regulations. 
Employees are encouraged to bring concerns about unlawful activity, policies, or practices to 
NKADD’s attention so they can be investigated and corrected. Employees are not required to 
notify NKADD before reporting to an outside agency, and doing so is not a condition of the 
protections below. 
 
NKADD will not retaliate against an employee who, in good faith, has made a protest or raised a 
complaint against some practice of NKADD, or of another individual or entity with whom NKADD 
has a business relationship, based on a reasonable belief that the practice is in violation of law, 
or a clear mandate of public policy. 
 
NKADD will not retaliate against employees who disclose or threaten to disclose to a supervisor 
or a public body any activity, policy, or practice of NKADD that the employee reasonably believes 
is in violation of a law, or a rule, or regulation mandated pursuant to law or is in violation of a 
clear mandate of public policy concerning the health, safety, welfare, or protection of the 
environment. 
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CHAPTER 17: OUTSIDE EMPLOYMENT 
Section 1 - Rules  
Outside employment is any paid employment performed by an employee in addition to his or 
her employment with NKADD including work performed for income supplementary to his or her 
primary job. The following criteria will apply to outside employment: 
 


• Such employment will not interfere with the efficient performance of the employee’s 
duties for NKADD. 


• Such employment will not involve a conflict of interest for the NKADD nor conflict with 
the employee's duties or the mission or services of the NKADD. 


• Such employment will not involve duties which cause embarrassment or harm to the 
reputation of the NKADD, or any of the local governments which it serves. 


• Such employment will not involve the performance of duties which the employee should 
perform as part of his or her employment with the NKADD. 


• Such employment shall not occur during the employee's regular or assigned working 
hours unless the employee is on vacation leave, approved flex time, or leave without pay. 


• No employee granted permission to engage in outside employment will work at said 
outside employment for a longer period than stated in his or her request for permission 
to engage in such employment. 


• Any employee accepting outside employment under the terms of this rule will make 
arrangements with the outside employer to be relieved from his or her outside duties if 
and when called for emergency service by NKADD. 


• If an employee is unable to work for the NKADD due to injury or illness, a review will be 
made of their outside employment arrangement to determine if the employee qualifies 
for paid sick leave or sick pool leave while away from NKADD employment.  


Section 2 - Procedure  
Any employee desiring to perform outside employment will first file a request in writing with the 
Associate Director/Director or Supervisor to engage in outside employment. The request will 
state the type of employment and the hours of work, the name of the prospective employer, and 
the place of prospective employment. 
 
The Associate Director/Director or Supervisor shall grant the request provided the criteria 
outlined in Section 1 above are met. The approval of the Associate Director/Director or 
Supervisor is required prior to an employee accepting or beginning any outside employment. 
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CHAPTER 18: UNLAWFUL HARASSMENT 
Section 1 - Policy  
The NKADD recognizes an employee's right to a workplace free of unlawful harassment. The 
NKADD prohibits harassment on the basis of, or because of, one's age, race, color, religion, 
national origin, disability, HIV or AIDS, sex, sexual orientation, genetic information, pregnancy, 
childbirth or related medical conditions, voting, political affiliation, veteran or military status, 
gender identity, gender-non-conformity, or any other legally protected classification. The NKADD 
also prohibits harassment in retaliation for opposing or complaining about discrimination or 
participating in discrimination legal proceedings, exercising a right related to employment, 
refusing to violate the law, or for exercising a constitutional or statutory right. Disciplinary action, 
up to and including termination of employment, will be taken against employees who violate this 
policy. 
 
The NKADD prohibits slurs, jokes, or other negative verbal or physical conduct based on, because 
of, or depicting the above characteristics or behaviors negatively. Such incidents may create a 
hostile or offensive working environment and may constitute unlawful harassment. Unwelcome 
conduct which may otherwise appear to be neutral (e.g., horseplay) can be illegal if motivated by 
the recipient’s protected characteristics or behaviors (e.g., gender, age, etc.). Sexual harassment 
may also occur when submission to or rejection of such conduct is used as a basis for 
employment decisions. The NKADD will not tolerate or condone unlawful harassment, nor does 
it tolerate or condone sexual pressures that utilize job status as a factor in any employment-
related decision. 
 
Any employee who believes that he or she has been subjected to any level of harassment or 
comments/behavior prohibited by this policy, or who has witnessed or heard about such 
misconduct at or related to work or the NKADD, whether committed by an employee or 
otherwise, must immediately report all such information to a member of management, Human 
Resources, or the Executive Director. Employees must report harassment by co-employees, 
supervisors, or any other individual (including but not limited to third parties) directed towards 
an employee. All reports will be promptly and thoroughly investigated and will be treated 
confidentially to the extent consistent with a thorough investigation. The NKADD will not 
authorize or permit any form of retaliation against any employee who has made a good faith 
report under this policy. If you have any questions about this policy, please contact the Executive 
Director and/or Human Resources. 
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CHAPTER 19: DRUG AND ALCOHOL-FREE WORKPLACE 
Section 1 - Policy  
In accordance with the Drug-Free Workplace Act, the NKADD is hereby notifying employees that 
the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance, 
or an attempt to engage in such conduct, is prohibited in the NKADD's workplace or while on 
duty. No NKADD employee may have alcohol or illegal drugs in his or her system while at work, 
nor is an employee to have improperly used prescription drugs in his or her system while at 
work. The NKADD also prohibits the possession or use of alcohol, or an attempt to engage in 
such conduct, in the NKADD’s workplace or while on duty. As a condition of employment, NKADD 
employees will abide by this policy statement and agree to notify the Executive Director of any 
criminal drug statute conviction for a violation occurring in the workplace no later than five 
calendar days after such conviction. The Executive Director will, within ten calendar days of this 
notice, inform the appropriate grantor agency of the receipt of the notice. Disciplinary action, up 
to and including termination, will be taken within thirty calendar days of the NKADD receiving 
such notice. Failure to give notice will result in disciplinary action, up to and including 
termination. Violation of any other portion of this Chapter will also result in discipline, up to and 
including termination. 


The moderate use of alcohol may be permitted at NKADD-sponsored social events or while 
attending business related social activities on behalf of the agency as a privilege. However, 
employees and their guests are responsible for maintaining moderate alcohol consumption and 
appropriate behavior at such events. Failure to act responsibly at such events may also result in 
disciplinary action up to and including immediate termination of employment. 
 


Section 2 - Drug-Free Awareness Program  
The Executive Director will establish a drug-free awareness program to inform NKADD 
employees about:  
 


• The danger of drug abuse in the workplace.  
• The NKADD’s policy of maintaining a drug-free workplace. 
• Any available drug counseling, rehabilitation, and employee assistance programs.  
• The penalties that may be imposed upon employees for drug abuse violations occurring 


in the workplace. 


Section 3 - Testing 
The NKADD reserves the right to conduct drug and alcohol testing as a condition of hiring. The 
NKADD also reserves the right to conduct reasonable suspicion and post-accident or injury drug 
and alcohol testing. Reasonable suspicion means behavior observed or learned about which 
raises a reasonable suspicion of illegal drug or alcohol impairment or use while on duty. Having 



https://www.govinfo.gov/content/pkg/USCODE-2009-title41/pdf/USCODE-2009-title41-chap10.pdf
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such substances in your system while on duty is prohibited. Post-accident or injury means an on-
the-job or on premises accident or injury which results in the likely need for medical treatment 
by a medical provider, likely property damage more than $250, or a near miss which could have 
resulted in grievous injury. The NKADD will use testing which complies with established 
government standards for Department of Transportation requirements, the most common, 
accepted, and reliable methods of testing. 
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CHAPTER 20: RECORDS AND REPORTS 
Section 1 - Personnel Transactions  
All appointments, separations, and other personnel transactions will be made on forms 
designated by the Executive Director. A separate personnel record will be prepared and 
maintained for each employee and will contain the original or a copy of all pertinent documents.  
  


Section 2 - Public Inspection  
All personnel records of employees covered under these policies and all other records and 
materials relating to the administration of these personnel policies will be considered 
confidential and the property of the NKADD. The NKADD does not produce personnel files for 
inspection by third parties, except by law. 
  
The following information relative to employees and former employees is available for public 
inspection at reasonable times and in accordance with such procedures as the Executive Director 
may prescribe and according to law: name; position; title; and salary. Selection records and 
performance rating reports are accessible only to the Executive Director, Human Resources, the 
immediate supervisor, members of the Executive Committee, and the employee involved. Other 
personnel information may be made available for official purposes only at the discretion of the 
Executive Director. Kentucky Open Records Act requests for personnel documents will be 
responded to by the Executive Director in accordance with the law. 
  


Section 3 - Retention of Records  
Personnel files are retained and disposed of in accordance with the NKADD Records Retention 
Schedule, as defined in Section 16 of the Administrative Regulations. 
  


Section 4 - Changes in Records 
If for any reason a request is made to alter the personnel records of an employee, such a request 
shall be in writing to the Executive Director and shall set forth fully the reasons for the request. 
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CHAPTER 21: EMERGENCY RESPONSE PLAN 
 
Revised October 22, 2026 


Section 1 - Local Emergency Response Agency Contact Info 
Boone County Emergency Management    859-334-2279 
Boone County Sheriff       859-334-2175 
Carrollton Fire/EMS       502-732-7041 
Carrollton Police       502-732-6621 
Clarke Power Services       866-945-8463 
Covington Fire/EMS       859-431-0462 
Covington Police       859-356-3191 
Duke Power  


- Electric trouble      513-651-4182 
- Gas trouble       513-651-4466 


Florence Police       859-647-5420 
Public Safety Communications Center    859-371-1234 
Williamstown Fire/EMS      859-824-4959 
Williamstown Police       859-824-3353 
 


Section 2 - Purpose 


Subsection 2.1 - General Guidelines 
• The most important element in emergency action response is to remain calm. 


• All employees must follow the direction of the Senior Staff members available. The Incident 
Commander named in Section 17, or if unavailable, the next available person in the Section 17 
chain of command, directs the response and reports to emergency response officials. 


• An emergency supply kit will be kept in the copier room next to the first aid kit. 


• Cybersecurity incidents, such as a suspected computer compromise, lost or stolen device, or 
data breach, are reported to IT and handled as required by Section 13 of the Information 
Security Policy. 


Subsection 2.2 - Documentation 
• A copy of the emergency action plan shall be kept on file. A copy shall be provided to each 


staff person. The evacuation floor drawing shall be posted at several locations throughout the 
offices, including the bulletin board used for general announcements. It will also appear on 
the NKADD Intranet. 
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Section 3 - Medical Emergency Procedure 
• In the event of a medical emergency, employees should call 911. 


• After calling 911, employees should notify the administrative staff regarding the medical 
emergency and location of the staff member or visitor that needs medical attention.  


• The Senior Staff person available will notify the emergency contact person on file in the 
medical file for the employee; or if the person is a visitor to NKADD, the individual’s company 
or agency will be notified. 


• Should it be determined that this is a possible client drug overdose, a member of staff trained 
to administer Naloxone should be contacted and brought on scene. 


Section 4 - Workplace Violence Procedure 
• From time to time someone walking into a public entrance of the NKADD or arriving for a 


meeting may exhibit behavior which is perceived as threatening by an employee. 


• If an employee feels immediately threatened, they should keep calm, find a reason to leave 
the area, and seek help. 


• Call 911. 


• Alert a member of management staff or any other employee of the situation. 


• Any employee who is able should alert the organization through the PA system using the code 
phrase “George is urgently needed at [location of incident]. This is urgent, George is needed.”  


• If the employee cannot leave the area: 


• Stay calm, quietly signal for help if possible 


• Maintain eye contact 


• Stall for time 


• Keep talking – but follow instructions from the person if they have a weapon 


• Never try to grab the weapon if there is one 


Section 5 - Active Shooter Procedure 
• If there is gunfire, an explosion(s) or any other threat related to immediate harm, take cover 


immediately using any available concealment.  


• If the threat is related to an active shooter, follow RUN, HIDE, FIGHT protocols to protect 
yourself.  


• Run. Run away using cover/concealment to a secure location with as many exit routes as 
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possible.  


• Hide. Hide and barricade yourself in as secure a location, preferably with a locking door. 
Remember to silence your cell phone. Turn off lights, seek protective cover, stay quiet and out 
of sight. 


• Fight. Act decisively using any possible improvised weapon available  


i. If you are notified by any emergency communication method (verbal, EMNS 
[text messages, email, phone], etc.) of certain defensive actions to take, comply 
completely with such directions.  


ii. If it is safe to run or if instructed to do so by officials, evacuate the area. 


• Trust your instincts. 


• If the shooter is inside the building and the employee is safely away: 


o Call 911 


o Notify anyone you may encounter to stay out of the building. 


Section 6 - Hazardous Materials Procedure 
Dangerous amounts of chemicals can be released into the environment from transportation or 
industrial accidents, or intentionally. 


