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CREATING A POSITION

The Board recognizes the need to establish positidnich, when filled by competent,

qualified certificated staff members, will assist District in achieving the education goals set
by the Board. The District employs only U.S. @iz and others lawfully authorized to work
in the United States.

The Superintendent shall verify all new full-timedapart-time employees' right to work in the
United States according to the Federal ImmigraReform and Control Act of 1986.

The Superintendent reserves the right, after dssenoswith the Board, to:
A. create new positions;
B. specify the number of persons to be employediwiach job category;

C. set the initial salary for a new position notreatly covered by a valid
Negotiated Agreement.

In the exercise of his/her authority to create pesitions, the Superintendent shall give
primary consideration to:

A. the number of students enrolled;

the special needs of the community;

B
C. the special needs of the students;
D

the operational services of the District.

R.C. 3313.17, 3313.47, 3319.07, 3319.08
Federal Immigration Reform and Control Act of 1986
8 U.S.C. 1255 a

Revised Date August 5, 2002
Adoption Date November 17, 1997
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BOARD-STAFF COMMUNICATIONS

The Board desires to maintain open channels ohmamication between itself and the staff.
The basic line of communication, will, however,theough the Superintendent.

A.

Staff Communications to the Board

All communications from staff members to the Boardts committees shall
be submitted through the Superintendent. Thisquoe is not intended to
deny any staff member the right to appeal to tharB@n important matters
through established procedures.

Board Communications to Staff

All official communications, policies, and directis of the Board of staff
interest and concern to the staff will be commuteidahrough the
Superintendent, who shall also keep staff memiméosmed of the Board's
problems, concerns, and actions.

Visit to Schools

Board members must recognize that their presentteeiachools could be
subject to a variety of interpretations by schauptoyees; therefore, if a
visit to a classroom is being made for other thamnegal interest, the Board
members will make arrangements for visitationsugtothe principals of the
various schools. Board members shall indicat@eqotincipal the reason(s)
for the visit.

Social Interaction

Both staff and Board members share a keen intgréise schools and in
education generally, and it is to be expectedlen they meet at social
affairs and other functions, they will informallysduss such matters as
educational trends, issues, and innovations, andrgeproblems of the
District.

Revised Date August 5, 2002
Adopted as Amended Date May 22, 2000
Adoption Date November 17, 1997
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EMPLOYMENT OF CERTIFICATED/LICENSED STAFF

The Board recognizes that it is vital to the susftdoperation of the District that positions
created by the Board be filled with highly qualifiand competent personnel.

The search for teachers and other certificateaiied employees will extend to a wide variety
of educational institutions and geographical arédse search will take into consideration the
characteristics of the community and the schodiesysas well as the need for staff members
from various backgrounds and with differing levetexperience.

The Board shall approve the employment, and albeywot covered by the terms of a
Negotiated Agreement, establish the compensatidntarms of employment for each
certificated/licensed staff member employed by Bisrict.

Such approval shall be given only to those candglfdr employment recommended by the
Superintendent.

Relatives of Board members may be employed by teedB provided a member of the Board
does not participate in any way in the discussiovote on the employment when conflict of
interest is involved.

Relatives of staff members may be employed by tha&®& provided the staff member being
employed is not placed in a position in which séheupervised directly by the relative of such
staff member.

Any certificated/licensed staff member's intentioméstatement of fact material to
qualifications for employment or the determinatadrsalary shall be considered by this Board
to constitute grounds for dismissal.

The employment of certificated/licensed staff memalggior to approval by the Board is
authorized when their employment is required tont@an continuity in the educational
program. Employment shall be recommended to trerdBat the next regular meeting.

No candidate for employment as a certificated/lseehstaff member shall receive
recommendation for such employment without havirayled visual evidence of proper
licensing or that application for such licensingnigprocess.
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Recruitment procedures will include posting openisg that the talents and potential of
individuals already employed by the school systathnet be overlooked. Any current
employee may apply for any position for which dias certification/licensure and meets other
stated requirements. All candidates will be comsad on the basis of their merits,
gualifications and the needs of the District.

The Superintendent shall prepare administrativeejunes for the recruitment and selection of
all certificated/licensed staff.

R.C. 3319.02, 3319.07, 3319.11, 3319.23 - .28293811

Revised Date August 5, 2002
Adopted as Amended Date October 22, 2001
Adoption Date November 17, 1997
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EMPLOYMENT OF SUBSTITUTES

The Board recognizes the need to procure the ssraitsubstitutes in order to continue the
operation of the schools as a result of the absehiegular personnel.

The Superintendent shall employ substitutes fagassent as services are required to replace
temporarily absent regular staff members and &Wrpositions. Such assignment of
substitutes may be terminated when their services@longer required.

Substitutes must possess a valid Ohio certificagmse, unless the Superintendent believes the
person's application information indicates the persas the qualifications to receive a
teacher's license. Such a person may be emplayadonditional basis for a period not to
exceed sixty (60) days from the date the persomgala request for a license to the
Department of Education through the date the Sopssrient receives the person's valid
teaching license. If the license is not delivenattin the time period, the person's

employment is to be terminated.

Substitutes shall have complied with the tuberaslegamination required by law.

In order to retain well-qualified substitutes fergce in this District, the Board will offer
competitive compensation at a rate set periodidallyhe Board.

A substitute employed for more than sixty (60) aamsgive days in one (1) specific position
will be placed at the appropriate position on thlkary schedule and will be eligible for fringe
benefits provided regular staff members.

Daily substitutes shall not earn sick leave nopéaiel for days when students are not required
to attend school.

R.C. 3307.381(A), 3319.10, 3317.13

Adopted as Amended Date October 21, 2002
Adoption Date November 17, 1997
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EMPLOYMENT OF PERSONNEL IN
SUMMER SCHOOL AND ADULT EDUCATION PROGRAMS

The Board recognizes that the success of the susrhenl and adult education programs
depends in large measure upon the employment difigdaand competent personnel.

The Board shall fix the compensation and set thra td employment for each person
employed in the subject programs established fsristrict. The Board will employ only
those candidates recommended by the Superintendent.

A candidate's intentional misstatement of fact miatéo his/her qualifications for
employment or the determination of his/her salaitylve considered by the Board to
constitute grounds for dismissal.

No candidate for employment shall receive recomragad for such employment without

having proffered visual evidence of proper licegsifineeded or that application for such
licensing if in process.

R.C. 3307.381, 3319.10, 3317.13

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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EMPLOYMENT OF PERSONNEL FOR
CO-CURRICULAR/EXTRA-CURRICULAR ACTIVITIES

The Board may find it necessary to employ, on &{@e basis, coaches or activity sponsors
who are not members of the certificated staff. Spart-time employees may be members of
the District's classified/support staff or indivads from the community or nearby areas.

The Board authorizes the Superintendent to recordroandidates for employment by the
Board.

The Superintendent shall establish administratiudedines to ensure that each person
employed as a coach or activity sponsor has theopgpte qualifications, has been properly
interviewed, and signs an employment contract wiicludes the conditions of employment,
compensation arrangements, and contract terminptmsedures.

R.C. 3313.53

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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VOLUNTEERS

The Board of Education recognizes that certain qanmg and activities can be enhanced
through the use of volunteers who have particutavkedge or skills that will be helpful to
members of the certificated staff responsible lier ¢conduct of those programs and activities.

The Administration shall be responsible for reengitcommunity volunteers, reviewing their
capabilities, and making appropriate placementseyEhall not be obligated to make use of
volunteers whose abilities are not in accord witktixt needs.

The Administration is to inform each volunteer théte:

A. is required to abide by all Board policies and fixsiguidelines while on duty as a
volunteer;

. will be covered under the District’s liability polr but the District cannot provide any type
of health insurance to cover illness or accideatired while serving as a volunteer, nor is
the person eligible for workers’ compensation;

C. will be asked to sign a form releasing the Distotany obligation should the volunteer
become ill or receive an injury as a result ofies/volunteer services.

Furthermore, the Superintendent shall inform alumteers who work or apply to work
unsupervised with children on a regular basis efrteed to display appropriate behavior at all
times, and that:

A. they will have to be fingerprinted so that a crialirecords check can be conducted; and

B. they will have to pay the costs associated withctimainal records check either before
they can begin their duties, or as a conditionoosftinued service as a volunteer at the
discretion of the Board.

If a criminal records check indicates that a vodemthas been convicted of or pleaded guilty to
any of the offenses described in Division (A)(1)S#ction 109.572 of the Revised Code, the
volunteer will be informed that the Board is noden interested in maintaining their volunteer
services.

R.C. 3327.16, 3313.203

Adopted as Amended Date April 15, 2002
Adoption Date November 17, 1997
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CRIMINAL HISTORY RECORD CHECK

To more adequately safeguard students and stafbersthe Board requires an inquiry into
the background of each applicant the Superintem@eoimmends for employment on the
District's certificated staff. This requirementludes all substitutes, persons employed on a
part-time basis such as coaches or activity superyiwho may have care, custody, or control
of students. It is not required of any currentigptoyed staff member who is a candidate for
another position in the District.

The Superintendent shall establish administratiidedines which will facilitate a records
check that complies with the law and ensures Hiahe time of the initial application, the
applicant is properly informed of the requiremenbbtain:

A. a criminal history records check prior to emptnt;

B. a set of the applicant's fingerprints;

C. proof that the applicant has been a reside@tod for the five (5) years
previous to the criminal history records check, dmobt, that the Bureau of

Criminal Investigation shall be requested to obtaiminal history
information from the Federal Bureau of Investigatio

The guidelines shall also ensure that any inforomaéind records obtained from such inquiries
are confidential and shall not be released or thasated.

