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Section 1: General Information

The Twinsburg City School District is a place where students pursue rigorous academics to achieve
personal excellence. We are committed to preparing all of our students for a competitive,
challenging, and ever-changing world. We will:

« Partner with parents, students, and community to provide opportunities for our students
to start ready;

Provide outstanding learning opportunities based on core academic state standards;
Maintain high expectations for each student as measured by individual growth;

Provide a system of intervention and enrichment to ensure student success; and

Inspire and prepare our students to graduate ready in order to complete college or
begin a career without the need for remediation or retraining.

The purpose of this Staff Handbook is to provide guidance for some common situations, as well
as provide general information for employees of the Twinsburg City School District. Board
Policy is also a good source of information. Please contact your building principal or direct
supervisor if there are further questions that are not addressed within or for which you need an
explanation.

Expectations for all employees of the Twinsburg City School District

e Supervision of Students
o Students are to be supervised at all times. All staff must be in their homerooms
when the student day begins to greet students as they arrive and to provide a
presence in the hall. Should a teacher need to leave the classroom, they must
make arrangements for coverage during their absence, no matter how brief the
absence.

e Emergency Notification

o The District uses the ParentSquare system to notify staff and parents of
important information such as school closings. Phone number changes made in
the Employee Kiosk will be forwarded to the person responsible for changing
ParentSquare. However, if you would like to add or change your cell phone
number in ParentSquare, please provide this information to the Data Specialist at
x2078.

o All staff must have emergency contact information on file at their
school/department. Please make sure your emergency contact information is on
file and is updated as necessary.



o Calamity Days: Reporting for Classified Employees Included in the TSSA Bargaining Unit
o Per the Negotiated Agreement between the Twinsburg Board of Education and
the Twinsburg Support Staff Association (TSSA), Article 12: Calamity Days (D):

o A delayed start is not a calamity day. The following employees are required to
report at their normal start-time on a day when school is on a delayed start:
Custodians (those who normally report to work at 6 a.m.), Mechanics/Lead
Mechanic, Maintenance (those who normally report to work at 5 or 6 a.m.),
Groundskeepers (those who normally report to work at 5 or 6 a.m.), Assistant
Maintenance (those who normally report to work at either 5 or 6 a.m.), and
Dispatcher (who normally reports to work at 8:00 a.m.). Except as addressed
below, all other employees may delay their start-time by two hours. Normally, if
an employee is required to report at his/her normal start time on a District-wide
delayed start, the employee will end work at their regular time. If an employee
is required to report at his/her normal start-time on a District-wide delayed start,
the employee will be paid double-time for the two-hours during the delayed time
(i.e., employee will be paid his/her regular rate plus straight time for the two
hours); there shall be no compounding for overtime.

o Annually by October 1, the Superintendent or designee will notify Manager
Cooks/Manager Cooks in Training and Cooks when they will be required to report
to work on delayed start days. If they are required to report after their normal
start-time but prior to the regular two-hour delayed start-time, they will be paid
double time for the period they are required to work before the regular two-hour
delayed start-time (i.e., the employee will be paid his/her regular rate plus
straight time for the extra time the person works before the regular two-hour
delayed start-time) — the period the employees are required to report prior to the
regular two-hour delayed start-time shall not be less than thirty (30) minutes;
there shall be no compounding for overtime. In the annual notification, the
Superintendent or designee will also notify the Manager Cooks/Manager Cooks in
Training and Cooks how long after the end of their regularly scheduled work day
that they are required to work on delayed start days; under no circumstances
will they be required to work more than their regularly scheduled number of
hours. They will be paid their regular hourly rate for any time beyond their
regularly scheduled workday.

o If a Bus Driver or Bus Attendant reports at his/her regularly scheduled start-time
and a two-hour delayed start-time is announced after the driver/attendant
arrives at the garage, the driver/attendant may elect to leave without pay and
return at his/her regular two-hour delayed start-time, or will be paid straight-
time only (i.e., the driver/attendant will not receive the double time described
above if the driver/attendant remains at the garage).



o Nine (9) and ten (10) month employees (For classified employees, 189-day
contracts, 191-day contracts, 193-day contracts, and 223-day contracts) may be
required to work make-up days in excess of State approved/allowed calamity
days without additional compensation, unless the employee actually works in
excess of forty (40) hours in the week when the make-up day(s) are worked in
which case the employee will be entitled to overtime (i.e., time-and-a-half for the
hours they work in excess of forty (40)).

o See TSSA Master Agreement, Article 12 for further details.