• If you receive any threat about a toxic spill or release or see strange activity that you believe 
may involve hazardous materials, notify a Senior Staff member immediately. If the situation 
warrants it, call 911. 


• If a hazardous materials event occurs inside the building, follow the “Evacuation” procedure, 
and then call 911 from an outside phone.  


• If a hazardous materials event occurs nearby, not in the NKADD building, employees should 
stay in the building, follow the “Shelter in Place” procedure and listen for emergency 
instructions. 


• If public safety officials instruct “Shelter in Place” then the Senior Staff person available shall 
turn off all air conditioners, fans, vents, and heating systems.  


• The Senior Staff should wait for instruction from emergency personnel before employees or 
visitors leave the building.  


• When emergency personnel announce the end of the emergency, the Senior Staff person shall 
ventilate the building, and employees and visitors shall follow the “Evacuation” procedure. 


Section 7 - Shelter in Place Procedure 
• Shelter in Place (SIP) is one of the basic instructions given by public safety officials during an 







 


69 | P a g e  
 


emergency in the community. 


• Primary locations inside the building where employees can take shelter are rooms without 
windows. 


• Visitors and others in the reception area and in the conference rooms shall be notified by the 
receptionist or Senior Staff when there is a need for SIP. 


• All other visitors within the offices shall be directed by the remainder of staff. 


• The Senior Staff person available shall be responsible for the assembly and will attempt to 
determine if all staff and visitors are accounted for. 


• The Senior Staff person available shall turn off all air conditioners, fans, vents, and heating 
systems if instructed by emergency personnel to SIP due to a hazardous materials or 
Bioterrorism event. 


Section 8 - Evacuation Procedure 
• Employees shall evacuate by means of the nearest available marked exit.  


• A floor drawing has been posted and distributed showing primary exit routes from various 
locations within the office of the agency.  


• Staff should become familiar with all routes shown in the drawing. 


• Visitors and others in the reception area and in the conference rooms (A, B, C and D) shall be 
notified by administrative staff or other members of staff when there is a need to evacuate.  


• All other visitors within the offices shall be directed by the remainder of staff.  


• After an emergency evacuation, employees are to gather in the parking lot at 16 Spiral Drive 
(currently Beckfield College). If inclement weather prohibits meeting outside, follow the 
direction of the Incident Commander. 


• The Senior Staff person available shall be responsible for the assembly and will attempt to 
determine if all staff and visitors are accounted for.  


• If people are determined to be missing from the assembly area, the principal response shall be 
to survey the outside of the building and report any missing people to emergency personnel.  


• The administrative staff should grab, if safe to do so, the emergency tote bag on their way out 
of the building. 


Section 9 - Fire Emergency Procedure 


Subsection 9.1 - How Employees Are Alerted 
• In the event of a fire, employees are alerted by a fire alarm.  







 


70 | P a g e  
 


• If the fire alarm is not sounding, if possible, the manual alarm located in the janitor’s closet 
will be pulled.  


• If the manual alarm cannot be pulled, then the Senior Staff member available will make an 
announcement over the intercom and/or notify staff by any means possible. 


Subsection 9.2 - What Employees Should Do 
• Employees must follow the “Evacuation” procedure.  


• Once outside of the building notify the fire department by calling 911 from an outside phone. 


Subsection 9.3 - Fire Sprinkler System 
• If a fire occurs, the heat from the fire will activate the sprinkler head above the fire. Only the 


head(s) directly exposed to the heat of the fire will activate. Water will discharge from the 
head in an arcing pattern throughout the room and continue to flow until the system is shut 
down by the fire department.  


• As soon as the water begins to flow through the system, a built-in water flow alarm is 
activated and sent by telephone lines to the building’s private alarm monitor. The alarm is 
transferred to the fire department.  


• The Computer Room has its own fire suppression system which does not use water. If there is 
a fire in the computer room, the alarm inside the computer room will sound and a non-toxic 
gas will be released to smother the fire. The release of this gas will be contained to this room 
only. 
 


Section 10 - Severe Weather Procedure 


Subsection 10.1 - How Employees Are Alerted 
• NKADD is equipped with a NOAA Weather Radio located in the receptionist area in the front 


office.   


• In the event of severe weather, a Senior Staff person will make an announcement over the 
intercom. 


• Boone County warning sirens are activated for tornado and severe thunderstorm warnings 
when the area is under a tornado watch issued by the National Weather Service.   


• The National Weather Service will issue a thunderstorm or tornado watch when conditions are 
possible for them to occur. 


• The National Weather Service will issue a warning when a thunderstorm or tornado is sighted 
or indicated by weather radar.   
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• Subscribe to The Emergency Email Network to receive announcements and other emergency 
information from Boone County Emergency Management, delivered directly to your email 
box.   


• Subscribe at https://www.emergencyemail.org/add.asp?src=&lc=15210 
 


Subsection 10.2 - What Employees Should Do 
Severe Thunderstorms / Lightning 


• Lightning can strike from up to 5 to 10 miles away. 


• Use common sense while using appliances such as phones, televisions or computers that 
could carry lightning current into your office. 


Tornado 
• Should the decision be made to shelter in place because of the threat of a tornado, the 


Emergency Director or Incident Commander will notify all employees via any means possible 
to start a shelter in place. For safety and accountability, it is best for employees to shelter in as 
few areas as possible so that it is easier to account for everyone should a tornado strike the 
NKADD building.  Therefore, employees located in the front half of our building at 22 Spiral 
Drive should first attempt to take shelter in Conference Room C. If you feel you cannot make it 
to Conference Room C, shelter in any interior office without windows. 


• Employees located in the back half of the building, first attempt to take shelter in the storage 
room, cubicle area outside the storage room and copy room. If you feel that you cannot make 
it to these areas, shelter in any interior office without windows. 


• If possible, stay in the center of the room and get under a sturdy piece of furniture. 


• All other NKADD offices are equipped with NOAA weather radios and should always be 
monitored.  Should staff feel the need to shelter in place, they will do so in interior rooms 
without windows. 


Section 11 - Earthquake Procedures 
• During an earthquake, employees should duck to the floor, take cover under a desk or sturdy 


table, and hold on.   


• Staff members shall instruct visitors to duck, cover, and hold as well. 


• Be prepared for possible aftershocks that may cause additional damage or destroy already 
weakened structures. 


• If possible, a Senior Staff person should listen to a portable radio for instructions.   



https://www.emergencyemail.org/add.asp?src=&lc=15210
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• Do not attempt to move any injured or unconscious people unless they are in immediate 
danger.   


• Stay off the telephone unless you must report an emergency.   


• The Senior Staff members available shall turn off the gas, water, and electricity. 


Section 12 - Power Outage Procedure 
• If the power outage is not a result of severe weather, then call the power company to report 


the power outage. Turn off electrical appliances you were using when the power went out. 


Section 13 - Bioterrorism Event Procedure 
Bioterrorism involves the deliberate use of harmful viruses and bacteria to make people sick. 


Subsection 13.1 - What to Look For 
• Suspicious mail (i.e. bulky envelopes, unfamiliar or no return address, heavy or oddly 


sealed boxes, anything leaking powder or other substance, etc.). 


Subsection 13.2 - What Employees Should Do 
• Do not open, shake, or put your face or bare skin near suspicious mail. 


• Put the suspicious mail down and if possible, cover it gently with a small item. 


• Get yourself out of the room, and close off the room. 


• Wash your hands with soap and water. 


• Inform the Senior Staff person available. 


• Call 911 right away if the situation warrants. 


• Employees should wait in a safe place for emergency personnel to arrive. 


• If a Bioterrorism event occurs nearby, not in the NKADD building, employees should stay in the 
building and listen for emergency instructions.   


• If emergency personnel instruct “Shelter in Place” then follow the SIP procedure.    


• The Senior Staff available shall turn off all air conditioners, fans, vents, and heating systems.   


• The Senior Staff should wait for instructions from emergency personnel before staff members 
or visitors leave the building. 


Section 14 - Bomb Threat Procedure 
Obtain as much information as possible about the bomb and its location.  Legitimate callers 
usually wish to avoid possible death or injury; request more information by expressing a desire 
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to save lives. Note the caller’s voice characteristics, such as accent, background noise, and any 
other details about the caller. Following receipt of a bomb threat, immediately contact a Senior 
Staff member and/or call 911. The recommendation of local authorities will govern any action to 
be taken. 
 


Section 15 - Remote Employees 
The building procedures in this chapter apply to NKADD office locations. Employees working 
remotely are not covered by those procedures while they are away from an NKADD office. In an 
emergency while working remotely, call 911 if needed, and notify your supervisor as soon as it is 
safe to do so. Employees working at an NKADD office follow that office’s procedures. Remote 
work arrangements are governed by Chapter 4, Section 4 – Working Remotely. 


Section 16 - Career Center Procedures 
Information on emergency action procedures for each Career Center location is posted at that 
location and can be obtained from the Career Center Safety Committee co-chairs. 
 


Section 17 - Authorized Personnel 
Employees shall follow the instructions of the Senior Staff members available. A question 
regarding the NKADD Emergency Action Plan should be addressed to a Senior Staff member. For 
this plan, the established chain of command is as follows: 
 


• Tara Johnson-Noem - Executive Director (Emergency Director) 
• Clay Beyer - Director of IT and Facilities (Incident Commander) 
• Amanda Cooper - Director of Finance and Administration 
• Correy Eimer – Associate Director, Workforce Development  
• Anne Wildman – Associate Director, Aging & Disability Services 
• Katie Jo Berkshire Kirkpatrick – Associate Director, Local Government Services, 


Community Development Planning 
• Linda Kollmann – Accounting and Human Resources Manager 
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Section 18 - Building and Site Map 
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ACKNOWLEDGEMENT OF RECEIPT 
I acknowledge I have been informed that the NKADD’s Personnel Policies can be found on the 
NKADD intranet. I also have the responsibility to comply with the policies and any revisions. If I 
have questions about policies or regulations in place, I am to direct them to Human Resources 
and/or the Executive Director. 
  
Full Name (Printed): ___________________________________________________________ 
 
Signature: _____________________________________________________________________  
 
Date: ________________________________________________________________________ 
 
 
I understand that it is my responsibility to read and review the Personnel Policies including the 
appendices and agree to do so within the first week of my employment at the NKADD.  
  
Full Name (Printed): ___________________________________________________________ 
 
Signature: _____________________________________________________________________  
 
Date: ________________________________________________________________________ 
 
 
I understand that it is my responsibility to read and review the Code of Ethics in Appendix G and 
agree to do so within the first week of my employment at the NKADD.  
  
Full Name (Printed): ___________________________________________________________ 
 
Signature: _____________________________________________________________________  
 
Date: ________________________________________________________________________ 
 
 
I acknowledge that I have been informed that the NKADD Information Security Policy can be 
found on the NKADD intranet. I understand that it is my responsibility to read, review, and 
comply with the Information Security Policy, and I agree to read it within the first week of my 
employment at the NKADD. 
 
Full Name (Printed): ___________________________________________________________ 
 
Signature: _____________________________________________________________________  
 
Date: ________________________________________________________________________ 
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APPENDIX A. EQUAL EMPLOYMENT OPPORTUNITY POLICY 
Objective  
The Northern Kentucky Area Development District (NKADD) is an equal opportunity employer. In 
accordance with anti-discrimination law, it is the purpose of this policy to effectuate these 
principles and mandates. NKADD prohibits discrimination and harassment of any type and 
affords equal employment opportunities to employees and applicants without regard to race, 
color, religion, sex, sexual orientation, gender identity or expression, pregnancy, age, national 
origin, disability status, genetic information, protected veteran status, or any other characteristic 
protected by law. NKADD conforms to the spirit as well as to the letter of all applicable laws and 
regulations.  


Scope  
The policy of equal employment opportunity (EEO) and anti-discrimination applies to all aspects 
of the relationship between NKADD and its employees, including:  
 


• Recruitment 
• Employment 
• Promotion 
• Transfer 
• Training 
• Working conditions 
• Wages and salary administration 
• Employee benefits and application of policies.  


 
The policies and principles of EEO also apply to the selection and treatment of independent 
contractors, personnel working on our premises who are employed by temporary agencies and 
any other persons or firms doing business for or with NKADD.  


Dissemination and Implementation of Policy  
Human Resources will be responsible for the dissemination of this policy. Directors, managers, 
and supervisors are responsible for implementing equal employment practices within each 
department. The HR department is responsible for overall compliance and will maintain 
personnel records in compliance with applicable laws and regulations.  


Procedures  
NKADD administers our EEO policy fairly and consistently by:  
 


• Posting all required notices regarding employee rights under EEO laws in areas highly 
visible to employees.  


• Advertising for job openings with the statement "We are an equal opportunity employer, 
and all qualified applicants will receive consideration for employment without regard to 
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race, color, religion, sex, sexual orientation, gender identity or expression, pregnancy, age, 
national origin, disability status, genetic information, protected veteran status, or any 
other characteristic protected by law."  