Should it be necessary to employ a person to maintatinuity of the program, prior to
receipt of the criminal history record, the Suptenmlent may employ the person on a
provisional basis until the report is received.

R.C. 109.57, 109.572, CH 2950, 2953.32, 3319.301 331

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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EQUAL EMPLOYMENT OPPORTUNITY

The Board shall comply with all Federal laws anglutations prohibiting discrimination and
with all requirements and regulations of the U.8p&rtment of Education. It is the policy of
the Board that no certificated staff member or adette for such a position in this District
shall, on the basis of race, color, religion, naiocorigin, creed or ancestry, age, gender,
marital status, or disability, be discriminatediagg excluded from participation in, denied
the benefits of, or otherwise be subjected to rohgnation in any program or activity for
which the Board is responsible or for which it iges financial assistance from the U.S.
Department of Education.

The Superintendent shall appoint a compliance effrchose responsibility it will be to ensure
that Federal and State regulations are complield avitl that any complaints are dealt with
promptly in accordance with law. S/He shall alaswe that proper notice of
nondiscrimination for Title 11, Title VI, and Titl&1l of the Civil Rights Act of 1964, Title IX

of the Education Amendment Act of 1972, Section 8Dthe Rehabilitation Act of 1973, and
the Age Act is provided to staff members and theegal public. Any sections of the District's
Negotiated Agreements dealing with hiring, promotiand tenure need to contain a statement
of nondiscrimination similar to that in the Boarstatement above. In addition, any
gender-specific terms should be eliminated fromhstantracts.

42 U.S.C., 2000e, et seq., Civil Rights Act of 1964
42 U.S.C., 12112, Americans with Disabilities A€t1890
29 U.S.C. 701 et seq., Rehabilitation Act of 1973

20 U.S.C. 1681 et seq., Title IX

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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DRUG-FREE WORKPLACE

The Board believes that quality education is nasgide in an environment affected by drugs.
It will seek, therefore, to establish and main@meducational setting which meets the
requirements in the Drug-Free Workplace Act.

In compliance with the Act, the Board prohibits thanufacture, possession, use, distribution,
or dispensing of any controlled substance, inclgdiltohol, by any member of the District's
certificated staff at any time while on Districoperty or while involved in any District-

related activity or event. Any staff member wholates this policy shall be subject to
disciplinary action in accordance with District delines and the terms of Negotiated
Agreements.

The Superintendent shall establish whatever progiam procedures are necessary to meet
the Federal certification requirements but whidoadomply or do not interfere with
Negotiated Agreements.

41 U.S.C. 701 et seq., Drug-Free Workplace Act3&#8l
20 U.S.C. 3224A

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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EMPLOYEE IDENTIFICATION CARDS

The Board of Education recognizes the importancatd and secure learning environments;
therefore, all employees of the Parma City Schasitriat shall be provided with a picture
identification card, with the exception of subgtgiwho may have temporary identification
cards.

Employees provided with a picture identificatiomccare required to wear their identification
card in a visible location whenever on school bgaaperty in an employee capacity.

The Superintendent shall require that appropriate$ and procedures be implemented.

Adopted as Amended October 21, 2002
Adoption Date April 15, 2002
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ASSIGNMENT AND TRANSFER

The Board believes that the appropriate placemeqaalified and competent staff is essential
to the successful functioning of the District.

The Superintendent shall be responsible for thpgrassignment and transfer of all teaching
and other certificated staff members and shalhgiteo effect the optimum assignment of the
certificated staff in conformance with any applieatontractual or legal requirements.

R.C. 3319.01, 3319.12

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997







BOARD OF EDUCATION  CERTIFICATED STAFF
PARMA CITY SCHOOLS 3132/page 1 of 1

VACANCIES

It shall be the policy of the Board of to emplo thest qualified individual for any District
vacancy at any level.

Vacancies shall be announced as appropriate afm@gpermits, in compliance with the
negotiated agreement. All members of the certédataff shall be eligible for any District
vacancy, providing they are properly qualified.

Adopted as Amended October 21, 2002
Adopted as Amended Date December 6, 1999
Adoption Date November 17, 1997
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STAFFE DISCIPLINE

The Board retains the right and the responsikitittnanage the work force. When the
discipline of a staff member becomes necessary, actton shall be in proportion to the
employee’s offense or misconduct, consistent wigbrapriate procedural and substantive due
process, State law, and/or the specific provisaireny applicable collective bargaining
agreement. All matters that could involve discledirgm the District must be dealt with in
accordance with R.C. 3319.16.

R.C. 3319.16; 4117.08(C)

Adoption Date February 17, 2004
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TERMINATION AND RESIGNATION/RETIREMENT

TERMINATION

An employment contract may be suspended or tergdnatith the recommendation of the
Superintendent, upon a majority vote of the Boardafreasonable and just cause such as
gross inefficiency, immorality, willful and persgstt violation of Board policy or District
guidelines, or for not complying with the Guidelni®r the State Proficiency Test as provided
by the State Department of Education. In suchs;dbke Board shall abide by due process,
statutory procedures, and such terms as may bertein a negotiated agreement.

RESIGNATION/RETIREMENT

A certificated staff member may resign/retire it@cance with the terms of the negotiated
agreement or his/her employment contract.

An administrator who wishes to resign/retire milstifi writing a letter of
resignation/retirement with the Superintendeneast sixty (60) days prior to the effective
date unless otherwise approved by the Superinténdédre resignation/retirement is effective
only with Board approval.

It is the intent of the Board that certificated nimsrs honor their contract by working through
the entire school year unless there are healtRteneating conditions.

R.C. 3319.02, 3319.15, 3319.151, 3319.16, 3319.161

Adopted as Amended Date December 16, 2002
Adopted as Amended Date December 6, 1999
Adoption Date November 17, 1997
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NON-RENEWAL OF A TEACHER CONTRACT

It is the responsibility of the Board to provide@mpetent and able certificated staff to
perform the educational services of the District.

The Board may exercise its option, under law, agehew the contract of a teacher under a
limited or extended limited contract as specifiedier the negotiated agreement. The term
"teacher" refers to any person employed by the @wéno is covered by the negotiated
agreement between the Board and the Parma Educsgociation.

R.C. 3319.08, 3319.11, 3319.111

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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PHYSICAL EXAMINATION

The Board or Superintendent reserves the righgdaire, after a conditional offer of
employment, that the candidate submit to an exaimiman order to determine the physical
and/or mental capacity to perform assigned dutf&sch examinations shall be done in
accordance with the Superintendent's guidelinefoatite terms of the Negotiated
Agreements.

Reports of all such examinations or evaluationdl sleedelivered to the Superintendent, who
shall protect their confidentiality. Reports Wk discussed with the employee or candidate
and made a part of an employee's personal redorithe event of a report of a condition that
could influence job performance, the Superintendaatl base a non-employment
recommendation to the Board upon a conferenceamghysician and substantiation that the
condition is directly correlated to defined jobpeasibilities.

The Board shall assume any uninsured fees for nedj@xaminations.

R.C. 3313.71
42 U.S.C. 12101 et seq., Americans with Disabdi#iet of 1990
29 C.F.R. part 1630

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
Revised October 13, 2008
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UNREQUESTED LEAVES OF ABSENCE

The Board may place a certificated staff membeurmequested leave of absence for physical
or mental inability when the staff member is unabl@erform assigned duties.

If the Superintendent believes the staff membeanable to perform assigned duties, the
certificated staff member will be offered the ofpoity for a meeting to discuss these issues.

Prior to placing a certificated staff member onaguested leave, the Board may require the
staff member to submit to an appropriate examinabipa health provider designated and
compensated by the District. The results of arth®xamination shall be treated as a
confidential medical record and will be used omyompliance with law.

If, as a result of such examination, the certidastaff member is found to be unable to
perform assigned duties and no reasonable accontimosiare available, the certificated staff
member may be placed on involuntary leave of alesérca period not to exceed two (2)
consecutive school years.

A certificated staff member subject to an unreceebtave of absence is entitled to a hearing
as provided for in State law or the terms of a Niedyed Agreement.

R.C. 3319.13, 3319.16
42 U.S.C. 12101 et seq., Americans with Disabdiiet of 1990
29 C.F.R. Part 1630

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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SUBSTANCE ABUSE

The Board recognizes alcoholism and drug abuseeasble illnesses. Such illnesses may
impair the performance of professional staff merab&rhe Board may assist such employees
in a manner recommended by appropriate specialishe treatment of those illnesses.

A professional staff member having an illness tieoproblem relating to the use of alcohol
or other drugs will receive the same careful comsition and offer of assistance that is
presently extended to professional staff membersgany other illness.

The responsibility to correct unsatisfactory jolbfpenance or behavior resulting from a
suspected substance abuse rests with the profakstaff member. Failure to do so will
result in appropriate corrective or disciplinaryiac as determined by the Board.

No professional staff member will have his/her ggzurity or promotion opportunities
jeopardized by his/her request for counseling farral assistance.

Professional staff members who suspect they mag aawalcohol or other drug abuse
problem are encouraged to seek counseling andmatoosn on a confidential basis by
contacting resources available for such service.

R.C. 2925.01 et seq., 3313.60, 3719.01 et seq3.GZ9
Rehabilitation Act of 1973, 29 U.S.C. 794

Adopted as Amended February 17, 2004
Adopted as Amended October 21, 2002
Adoption Date November 17, 1997




BOARD OF EDUCATION CERTIFICATED STAFF
PARMA CITY SCHOOLS 3170.01/page 1 of 1

EMPLOYEE ASSISTANCE PROGRAM (EAP)

The Board believes that early recognition and tneait of illegal drug use, controlled
substance abuse, or alcohol abuse is importasutmressful rehabilitation, return to
productive work, and reduced personal, family, amcial disruption.