o Confidentiality

o Individuals who have access to confidential information and records while
employed by the Twinsburg City School District are reminded that their legal
obligation to maintain such confidences extends beyond their term of
employment in the District and they are prohibited from releasing, disclosing, or
otherwise disseminating confidential information or records subsequent to
leaving the District’s employ.

o Individuals who have access to student education records may not remove them
from Board property without express permission from their building principal or
supervisor. An individual authorized to remove student education records from
school property is responsible for the safety and security of the records and for
returning them to the District intact.

o Student records should be available only to students and their parents/guardians,
eligible students, designated school officials, and designated school personnel
who have legitimate educational interest in the information or to other
individuals as permitted by law.

o For additional information regarding your responsibilities related to student
confidentiality, please refer to the Family Educational Rights and Privacy Act
(FERPA) website: http://www.washington.edu/students/reg/ferpafac.htmi

e Metal Detection/Searches — List of Prohibited Items
To protect all persons on school property, employees, along with students, staff,
administrators, and visitors to school buildings, may be required to undergo
screenings using metal detectors and/or wands upon arrival at their
assigned school building/job site, prior to beginning work, when such search is
being uniformly applied to all persons who enter the school building/job site. If
staff are going to be screened, a notice will be posted in areas that are visible to
all employees. Employees who arrive at work prior to the start of the student
school day will be screened separately and out of the sight of the students.
Employees who arrive at a school building after the start of the student school
day will be screened at the Welcome Center for the building. All screenings will



be administrative in nature and screenings that involve the use of a wand will be
conducted by a trained administrator or security personnel of the same
sex/gender as the bargaining unit member. If a metal detector is triggered,
resulting in the need to further search the employee using a wand, the employee
will be searched in a private location.

Staff members who are late to their classroom or assignment due to unforeseen
delay associated with the screening shall not be subject to discipline.

If an employee is determined to have a weapon on school property, the weapon
will be confiscated and given to the Building SRO; the employee can work with the
Building SRO to recover the weapon.

If an employee is determined to be in possession of an unauthorized object other
than a weapon in violation of a Board policy or District administrative guideline,
the employee will be permitted to take the prohibited object to the employee’s
personal vehicle and will not be subject to disciplinary consequences solely based
upon possession of an item that it is legal for the employee to possess off school
property. Nothing herein, however, shall prevent the Administration from using
possession of such items as one factor to be considered when determining when
there is reasonable suspicion to conduct alcohol and/or drug testing.

Discovery of prohibited items may result in discipline.

Per the Memorandum of Understanding (MOU) with the Twinsburg School
Support Organization (TSSA) and the Twinsburg Education Association (TEA),
following is a list of items which are prohibited on Twinsburg Board of Education
property including campuses, grounds, and vehicles and which may be found
during a metal detection search. This list is not exhaustive, and other items may
be restricted at the discretion of the Administrator in charge of the search. All
staff and visitors are subject to a security screening upon entry. Failure to
comply with these regulations may result in denied entry or removal from the
premises. Employees with questions regarding this list of prohibited items should
contact the Superintendent or Business Manager:

1. Firearms: a device, designed to be used as a weapon, from which is
expelled through a barrel, a projectile by the force of an explosion or
other form of combustion. Examples include but are not limited to:

- Handguns
- Rifles
- Shotguns



Bladed Weapons: any device or object made of metal, or of a material of

equivalent strength, with a handle and a point or a blade with one or

more cutting edges. Examples include but are not limited to:

- Knives (including pocket knives, switchblades, and utility knives)

- Swords

- Daggers

- Box cutters (Box cutters used by employees must be issued by the
employees’ Supervisor and kept in a locked, secure location at the end
of the workday)

Explosive Devices: a device so articulated that an ignition by fire, friction,
concussion, chemical reaction, or detonation of any part of the device
may cause such sudden generation of highly heated gasses that the
resultant gaseous pressures are capable of producing destructive effects.
Examples include but are not limited to:

- Fireworks

- Bombs

- Grenades

- Dynamite

Projectile Weapons: any weapon that is propelled towards its target, that
is not a firearm. Examples include but are not limited to:

- BB guns

- Pellet guns

- Airsoft guns

- Slingshots

- Crossbows and arrows

Blunt Instruments: any solid object used as a weapon, which damages its
target by applying direct mechanical force, and has no penetrating point
or edge, or is wielded so that the point or edge is not the part of the
weapon that inflicts the injury. Examples include but are not limited to:

- Clubs

- Metal knuckles

- Nunchucks

Chemical and Electrical Weapons: a chemical used to cause intentional
death or harm through its toxic properties, or a device using stored
electrical energy, rather than explosives, to attack or destroy the target.
Examples include but are not limited to:

- Pepper spray

- Mace



- Stun guns
- Tasers

7. Vaping Devices/E-Cigarettes

Voicemail Messages/Phone Messages

(¢]

Responding to telephone messages from the public, particularly
parents/guardians, is a reflection on the employee as well as the District. The
expectation is, whenever possible, that voicemail messages and telephone
messages are returned within 24 hours.