• Posting all required job openings with the appropriate state agencies.  
• Forbidding retaliation against any individual who files a charge of discrimination, opposes 


a practice believed to be unlawful discrimination, reports harassment, or assists, testifies 
or participates in an EEO agency proceeding.  


• Requiring employees to report any apparent discrimination or harassment immediately 
to a member of management, Human Resources, or the Executive Director.  


• Consulting NKADD’s legal counsel as appropriate on reports of discrimination or 
harassment and taking other appropriate measures to resolve the situation.  


Harassment  
Harassment is a form of unlawful discrimination and violates NKADD policy. Prohibited sexual 
harassment, for example, is defined as unwelcome sexual advances, request for sexual favors 
and other verbal or physical conduct of a sexual nature when:  
 


• Submission to such conduct is made either explicitly or implicitly a term or condition of 
an individual's employment.  


• Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individuals.  


• Such conduct has the purpose or effect of substantially interfering with an individual's 
work performance or creating an intimidating, hostile or offensive working environment.  


 
Harassment also includes unwelcome conduct that is based on race, color, religion, sex, sexual 
orientation, gender identity or expression, pregnancy, age, national origin, disability status, 
genetic information, protected veteran status, or any other characteristic protected by law. 
Harassment becomes unlawful where:  
 


• Enduring offensive conduct becomes a condition of continued employment, or  
• The conduct is severe or pervasive enough to create a work environment that a 


reasonable person would consider intimidating, hostile, or abusive.  
 
NKADD encourages employees to report all incidents of harassment to a member of 
management, Human Resources, or the Executive Director. NKADD conducts harassment 
prevention training for all employees and maintains and enforces a separate policy on 
harassment prevention, complaint procedures and penalties for violations. NKADD investigates 
all complaints of harassment promptly and fairly, and, when appropriate, takes immediate 
corrective action to stop the harassment and prevent it from recurring.  


Remedies  
Violations of this policy, regardless of whether an actual law has been violated, will not be 
tolerated. NKADD will promptly, thoroughly, and fairly investigate every issue that is brought to 
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its attention in this area and will take disciplinary action, when appropriate, up to and including 
termination of employment. 
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APPENDIX B. ADA/ADAAA POLICY 
Purpose  
The Americans with Disabilities Act (ADA), as amended by the ADA Amendments Act (ADAAA), 
prohibits employers from discriminating against qualified applicants and employees with 
disabilities. It also requires employers to provide reasonable accommodations, when needed, so 
that qualified individuals can perform the essential functions of their jobs. Medical information 
obtained in the accommodation process is kept confidential and maintained separately from the 
employee’s personnel file, as required by law. 
 
NKADD complies with all federal and state laws on the employment of individuals with 
disabilities and follows the regulations and guidance of the Equal Employment Opportunity 
Commission (EEOC). NKADD does not discriminate against qualified individuals with disabilities in 
application procedures, hiring, advancement, discharge, pay, training, or any other term, 
condition, or privilege of employment. Individuals who are currently using illegal drugs are not 
covered by this policy (see Chapter 19). 
 
Requesting an Accommodation 
Applicants and employees may request accommodation, or ask questions about this policy, by 
contacting Human Resources. Human Resources administers this policy, including decisions on 
reasonable accommodation, direct threat, and undue hardship. 
 
NKADD will reasonably accommodate a qualified individual with a disability so they can perform 
the essential functions of the job. The exceptions are when the accommodation would create an 
undue hardship for NKADD, or when the individual would pose a direct threat that cannot be 
eliminated by reasonable accommodation. An applicant with a disability who can be reasonably 
accommodated receives the same consideration for employment as any other applicant. 
 


Safety and Direct Threat 
All employees must follow NKADD’s safety standards. NKADD will not hire an applicant who 
poses a direct threat that cannot be eliminated by reasonable accommodation. A current 
employee who poses a direct threat may be placed on leave until NKADD makes a decision about 
the employee’s employment. 
 


Terms Used in This Policy 
Disability – A physical or mental impairment that substantially limits one or more major life 
activities, a record of such an impairment, or being regarded as having such an impairment. 
 
Physical or Mental Impairment – Any physiological disorder or condition, cosmetic 
disfigurement, or anatomical loss affecting one or more body systems. Examples of body systems 
include neurological, musculoskeletal, sensory, respiratory, cardiovascular, reproductive, 







 


81 | P a g e  
 


digestive, genitourinary, immune, circulatory, blood and lymphatic, skin, and endocrine. The 
term also includes any mental or psychological disorder, such as an intellectual disability, organic 
brain syndrome, emotional or mental illness, or a specific learning disability. 
Major Life Activities – Activities such as caring for oneself, performing manual tasks, seeing, 
hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, 
reading, concentrating, thinking, communicating, and working. The term also includes the 
operation of major bodily functions, such as immune system, normal cell growth, digestive, 
bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and reproductive 
functions. 
 
Substantially Limits – Whether an impairment substantially limits a major life activity is decided 
case by case. An impairment that is episodic or in remission may be a disability if it would 
substantially limit a major life activity when active. Examples include epilepsy, hypertension, 
asthma, diabetes, major depressive disorder, bipolar disorder, schizophrenia, and cancer in 
remission. 
 
Qualified Individual – An individual who, with or without reasonable accommodation, can 
perform the essential functions of the position they hold or want. 
 
Essential Functions – The fundamental duties of a position. NKADD is not required to remove an 
essential function as an accommodation. 
 
Reasonable Accommodation – A change to the job or work environment that allows a qualified 
individual with a disability to perform the essential functions of the job. Examples include: 
 


• making facilities accessible 
• restructuring the job 
• part-time or modified schedules 
• telework 
• reassignment to a vacant position 
• acquiring or modifying equipment 
• adjusting tests, training materials, or policies 
• providing qualified readers or interpreters 


 
Undue Hardship – An action requiring significant difficulty or expense. Factors include the nature 
and cost of the accommodation, NKADD’s size and overall financial resources, and the effect on 
NKADD’s operations. 
 
Direct Threat – A significant risk of substantial harm to the health or safety of the individual or 
others that cannot be eliminated or reduced by reasonable accommodation. 
These definitions and examples are not all-inclusive. 
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APPENDIX C. EMPLOYMENT OF RELATIVES POLICY 
Policy 
NKADD bases employment and advancement on qualifications and merit, and does not favor or 
disfavor the employment of relatives. Relatives working together can create real or perceived 
favoritism and can bring personal conflicts into the workplace, so NKADD limits the working 
relationships between them. 
 


Rule 
NKADD may employ relatives of current employees, provided that: 
 


• neither works directly for or supervises the other; and 
• neither holds a position in the same line of authority where they could make or take part 


in decisions that directly benefit the other, including hiring, retention, transfer, 
promotion, pay, and leave requests. 


 
This policy applies to current employees and candidates for employment, and to hiring, 
promotion, and transfer decisions. 
 


Definition 
“Relative” has the meaning given in the Definitions section of these Personnel Policies. 
 


Hiring, Promotion, and Transfer 
Before an offer of employment, promotion, or transfer is made, the hiring supervisor must sign a 
statement certifying that the action will not create a working relationship prohibited by this 
policy and submit it to Human Resources. The offer will be delayed until Human Resources 
receives the statement. The hiring supervisor is responsible for making sure the action complies 
with this policy. 
 


Relationships That Develop After Hire 
Directors and Associate Directors are responsible for monitoring changes in reporting 
relationships after hire. Employees must immediately tell their supervisor or Human Resources if 
they become related to another employee (for example, through marriage), or if a change in 
position places them in a working relationship prohibited by this policy. 
 
When this happens, one of the employees must request a transfer or a change in reporting 
relationship, subject to Executive Director approval. If the employees do not decide within 14 
days of reporting the relationship, the division Associate Director and Human Resources will 
decide the reassignment. 
 


Exceptions 
Exceptions to this policy require the written approval of the Executive Director. 
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APPENDIX D. ALTERNATIVE WORK SCHEDULE POLICY 
Definitions 
Alternative Work Schedule - Any work schedule that varies from a M – F work week with 8 hours 
of work each day. 
 
Alternative Work Schedule – four 10s - A schedule of four workdays made up of 10 work hours 
each.  This is a compressed week of work in which the employee works 40 hours within a regular 
four-day period, Monday through Friday, and the fifth day is taken as an earned day off. 
 
Alternative Work Schedule – four 9s + one 4 - A schedule of five workdays, with four of the days 
made up of 9 work hours each, and the fifth workday is made up of 4 hours.  This is a 
compressed week of work in which the employee works 40 hours within a regular five-day 
period, Monday through Friday – the remaining part of the fifth day is taken as a partial earned 
day off.  
 
Earned Day Off - The full day (10 hours) or partial half day (4 hours) of an alternative work 
schedule during the Monday through Friday week that an employee regularly has off time 
provided all 40 hours of the alternative schedule have been worked or have been approved 
through paid leave.  For example – an employee who works four days Monday through 
Thursday, 10-hour days each, would have Friday as a regular earned day off, because 40 hours of 
work had been scheduled and completed Monday through Thursday. 
 
Regular Work Week Schedule - A schedule of 5 workdays made up of 8 work hours each week 
Monday through Friday. 
 
Standard Workweek - The standard FLSA workweek for the Northern Kentucky Area 
Development District begins on Saturday at 12:00 a.m. and goes through the following Friday at 
11:59:59 p.m., as per policy. 
 


Section 1 - Eligibility 
An alternative work schedule is not appropriate for all positions or in all settings, or for all 
employees. 
 
An alternative work schedule during the initial orientation period of being appointed to a 
position is not allowable due to the need to clarify job responsibilities, demonstrate an ability to 
establish productive work relationships, and determine suitability for continued employment. 
 
Employees who have problems with punctuality, attendance, and/or performance issues or who 
require close supervision are not suitable candidates for an alternative work schedule. 
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Section 2 - Procedures 
An alternative work schedule should not negatively affect the workload or productivity of 
coworkers either by shifting burdens or creating delays and additional steps in the workflow. The 
supervisor, in conjunction with the Associate Director/Director, should ensure that other 
employees in the same division understand how and why an alternative work schedule 
functions. 
 
If more employees request an alternative work schedule arrangement than a division can 
reasonably manage, the Associate Director/Director may consider a variety of methods to 
determine how best to respond. 
 
Each division reserves the right to suspend an alternative work schedule arrangement in the 
event of operational needs or unanticipated circumstances regarding employee performance. 
 
An alternative work schedule arrangement shall be initiated on a trial basis and may be 
discontinued at any time at the discretion of the Associate Director/Director or at the request of 
the employee.  
 
Changes to the schedule must begin in the pay period following approval and must be scheduled 
to begin on the best day of that following pay period such that the new schedule does not create 
an overtime situation, does not begin on a holiday, and does not fall during a holiday week.  
 
Annual review – compliance with an approved alternative work schedule and subsequent 
requirements will be documented and evaluated as part of the employee’s annual review. 


Section 3 - Process 
An employee interested in working an alternative work schedule should: 


• First discuss this option with their supervisor; 
• If the supervisor is agreeable, the employee shall formally request this schedule using the 


appropriate form and submit the request to their supervisor.  This request should include 
the proposed Earned Day Off, as well as the proposed start times, end times, and lunch 
periods for each workday. 


• The request will be reviewed by the Associate Director/Director taking into account a 
variety of considerations to include operational needs, employee performance, current 
list of employees approved for the alternative work week schedule, etc.  If approved, the 
approval will include a time-specific date set for review and reconsideration of the 
employee’s performance and suitability to work an alternative work schedule.   


• The employee must: 
• Note their alternative work schedule on each timesheet they submit for payroll. 
• Non-exempt employees must submit a Secondary Alternative Work Schedule timesheet – 


which documents their hours per FLSA workweek.  This secondary timesheet must be 







 


85 | P a g e  
 


submitted with the regular timesheet for each pay period for the timesheet to be 
approved for pay. 


• At no time may an alternative work schedule arrangement result in overtime without the 
express approval of the Associate Director/Director.  Should this occur, the employee 
may be subject to discipline. 


• A review of the alternative work schedule will be documented by the supervisor and 
submitted to Human Resources to be placed in the employee’s personnel record. 


Section 4 - Earned Day Off 
• The Earned Day Off should be the same day of each week.  This day may be limited to a 


specific day of the week as per division needs. 
• The Earned Day Off may be rescheduled throughout the week to accommodate the 


needs of the division – for example to account for timesheet days in the Waiver Program, 
or to account for check days in the FMA division, etc.  Likewise, the Earned Day Off may 
shift due to specific unexpected circumstances at the discretion of the Associate 
Director/Director. 


• Employees may not accumulate Earned Days Off – the Earned Day Off must be taken in 
the same work week as it was earned unless otherwise shifted as per division needs. 