The District encourages the earliest possible diagnand treatment for illegal drug use or
controlled substance abuse and supports sounchgrtaefforts. Whenever feasible, the
District will assist staff members in overcominiggal drug use or controlled substance abuse.
However, the decision to seek diagnosis and adwegtiment for illegal drug use or controlled
substance abuse is primarily the individual staghmber's responsibility. Any costs associated
with treatment in excess of those costs covereithdgtaff member's medical insurance plan
shall be borne by the individual.

Staff members with personal drug or controlled samse abuse problems should request
assistance from Human Resources Office. Assistailcbe provided on a confidential basis,
and each staff member will be referred to the ampate treatment and counseling services.

Although the District will assist a staff memberth@ extent feasible through the Employee
Assistance Program, the Board cannot guarante¢hinataff member's use of illegal drugs or
abuse of alcohol or controlled substances willimptact adversely the staff member's
employment status through disciplinary procedures.

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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STAFF ETHICS

An effective educational program requires the ssmwviof men and women of integrity, high
ideals, and human understanding. To maintain aoih@e these essentials, the Board
expects all certificated staff members to maintagh standards in their working relationships,
and in the performance of their professional dutes

A. recognize basic dignities of all individuals itvhom they interact in the
performance of duties;

represent accurately their qualifications;

exercise due care to protect the mental andigdiysafety of students,
colleagues, and subordinates;

seek and apply the knowledge and skills appatgitio assigned
responsibilities;

keep in confidence legally-confidential informoatas they may secure;

ensure that their actions or those of anothéhein behalf are not made with
specific intent of advancing private economic iags;

avoid accepting anything of value offered bytarofor the purpose of
influencing judgment;

refrain from using position or public property, permitting another person
to use an employee's position or public properntypfrtisan political or
religious purposes; (This will in no way limit cetitutionally or legally
protected rights as a citizen.)

refrain from expressing personal opinions talenhts on issues being
discussed as part of a course of study.

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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STAFF CONDUCT

All staff members have a responsibility to makentkelves familiar with, and to abide by, the
laws of the State of Ohio, the policies of the Riband the administrative regulations designed
to implement them.

The Board expects staff members to conduct themsétva manner which not only reflects
credit to the District, but also presents a modgitiay of emulation by students.

All staff members will be expected to carry outitlassigned responsibilities with
conscientious concern. Essential to the successgiing school operations and the

instructional program are the following specifispensibilities which will be required of all
personnel:

A. faithfulness and promptness in attendance akwor

B. support and enforcement of policies of the Baard regulations of the
school administration in regard to students;

diligence in submitting required reports promatl the times specified;

care and protection of school property; and

concern and attention toward their own and tistridts legal responsibility
for the safety and welfare of students, includimg need to ensure that
students are under supervision at all times.

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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STUDENT SUPERVISION AND WELFARE

Certificated staff members because of their proyia students are frequently confronted
with situations which, if handled incorrectly, cduksult in liability to the District and
personal liability to the certificated staff membdtris the intent of the Board to direct the
preparation of guidelines that would minimize thassibility.

It is the responsibility of the Superintendent,hitihe advice and consent of the Board, to
prepare administrative guidelines to ensure thexteaance of the following standards:

A. Each certificated staff member shall maintastandard of care for
supervision, control, and protection of studentsc@nsurate with assigned
duties and responsibilities.

A certificated staff member should not volunteeassume responsibility for
duties s/he cannot reasonably perform. Such asgumygarries the same
responsibilities as assigned duties.

A certificated staff member shall provide propestruction in the safety
matters presented in assigned course guides.

Each certificated staff member shall immediatefyort to the principal any
accident or safety hazard s/he detects.

A certificated staff member shall not send stiisl®n any personal errands.

A certificated staff member shall not associwité students, particularly
those of the opposite gender, at any time in a erawhich gives the
appearance of impropriety, including, but not liito, the creation or
participation in any situation or activity whichudd be considered abusive
or sexually suggestive or involve illegal substansach as tobacco, alcohol,
or drugs. Any sexual conduct with a student bgrifccated staff member
or other person in authority in the school subjdutsoffender to criminal
liability and discipline up to and including termation of employment.

This provision should not be construed as preclydicertificated staff
member from associating with students in privatddgitimate or proper
reasons.

If a student comes to a staff member to seelcady to ask questions
regarding a personal problem related to sexual\behaubstance abuse,
mental or physical health, and/or family relatiopshthe staff member may
help the student make contact with certified ceriged individuals in the
District or community who specialize in the assemstndiagnosis, and
treatment of the student's problem. Under no oistances should a staff
member attempt, unless properly licensed and aa#tbto do so, to
counsel, assess, diagnose, or treat the studenitlem or behavior.
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Parents shall be informed of the matter, unlesstindent requests
otherwise.

A certificated staff member shall not transggittdents in a private vehicle
without the approval of the principal.

A student shall not be required to perform worlservices that may be
detrimental to his/her health.

Pursuant to the laws of the State and Board P8H®&2, each certificated staff member shall
report to the proper legal authorities immediatalyy sign of suspected child abuse or neglect.

Most information concerning a child in school, attlean directory information described in
Policy 8330, is confidential under Federal andeSkavs. Any staff member who shares
confidential information with another person notrenrized to receive the information may be
subject to discipline or civil liability. This ihedes, but is not limited to, information
concerning assessments, grades, behavior, fanikgbaund, and alleged child abuse.

R.C. 2907.03

Revised Date August 5, 2002
Adoption Date November 17, 1997
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NOTIFICATION OF SEX OFFENDERS

When the sheriff notifies the Superintendent arnviddal registered as a sexual predator or
habitual sex offender (“sex offender”) residesha District, the District will take steps to
notify employees and parents to the presence d¢keffender.

The Superintendent will provide the informationa®wed from the sheriff to all employees
whose duties include supervision of, or responigjtfibr, students. The Superintendent will
determine the appropriate manner in which to pr@widch notice to employees. Employees
who receive this information must promptly notihetSuperintendent if the sex offender is
observed in the vicinity of a school. The Supemuatent will notify law enforcement officials

if, in his or her judgment, the presence of thewdfer appears to be without legitimate purpose
or otherwise creates concern for the safety oSthdents.

The Superintendent will provide notification to gats and/or guardians of students who
reside within the attendance area in which theod$ender resides. The Superintendent may
also review each incident to determine if othegradance areas should be notified. By law,
this notification must only consist of a statemiatt a sex offender is residing within the
attendance area and that information concerningffeader may be obtained from the office
of the sheriff.

Adopted as Amended October 21, 2002
Adoption Date May 11, 1998
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STAFFE GIFTS

The Board considers the presentation of gifts ttfmated/licensed staff members by students
and their parents an undesirable practice becateseds to embarrass students with limited
means and gives the appearance of currying favor.

Based on the foregoing premise, it is the policthef Board that certificated/licensed staff
members may accept gifts of nominal value from estiisl or parents.

The Superintendent may approve acts of generasitydividual staff members in unusual
situations.

Upon the recommendation of the SuperintendentBtieed shall consider, as appropriate, the
presentation of token gifts to retiring membershef staff who have rendered service for a
period of time.

Certificated/licensed staff members shall not ateey form of compensation from vendors
that might influence their recommendations on tenéual purchase of equipment, supplies,
or services. Furthermore, certificated/licensedf shembers shall not accept any
compensation from a vendor after a decision has besle to purchase equipment, supplies,
or services from said vendor. In addition, cestifed/licensed staff members who recommend

purchases shall not enter into a contractual aeraegt with a vendor seeking to do business
with the District, or a vendor with whom the Distris doing business, whereby an individual
certificated/licensed staff member receives comatms in any form for services rendered.

Auditor of State Bulletin 2000-006

Adopted as Amended October 21, 2002
Adopted as Amended October 8, 2001
Adoption Date November 17, 1997
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USE OF TOBACCO BY CERTIFICATED STAFF

The Board recognizes that the use of tobacco pieadmealth hazard which can have serious
consequences both for the user and the nonuses,ahérefore, of concern to the Board.

For purposes of this policy, "use of tobacco" shahn all uses of tobacco, including a cigar,
cigarette, pipe, snuff, or any other matter or sarxses that contain tobacco.

In order to protect students and staff who choage@amuse tobacco from an environment
noxious to them, and because the Board cannot, leverdirection, condone the use of
tobacco, the Board prohibits the use of tobaccodrtificated staff members in school
buildings, Board-owned vehicles and all school gasiat all times. Such prohibition also
applies on school buses and at any school-relateut.e

The only exception is that tobacco may be usedivag vehicles on school grounds.

R.C. 3313.20, 3313.47
20 U.S.C. 6081 et seq

Adopted as Amended February 18, 2003
Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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STAFF DRESS AND GROOMING

The Board believes that certificated staff memisetsan example in dress and grooming for
their students to follow. A certificated staff mieen who understands this precept and adheres
to it enlarges the importance of his/her task, gmésan image of dignity, and encourages
respect for authority. These factors act in atp@smanner toward the maintenance of
discipline.

The Board retains the authority to specify thedwihg dress and grooming guidelines for
staff that will prevent such matters from havingaaiverse impact on the educational process.
When assigned to District duty, all certificatedfsmembers shall:

A. be physically clean, neat, and well groomed;
B. dress in a manner consistent with their protessiresponsibilities;

C. dress in a manner that communicates to studgorisle in personal
appearance;

D. dress in a manner that does not cause damayjsttact property;
E. be groomed in such a way that their hair styldress does not disrupt the
educational process nor cause a health or safeyrdha

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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DANGEROUS WEAPONS

The Board will not tolerate the possession of weapwr any other device designed to inflict
serious bodily harm or inappropriate use of chehiidéants by any staff member while on
District property, at a school-sponsored evengroa school vehicle.