Use of Personal Cell Phones in the Workplace

@]

As with any personal calls received during the course of the work day, please
return any personal calls left on your cell phone before or after school or when
you are not with students. Cell phones should not be used when driving any of
the Board’s vehicles. Please leave your cell phone on “silence” or “vibrate”
during the work day so your call will not disrupt the activities with the students.

Visitors in the Buildings
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E-mail

The Twinsburg City School District is committed to a safe and secure learning
environment. Staff members are required to wear their District identification
badges during the workday. All visitors to the building must enter the building
through the Welcome Centers and sign in through LobbyGuard. The visitor will
receive a printed identification badge which will include his/her photo. Drivers’
licenses are kept with the receptionist in the Welcome Center until the visitor
leaves the building. The Welcome Centers bring added efficiency and additional
security, however, if a staff member observes an unknown person in the building
without a visitor's badge, please ask if you can be of assistance and then direct
the individual to the office. Then, please phone the office to inform them of the
visitor's presence. Vigilant staff members are crucial in maintaining the safety of
our students and employees.

E-mailed messages may constitute a public record under Ohio Revised Code
149.43. The employee should take care that e-mailed communications are:

= to the intended recipient;

= professional in nature;

» free from jargon;

= within the District’s acceptable use policy; and

= retained in a way that makes retrieval possible should there be a public

records request.



While the use of the District’s e-mail system to convey personal information is
discouraged, it is acceptable under certain conditions. Specifically, when the
employee has approved the release of the personal information (e.qg. illness, birth
of a baby, death of a family member) and the information released is general.
For example, it may be appropriate to communicate the fact that an employee is
ill, however, specifics regarding the employee’s iliness should not be released
using the District's e-mail.

According to BOE Policy #7540.01, personal messages via District-owned
technology should be limited in accordance with the Superintendent's guidelines.
Staff members are encouraged to keep their personal records and personal
business at home. Because the District's computer and voice mail systems are to
be used primarily for business and educational purposes, staff members are
prohibited from sending offensive, discriminatory, or harassing computer,
electronic, or voice mail messages.

The District is interested in its resources being properly used. Review of
computer files, electronic mail, and voice mail will only be done in the ordinary
course of business and will be motivated by a legitimate business reason. If a
staff member's personal information is discovered, the contents of such discovery
will not be reviewed by the District, except to the extent necessary to determine
if the files/e-mail/voice mail constitute a public record or if the District's interests
have been compromised. Any information discovered will be limited to those who
have a specific need to know that information.

The administrators and supervisory staff members authorized by the
Superintendent have the authority to search and access information
electronically.

e Social Media

o

Per Board of Education Policy 7540, all District Social Media communication must
be archived. Beginning with the 2024/2025 school year, District employees,
including coaches and advisors, will solely use X, formerly known as Twitter
and/or ParentSquare as the District’s authorized social media platforms for
employees. All social media accounts must be registered to your Twinsburg City
School District email account. These are the only two supported Social
Media platforms to be used in our school district by employees wishing
to use Social Media to share news with our families. Please contact the
District’s Director of Curriculum & Technology to register new X accounts. You
previously received information regarding ParentSquare and directions on how to
set up your account.
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Postings to the District’s Facebook, Twitter (X), and Instagram social media
accounts can be made through the following email address:
socialmedia@twinsburgcsd.org or at: tinyurl.com/TCSDSocial

A reminder that staff members should exercise caution when using social media
especially in matters regarding our students and/or the Twinsburg City School
District.

Staff members should refrain from “following” students and/or being “followed”
by students on personal Social Media accounts.

e Workplace Injury

o

A member of the Twinsburg staff who sustains a work-related injury must report
the injury and its circumstances to the building principal or job supervisor, as
appropriate, as soon as possible following the occurrence of the injury. An
Employee Incident Report Form must be completed and an accident investigation
will be conducted in a timely manner. The failure of an employee to comply with
this requirement may result in disciplinary action (see BOE Policy #8442).
Payment for related medical benefits is the responsibility of the District’s
Managed Care Organization (MCO) and the Bureau of Worker's Compensation
(BWQ).