Section 5 - Leave Considerations 
• Holidays – regular observed holidays for the Northern Kentucky Area Development 


District will be paid in 8-hour increments for all regular employees (or a proration thereof 
for part-time employees as per policy).  Employees on an alternative work schedule will 
have to make up any additional hours of regular work time by either choosing to work 
the extra hour(s) throughout the standard workweek in which the Holiday occurs 
(Saturday through Friday), or by electing to take the extra hour(s) in vacation or floating 
holiday time. 


o If a holiday falls on an employee’s Earned Day Off – the employee must schedule 
additional time off during the same standard workweek (Saturday through 
Friday).  These arrangements must be made with the supervisor’s approval. 


o If a holiday falls on an employee’s regular 10 hour or 9-hour workday – the 
employee must either take the additional hour(s) of their work day off with other 
paid leave (vacation or floating holiday) or the employee must work the additional 
hour(s) elsewhere during the same standard workweek (Saturday through Friday).  
These arrangements must be made with the supervisor’s approval. 


• If an employee does not have available paid leave time to take off the whole of their 
workday, they must plan to work the extra hour(s) throughout the standard workweek 
(Saturday through Friday). These arrangements must be made with the supervisor’s 
approval.           
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• Paid Leave – all accrued paid leave, upon approval, shall be taken in increments of the 
hours of work for each whole day of leave requested, while on the alternative work 
schedule. 


• For example, if an employee is approved to work 9-hour days and one 4-hour day, and 
the employee is sick on a day they would normally work 9 hours, they will be taking paid 
leave in the amount of 9 hours for that workday off. 


• Jury Duty – in the event an employee who works an alternative work schedule 
arrangement is scheduled for jury duty, their schedule will transition back to a regular 
work week schedule for the duration of their jury duty. 


• Maternity Leave - in the event an employee who works an alternative work schedule 
takes maternity leave, their schedule while on leave will transition back to a regular work 
week schedule for the duration of that leave. 


• Extended Leave - in the event an employee who works an alternative work schedule 
arrangement is out on extended leave of any kind, their schedule will transition back to a 
regular work week schedule for the duration of their leave. 


• Notice of Separation of employment – in the event that an employee who works an 
alternative work schedule arrangement gives their notice of separation, their schedule 
will transition back to a regular work week schedule for the duration of their remaining 
time with the organization to best support the transition for the agency. 


Section 6 - Communications 
• Employees with an alternative work schedule must be diligent in communicating their 


schedule to both internal and external customers: 
o NKADD's phone system must be regularly set to indicate when the employee will 


be out of the office and when the employee will be back in; 
o A phone message should be set to indicate when the employee will be out of the 


office and when the employee will be back in 
• Employees with an alternative work schedule must maintain very good communications 


with their supervisor and Associate Director regarding their schedule, their leave needs, 
and their ability to maintain their workload. 
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ALTERNATIVE SCHEDULE REQUEST FORM  


  
  
___________________________________________________________________________________ 


Employee Name (print name)         
  


___________________________________________________________________________________  
Supervisor (print name)             Division  
  
  
Please mark below which schedule you are requesting:  
            


☐ Compressed Workweek – 4 tens Schedule (4/10’s) 
 
☐ Compressed Workweek – 4 nines/1 four Schedule (9’s + one 4)  


  
This schedule request to begin on _______________ and will be reviewed on: __________  
 


• Days and hours when the employee will be normally expected to be at work are:  
  
Monday  __________ to __________ with __________ minute lunch period  
Tuesday  __________ to __________ with __________ minute lunch period  
Wednesday  __________ to __________ with __________ minute lunch period  
Thursday  __________ to __________ with __________ minute lunch period  
Friday  __________ to __________ with __________ minute lunch period  
Saturday  __________ to __________ with __________ minute lunch period  
Sunday  __________ to __________ with __________ minute lunch period  
  
  


Proposed Earned Day Off (Full or Partial) each week ______________________________  
 


• The employee understands that the workweek as defined by the Northern Kentucky Area Development 
District begins at 12:00 a.m. on Saturday and ends at 11:59:59 p.m. the following Friday as per policy. 


• The employee agrees that any additional hours which might involve overtime or unexpectedly create 
overtime must be approved in advance by the Assoc. Director/Director.  
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• The employee agrees that all obligations, responsibilities, terms and conditions of employment with the 
NKADD remain unchanged, except those obligations and responsibilities specifically addressed in this 
Agreement. 


• The employee agrees that the Assoc. Director/Director reserves the right to modify or suspend this 
Agreement in the event of unanticipated circumstances regarding employee performance or operational 
needs. 


• The employee understands and agrees to the applicable Alternative Work Schedule Policy (Appendix D).  
   


I hereby affirm by my signature that I have read the Alternative Work Schedule Policy (Appendix D) and understand 
and agree to all its provisions.  
  
  
  


☐ Approved   ☐ Not Approved at this time   


  
  
  
____________________________________________________________________________________ 


Employee Signature       Date  
  
  
____________________________________________________________________________________ 


Supervisor Signature      Date  
  
  
 ___________________________________________________________________________________ 


Assoc. Dir/ Director Signature     Date  
  
 
The agreement shall be maintained in the employee’s personnel file, with copies to the:  


1. The employee   
2. The supervisor  
3. The Associate Director  
4. Finance  
 
 


Comments:  ___________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
________________________________________________________ 
  







 


89 | P a g e  
 


APPENDIX E. WORKPLACE PRIVACY PROCEDURES FOR 
PROTECTED HEALTH INFORMATION 
Policy Statement 
Workplace Privacy and Security Procedures will be established. All staff, student placements of 
any type, volunteers and others (NKADD workforce) shall use appropriate measures to protect the 
confidentiality of PHI. 
 
These procedures supplement the NKADD Information Security Policy. Requirements for 
passwords, computers and mobile devices, encryption, email security, and disposal of electronic 
media are governed by the Information Security Policy. 
 


Procedures 
Approved workplace privacy and security measures include the following, although additional or 
alternative measures may be recommended by the Privacy Officer if necessary or appropriate. 
 


• Computer and Work Area – All Users should: 
o Lock the computer when leaving the work area 
o Limit access to PHI at his/her workstation by such actions as tilting computer 


monitors away from hallway view, flipping over PHI sensitive materials and 
limiting, as appropriate, visitor access to workstation areas. 


o File all sensitive medical records away at night in locking file cabinets. 
o Empty recycle bins of any HIPAA sensitive material on a regular basis. 
o Protect passwords and other sign-in credentials as required by the Information 


Security Policy. Do not share or post passwords. 
o Pick up all printouts containing sensitive material IMMEDIATELY. 
o Do not discuss a recipient’s information (i.e. claim, eligibility, or health) in front of 


visitors, in public areas, or with individuals who are not involved in the case. 
o DISCARD all sensitive documents (screen prints, reports, faxes), which do not 


need to be maintained by SHREDDING or placement in the appropriate large 
recycle bins available in the office. 


• Oral and Written Communications 
o NKADD staff will make reasonable efforts to avoid incidental disclosures of 


protected health information. An example is a conversation between NKADD staff 
and/or clients that is overheard by others. To reduce the likelihood of this 
happening staff should take precautions such as those listed below. 


o Oral / written communication of PHI shall be to a person with a need to know 
o Communication must be a part of or incidental to a disclosure otherwise 


permitted under applicable laws and confidentiality requirements. 
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o Speaker phones should not be used when discussing PHI. 
o PHI should not be left on voice mail or on answering machines. 
o Written PHI shall be protected at all times.  This means that file folders will not be 


left in public areas of the office. They will be kept in a locked area whenever 
reasonable. 


• Labeling and Storing Data – All users should “label” files or data containing personally 
identifiable Protected Health Information (PHI) as “PHI  - Confidential”. This label should 
be applied to the TAG or FOOTER OR SUBJECT HEADER of all: 


o Paper reports containing PHI 
o Letters containing PHI 
o Internal e-mails containing PHI 
o Long term storage of PHI material should be in boxes marked PHI CONFIDENTIAL 


 
• PHI Data Routing – Any documents marked as PHI confidential should be routed in the 


following manner: 
o Addressed directly to the intended recipient whenever possible 
o In a sealed envelope, folder or interoffice folder and marked PHI – CONFIDENTIAL 
o PHI – Confidential documents should not be left in in-bins or mailboxes accessible 


to the general public.  
o All faxes of PHI – Confidential Data should be stamped or marked PHI-


Confidential.  Whenever possible, cover pages should be used on faxes containing 
PHI. 


o Users should have verified all fax numbers prior to sending PHI 
o When sending PHI by fax, sender must call recipient to notify recipient when PHI 


is being sent 
o DO NOT fax PHI data to public places not associated with a health care provider or 


state government, such as Kinko’s, unless a contact is there to receive the 
document directly 


o DO NOT e-mail PHI data outside of your organization or to entities with which 
business associate agreements have not been established. 


• Appropriate PHI Destruction – When paper or electronic media containing PHI no longer 
needs to be maintained, the following procedures should be followed: 


o Electronic media and devices that may contain PHI, such as USB drives, CDs, 
external hard drives, computers, and phones, must be given to IT for data 
removal and disposal, as required by the Information Security Policy and Section 4 
of the Administrative Regulations. Do not place electronic media in the trash. 


o Users may dispose of paper PHI by using shredders or other similar means. 
o Users should check with the Privacy Officer prior to destroying large amounts of 


stored PHI, whether electronic or paper, to see if destruction requires special 
attention or if it should not be destroyed due to record retention requirements. 
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• Laptops – It is the responsibility of any person using laptops to ensure security of the 
laptop and privacy of information contained in the laptop.  All users: 


o Should follow the same procedures for laptops as for office computers. 
o Staff using laptops should keep the laptop physically with them at all times. When 


that is not possible, the laptop must be locked in the trunk of the car or otherwise 
kept out of sight in a locked vehicle. Lost or stolen laptops must be reported to IT 
immediately. 


 
• Visitors – All visitors must check in with the receptionist 


o DO NOT discuss any confidential (PHI) information with any visitor unless they are 
involved with NKADD business operations and only if necessary. 


o Cover files or folders on your desk that should not be viewed by visitors. 
o Do not discuss any PHI on the phone in the presence of visitors. 
o Do not discuss PHI with a co-worker in the presence of a visitor(s). 
o Do not leave a visitor alone in an area where PHI information is stored. 


 
• Violations/Disciplinary Action (Sanctions) 


o Violations of HIPAA policy by NKADD staff may result in disciplinary action that 
could include an oral warning up to and including termination as defined in the 
NKADD Personnel Policies. Employees may be subject to retraining on HIPAA 
Policy. 
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APPENDIX F. DRESS CODE / GROOMING POLICY 
Objective 
The Northern Kentucky Area Development District (NKADD) strives to maintain a workplace 
environment that is professional, well-functioning, and free from unnecessary distractions and 
annoyances. As part of that effort, the NKADD requires employees to maintain a neat and clean 
appearance that is appropriate for the workplace setting and for the work being performed. To 
that end, Directors and Associate Directors may determine and enforce guidelines for workplace-
appropriate attire and grooming for their areas. No attire or grooming policy can cover all 
contingencies so employees must exert a certain amount of judgment and discretion in their 
choice of clothing and appearance at work. If you experience uncertainty about your 
appearance, or about acceptable professional business casual attire for work, please ask your 
supervisor or Human Resources. 
 


Procedures 
All NKADD staff members are expected to present a professional, businesslike image to clients, 
visitors, customers, partner agencies and the public. Acceptable personal appearance is an 
ongoing requirement of employment with the NKADD. While the essential functions of every 
employee’s job may not involve direct contact with the public, being housed in a building where 
members of the public visit does constitute direct contact. Employees working in the office are 
required to be dressed and groomed in a manner that is in keeping with acceptable standards of 
professional office attire and personal presentation. 
Supervisors should communicate any division-specific workplace attire and grooming guidelines 
to staff members during the new-hire orientation and evaluation periods. Any questions about 
the division’s guidelines for attire should be discussed with the immediate supervisor. 
Any staff member who does not meet the attire or grooming standards in this policy, or those 
set by his or her division, may be subject to corrective action and may be asked to leave the 
premises to change clothing or otherwise take steps to meet the attire or grooming standards. 
Hourly paid staff members will not be compensated for any work time missed because of a 
failure to comply with designated workplace attire and grooming standards. 
 


Reasonable accommodation of religious beliefs and medical needs 
The NKADD recognizes the importance of individually held religious beliefs to persons within its 
workforce. Likewise, the NKADD recognizes that there may be instances in which a medical 
condition may require an accommodation to these policies. The NKADD will reasonably 
accommodate a staff member’s religious beliefs or medical condition in terms of workplace 
attire and grooming, unless the accommodation creates an undue hardship. Accommodation of 
religious beliefs or medical conditions in terms of attire may be difficult in light of safety issues 
for staff members. Those requesting a workplace accommodation to this policy based on 
religious beliefs or medical conditions should be referred to Human Resources. 
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Basic Guidelines 
The standard workplace attire for the NKADD is business casual unless a division policy indicates 
otherwise. All employees must be clean and well-groomed, and attire must be workplace 
appropriate. Employees should be attired in clothes and shoes that project professionalism, and 
clothes and shoes should be clean and in good shape.    
The charts below provide examples of appropriate versus inappropriate situations; however, 
they are not an exhaustive list, and other situations may arise that are not outlined below. 
   