Any staff member found possessing a weapon or alinvce capable of deadly force and
designed for that intent on District premises, lzost vehicle, or on property being used by the
District for school purposes may be charged witkl@any. This restriction applies to staff
members licensed to possess firearms unless sasiag authorized security officer. The
illegal or inappropriate use of chemical irritaots District property may be subjected to
criminal prosecution or disciplinary procedures.

The Superintendent shall ensure that any staff ,eemiissessing a weapon or other device
designed to inflict serious bodily harm is reporit@thediately to the appropriate law
enforcement agency. The staff member will be gised up to and including discharge
consistent with law, due process, and any negdtiageeement.

R.C. 2923.12, 2923.22, 3313.20, 2923.1961, 29232223.19
18 U.S.C. 922

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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STAFF EVALUATION

The Board through the powers derived from the Qtewised Code, is responsible for the
employment and discharge of all personnel. Toyocaut this responsibility, the
Superintendent shall establish and implement arpro@f personnel assessment.

It is the purpose of the program of staff assesstoen
A. strive for the improvement of the total Distrmtogram;

B. stress the importance of personal improvemenheipart of individual
certificated staff members so that each studenthegyovided a quality
education;

C. ensure the continuous improvement of adminiggatnd supervisory
services provided certificated staff members;

D. establish a process of continuous and systerattiificated staff member
evaluation.

The staff evaluation program shall aim at the emdytification of specific areas in which the
individual certificated staff member needs helghsd appropriate assistance may be provided
or arranged for. A supervisor offering suggestifmnsmprovement to a certificated staff
member shall not release that certificated stafhtver from the responsibility to improve. If a
certificated staff member, after receiving a reatda degree of assistance, fails to perform
his/her assigned responsibilities in a satisfactoayner, dismissal or non-renewal procedures
may be invoked. In such an instance, all relagivaluation documents may be used in the
proceedings.

Evaluations shall be conducted of each certificataéf member. A certificated staff member
shall be given a copy of any documents relatinigisther performance which are to be placed
in the personnel file.

Evaluations of Administrators shall be conductedénordance with State statute and
evaluation of certificated staff will be conductedaccordance with the negotiated agreement.

R.C. 3319.02, 3319.11, 3319.111
A.C. 3301-35-03(A)

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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OUTSIDE ACTIVITIES OF STAFF

The Board directs the Superintendent to promultfegdollowing guidelines so that
certificated staff members may avoid situationw/imch their personal interests, activities, and
associations may conflict with the interests of Ehstrict. If such situations threaten a staff
member's effectiveness within the school systemSiliperintendent shall evaluate the impact
of such interest, activity, or association upondesificated staff member's responsibilities.

A.

Staff members should not give work time to atsa@le interest, activity, or
association without valid reason to be excused fagmigned duties.

Staff members shall not use school propertychosl time to solicit or
accept customers for private enterprises withotttew administrative
permission.

Staff members shall not engage in businessactiosis on behalf of private
enterprises in which s/he may profit by virtue af/her official position or
authority or benefit financially from confidentiaformation which the
employee has obtained or may obtain by reasorsdfiér position or
authority.

Staff members shall not campaign on school ptgmkiring duty hours on
behalf of any political candidate for local, StateNational office.

Staff members may not accept fees for tutoringmsuch tutoring is
conducted during the normal work day.

Staff members may not accept fees for remedliating of students
currently enrolled in one (1) or more of their des.

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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The Board directs the staff not to recommend byaane home tutor over another. Students
and/or parents seeking to employ the servicespoivate home tutor will be referred to the
Student Services Department for a list of licensedhers who have expressed interest in
providing tutorial assistance in their field of expse. Financial details, time, and place of
tutorial sessions will be the responsibility of gteadent and his/her parents.

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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LESSON PLANS

Every teacher is responsible for planning writtessbn plans on a weekly and daily basis.
Lesson plans are to be developed using currenseswf study and should be designed to
address the needs of the individual students. Amhtnators may evaluate and/or review daily

and/or unit lesson plans upon request.

Adoption Date June 26, 2000
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FREEDOM OF SPEECH IN NONINSTRUCTIONAL SETTINGS

The Board acknowledges the right of its certifideséaff members, as citizens in a democratic
society, to speak out on issues of public conc#&vihen those issues are related to the District,

however, the certificated staff member's expressiaat be balanced against the interests of
this District.

The following guidelines are adopted by the Boartélp clarify and, therefore, avoid
situations in which the certificated staff memberpression could conflict with the District's
interests. In such situations, s/he should:

A. state clearly that his/her expression represgstsonal views and not
necessarily those of the District;

refrain from expressions that would disrupt hampnamong co-workers or
interfere with the maintenance of discipline by@atofficials;

not make threats or abusive or personally detlaipaomments about
co-workers, Administrators, or officials of the Dist;

. refrain from making public expressions whethe knows to be false or are
made without regard for truth or accuracy.

Adopted as Amended October 21, 2002
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PROHIBITION OF HARASSM ENT

The Board of Education of the Parma City Schooltrizisis committed to the creation and
maintenance of a learning environment in which @drsons who participate in school
programs and activities can do so in an atmospfree from harassment. Harassment,
bullying, shunning, or discrimination on the basisrace, color, national origin, ancestry,
citizenship, religion, disability, age, sex or sakorientation, economic status, or any other
human characteristic is incompatible with such mwvirenment and is strictly prohibited.

Students, administrators, teachers, staff, andotler school personnel, including Board
members, agents, volunteers, contractors, and qibesons subject to the control and
supervision of the Board are without limitationpgct to this anti-harassment policy and are
herein defined as members of the “School Distechmunity.”

Prohibited Condudncludes:

A. Sexual Harassment

For purposes of this policy, sexual harassmentsifident consists of unwelcome and
unsolicited sexual advances, requests for sexwalrsa sexually motivated physical
conduct, or other verbal or physical conduct or mmnmication of a sexual nature
when:

1. a member of the School District community causstident to believe that s/he
must submit to unwelcome sexual conduct in ordepadicipate in a school
program or activity, or when a member of the SchbDd@trict community
causes a student to believe that an education&ioleavill be made based on
whether or not the student submits to unwelcomeaieconduct; or

a member of the School District community engagesinwelcome sexual
conduct that is so severe, persistent, or pervaige it affects a student’s
ability to participate in or benefit from an eduoatl program or activity, or
creates an intimidating, threatening, or abusiwecational environment.

Other Prohibited Harassment

Prohibited harassment is conduct by a member ofSti@ool District community
arising out of or related to the actual or perceiv&ce, color, national origin, ancestry,
citizenship, religion, disability, age, sexual ot&ion, economic status, or any other
human characteristic, when such conduct has th@paror effect of:

1. unreasonably interfering with a student’s curriculeo-curricular, or extra-
curricular performance;
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creating an intimidating, hostile, or offensive edtional environment; or

otherwise adversely and unreasonably impacting @setudent’'s educational
opportunities.

Physical Intimidation or Bullying

Physical intimidation or bullying is any conducwalving physical force or the threat
of such force that has the purpose or effect of pmilimg a student to act against
his/her will or deterring a student from actingaiccordance with his/her will.

Reporting Prohibited Conduct

It is the responsibility of each faculty and stafember in the School District to recognize
incidents of harassment and take immediate neges&dion to ensure that such acts are
addressed swiftly, fairly, and effectively by thes@ict. Consequently, all faculty and staff in

schools, offices, and other facilities must be @waf and responsible for reporting any
harassment, bullying, shunning, or other discritanaconduct reported to or witnessed by
them.

It will be explained to all students that harassimgjlying, shunning, and other such behaviors
are intolerable. All students will be encouragedhotify a faculty or staff member if they are
the victims of prohibited conduct or if they arevéiness to such conduct.

All faculty and staff are required to report anglpbited conduct, as soon as possible, to their
building coordinator, principal, or the Civil RighOfficer (“CRO”). Building coordinators
and principals must ensure that all reports of fmitdd conduct are documented on a
“Harassment Report Form.” Furthermore, buildingrdinators and principals will ensure
that every Harassment Report Form is provided, am sas possible, to the CRO for
investigation.

Any person at any time may contact the CRO diretlyarding any potential incidents of
prohibited conduct at:

Civil Rights Officer
Parma City School District
6726 Ridge Road
Parma, Ohio 44129
440-885-8334
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I nvestigating Reports of Prohibited Conduct

The CRO will be responsible for investigating aedalving every reported incident of
prohibited conduct. The CRO will complete a fuNeéstigation of each report within a
reasonable time. The CRO will resolve each replarteident and where appropriate,
disciplinary action will be taken in compliance wapplicable laws, the Student Code of
Conduct, and School District procedures.

Appeals

Any party dissatisfied with the result of the CR@igestigation may appeal that decision to
the Superintendent.

Training

Every faculty and staff member will be trained togerly recognize, report, and respond to
incidents of prohibited conduct.

The CRO will be provided with further training redang effective techniques for
investigating and responding to harassment, biglyan other discriminatory behaviors. The
CRO will be trained to effectively and sensitivatyestigate and resolve reports of
harassment in accordance with the recommendatitredf.S. Department of Education’s
Office for Civil Rights found in Protecting Studerftom Harassment and Hate Crime: A
Guide for Schools

Communication

Subject to legal obligations and restrictions, cd&stions of safety and any determination
that is made to notify the parent or guardian ofiaor student reporting that s/he has been so
harassed, reasonable measures shall be takenpdhieeielentity of anyone so reporting
confidential in relation to any person(s) allegedh&ve engaged in harassment unless
authorization is otherwise given.