Appropriate Inappropriate 
Slacks 


Pants; khakis; corduroys. 
Capris. 
Jeans* (on casual day, or division approved - 
must be clean; free of rips, tears, and fraying; 
may not be excessively tight or revealing; no 
writing, embroidery or beading). 
Tights/Leggings – ONLY when worn under a 
skirt, with a tunic, or with other appropriate 
garments that cover the legs to mid-thigh 
length and are not overly revealing.  A person’s 
upper thighs should not be visible when walking 
or sitting when wearing tights or leggings.  


Cargo pants*(casual day only). 
Exercise wear, sweatpants, yoga pants. 
Shorts, low-rise or hip-hugger pants or jeans. 
Pajama pants or sweatpants. 
Sagging pants that show undergarments; 
frayed, stained, or patched pants. 


Appropriate Inappropriate 
 


Shirts 


Polo, collar knit, or golf shirts. 
Oxford shirts. 
Company logo wear. 
Short-sleeve blouses or shirts. 
Turtlenecks. 
Blazers or sport coats. 
Jackets or sweaters.  


Shirts with writing (other than company logo). 
T-shirts or sweatshirts. 
Beachwear. 
Spaghetti-straps; camisoles; halter tops.  
Exercise wear. 
Crop tops; clothing showing midriff; clothing 
exposing cleavage; clothing that is see-through; 
clothing worn that is overly exposing 
(unbuttoned shirts, etc.) 


Shoes 
Dress shoes, and boating shoes. Athletic shoes, slippers, sneakers*, gym shoes* 


(only on casual day or when otherwise 
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Pumps; casual heels; casual, low-heel, open-
back shoes (e.g., mules, sling backs); business 
professional open-toed shoes. 
Dress casual boots (Uggs may be included in this 
category, as long as they are dress appropriate). 
 
  


approved by the Director or Associate 
Director). 
Flip-flops; croc-like sandals; beach shoes; water 
shoes. 
Work boots; hiking boots.  


Skirts/dresses 
Business casual length skirts or dresses. In 
general, skirts and dresses should cover the legs 
to mid-thigh length and should not be overly 
revealing. A person’s upper thighs should not be 
visible when walking or sitting when wearing a 
skirt or dress. 
 


Mini skirts; micro skirts; skirts/dresses that are 
excessively tight; skirts/dresses that are overly 
revealing; skirts/dresses that have large or long 
revealing slits. 
Sun dresses; beach dresses; spaghetti-strap 
dresses. 
Dresses exposing cleavage or other parts of the 
body. 


 


Casual or dress-down days* 
The NKADD may regularly designate casual or dress-down days. In general casual or dress-down 
days indicate that jeans, more casual pants wear, and more casual shoes may be appropriate.  
However, the guidelines regarding inappropriate dress wear as outlined above remain applicable 
to the workplace. Participation in a casual or dress-down day is a personal decision. Employees 
are expected to use good judgment to ensure that their attire is appropriate for all activities 
(including meetings and client contact) that they will be involved in that day. Those employees 
who participate must use the above guidelines to define appropriate casual attire. 
  


Grooming Standards 
Grooming is essential for the overall professional appearance of all employees. It is important for 
employees to be clean and well-kempt. Co-workers, clients, partner agency representatives and 
others may also be affected when working with employees who have bad breath, dirty hair 
and/or body odor, or other grooming issues, etc. Listed below are examples of required 
grooming practices in the workplace: 
 
Facial Hair – facial hair should be neat and clean, as well as well-trimmed and maintained.  
Excessive beard or mustache styles are not acceptable.  


Glasses – glasses are appropriate except for sunglasses or mirrored glasses which should not be 
worn inside the workplace for any extended period unless approved for medical purposes. 







 


95 | P a g e  
 


Head Gear – hats, caps, etc. are not appropriate in the workplace unless approved due to 
religious and/or medical purposes.   


Hair – should be neat, clean, and professional.  If colored, hair color should be of a natural tone.  
Extreme trends such as mohawks or long spiked hair, etc. are not acceptable.  Non-natural colors 
such as pink, blue, green, etc. are also not acceptable. 


Jewelry, Makeup, Perfume, and Personal Decoration – accessories should be non-offensive and 
non-distracting, with visible body piercing limited to the ears and nose and discreet in style. 
Hoops are not permitted in the nose. In general, visible tattoos should be covered with clothing, 
makeup, or a bandage. However, depending on the location, the Director or Associate Director 
may use their discretion to evaluate the appropriateness and appearance of an employee’s 
jewelry or tattoo(s) based on the position held by the employee, public contact, and division 
standards. Some customers, clients, partner agency representatives, employees and the public 
may be allergic and/or sensitive to the chemicals in perfumes, aftershave, make-up, and other 
fragrant products. Therefore, these substances should be used/worn in moderation and with 
restraint.  


Footwear and accessories 
Footwear and accessories should reflect a professional image. Shoes known as athletic wear, 
gym shoes, sneakers, hiking boots, work boots, slippers, “Crocs” (or similar plastic clog design), 
water shoes, beach sandals, or flip-flops (including adorned flip-flop sandals), are not considered 
professionally appropriate footwear for the office environment. The footwear listed above 
should never be worn during working hours except for gym shoes or athletic shoes on casual day 
(see chart above).  
 


Addressing workplace attire and hygiene problems 
Violations of the policy can range from inappropriate clothing items to offensive perfumed 
products and body odor.  If a staff member comes to work in inappropriate dress or otherwise 
groomed in a way that is questionable, the staff member may be required to go home, change 
into conforming attire, or properly groom, and return to work. 
If a staff member’s poor hygiene or use of too much perfumed/cologne product is an issue, the 
supervisor will discuss the problem with the staff member in private to explain the specific areas to be 
corrected.  If the problem persists, supervisors should follow the normal corrective action process.  If the 
violation is related to a religious belief or medical concern, please see the section above entitled: 
 
Reasonable accommodation of religious beliefs and medical needs.  
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APPENDIX G. CODE OF ETHICS 
Introduction  
This Code of Ethics (“Code”) has been adopted by the Board of Directors (“Board”) of the 
Northern Kentucky Area Development District (“the District”) this 24th day of May 2010. The 
Code is intended to help assure appropriate use of District funds and its proper operation, free 
from conflicts of interest with employees, Officers, Board Members, and others who serve the 
District. The Code generally applies to Board Officers, Board Members, District employees, and 
others who serve the District, such as Council and Committee members. The Code may be 
amended from time to time by a vote of the majority of the Board at a regularly scheduled Board 
meeting pursuant to the District’s standard processes for passing resolutions or otherwise taking 
Board action.  
 
The Code is not an exhaustive or all-inclusive list of ethical responsibilities for those who serve 
the District. The District expects all of those who serve it to exercise common sense and good 
judgment, considering the District’s responsibility to remain faithful and responsive to public 
trust. The District also maintains Administrative Regulations and Personnel Policies which 
address the details of subjects such as disbursements, purchasing, petty cash, travel expenses, 
conference and meeting expenses, and other financial/conflict of interest issues. In addition, the 
District expects those who are associated with it to abide by whatever additional ethical rules to 
which they may be subject, including any local, state, and federal rules. In the event of conflicts 
between this Code of Ethics and other ethical rules, the District’s Administrative Regulations, or 
the District’s Personnel Policies, those associated with the District should follow the most 
stringent standards applicable to them.  
 


Proper Stewardship of District Funds  


Compensation and Expense Reimbursement for Board Members, Board Officers, 
and Other Volunteers  
District Board Members, Board Officers, and others who serve the District on a volunteer basis, 
such as Council and Committee members, shall receive no compensation for their service to the 
District. The District may reimburse these individuals for reasonable expenses incurred in their 
service which further the mission and goals of the District, including but not limited to attending 
educational conferences. The budgetary limits for allowable expenses will be approved by the 
Board of Directors in advance of the time they are incurred. The Chair of the Board or his/her 
designee shall review documentation of such expenses to determine if they are consistent with 
the Board’s approval and incurred to further the mission and goals of the District.  
 


Employee Compensation  
The Board shall approve budgeted costs for compensation levels, including wages and fringe 
benefits, for the District’s workforce. The District’s employees shall be compensated within 
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appropriate ranges, to be determined in the sole discretion of the District, considering the 
knowledge, skills, and abilities required of their respective positions, available resources, market 
conditions, and other factors as determined by the Executive Director, subject to Board review. 
The Executive Director will initially set ranges for compensation of each of its positions, subject 
to Board approval. The Executive Director and his/her designees will set compensation levels of 
individual employees within those ranges and within the budgets set by the Board. The Board 
shall set the compensation level for the Executive Director.  
 
No District employee may receive special fringe benefits (e.g., country club membership) unless 
the special fringe benefit has been approved by the Board. All employee compensation shall be 
properly reported to the appropriate taxing authorities in strict compliance with the 
law.  Severance packages will be provided, if at all, on a case-by-case basis, for legal reasons, 
with a full release, in consultation with legal counsel. Bonus programs, if any, shall not exceed 
$5,000 a year for an employee, must be legally permissible, and shall require Board approval.  
 


Employee and Volunteer Recognition  
The Board Chair, Executive Director, or their designees shall retain the discretion to recognize 
employees and volunteers, through office functions or otherwise, by funding individual events at 
de-minimis cost (e.g., birthdays), providing group employee/volunteer events (e.g., summer 
picnic), or providing non-cash tokens of the District’s appreciation for service.  
 
All expenses of such events shall be made within the District’s budget or projected budget and 
must be reasonably provided to serve the District’s interests in maintaining a productive 
workforce and volunteer base. The Board Chair, Executive Director, or their designees shall 
report to the Board the expenses for all such individuals’ events or tokens of appreciation which 
exceed $200 in cost, and for all group events which exceed $2,500 in cost.  
 


Expense Reimbursement for Employees  
The District may reimburse employees for reasonable expenses incurred in their service, which 
further the mission and goals of the District, including but not limited to attending educational 
conferences. The limits for allowable expenses will be approved by the Executive Director, in 
advance of the time they are incurred, and within allowable limits for such expenses which have 
been budgeted generally or specifically by the Board. Expenses separately incurred for spouses, 
friends, or significant others will not be reimbursed. The Executive Director, or his/her designee, 
shall review documentation of such expenses to determine if they are consistent with prior 
approval and incurred to further the mission and goals of the District. The District’s 
Administrative Regulations address additional details of such reimbursements to assure 
economical use of the District’s financial resources. No one associated with the District will be 
reimbursed for their purchase of alcohol for personal consumption.  
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Special Financial Controls  
Credit Cards - The District strictly limits the issuance and use of credit cards, per its 
Administrative Regulations.  
 
Entertainment - The District does not typically entertain vendors or others at a cost to the 
District. When such entertainment occurs, the cost of the items shall not exceed $50 per person. 
The District strictly prohibits adult-oriented and other inappropriate entertainment. Other than 
at infrequent, planned, or District-sponsored receptions, entertainment will not include alcoholic 
beverages. 
 
Loans - The District does not loan money to Officers, Board Members, volunteers, or employees, 
nor does it loan other property to such individuals for personal use.  
 
Purchases - The District has strictly limited purchases under its Administrative Regulations. 
Purchases may not occur unless necessary to further the mission and goals of the District, and all 
purchases must be reasonably within the budget or projected budget of the District.  
 
Sponsorships and Donations - The District may not fund sponsorships or make financial 
donations which do not further the mission and goals of the District, and which are not 
reasonably within the budget or projected budget of the District. All sponsorships and donations 
shall be approved by the Executive Director or his/her designee and shall be reported to the 
Board.  
 
The Executive Committee, in consultation with the Executive Director, shall be responsible for 
assuring that the District has implemented appropriate internal financial controls, that the 
finances of any affiliated or associated organizations have been separately reported in financial 
statements, and that any affiliated or associated organizations share the mission of the District. 
 


Legal Defense and Reimbursement  
The Board shall determine whether to retain counsel to legally represent a Board 
Member/Officer, employee, or volunteer, including covering costs for any employee sued in 
their individual capacity as a result of their actions in rendering services to the District. If the 
individual has engaged in intentionally wrongful behavior, willful neglect, or criminal conduct, 
the individual shall reimburse the District for all costs and fees expended on his/her behalf. To 
the extent that this provision or any other provision in this Code conflicts with Kentucky Revised 
Statutes, said statutes will control. In addition, the District has secured insurance coverage, the 
terms of which the District will honor, which may apply to various aspects of legal defense and 
indemnity for individuals associated with the District.  
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Conflicts of Interest  


Gifts  
No Board Member/Officer, employee or volunteer of the District may accept gifts (including but 
not limited to loans, services, or other things of value) which result from their service to the 
District, except that fair market value loans and services, customary and ordinary gifts of social 
courtesy, or items of negligible value, will be acceptable. For example, occasional tickets to an 
event, an occasional lunch or dinner, will not violate this policy. No individual may accept more 
than a cumulative annual amount of $500 of gifts which result from their service to the District, 
no matter what their source.  
 


Business Relationships and Other Relationships  
A District Officer, Board Member, employee, or volunteer shall not: (1) have an interest in a 
business organization or engage in any business, transaction, or professional activity, which is in 
substantial conflict with the proper discharge of his duties in the public interest, on behalf of the 
District; (2) use his/her position with the District to secure unwarranted privileges or advantages 
for himself and others; (3) act in his/her official capacity in any matter where he/she, a member 
of his/her immediate family, or a business organization in which he/she has an interest, has a 
direct or indirect financial or personal involvement that might be reasonably expected to impair 
his objectivity or independence of judgment, which means withdrawing from debate, 
deliberations, and voting on a proposed action involving this subject matter; (4) accept any 
employment or other engagement which might reasonably be expected to impair or prejudice 
his/her independence or judgment in the exercise of his/her official duties; (5) accept any favor 
or promise of future employment which has been offered for the purpose of influencing 
him/her, directly or indirectly, in the discharge of his/her official duties; (6) use information not 
generally available to the public, gained through District service, to secure financial gain for the 
individual, any member of his/her immediate family, or any business organization with which he 
is associated.  
 


Disclosures  
The District reserves the right to require a wide range of financial and conflict of interest 
disclosures, which shall be a condition of continued service to the District. At a minimum, each 
District Board Member/Officer and District employee occupying a management position shall 
submit a Disclosure Statement annually indicating: (1) positions held by the individual or 
immediate family member for which the individual or immediate family member has received in 
excess of $5,000 during the preceding calendar year; (2) source of income from the individual 
and his/her spouse which exceeded $5,000 during the preceding calendar year; (3) identity of 
any ownership interests of business organizations of the individual or his/her immediate family 
which exceed a fair market value of $10,000 or constitute a 5% or more ownership interest 
during the preceding calendar year; and (4) the location and type of all real property located 
within the District’s service area, other than the individual’s primary residence, in which the 
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individual or any members of the individual’s immediate family have an interest of at least 
$10,000 during the preceding calendar year.  
 


Enforcement and Compliance  


Ethics Committee  
The District Board Officers and the Executive Director shall constitute the Ethics Committee. 
Notwithstanding the existence of an Ethics Committee, every person associated with the District 
maintains a continuous responsibility for compliance. The District’s management staff retains, in 
connection with its management duties, additional responsibilities to monitor employee 
compliance.  
 


Training and Education  
At least biennially, the District shall cause ethics training to be conducted for Board members 
and employees, including training on this Code. New Board members shall receive training on 
this Code as part of their initial orientation to the organization.  
 


Complaints and Reports  
The District encourages complaints and reports about any and all ethics issues and suspected 
violations, whether under this Code or otherwise. Employees and others must report suspected 
violations to any member of the Ethics Committee. All complaints and reports will be 
investigated and kept confidential to the extent consistent with a thorough investigation, and to 
the extent consistent with the law. The District will undertake appropriate steps to remedy Code 
violations and other District issues which can properly be regarded as presenting ethical issues in 
the area of District finances and conflicts of interest. The District will not undertake reprisals 
against an individual who has made a report, in good faith, of an alleged violation of this Code, 
the law, or financial mismanagement.  
  
Code of Ethics Adopted May 24, 2010; Amended October 22, 2026 
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PENDLETON COUNTY FISCAL COURT 
233 MAIN ST. FALMOUTH, KY. 41040 


David S. Fields 
Pendleton County Judge/Executive 


www.pendletoncounty.ky.gov 


 


 


October, 2025 


      
Tara Johnson-Noem 
Northern Kentucky Area Development District 
  


The Pendleton County Fiscal Court in October 2025 approved the appointment of Bill 
Mitchell as our Citizen Appointment for Pendleton County on the NKADD Board. We are 
honored to having Bill representing Pendleton County. If you should need any further 
information, please let me know. 


Sincerely, 


 


David S. Fields 
Pendleton County Judge Executive 


      


       Magistrates 
           Alan Whaley 


           Josh Plummer 
           Darrin Gregg 
           Rick Mineer 


 



http://www.pendletoncounty.ky.gov/







 


   
 


Northern Kentucky Area Development District 
Board of Directors 


 
2027 Regular Meeting Schedule 


 
January 28 


 
February 25 


 
March 25 


 
April 22 


 
May 27 


 
June 24 


 
July 22 


 
August 26 


 
September 23 – Annual Meeting Offsite, Location TBD 


 
October 28 


 
November 11* 


 
December 16* 


 
* These meetings will be held on second Thursdays, off the 4th Thursday schedule, due to holidays  
 
All meetings are scheduled to be held at Noon on the above dates in the NKADD Board Room, located at 
22 Spiral Drive, Florence, KY, unless otherwise noted. Meetings may be held in-person, virtually or hybrid. 
Any additional meetings and/or meetings that are rescheduled by date, time or location will be considered 
Special Meetings.  Notification for Special Meetings will be done in accordance with Kentucky Open 
Meetings Law. The NKADD Finance and Administration Committee will hold its Regular Meetings 
immediately prior to the Regular Board meeting, at 10:45 a.m.  
 
For questions or further information about NKADD Board of Director Meetings, please contact NKADD at 
859.283.1885 or info@nkadd.org.  








 


 
 
Claris Healthcare Inc. invoice 
 
We are requesting board approval to authorize a payment of $33,000.00 to Trualta LLC. This 
expenditure will extend the subscription and support services, allowing 250 user continued 
access to the Trualta online caregiving portal for an additional year. This payment is 
partially covered by Title IIIE National Family Caregiver funding in the amount of $25,000 
and the remaining $8,000 from the Green River Area Development District.  
 


 
 








 
 


Home Delivered Meal Data & Dollars through Sep 30, 2026 
 
Currently sitting at 21% spent actively taking 
 


                       
 


                                  
 


                     














































 


 
 


CABINET FOR HEALTH AND FAMILY SERVICES 


Office of Legal Services 
 
 


Andy Beshear                            Steven Stack, MD 


Governor                      Secretary


  


                                          


                                                   Wesley W. Duke


                                                   General Counsel 
                                 


 


Kentucky.gov                                                An Equal Opportunity Employer M/F/D 


 


275 East Main Street, 5W-B 


Frankfort, KY  40621 


502-564-7905 


502-564-7573 


www.chfs.ky.gov 


 


October 6, 2026 


 


 


Secretary Holly M. Johnson 


Via Deputy Executive Director, Shan Dutta 


Office of General Counsel 


Finance and Administration Cabinet 


200 Mero Street, 5th Floor 


Frankfort, KY 40622 


RE: Protest No. 26-03, Re: RFP 746 2500000254 


Dear Secretary Johnson: 


 


Please find below the response of the Cabinet for Health and Family Services, Department of 


Medicaid Services to the “request to correct the record and reconsider the September 18, 2026 


determination” submitted by the Kentucky Council of Area Development Districts dated October 


5, 2026. 


 


The request of KCADD should be rejected as KRS 45A.285(4) clearly states that the decision of 


the Secretary of the Finance and Administration Cabinet shall be final and conclusive.  Therefore, 


this request is not allowed pursuant to statute.  
 


Sincerely, 


 


 


Wesley W. Duke 


General Counsel 
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Kentucky Intergovernmental Review Process (KIRP)/ eClearinghouse 
Project Review 
October 22, 2026 
 


Project Title SAI Number Applicant Location Page 
NKWD - Kenton County 
Unserved Water Project 
2013 (Subdistrict O) 


KY202608201217 Northern Kentucky Water 
District 


Kenton County 2 


Pride Park Improvements 
Project 


KY202608261234 City of Taylor Mill Taylor Mill, 
Kenton County 


7 


Access Control System & 
IDMS Replacements 


KY202608261235 Kenton County Airport 
Board 


Boone County 12 


Glycol Conveyance System 
Supervisory Control and 
Data Acquisition (SCADA) 
Upgrade 


KY202608261236 Kenton County Airport 
Board 


Boone County 17 


Federal Inspection Services 
(FIS) Facility and 
International Arrivals 
Expansion 


KY202608261237 Kenton County Airport 
Board 


Boone County 22 


Terminal Vertical Circulation 
System Equipment 


KY202608271248 Kenton County Airport 
Board 


Boone County 27 


Crittenden Nature Park KY202609091282 City of Crittenden Crittenden, 
Grant County 


32 


Williamstown Park KY202609091280 City of Williamstown Williamstown, 
Grant County 


37 


Limaburg Road 
Improvements 


KY202610071366 Boone County Fiscal Court Boone County 42 


     


 







SUMMARY SHEET 
INTERGOVERNMENTAL REVIEW PROCESS 


8/24/2026 KY202608201217 


DATE RECEIVED PROJECT NUMBER 


NKWD - Kenton County Unserved Water Project 2013 (Subdistrict O) 


PROJECT NAME LOCAL ☒


Northern Kentucky Water District AREAWIDE ☐


APPLICANT’S NAME REGIONAL  ☐


KIA 21.027  STATEWIDE ☐


AGENCY TO RECEIVE REQUEST FED. CAT. #  INTERAGENCY ☐


SUMMARY: The unserved portion of this project includes 4 miles of waterline extension to serve 60 households
at a project cost of $4,826,785. The average number of households served per mile for this project is 
14.89 per mile. This component will be partially funded by a $30 monthly customer surcharge and 
will be part of the District's Subdistrict system designated as Subdistrict O. The following streets are 
part of this project: Gene Street,  Scenic Ridge Road, Elliot Road, Alexander Road, Fiskburg Road, 
Highwater Road, Decoursey Pike, Mann Road and Steep Creek. Supplies potable water to unserved 
areas. 


PROPOSED FUNDING FEDERAL $ 


APPLICANT $ 


STATE $2,400,000 


LOCAL $1,705,000 


PROGRAM INCOME $ 


OTHER (Specify) $817,000 


PRINCIPLE FORGIVENESS $ 


TOTAL $4,922,000 


STAFF ASSIGNED: 


STAFF COMMENTS: ☐ POSITIVE ☐ NEGATIVE ☐ OTHER


2







3







4







5







6







SUMMARY SHEET 
INTERGOVERNMENTAL REVIEW PROCESS 


8/17/2026 KY202608261234 


DATE RECEIVED PROJECT NUMBER 


Pride Park Improvements Project 


PROJECT NAME LOCAL ☒


City of Taylor Mill AREAWIDE ☐


APPLICANT’S NAME REGIONAL  ☐


NPS - National Park Service (LWCF) 15.916  STATEWIDE ☐


AGENCY TO RECEIVE REQUEST FED. CAT. #  INTERAGENCY ☐


SUMMARY: The City plans to construct two (2) pickleball courts and repave nearly 1.5 miles of existing walking
trails within the park. Pickleball is an increasingly popular form of exercise and entertainment for a 
wide range of citizens. The addition of two courts will provide Taylor Mill residents and visitors alike 
the opportunity to enjoy the sport (and other Pride Park amenities). Access to quality walking 
trails/paths is also in high demand. Ensuring that the paths at Pride Park are safe and accommodating 
for all park users is critical. 


PROPOSED FUNDING FEDERAL $123,550 


APPLICANT $123,550 


STATE $ 


LOCAL $ 


PROGRAM INCOME $ 


OTHER (Specify) $ 


PRINCIPLE FORGIVENESS $ 


TOTAL $247,100 


STAFF ASSIGNED: 


STAFF COMMENTS: ☐ POSITIVE ☐ NEGATIVE ☐ OTHER
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SUMMARY SHEET 
INTERGOVERNMENTAL REVIEW PROCESS 


8/17/2026 KY202608261235 


DATE RECEIVED PROJECT NUMBER 


Access Control System & IDMS Replacements 


PROJECT NAME LOCAL ☒


Kenton County Airport Board AREAWIDE ☐


APPLICANT’S NAME REGIONAL  ☐


FAA - Federal Aviation Administration 20.116  STATEWIDE ☐


AGENCY TO RECEIVE REQUEST FED. CAT. #  INTERAGENCY ☐


SUMMARY: CVG seeks a qualified Consultant to develop a comprehensive, procurement ready Request for
Proposal (RFP) to solicit Design–Build (DB) contractors for replacement of the Airport’s security 
access control system and implementation of an Identity Management System (IDMS). The current 
matrix-based access control system (installed 1994) spans forty-two buildings across 7,500 acres, 
controlling over six hundred access points on CVG’s campus. CVG manages 15,000+ active mag-
stripe badges and utilizes multiple 3rd party vendors to vet and comply with TSA/DHS regulations 
and requirements as it relates to ID media. 