Retaliation

Retaliation against any person who submits a gaitd feport of an incident of harassment is
prohibited. Retaliation against any person whdigigates in an investigation into conduct
covered by this policy also is prohibited. Repugtan incident of harassment will not affect
the reporting party’s or witness’s future employmemnades, learning or working
environment, or assignments. Any person who erggegestaliation shall be subject to
further discipline under this policy, other appbt&a School District policies, and applicable
laws.




CERTIFICATED STAFF
3362/page 4 of 4

United States Department of Education, Officefor Civil Rights

Any party may contact the U.S. Department of Edocaat any time concerning an incident
of harassment.
United States Department of Education
Office for Civil Rights
600 Superior Avenue East
Bank One Center, Suite 750
Cleveland, Ohio 44114
216-522-4970

The Office for Civil Rights is an independent gaweent agency charged with the
responsibility of resolving complaints of discriration. The Office for Civil Rights is not
affiliated with the Parma City School District.

Reporting an incident of harassment to the U.S atepent of Education Office for Civil
Rights does not automatically trigger an invesitagaby the Parma City School District.

Any person who wants the Parma City School Distdahvestigate an incident of harassment
must report the incident to the School District.

The School District will cooperate with the Offit@ Civil Rights in any investigation that it
initiates into alleged incidents of harassment.

R.C. 4112.02

41 U.S.C. 2000d et seq.
42 U.S.C. 2000e et seq.
29 U.S.C. 621 et seq.
29 U.S.C. 794

42 U.S.C. 12101 et seq.
20 U.S.C. 1681 et seq.
42 U.S.C. 1983

Adoption Date November 17, 1997
Revised 7/17/00
Revised 6/2/03
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HARASSMENT POLICY — CERTIFICATED STAFF

The Board of Education of the Parma City SchootriRisis committed to the creation and
maintenance of a working environment in which aligpns can work in an atmosphere free
from unlawful harassment. Harassment on the ledigice, color, national origin, ancestry,
citizenship, religion, disability, age, sex, sexaaéntation, or any other status protected by
law is incompatible with such an environment ansttigtly prohibited.

The term “harassment” may include such unwelconmelgct as slurs and other offensive
remarks, jokes, and other verbal, graphic, or gaysionduct.

The District will not tolerate, condone or allowrhasment, whether engaged in by
administrators, teachers, staff, volunteers orahgr school personnel, including Board
members; students; third parties (such as agestsiors, contractors, or other non-employees
who conduct business with the District, whetheoooff District premises); or any other
persons subject to the control and supervisioh@Board.

Sometimes people use the word “harassment” to ibesconduct far beyond what is covered
under this or any other Board policy, such as petity conflicts or general disagreements.
However, “harassment” has a specific meaning, amibi intended to describe all workplace
conflicts or disagreements. Rather, “harassmaentbnduct — based on race, color, national
origin, ancestry, citizenship, religion, disabilipge, sex, sexual orientation, or any other
status protected by law — which substantially fieteys with an individual’s employment or
creates an intimidating, hostile or offensive werk/ironment.

Because sexual harassment involves a specificdfypeacceptable conduct, the District’s
anti-harassment policy includes the following adial explanation of sexual harassment.
For purposes of this policy, sexual harassmengfisied as unwelcome conduct of a sexual
nature, whether verbal or physical, when:

1. submission to or rejection of the conduct is matteeeexplicitly or implicitly a term or
condition of an individual’'s employment;

. submission to or rejection of such conduct is wEethe basis for employment decisions
regarding that individual; or

. the conduct substantially interferes with an indial’s employment or creates an
intimidating, hostile or offensive work environment

Examples of sexual harassment may include, butatremited to: unwanted sexual
demands; demands for sexual favors in exchangavyorable treatment or continued
employment; severe and pervasive sexual jokesnadgaor propositions; and other similar
types of unwelcome behavior of a sexual nature.

The District encourages reporting of all perceiirezidents of all types of harassment or
retaliation, regardless of the accused individuakéstity or position. Individuals who believe
they have been subjected to harassment or retaljair who have witnessed another
employee being subjected to harassment or retaliaghould report the incident to a
department head, a supervisor, or the Districtd Rights Officer and fully cooperate in any
subsequent investigation.
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Any allegation of harassment reported under thigpwvill be promptly investigated. To the
extent practical and appropriate under the circantgs, confidentiality will be maintained
throughout the investigatory process. However,maming parties should be aware that the
District’s obligation to investigate may requirédrviews with the alleged offender(s) and/or
other witnesses to the alleged misconduct. Higartant to note that if you, as a party with
either direct or indirect involvement, are questidnvith respect to any allegations, this
guestioning and/or interview should be kept ingtrectest of confidence.

Upon completing the investigation of a harassmenigaint, the District will communicate

its finding and intended actions to the complairend the alleged harasser. If the
investigation determines that harassment has aatuitie harasser will be subject to
appropriate disciplinary procedures, up to andudiclg termination. Although the District’s
ability to discipline a non-employee harassernsted by the degree of control, if any, that the
District has over the alleged harasser, any employ® has been subjected to such a form of
harassment should inform the District of that ccampglimmediately.

If an investigation results in a finding that asgpmg party or witness falsely accused another
of harassment knowingly or in a malicious mannwe,reporting party or witness will be
subject to appropriate discipline under this pohoyl other applicable District policies.

The District will not retaliate against anyone whakes a good faith report of harassment
under this policy. Retaliation against any peratio submits a good faith report of an
incident of harassment is prohibited. RetaliaBgainst any person who participates in good
faith in an investigation into conduct covered big fpolicy also is prohibited. Any person
who engages in retaliation shall be subject tdhirrdiscipline under this policy, other
applicable District policies, and applicable lawRetaliation is a serious violation of this
policy and should be reported immediately.

Adoption Date May 15, 2006
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THREATENING BEHAVIOR TOWARD STAFF MEMBERS

The Board believes that a staff member should ketatwork in an environment free of
threatening speech or actions.

Threatening behavior consisting of any words odddbhat intimidate a staff member or cause
anxiety concerning his/her physical well-beingtricly forbidden. Any student, parent,
visitor, staff member, or agent of this Board whdaund to have threatened a member of the
staff will be subject to discipline or reportedthe authorities.

The Superintendent shall implement guidelines whestudents and employees understand
this policy and appropriate procedures are estadisor prompt and effective action on any
reported incidents.

R.C.2917.11

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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PLACEMENT ON SALARY SCHEDULE

All teachers newly employed by the District will geven credit on the teacher's salary
schedule for up to five (5) years of service asenlsed regular or substitute teacher or
learning disabilities tutor in:

A. a chartered, non-public school located in Ohio;
B. another public school whether inside or outsideState of Ohio; or
C. a chartered school or institution that subsetiyibecame chartered or a
chartered special education program or a specialabn program that
subsequently became chartered operated by thedtiayea subdivision or
other local government unit of the State of Ohio.
Credit for one (1) year of service will only be givwhen the year of service consisted of one
hundred and twenty (120) full time-days of servita single school year. A full-time day
shall consist of at least four (4) hours of service

All teachers newly employed by the District, indluglrehired retired teachers, will be given

up to five (5) years of credit on the teacher'arsaschedule for years of active military service
in the armed forces of the United States (as défindk.C. 3307.02). A partial year of active
military service of eight (8) continuous monthswore in the armed forces will be counted as
one (1) year.

On an individual basis, the Board may grant ingalary schedule placement up to or beyond
five (5) years of active teaching or related waxkerience combined with military service, as
defined above.

R.C. 3317.13, 3317.14

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997
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FMLA LEAVE

Qualifying Reasonsfor FMLA and Military Family L eave

In accordance with the Family and Medical leave Att1993, as amended, (“FMLA”),
eligible staff members may take up to twelve (12ykweeks of job-protected, unpaid leave,
or substitute appropriate paid leave if the sta#fmber has earned or accrued it, for the
following reasons:

A. the birth and/or care of a newborn child of staff membewvithin one (1) year
of the child’s birth;

the placement with the staff member of a chidd &doption or foster care
within one (1) year of the adoption or placemerfoster care,

the staff member is needed to provide physindfor psychological care for a
spouse, child or parent with a serious heaitidition;
D the staff member’'s own serious health caoitnakes him/her unable to
perform the
functions of his/her position; or

E. any qualifying exigency (as defined in applicafdderal regulations) arising out
of the
fact that the staff member’s spouse, son, daughitgarent is a covered military
member on active duty in the Armed Forces orden notified of an
impending call or order to active duty the Armed Forces in support of a
contingency
operation (“Qualifying Exigency Leave”).

In addition, an eligible staff member who is a sgguwson, daughter, parent or next of kin of a
covered service member with a serious injury aredls may take up to a total of twenty-six
(26) workweeks of job-protected, unpaid leave, rssitute appropriate paid leave if the staff
member has earned or accrued it, during a “singkldve (12) month period” to provide
physical and/or psychological care for the covesedvice member (“Military Caregiver
Leave”). A covered service member is defined asirment member of the Armed Forces,
including a member of the National Guard or Resgrveho has a “serious health illness or
injury” incurred by a service member in the linedoty that may render the member medically
unfit to perform the duties of the member’s offiggade, rank, or rating. A “serious health
illness or injury” for purposes of Military Caregk Leave meansindergoing medical
treatment, recuperation, or therapy, is otherwis@utpatient status, or is otherwise on the
temporary disability retired list, for a seriouguiry or illness. The “single twelve (12) month
period” for leave to care for a covered service menwith a serious injury or illness begins
the first day the staff member takes leave for this
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reason and ends twelve (12) months later, regardbésthe twelve (12) month period
established below for general FMLA leave. Durihg tsingle twelve (12) month period,” an
eligible staff member is limited to a combined tathtwenty-six (26) workweeks of unpaid
leave for any FMLA qualifying reason. (Only twel¢®2) of the twenty-six (26) workweeks
total may be for a FMLA qualifying reason otherritia care for a covered service member.)