PROPOSED FUNDING FEDERAL $4,575,000 


APPLICANT $1,525,000 


STATE $ 


LOCAL $ 


PROGRAM INCOME $ 


OTHER (Specify) $ 


PRINCIPLE FORGIVENESS $ 


TOTAL $6,100,000 


STAFF ASSIGNED: 


STAFF COMMENTS: ☐ POSITIVE ☐ NEGATIVE ☐ OTHER
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SUMMARY SHEET 
INTERGOVERNMENTAL REVIEW PROCESS 


8/17/2026 KY202608261236 


DATE RECEIVED PROJECT NUMBER 


Glycol Conveyance System Supervisory Control and Data Acquisition 
(SCADA) Upgrade 


PROJECT NAME LOCAL ☒


Kenton County Airport Board AREAWIDE ☐


APPLICANT’S NAME REGIONAL  ☐


FAA - Federal Aviation Administration 20.116  STATEWIDE ☐


AGENCY TO RECEIVE REQUEST FED. CAT. #  INTERAGENCY ☐


SUMMARY: Replace existing Honeywell control system for the glycol conveyance system to a Programmable Logic
Controller platform to match the existing stormwater conveyance supervisory control and data acquisition 
(SCADA) system, integrate new control systems for the existing spent aircraft deicing fluid (SADF) conveyance 
system at DHL, replace the stormwater treatment plant existing SCADA software platform. Also, engineer and 
integrate new PLCs control system for the expansion of the DHL ramp, and for the existing stormwater 
conveyance into one SCADA software platform. Replacement of the existing SCADA infrastructure is necessary 
to mitigate the operational risks associated with aging and capacity-constrained control systems. The 
Honeywell platform is obsolete and increasingly difficult to maintain, while the VTScada platform has 
exhausted its available tag capacity, preventing system expansion. Because these systems support the 
airport's critical stormwater and aircraft deicing fluid management operations, continued reliance on the 
current infrastructure increases the risk of outages, data loss, and operational disruptions. A replacement 
system will provide a modern, fully supported, and scalable platform to ensure long-term reliability and 
operational resilience. 


PROPOSED FUNDING FEDERAL $1,950,000 


APPLICANT $650,000 


STATE $ 


LOCAL $ 


PROGRAM INCOME $ 


OTHER (Specify) $ 


PRINCIPLE FORGIVENESS $ 


TOTAL $2,600,000 


STAFF ASSIGNED: 


STAFF COMMENTS: ☐ POSITIVE ☐ NEGATIVE ☐ OTHER
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SUMMARY SHEET 
INTERGOVERNMENTAL REVIEW PROCESS 


8/17/2026 KY202608261237 


DATE RECEIVED PROJECT NUMBER 


Federal Inspection Services (FIS) Facility and International Arrivals 
Expansion 


PROJECT NAME LOCAL ☒


Kenton County Airport Board AREAWIDE ☐


APPLICANT’S NAME REGIONAL  ☐


FAA - Federal Aviation Administration 20.116  STATEWIDE ☐


AGENCY TO RECEIVE REQUEST FED. CAT. #  INTERAGENCY ☐


SUMMARY: 
The project includes the construction of a new, modern FIS facility, designed to accommodate multiple simultaneous 
international arrivals, including widebody aircraft, and to meet current U.S. Customs and Border Protection (CBP) 
operational requirements. The facility will include primary and secondary inspection areas, international baggage claim, 
sterile corridors, and associated support spaces, and will be integrated with six new international-capable gates as part of 
CVG’s terminal development program. CVG's existing Federal Inspection Station (FIS) was designed for a hub/transfer 
international travel and is increasingly constrained in its ability to efficiently process international arrivals. As CVG 
continues to modernize its terminal facilities and pursue expanded international air service opportunities, a new FIS is 
needed to provide adequate capacity for passenger processing, baggage handling, Customs and Border Protection (CBP) 
inspections, and future growth. A modern facility would reduce passenger wait times, improve operational efficiency, 
enhance resiliency during irregular operations, and allow the airport to accommodate larger aircraft and additional 
international flights. Investment in a new FIS is also critical to supporting the economic development goals of the 
Cincinnati/Northern Kentucky region. CVG serves as a major transportation gateway, generating significant economic 
impact and connecting the region to global markets. A modern international arrivals facility would strengthen the airport's 
competitiveness for new international routes, improve the traveler experience, and provide the infrastructure necessary to 
support future passenger growth. The project aligns with CVG's long-range planning objectives and FAA goals of enhancing 
airport capacity, operational efficiency, and national connectivity. 


PROPOSED FUNDING FEDERAL $20000000 


APPLICANT $6666667 


STATE $ 


LOCAL $ 


PROGRAM INCOME $ 


OTHER (Specify) $ 


PRINCIPLE FORGIVENESS $ 


TOTAL $26666667 


STAFF ASSIGNED:  


STAFF COMMENTS: ☐ POSITIVE ☐ NEGATIVE ☐ OTHER


22







23







24







25







26







SUMMARY SHEET 
INTERGOVERNMENTAL REVIEW PROCESS 


8/17/2026 KY202608271248 


DATE RECEIVED PROJECT NUMBER 


Terminal Vertical Circulation System Equipment 


PROJECT NAME LOCAL ☒


Kenton County Airport Board AREAWIDE ☐


APPLICANT’S NAME REGIONAL  ☐


FAA - Federal Aviation Administration 20.116  STATEWIDE ☐


AGENCY TO RECEIVE REQUEST FED. CAT. #  INTERAGENCY ☐


SUMMARY: 
The scope of work for the airport conveyance replacement project includes the full removal and modernization of
elevators, escalators, and moving walkways within the critical path of the customer ribbon from curb to gate and originally 
constructed in 1993. New conveyance systems will be designed to meet current building codes, ADA accessibility 
standards, and energy efficiency requirements, and will be integrated with the airport’s broader terminal modernization 
efforts. Procurement will focus on systems with advanced safety features, smart diagnostics, and compatibility with digital 
infrastructure. Installation will be carefully phased to minimize disruption to airport operations. Upon completion, all 
systems will undergo rigorous testing and commissioning to ensure compliance and operational readiness. Final 
deliverables include full documentation, staff training, and handover of certified, fully operational conveyance systems. 
The conveyances at an airport built in 1993 are now over 30 years old, exceeding the typical service life of such systems, 
which is generally 20–30 years. This age brings increased risks of mechanical failure, higher maintenance costs, and 
reduced reliability, all of which negatively impact passenger experience and operational efficiency. Additionally, older 
conveyances may no longer comply with current safety codes and accessibility standards, posing regulatory and liability 
concerns. Modern replacements offer enhanced safety features, energy efficiency, and compatibility with smart building 
technologies, aligning with broader terminal modernization efforts. Upgrading these systems also supports sustainability 
goals, improves accessibility, and enhances the overall passenger experience, making investment both strategically and 
financially sound. 


PROPOSED FUNDING FEDERAL $10,000,000 


APPLICANT $2,500,000 


STATE $ 


LOCAL $ 


PROGRAM INCOME $ 


OTHER (Specify) $ 


PRINCIPLE FORGIVENESS $ 


TOTAL $12,500,000 


STAFF ASSIGNED: 


STAFF COMMENTS: ☐ POSITIVE ☐ NEGATIVE ☐ OTHER
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SUMMARY SHEET 
INTERGOVERNMENTAL REVIEW PROCESS 


9/8/2026 KY202609091282 


DATE RECEIVED PROJECT NUMBER 


Crittenden Nature Park 


PROJECT NAME LOCAL ☒


City of Crittenden AREAWIDE ☐


APPLICANT’S NAME REGIONAL  ☐


NPS - National Park Service (LWCF) 15.916  STATEWIDE ☐


AGENCY TO RECEIVE REQUEST FED. CAT. #  INTERAGENCY ☐


SUMMARY: 
The City of Crittenden is developing the Crittenden Nature Park on a previously vacant lot acquired in 2022, with Phase 3
funding supporting walking paths, picnic areas, gazebos, seating, native gardens and meadows, turf fields, overlooks, a 
pond, an educational apiary, a riparian buffer, fishing, and kayaking opportunities. The park will provide accessible outdoor 
recreation for Crittenden residents, surrounding Grant County communities, and visitors, while promoting physical and 
mental health, community connection, and special events. Its location near a residential neighborhood, businesses, and a 
primary care office will provide convenient access to green space, while its connection to the 48-mile Heritage Trail will link 
the park to communities and destinations throughout Grant County. The park also has potential to serve visitors to the 
nearby Ark Encounter and become a regional recreation and tourism asset. The project aligns with numerous Kentucky 
SCORP and LWCF goals by expanding recreation opportunities, improving accessibility, connecting communities, preserving 
natural resources, maximizing existing space, incorporating public input, and utilizing existing recreation funding and 
maintenance resources. Following completion, the City of Crittenden Parks Department will provide ongoing maintenance, 
landscaping, trail and amenity upkeep, repairs, and accessibility improvements to ensure the park remains a safe, 
attractive, and functional public recreation area for residents and visitors. The project is needed to expand recreational 
opportunities and public access at the Crittenden Nature Park, a developing community park on a previously vacant 
property. The site currently provides limited recreational amenities and opportunities for everyday use. The proposed 
improvements will address these limitations by adding new recreational amenities, improving accessibility and pedestrian 
circulation, and providing supporting facilities and infrastructure. These improvements will allow the Nature Park to 
function as a more accessible and usable public park for residents of Crittenden and Grant County while also creating a 
recreational destination for visitors and tourists traveling to the area. 


PROPOSED FUNDING FEDERAL $500,000 


APPLICANT $40,000 


STATE $460,000 


LOCAL $ 


PROGRAM INCOME $ 


OTHER (Specify) $ 


PRINCIPLE FORGIVENESS $ 


TOTAL $1,000,000 


STAFF ASSIGNED:  


STAFF COMMENTS: ☐ POSITIVE ☐ NEGATIVE ☐ OTHER
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SUMMARY SHEET 
INTERGOVERNMENTAL REVIEW PROCESS 


9/8/2026 KY202609091280 


DATE RECEIVED PROJECT NUMBER 


Williamstown Park 


PROJECT NAME LOCAL ☒


City of Williamstown AREAWIDE ☐


APPLICANT’S NAME REGIONAL  ☐


NPS - National Park Service (LWCF) 15.916  STATEWIDE ☐


AGENCY TO RECEIVE REQUEST FED. CAT. #  INTERAGENCY ☐


SUMMARY: The City of Williamstown proposes improvements to the existing amphitheater property near Main Street in
Williamstown, Kentucky, to develop the site as Williamstown Park. The property currently contains an 
amphitheater and seating, paved and parking areas, open space, wooded areas, and associated infrastructure. 
Proposed improvements include a new playground and splash zone, multi-use lawn, viewing/sledding hill, 
restroom building, picnic pavilion, ADA access ramp, and defined park entryway. Improvements to the existing 
amphitheater area will include a new platform and portable bandshell. The project will also include 
improvements to pedestrian circulation and the reconfiguration and expansion of parking and service access. 
Associated site work will include lighting, landscaping, site amenities, utilities, drainage, grading, and other 
necessary infrastructure. Existing wooded and open areas will be retained and incorporated into the overall 
park development where possible. The project is needed to expand the recreational use and accessibility of 
the existing amphitheater property, which is currently used primarily for scheduled performances, festivals, 
and community events. Outside of these events, the site provides limited opportunities for everyday 
recreation, and the existing configuration presents challenges for accessible and connected pedestrian 
movement throughout the property. The proposed improvements will address these limitations by creating 
additional recreational amenities, improving accessibility and circulation, and providing supporting facilities 
and infrastructure that will allow the property to function as a more accessible and usable public park while 
maintaining its existing role as a community gathering and event space. 


PROPOSED FUNDING FEDERAL $752760 


APPLICANT $752760 


STATE $ 


LOCAL $ 


PROGRAM INCOME $ 


OTHER (Specify) $ 


PRINCIPLE FORGIVENESS $ 


TOTAL $1505520 


STAFF ASSIGNED:  


STAFF COMMENTS: ☐ POSITIVE ☐ NEGATIVE ☐ OTHER
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SUMMARY SHEET 
INTERGOVERNMENTAL REVIEW PROCESS 


10/7/2026 KY202610071366 


DATE RECEIVED PROJECT NUMBER 


Limaburg Road Improvements 


PROJECT NAME LOCAL ☒


Boone County Fiscal Court AREAWIDE ☐


APPLICANT’S NAME REGIONAL  ☐


DOT - Department of Transportation 20.000/20.287  STATEWIDE ☐


AGENCY TO RECEIVE REQUEST FED. CAT. #  INTERAGENCY ☐


SUMMARY: The “Limaburg Road Complete Streets: Enhancing Access, Connectivity, and Safety for All Users” aims to
address critical transportation challenges and improve connectivity, safety, and accessibility along Limaburg 
Road and its neighboring roads. This comprehensive project encompasses a variety of improvements, 
including roadway enhancements and roundabouts, shared-use path and sidewalk construction, pavement 
rehabilitation, and the construction of a new access road to access the Hangar Row development by the 
Cincinnati – Northern Kentucky International Airport (CVG). The project will solve several transportation 
challenges, including: Limaburg Road – from KY 18 to Youell Road (1.48 miles) • Implement Complete Street 
principles that include widening the narrow two-lane 10’ wide travel lanes to accommodate high volume of 
trucks, converting to an urban curb and gutter typical section, constructing shared-use path on the west side, 
and sidewalk on the east side to accommodate non-motorized users • Conversion of the existing two-lane 
section to a three-lane section with a Two-Way Left Turn Lane (TWLTL) for improved traffic flow and provide 
dedicated space for the numerous turning movements into the vast entrances and driveways along Limaburg. 
• Constructing roundabout at the intersection of Limaburg and Youell Drive for improved traffic flow and
potentially eliminate fatal and injury crashes. • Installation of safe pedestrian crossings across Limaburg Road
to provide connectivity between shared-use paths and sidewalks that includes pedestrian signals, LED
countdown signal heads, ADA sidewalk ramps, ladder-style cross walk markings, and enhanced signing to
inform drivers of the crossing. • Replace timeworn 12” water line that runs along Limaburg Road with new
Class 52 Ductile Iron 12” pipe. Youell Road (0.36 miles) • Widen the narrow two-lane 10’ wide travel lanes to
accommodate high volume of trucks and constructing sidewalk on the south side to accommodate non-
motorized users • Improve drainage along Youell Road by constructing curb and gutter along with curb box
inlets and outlets. • Enhance and improve Youell Road to accommodate increased vehicular traffic, especially
commercial vehicles, to access the planned CVG development New Access Road – from Youell Road to
Lakeland Park (0.75 miles): • Construction of a new access road connecting Youell Road to Lakeland Park Drive
that provides access to Hangar Row, a planned CVG development that will promote and enhance economic
development and attract new businesses. • Construction of a sidewalk on the west side to accommodate non-
motorized users and enhance pedestrian safety and accessibility. New Limaburg to KY 237 Connection – New
Conrad Lane (0.36 miles): • Construction of a new two-lane road connecting KY 237 to Limaburg Road at the
Youell Road Intersection. This new road will remove heavy truck traffic accessing Youell Road, Lakeland Park
Industry, and the new Hangar Row development from the residential portion of Conrad Lane. • Old Conrad
Lane will cul-de-sac to provide slower speeds and lower the traffic volumes. Sidewalk will be constructed to
enhance neighborhood connectivity. • Constructing roundabout at the intersection of New Conrad Lane and
Dartmouth Road for improved traffic flow and potentially eliminate fatal and injury crashes. Industrial Park
Pavement Rehabilitation (1.40 miles): • Complete rehabilitation of the pavement in the industrial park area. •
Installation of sidewalks along one side of the roads to improve pedestrian safety.


42







    


 
 


PROPOSED FUNDING FEDERAL $2,941,250  


 APPLICANT $ 


 STATE $ 


 LOCAL $1,333,750 


 PROGRAM INCOME $ 


 OTHER (Specify) $ 


 PRINCIPLE FORGIVENESS $ 


 TOTAL $4,275,000 


   


STAFF ASSIGNED:  
 


STAFF COMMENTS: ☐ POSITIVE ☐ NEGATIVE ☐ OTHER 
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Date: October 22, 2026 
RE: Proposal to Revise Kentucky eClearinghouse Assigned Project Review Process 
Reasoning: To shorten the project review period by streamlining the approval process and 
allowing projects to move forward on an expedited timeline. 
Board Action: Request for Approval 
 
Background: The Intergovernmental Review Process started in 1982 with Presidential 
Executive Order 12372, which requires federal agencies to provide for consultation with state 
and local governments that supply non-federal funds for - or that would be directly affected by - 
proposed federal financial assistance or direct federal development. All Federal program 
applications in Kentucky are subject to Executive Order 12372 - Intergovernmental Review of 
Federal Programs (unless the application specifically states not subject to EO 12372), 
Pres_ExOrder12372 and KRS45.031. statute.aspx (ky.gov)  
 
The eClearinghouse, also known as the state’s Single Point of Contact (SPOC), coordinates the 
State-level review of Federal Grant projects that will take place in Kentucky and assists in 
identifying potential conflicts or duplication in services for proposed projects impacting the state 
and region. The eClearinghouse provides an efficient way for Federal Grant applicants to 
comply with funding agency requirements. It identifies the state agencies that should be 
involved in the development of federal projects and provides them with the opportunity to review 
and comment on applications as well as read other agencies’ comments. The comments are 
then compiled into one clearinghouse letter for applicants to submit to the funding agency. 
 
Contractual Obligation: The KIRP or Kentucky State Clearinghouse has been designated to 
provide state and local input to the appropriate federal agency. The Northern Kentucky Area 
Development District (NKADD) is the designated Regional Review Agency (RRA) for the 
Kentucky Intergovernmental Review Process (KIRP) through the annual Kentucky Joint Funding 
Administration (JFA) contract. As the RRA, NKADD must designate and maintain an 
Intergovernmental review process and coordinator to ensure the proper and timely flow of 
information to in-house ADD reviewers and between the agency and the state clearinghouse. 
 
Responsibilities: As the RRA, the NKADD's responsibilities include: 


• coordination of federally assisted projects and programs with local and area plans;  
• soliciting input from area-wide and local agencies that are authorized to develop and 


enforce environmental standards;  
• providing agencies charged with enforcing or furthering civil rights laws with the 


opportunity to participate in the review process and  
• encouraging an expeditious process of intergovernmental coordination and review of 


proposed projects. 



https://www.archives.gov/federal-register/codification/executive-order/12372.html

https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=39785





NKADD Internal eClearinghouse Review Procedures 
 


Current Examples of a 
Timeline 


Proposed Timeline 


Designated Intergovernmental Review Process 
Coordinator receives email notification that a project 
has been submitted and assigned for review 


June 29 July 20 Designated Intergovernmental Review Process 
Coordinator receives email notification that a project 
has been submitted and assigned for review 


Day 1 


Coordinator evaluates assigned project for the 
significance of the proposed federally assisted 
programs to area-wide and local plans and programs.  


June 30 July 21 Coordinator evaluates assigned project for the 
significance of the proposed federally assisted 
programs to area-wide and local plans and programs.  


Day 2 


Coordinator provides chief elected officials and the 
city/county administer/manager, if applicable, with the 
opportunity to review, request additional information or 
ask questions about the project and its impacts on 
their communities. 


July 1 July 22 Coordinator provides chief elected officials and the 
city/county administer/manager, if applicable, with the 
opportunity to review, request additional information or 
ask questions about the project and its impacts on 
their communities.  


Day 3 


Coordinator creates the eClearinghouse packet to be 
included in the NKADD Board of Directors packet sent 
one week prior to the board meeting. 


July 15 August 19 Coordinator asks for a response within two weeks. Day 15 


The Coordinator incorporates the internal evaluation 
and local elected officials' response into the NKADD 
Board of Directors’ meeting presentation and asks for 
approval. 


July 23 August 27 Coordinator evaluates chief elected officials' 
responses and the internal review process to complete 
the project review and indicates results on DLG’s 
eClearinghouse portal. 


Day 16 


Once the NKADD Board of Directors approves the 
eClearinghouse projects, the Coordinator completes 
their review and indicates so on the DLG’s 
eClearinghouse portal. 


July 24 August 28 Coordinator creates an information-only 
eClearinghouse packet to be included in the NKADD 
Board of Directors packet sent one week prior to the 
board meeting. 


 


Turnaround Time 25 Days 38 Days  16 Days 
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Northern Kentucky 
Comprehensive Economic Development Strategy (CEDS)  


2026 Update 
 


RE: 2026 CEDS Update – Public Comment Period | October 9, 2026 to November 9, 2026 


Background: The Comprehensive Economic Development Strategy (CEDS)  is a locally-
based, regionally-driven economic development planning process and document that creates the space 
for Northern Kentucky to identify its strengths and weaknesses and brings together a diverse set of 
partners to generate good jobs, diversify the economy, and spur economic growth.  This process engages 
our partners, including community leaders and residents, the private sector, educational institutions, and 
other stakeholders, in planning for the region's future. An effective CEDS will allow us to maximize our 
economic development potential and engage with the U.S.  Economic Development 
Administrat ion (EDA)  and other federal partners to receive infrastructure and technical assistance 
grants, such as EDA's Publ ic  Works  and Economic Adjustment Ass istance programs .  


Public Comment Period: NKADD is seeking public comment on the 2026 updates to the Northern 
Kentucky Comprehensive Economic Development Strategy (CEDS) and action plan. The comment period 
will end Monday, November 9, 2026.  


Completing the 2026 Annual Update: You can view the 2026 draft documents on the NKADD website by 
using the links below. 


• Update the regional summary – 2026 CEDS Narrative Update - Draft 
• Review the Strengths, Weaknesses, Opportunities, and Threats (SWOT) Analysis 
• Review and revise the Strategic Plan and Implementation Strategy – 2026 CEDS Evaluation 


Framework Update - Draft 
• Gathered input to incorporate into the Evaluation Framework – 2026 CEDS Strategies for 


Economic Resiliency Update – Draft 


Questions or Comments: If you have comments or questions about the updated CEDS, please contact 
Katie Jo Berkshire Kirkpatrick, Associate Director – Community Development Planning, at (859) 692-2482 
or katiejo.kirkpatrick@nkadd.org.



http://www.eda.gov/ceds

http://www.eda.gov/

http://www.eda.gov/

https://www.eda.gov/programs/eda-programs/

https://www.nkadd.org/wp-content/uploads/2026/10/2026-CEDS-Narrative-Update.pdf

https://www.nkadd.org/wp-content/uploads/2026/10/2026-Evaluation-Framework-Strategic-Direction-and-Action-Plan.pdf

https://www.nkadd.org/wp-content/uploads/2026/10/2026-Evaluation-Framework-Strategic-Direction-and-Action-Plan.pdf

https://www.nkadd.org/wp-content/uploads/2026/10/2026-Strategies-for-Economic-Resiliency.pdf

https://www.nkadd.org/wp-content/uploads/2026/10/2026-Strategies-for-Economic-Resiliency.pdf
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Northern Kentucky 
Comprehensive Economic Development Strategy (CEDS) 


Strategic Direction and Action Plan 
 


 


 


 








 


______________________________________________________________________________________________________ 
 


Serving the communities in Boone, Campbell, Carroll, Gallatin, Grant, Kenton, Owen and Pendleton Counties 


 
RE: EPA Brownfields Community-Wide Assessment Grant Request for Proposals (RFP) for 
Consulting Services 
Grant Amount: $500,000 
Committee Recommendation:  
Contract Amount:  
Contract Start Date: October 1, 2026 
Contract Period: 4 years 
Board Action: Request for Approval 


 


Background: 


NKADD has received a $500,000 grant from the U.S. Environmental Protection Agency (EPA) 
to implement a Brownfields Community-Wide Assessment Program for the City of 
Falmouth, Kentucky. The grant provides funding to identify, evaluate, and plan for the 
redevelopment of properties that may be affected by actual or perceived environmental 
contamination. 


The EPA Brownfields Program assists communities in assessing, cleaning up, and 
redeveloping properties that may present environmental challenges and barriers to reuse. 
Successful implementation of the program can help remove obstacles to redevelopment, 
promote economic growth, create employment opportunities, improve environmental 
conditions, and strengthen neighborhoods. 


The grant will provide the City of Falmouth with resources to investigate these properties, 
determine the nature and extent of potential contamination, evaluate cleanup alternatives, 
and position priority properties for future redevelopment. 


 


RFP Process and Evaluation 


NKADD issued a Request for Proposals (RFP) on August 24, 2026, seeking qualified 
environmental consulting firms to assist with implementation of the EPA Brownfields 
Community-Wide Assessment Grant. 


The RFP deadline was October 5, 2026, at 4:00 p.m. EDT/3:00 p.m. CDT. Ten (10) proposals 
were received by the submission deadline.  


Following the opening of the proposals, each submission was reviewed and evaluated by a 
committee in accordance with the evaluation criteria and requirements established in the 
RFP. 


 







  


______________________________________________________________________________________________________ 
 
Northern Kentucky Area Development District      22 Spiral Drive Florence, KY 41042      859.283.1885      nkadd.org 


Based on the evaluation process, two firms received an evaluation score of 265/300 and 
were determined to be the highest-ranked, responsible firms with the lowest price to 
provide the requested services. 


We are completing reference checks at this time with an anticipated recommendation to 
be made by October 22, 2026.  


 
Recommendation:  


A recommendation will be made on October 22, 2026. 