Eligible Employees

Staff members are “eligible” if they have worked fbe Board for at least twelve (12) months
andfor at least 1,250 hours over the twelve (12) rsryrior to the leave request. All full-
time instructional employeésire deemed to meet the 1,250-hour requirementnttioand
hours that members of the National Guard or Resgordd have worked if they had not been
called up for military service counts towards thaffsmember’s eligibility for FMLA leave.
While the twelve (12) months of employment need lm®tconsecutive, employment periods
prior to a break in service of seven (7) years oranwill not be counted unless the break is
occasioned by the staff member’s fulfillment of/hex National Guard or Reserve military
obligation or a written agreemenincluding a collective bargaining agreemesixists
concerning the Board’s intention to rehire thefstadmber after the break in service.

Twelve (12) M onth Period

Twelve (12) month period is defined as a fixed teg]12) month periodJuly 1-June 30).

Serious Health Condition

Serious health condition is defined as an illn@ggyry, impairment, or physical or mental

condition that involves in-patient care in a hoalpithospice, or residential medical care
facility, or continuing treatment by a health carevider. As utilized in this policy, the term

“‘incapacity” means an inability to work, attend sohor perform other regular daily activities

due to the serious health condition, treatmentefoee, or recovery therefrom. The term
“treatment” includes (but is not limited to) examiions to determine if a serious health
condition exists and evaluations of the conditi¢fiteatment does not include routine physical
examinations, eye examinations, or dental exanungi)

! For purposes of the FMLA Policy, “instructional eloyees” are those whose principal function is to
teach and instruct students in a class, a smallpgror an individual setting and includes teachers,
athletic coaches and special education assistaotsas signers for the hearing impaired. It dags n
include teacher assistants or aides who do not &sitkeir principal job actual teaching or instirugt
auxiliary personnel such as counselors, psychdlmg® curriculum specialists, cafeteria workers,
maintenance workers or bus drivers.
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Inpatient care means an overnight stay in a hdspitspice, or residential
medical-care facility, including any period of ipegity or subsequent
treatment in connection with such inpatient care.

Continuing treatment by a health care providerudek any one or more of the
following:

1. “Incapacity and treatment” involves a period ofdpecity of more than
three (3) consecutive, full calendar days and arpsequent treatment
or period of incapacity relating to the same caaditthat also involves:

a. treatment two (2) or more times, within thirty (3@8ys of the first
day of incapacity, unless extenuating circumstanesst, by a
health care provider, by a nurse under direct stigien of a health
care provider, or by a provider of health care isex/ (e.g. physical
therapist under orders of or on referral by a lheadire provider, or

. treatment by a health care provider on at least(bpeccasion that
results in a regimen of continuing treatment urtdersupervision of
the health care provider.

. Treatment by a health care provider as referenbedeainvolves an
in-person visit to a health care provider. Thestfifor only) in-
person treatment visit must take place within sef@rdays of the
first day of incapacity.

. The health care provider is responsible for deteimgi whether
additional treatment visits or a regimen of coniigutreatment is
necessary within the thirty (30) day period.

. “extenuating circumstances” as set forth above m&mcumstance
beyond the employee’s control that prevents thievielip visit from
occurring as planned by the health care provider.

Any period ofincapacity related to pregnancy, or for prenataé ca
period of incapacity related to pregnancy needimailve a visit to the
health care provider for each absence, and thenaebseeed not last
more than three (3) consecutive, full calendar days

Any incapacity or treatment for such incapacity dua thronic serious
health condition.A chronic serious health condition is one that:
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a. requires periodic visits (i.e. at least twice arydar treatment by a
health care provider, or by a nurse under diregesuasion of a
health care provider;

b. continues over an extended period of timel(gtiog recurring

episodes
of a single underlying condition; and

C. may cause episodic rather than a continuinggeof incapacity

(e.g.
asthma, diabetes, epilepsy, etc.). A visia toealth care provider is

not
necessary for each absence, and each absssat@at last more than
three (3) consecutive, full calendar days.

Any period of incapacity that is permanent or long-tedoe to a
condition for which treatment may not be effect{eey. Alzheimer’s, a
severe stroke, terminal stages of a disease). Mfifard to permanent or
long-term conditions, the employee or family memineist be under the
continuing supervision of, but need not be recg\antive treatment, by
a health care provider.

Any period of absence to receive multiple treatmemslding any
period of recovery therefrom) by a health care @lewvor by a provider
of health care services under orders of, or onrnaféy, a health care
provider for a.) restorative surgery after an aeotdor b.) other injury
or a condition that would likely result in a periotlincapacity of more
than three (3) consecutive, full calendar dayshendbsence of medical
intervention or treatment, such as cancer (chemaplye radiation, etc.),
severe arthritis (physical therapy) or kidney déee@ialysis).

Conditions for which cosmetic treatment is admamest (e.g. most treatments for acne
or plastic surgery) are not “serious health cood#l' unless inpatient hospital care is
required or complications develop. Ordinarily,@sd complications arise, the common
cold, the flu, ear aches, upset stomachs, minarsii©ieadaches other than migraines,
routine dental or orthodontia problems, periododiséase, etc., are conditions that do
not meet the definition of a serious health coonditand do not qualify for FMLA
leave.

I nter mittent and Reduced Schedule L eave

A staff member is entitled to take FMLA leave oniatermittent or reduced schedule leave
when medically necessary as indicated in reasohsuf@ (D) on page one. A staff member
may also

take FMLA leave on an intermittent or reduced sicite leave for Qualifying Exigency Leave
(i.e.reason (E) on page one). Finally, Militaryr€giver Leave may be taken on an
intermittent or reduced schedule leave when mdglioalcessary. Regardless, the taking of
FMLA leave
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intermittently or on a reduced schedule leave tesnlthe total reduction of the twelve (12) or
twenty-six (26) weeks only by the amount of leawtually taken. If the intermittent or
reduced schedule leave is foreseeable based omeplanedical treatment for the employee, a
family member or a covered service member, the Supadent/designeeay require the
staff member to transfer temporarily, during theiquk the intermittent or reduced schedule
leave is required, to an available alternative tpmsifor which the staff member is qualified
and which better accommodates recurring periodeaife than the staff member’'s regular
position. The alternative

position shall have equivalent pay and benefits bat necessarily equivalent duties.
Instructional employees, as defined in this poliwiho request intermittent leave or a reduced
schedule leave because of reasons (C) or (D) oe pag or pursuant to Military Caregiver
Leave and the leave would exceed twenty perceb)29 the total number of working days
over the period of anticipated leave must eletitegito:

A. take leave for a period or periods of a particdlaration, not greater than the
duration of the planned treatment; or

transfer temporarily to an available alternativesipon offered by the

Superintendent/designee for which the instructistaff member is qualified

and that has equivalent pay and benefits and teaerbaccommodates the
recurring periods of leave than the staff membetgilar position.

When leave is needed for planned medical treatmis, staff member must make a

reasonable effort to schedule the treatment s@a®munduly disrupt the District’s operations,
subject to the approval of the health care provider

Staff Member Notice Reguirements

Staff members are required to provide thirty (8@endar days advance notice of the need to
take FMLA leave when the need is foreseeable act sotice is practicable. If leave is
foreseeable less than thirty (30) calendays in advance, the staff member must provide
notice as soon as practicable, generally, eitreeséime or next business day. When the need
for leave is not foreseeable, the staff member mrstide notice as soon as practicable under
the facts and circumstances of the particular cagdasent unusual circumstances, staff
members must comply with the Board’s usual and otoaty notice and procedural
requirements for requesting leave. Failure to mtevimely notice may result in the leave
being delayed or denied, and/or possible discipfiaation.

Staff members must provide “sufficient informatiofdr the Superintendent/designee to
determine whether the FMLA may apply to the leasguest. Depending on the situation,
such information may include that the employeentsapacitated due to pregnancy, has been
hospitalized overnight, is unable to perform thiections of the job, that the staff member or
his/her qualifying family
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member is under the continuing care of a healtd pewsvider, that the requested leave is for a
particular qualifying exigency related to the aetiduty or call to active duty status of a
covered military member, or that the leave due tqualifying family member who is a
covered service member with a serious injury oesls. The information may also include the
anticipated timing and duration of the leave.

When a staff member seeks leave for a FMLA qualgyreason for the first time, the staff
member need not expressly assert FMLA rights omewvention the FMLA. When an
employee seeks leave, however, due to a FMLA qguadjifreason for which the District has
previously provided the staff member FMLA protecteghve, the staff member must
specifically reference either the qualifying reasomleave or the need for FMLA leave.

Substitution of Paid L eave

This policy does not limit or enlarge entitlememwt paid or unpaid leave for which an

employee is otherwise eligible. However, if an &ygpe is entitled to and takes paid sick
leave or assault leave for any circumstances s#t fio this policy, the leave will be treated

and counted against the employee’s FMLA entitlemehtstaff member electing to use any

type of paid leave concurrently with FMLA leave mislow the same terms and conditions
of the Board’s policy that apply to other employé&msuse of such leave. The staff member is
always entitled to unpaid FMLA leave if s/he do@$ meet the Board’s conditions for taking

paid leave. On occasion, the Board may waive aogegaural requirements for the taking of
any type of paid leave.

If the staff member has not earned or accrued adequaid leave to encompass the entire
twelve (12) workweek period of FMLA leave or a tvisesix (26) workweek period of
Military Caregiver Leave, the additional weeks eVve to obtain the twelve (12) workweeks
of FMLA leave or twenty-six (26) workweeks of Mdity Caregiver Leave shall be unpaid.
Whenever a staff member uses paid leave duringidnpislLA leave/Military Caregiver
Leave, such leave is taken concurrently with FMleAve andcounts toward the twelve (12)
workweek/twenty-six (26) work-

week maximum leave allowance provided by thisqyoéind federal law.

District Notice Requirements

The Superintendent/designee is directed to postDiyeartment of Labor approved notice
explaining employees’ rights and responsibilitiesier the FMLA. Additionally, this general
notice shall be included in employee handbookstberowritten guidance to staff members
concerning benefits or leave rights or, in theraléve, distributed to each new staff member
upon hiring.

When a staff member requests FMLA leave or theridtsaicquires knowledge that leave may
be for a FMLA purpose, the Superintendent/desigiedl notify the staff member of his/her
eligibility and responsibilityto take leave, and inform the staff member of Ristights and
responsibilities under the FMLA (including the cegaences of failing to meet those
obligations).
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Along with the Notice of Rights and Responsibibti¢he Superintendent/designee will attach
any medical certification that may be required, andopy of the employee’s essential job
functions. If the essential job functions are patvided at this time, they will be provided
with the Designation Notice Form. If the Superimdent/designeéetermines the staff
member is not eligible for FMLA leave, the Supegimdent/designee must state at least one (1)
reason why the staff member is not eligible. Sowtice may be given orally or in writing and
should be given within five (5) business days & taquest for FMLA leave or within 5 days
of the District’s receipt of a proper certificaticabsent extenuating circumstances. When oral
notice is given, it must be followed by written et within five (5) business days. Staff
member eligibility is determined (and notice pard) at the commencement of the first
instance of leave for each FMLA qualifying reasorhe applicable twelve (12) month period.
All FMLA absences for the same qualifying reasoa eonsidered a single leave and staff
member eligibility as to that reason for leave does change during the applicable twelve
(12) month period. If, however, the staff membeelgibility status has changed, the
Superintendent/designee must notify the staff membthe change in eligibility status within
five (5) business days, absent extenuating circamesss.

If the specific information provided by the Notioé Rights and Responsibilities changes, the
Superintendent/designee shall within five (5) bass;ndays of receipt of the staff member’s
first notice of need for leave subsequent to aranges, provide written notice referencing the
prior notice and setting forth any of the infornoati in the Notice of Rights and
Responsibilities that has changed.

When the Superintendent/designee has sufficientrimdtion to determine that leave is being
taken for a FMLA qualifying reason (e.g. after rneogy certification), the
Superintendent/designee shall notify the staff meamwhether the leave will be designated
and counted as FMLA leave. Leave

that qualifies asoth Military Caregiver Leave and leave to care for walfying family
member with a serious health condition (i.e. reaOh must be considered as Military
Caregiver leave in the first instance. This desigm must be in writing and must be given
within five (5) business days of the determinati@hsent extenuating circumstances.
Additionally, when appropriate, the Superintendégedignee shall notify the staff member of
the number of hours, days and weeks that will bentexl against the employee’s FMLA
entittement, and whether the employee will be remlito provide a fitness-for-duty
certification to return to work.

Only one Designation Notice is required for eachlAViqualifying reason per applicable
twelve (12) month period, regardless of whetherléae taken due to the qualifying reason
will be a continuous block of leave or as interemnttor on a reduced schedule leave. If the
Superintendent/designee determines the leave atilbe designated as FMLA qualifying (e.g.
if

the leave is not for a reason covered by the FMlAthe staff member's FMLA leave
entittement has been exhausted), the Superinteidésignee shall notify the staff member of
that determination. If the staff member is reqdiite substitute paid leave for unpaid FMLA
leave, or if




paid leave taken under an existing leave planiisgoeounted as FMLA leave, the Designation
Notice” shall include this information. Additiorigl the “Designation Notice” shall notify the
staff member if s/he is required to present a &salr-duty certification to be restored to
employment.
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Further, if the fithess-for-duty certification isquired to address the staff member’s ability to
perform the essential functions of his/her job} thiél be indicated on the Designation Notice,
and a list of the essential functions of the stadéimber’s position will be included.

If the information provided to the staff member time Designation Notice changes, the
Superintendent/designee shall provide, within f{8¢ business days of receipt of the staff
member’s first notice of need for leave subseqteany change, written notice of the change.

In the case of intermittent or reduced-leave scleethave, only one such notice is required
unless the circumstances regarding the leave Heamged.

Limitson FMLA When Both Spouses are Employed by the Board

When an eligible husband and wife are both empldygedhe Board, they are limited to a
combined total of twelve (12) workweeks of FMLA \eaduring any twelve (12) month
period if the leave is taken for reason (A) or @)page one, or to care for the staff member’s
parent who has a serious health condition.

Where the husband and wife both use a portion eftobal twelve (12) week FMLA leave
entitlement for reason (A) or (B) on page one,oocdre for a parent, the husband and wife are
each entitled to the difference between the amslmg has taken individually and the twelve
(12) weeks of FMLA leave for other purposes.

When an eligible husband and wife are both empldygedhe Board, they are limited to a
combined total of twenty-six (26) workweeks of Naly Caregiver Leave during the “single
twelve (12) month period”.

Certification

When FMLA leave is taken for either reason (C) By O6n page 1, the staff member must
provide medical certification from the health cgm@vider of the eligible staff member or
his/her immediate family member. The certificationms will be provided to the employee
by the District. The staff member may either:

A. submit the completed medical certification to thp&intendent/designee; or

B. direct the health care provider to transfer the mleted medical certification
directly to the Superintendent/designee, which géherally require the staff
member to furnish the health care provider with #PARA compliant
authorization.




The staff member remains responsible for making she certification is provided to the
District in a timely manner even if the employeguests his/her health care provider to
transfer thenformation directly to the District.If the staff member or health care provider
fails to provide
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appropriate medical certification in a timely manrany leave taken by the employee shall be
delayed and/or mayot constitute FMLA leave.

When the need for FMLA leave is foreseeable ankkadt thirty (30) days notice has been
provided, the staff member must provide the medieatification before the leave begins.
When this is not possible, the employee must pewute requested certification to the
Superintendent/designee within fifteen (15) calendiays after the staff member requests
FMLA leave unless it is not practicable under tlrewnstances to do so despite the staff
member’s diligent and good faith efforts.

The Board reserves the right to require secondhiodt bpinions (at the Board’s expense), and
periodic recertification of a serious health coiedit If a third opinion is sought, that opinion
shall be binding and final. The staff member midyes:

A. submit the opinion of the second health care prmyidnd the opinion of the
third health care provider if applicable, to thep8untendent/designee;

direct the second or third health care providertramsfer his/her opinion
directly to the Superintendent/designee, which wéherally require the staff
member to furnish the health care provider with #PARA compliant

authorization.

In the event that the staff member fails to prouide medical opinion of the second or third
health care provider, if applicable, any leave takg the staff member shall not constitute
FMLA leave.

Recertification

Recertification may be required no more often thaery thirty (30) days in connection with
an absence by the staff member unless the conditibtast for more than thirty (30) days.
For conditions that are certified as having a mummduration of more than thirty (30) days,
the District will not request recertification untiie specified period has passed, except that in
all cases the staff member must submit recertiioagvery six (6) months in connection with
an absence by the employee. Additionally, the Bommdent/designemay require a staff
member to provide recertification in less thantyh{B0) days if the staff member requests an
extension of leave, the circumstances describethenprevious certification have changed
significantly, or if the District receives informanh that casts doubt upon the staff member’s
stated reason for the absence or the continuinglityabf the certification. Finally, staff
members must provide a new medical certificatiochdaave year for medical conditions that
last longer than one (1) year.

Certification for Military L eave




Staff members requesting Qualifying Exigency Leawe required to complete a certification
which will be provided by the District. As state@dthe certification, the staff member shall
submit to the Superintendent/designee a copy otctivered military member’'s active duty
orders and
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certification providing the appropriate facts rethtto the particular qualifying exigency for
which leave is sought, including contact informatibthe leave involves meeting with a third

party.

Staff members requesting Military Caregiver Leave gequired to complete a certification
which will be provided by the District. As state@dthe certification, the staff member shall
submit to the Superintendent/designee certificatompleted by an authorized health care
provider or a copy of an Invitational Travel Ord€FO) or Invitational Travel Authorization
(ITA) issued to any member of the covered serviemiver’s family.

Authentication and Clarification of Certification

The Board authorizes its health care provider,ummdn resource professional but not the staff
member’s direct supervisor, to authenticate orfglar medical certification of a serious health
condition, or an ITO or ITA (i.e. medical certifitan provided for reasons (C) or (D) on page
one or Military Caregiver Leave). Additionally,&lSuperintendent/designee is authorized to
contact the individual or entity named in the Qiimdi Exigency Leave certification for
purposes of verifying the existence and natur&é@fmeeting.

Fitnessfor Duty Certification

A staff member who takes leave for reason (D) ogepane, prior to returning to work, must
provide the Superintendent/designee with a fitdessluty certification that specifically
addresses the staff member’s ability to perform éhgential functions of his/her job. The
fitness-for-duty

certification shall only apply to the particularati condition that caused the staff member’s
need for FMLA leave. If reasonable safety concexist, the Superintendent/designee may,
under certain circumstances, require a staff mertsubmit a fitness-for-duty certification
before s/he returns to work from intermittent FMlg®ve. The cost of the certification shall
be borne by the staff member.

Job Restoration & M aintenance of Health Benefits

Upon return from FMLA leave, the Board shall resttine staff member to his/her former
position, or to an equivalent position with equerdl pay, benefits, and other terms and
conditions of employment. During FMLA leave, thedd shall maintain the staff member’s
current coverage under the Board’s group healthramece program on the same conditions as
coverage would have been provided if the staff mesrhlad been continuously working during
the leave period. If the staff member was payihgrapart of the premium payments prior to
going on FMLA leave, the staff member must contitmpay his/her share during the leave.
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Special Rulesfor Instructional Employees

If an instructional employee begins FMLA/Militarya@giver Leave toward the end of the
academic terf the end of the calendar year or the end of theacyear, the District may
require

the instructional employee to remain on leave uh# end of the academic term under the
following circumstances:

1. Leave began more than 5 weeks before the end @ldddemic term, the leave
will last at least three weeks and the employeeldveeturn to work during the
three week period before the end of the term; or

Leave began during the 5 weeks before the endeoathademic term, because
of the birth of a son or daughter, the placementaafon or daughter for
adoption of foster care; to care for a spouse, danghter, or parent with a
serious health condition or to care for a covermrdise member, the leave lasts
more than two weeks and the employee would retunwdrk during the two
week period before the end of the term; or

Leave began during the 3 week period before the adnithe academic term

because of the birth of a son or daughter, theeptant of a son or daughter for
adoption of foster care; to care for a spouse, danghter, or parent with a
serious health condition or to care for a covergtise member, and the leave
will last more than 5 working days.

If the District requires an instructional employeestay out until the end of the term, the
period when the employee was able to return andinee¢p stay out will not count against the
employee’s FMLA entitlement and the District willamtain the employee’s group health
insurance during that time.

The staff member shall not accrue any sick leaaeation or other benefits during a period of
unpaid FMLA leave unless otherwise required pursuana Board policy or contract (i.e.
Collective Bargaining Agreement.

The use of FMLA leave shall not result in the lassany employment benefit that the staff
member earned or was entitled to before using FNdake.

A staff member shall have no greater right to medion or to other benefits and conditions of
employment than if the employee had been continyousrking.

If the staff member fails to return to work at thed of the leave for reasons other than the
continuation, recurrence, or onset of a seriousttheandition that entitles the staff member to
leave pursuant to reasons (C) or (D) on page ondlibtary Caregiver Leave, or for
circumstances beyond the control of the staff memibe staff member shall reimburse the
Board for the health
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insurance premiums paid by the Board during theaithpMLA leave period unless stated
otherwise in a Board policy or contract.

Generally, a staff member may not be required ke taore FMLA leave than necessary to
resolve the circumstance that precipitated the haeéave.

A staff member who fraudulently obtains FMLA leagenot protected by this policy’s job
restoration or maintenance of health benefits [giows.

The Superintendent/designee shall prepare any Iqedethat are appropriate for this policy
and verify that the policy is posted properly.

Copies of this policy shall be available to staBmbers upon request.

%For purposes of this Policy, “academic term” metiesschool semester.

29 U.S/C. 2601 et seq. (as amended)
29 C.F.R. Part 825
45 C.F.R. Part 160, 164

Adoption Date December 14, 2009
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JOB-RELATED EXPENSES

The Board may provide for the payment of #tual and necessary expenses, including
traveling expenses, of any certificated staff menab¢he District incurred in the course of
performing pre-approveservices for the District whether within or outsitie District, under
the direction of the Board and in accordandtl the parameters specified in this policy.

Expenses which are incurred by certificated stadfrbers as a result of pre-authorized travel
in and outside of the District will be reimbursedthe extent provided for in these guidelines.
Reimbursement is intended to provide for transportalodging, and food of reasonable and
adequate quality.

Authorization

A. Travel within or outside the District is to be amtized by the immediate
supervisor.

Travel to conventions or conferences away fromDistrict which, involve an
overnight stay will be authorized by the approgriatiministrator for approval
by the Superintendent/designee. All such requesist be received in the
Central Office at least fourteen (14) days priothte date a decision is needed.
Forms are available in each school office.

Procedure

A. Each request for travel or conference funds shdelail the reasons for the
expenditures and should not be labeled in broaérgéterms (see Form PO3-
22). Expenditures should be encumbered on a pseahr@er and submitted for
approval.

Under normal conditions, officers and certificatdff members traveling on
official business shall provide themselves withfistent funds of their own for
ordinary expenses.

Travel should be by the most direct and econormaatie.

All persons authorized to travel on official buseeshould keep receipts of
expenditures properly chargeable to the Board. ifidated staff members
might find it advantageous to charge as many expaed as possible on credit
cards. The itemized statement may serve as apteaeith reimbursement
available to pay the charges.
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In all instances of travel reimbursement, full iteation of expenditures is
required.

Those doing such traveling should be expected &cese the same care in
incurring expenses that they would in travel orspeal business of their own.
Excessive and unnecessary travel will not be aggat@v reimbursed.

Re mbursement

A. Reimbursement will be at the current rates apprdwethe Board. Requests
for reimbursement will be submitted on Form PO3®vided for that
purpose.

Travel outside the school district will be reimbedsat the regular fare rate
charged the general public by common carrier, wnlgavel by private

conveyance is more economical, in which case méleaitj be reimbursed at
the IRS rate or at the rate designated by theidistrcollective bargaining

agreement. Taxi fare from home and conferencerdeisin to terminal and

return is allowable with receipt.

Meals will be reimbursed at a reasonable per diata as outlined on Form
PO3-22. All claims must be supported by origiresdaipted bills.

Reimbursement for reasonable charges for tollgitay parking, taxis, official
telephone calls, and tips will be made upon pregimt of supporting receipts.

Registration fees are reimbursable.

That portion of the sales tax on hotel bills, whishnot covered by the tax-
exempt certificate, is reimbursable.

G. A tax-exempt certificate should be obtained frora #reasurer’'s Office and
presented at the time reservations are being maaletioe time of checking in.

Limitations

Employees are prohibited from accepting, solicitimgusing the authority or influence of his
position to secure, for personal travel, a discedmr free “frequent flyer” airline ticket or
other benefit from an airline if he has obtaineel ticket or other benefit from




CERTIFICATED STAFF
3440/page 3 of 3

the purchase of airline tickets, for use in officravel, by the department with which he
serves, or by which he is employed or connected.

In addition, employees are restricted from perdgrmnefiting from the use of any travel
related incentives including, but not limited toeFperks, vendor gifts or solicitations.

R.C. 2921.42(A)(4), 2921.43(A)

Adoption Date November 17, 1997
Revised 11/4/02
Revised 2/17/04
Revised 1/25/10
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USE OF DISTRICT VEHICLE FOR SCHOOL BUSINESS

The District has established the following polioy the use of school-owned vehicles in the perforreaof

assigned duties.

Regularly scheduled use will be authorized by thpesintendent/designee.

School personnel who are required to be on-calase of after hour
emergencies may be assigned a District vehicldddy use. Such use will be
authorized by the Superintendent/designee.

1. Only school personnel will be authorized to opeth&vehicle.

2. The vehicle is to be used only for school busimesept that personal use
of school vehicles may be approved solely for pantation to and from
work, for non-recurring personal errands on the wegnd from work (if
within a reasonable distance on a reasonably dioeté between home and
work), and for errands incidental to the use ofuwékicle for school
business. No personal use of school vehicles skptise the Board to
substantial additional risk of loss, damage oriligh

Requirement for Continuation of District VehicledJs

1. No repair work will be performed on the vehicle vatit the
Superintendent’s/designee’s approval.

All accidents and related injuries will be reportedvriting
immediately, no matter how minor, to the Superidesi/designee.
Drivers shall report to their immediate superviaoy parking or traffic
ticket incurred while operating a District vehicsong with proof of
payment.

All accidents must be reported to the law enforagmagency where the
accident takes place at the time of the accident.

The designated operator is responsible for cleasdirof the vehicle
both inside and outside.

All motor vehicle accidents will be reported in timg, no matter how
minor, to the Treasurer’s Office.
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Regardless of whether you are driving a personBlistrict vehicle at
the time, employees shall notify their immediatpeswisor of traffic
violations such as DUI, reckless operation anchkeesuspension or
revocation. The Board may annually check the eygats driving
record.

Drivers and passengers must wear seatbelts indarooe with Ohio
law. Drivers shall obey all state and local t@afaws.

Transporting individuals/cargo unrelated to thefgranance of school
business is prohibited.

All employees who drive District owned vehicles lvailaintain a
mileage log on file in each respective department.
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UNAUTHORIZED WORK STOPPAGE

The Board is obligated and committed to provideateibasic services to students
participating in District programs. Thereforethe schools are open and the students are in
attendance, those basic services will be provided.

Recognizing the fact that the District, for varioeasons, could experience an unauthorized
work stoppage, the Board remains committed to plingieducational and related services to
the schools and will fulfill its obligations to ofage the schools when possible.

Certificated staff members who fail to perform thermal duties when so required as part of
a concerted unauthorized work stoppage will beestilip loss of pay and fringe benefits,
including paid insurance coverage, as well as plisry measures in accordance with the
laws of the State.

R.C. 3313.202, 4117.01 et seq.

Adopted as Amended October 21, 2002
Adoption Date November 17, 1997