In addition to reporting the injury and completing an accident report, the
employee may file an application for benefits with the BWC. If a principal or
supervisor is not immediately available to assist in reporting to the BWC, the
employee is responsible for calling 1.800.644.6292 (current managed care
organization) to enter the injury information in to the Worker’s Compensation
system. Please contact the Treasurer at 330-486-2017 with any gquestions
regarding the Bureau of Worker’s Compensation claims or questions about a
workplace injury report.

e Reporting Child Abuse/Neglect

o]
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Teachers, classified staff members and administrators are expressly required to
immediately report instances of suspected child abuse or neglect (O.R.C.
2151.421).

The duty to report arises when such person “has reason to believe” that a child
under eighteen (18) or a physically or mentally handicapped person under
twenty-one (21) has “suffered any wound, injury, disability or condition of such a
nature as to reasonably indicate abuse or neglect” (O.R.C. 2151.421).

Therefore, when a teacher, classified staff member or an administrator suspects
abuse, a report must be immediately made by phone or in person to a law
enforcement officer, children’s services board or county welfare board. Following
the oral report to a county worker and/or a law enforcement officer, a written
report must follow.

Failure to report is a misdemeanor.
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o A school employee’s obligation to report is a personal obligation. The fact that
the employee has reported an incident to other school officials (including the
principal, superintendent or board members) does not relieve the employee of
his or her reporting obligation.

o Reports are confidential. Permitting or encouraging unauthorized dissemination
of the contents of such a report is also a misdemeanor (O.R.C. 2151.421).

o Persons rendering a report have total immunity for liability in any civil or criminal
proceeding arising from the report of the abuse/neglect if the report was made
in good faith.

o The procedures for reporting abuse are as follows:

= Once abuse is suspected, by admission, observation of injury, observation
of behaviors that may indicate abuse taken place, etc., the building
principal will be advised that a call will be, or has been made to report
the abuse/neglect. Staff members are encouraged to make contact with
the authorities in the presence of their building principal. This is not a
request for permission. School personnel are mandatory reporters to
report neglect or abuse.

* The school employee must then telephone the Summit County
Department of Job and Family Services at 330.643.8200 or the police if
deemed necessary. Have the cumulative file on hand when the call is
made as the county worker will ask an array of questions, including
name, address, telephone number or the student; name and position of
the person reporting; name of parent, extent of injuries or description of
neglect; and other pertinent information that would establish the cause of
injuries. The county worker will give you a reference number. Be sure to
copy it down on Form 8462 (F1): Report of Student Abuse/Neglect.

» The original of the Report of Student Abuse/Neglect should be given to
the building principal and a copy sent to the Director of Pupil Services.

= The principal or supervisor should inform the Superintendent of the
reporting and then forward a copy of the Report of Student
Abuse/Neglect to the Superintendent’s Office.

» The building principal will maintain a confidential file of calls made to
report suspected abuse/neglect. The Director of Pupil Services will also
maintain a confidential file.

¢ Dress/Grooming
o Proper dress and grooming are an important part of conveying confidence with
parents and the community that your work is important. Please remember to
dress appropriately for your job responsibilities.
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Facial Masks

o

During times of elevated communicable disease community spread, the
Superintendent may activate BOE Policy 8450.01, Protective Facial Coverings
During Pandemic/Epidemic Events. At such times, all school staff are required to
wear appropriate face masks/coverings on school grounds unless it is unsafe to
do so or where doing so would significantly interfere with the District’s
educational or operational processes.;

Shields will be provided by the District to employees who choose to wear them.
Employees should wear their own face coverings and they must meet the
requirements of BOE Policy 8450.01 as well as any requirements issued by State
or local health departments. Face masks will be available to District employees
as needed;

All employee face masks/coverings shall meet the requirements of the
appropriate dress/staff grooming policies (Policy 3216/4216); and

The Board may be required to provide written justification to the local health
officials upon request explaining why a staff member is not required to wear a
facial covering in the school. Therefore, if any exceptions are made to the
requirement for facial coverings, the request for such exception must be
submitted in writing to the individual’s supervisor with appropriate
documentation provided. A decision on the request will be provided in writing.

Bringing Your Children to Work
o Typically, children of staff should not be present for any extended period of time

throughout the time of his or her commitment. Knowing that there may well be
some potential exception, these exceptions should be very rare and the staff
members should discuss the issue in advance with their building principal or
direct supervisor for a final decision.

Cooperating Teachers for Field Experiences and Student Teaching
o Teachers who serve as cooperating teachers for field experience and student

teachers and who receive compensation for such work are required to:
= inform the Superintendent of his/her desire to act as a cooperating
teacher; and
= agree that the work they are doing in relation to their duties with field
experience and/or student teachers and are being compensated by the
university/college is being done outside of the school day.

Tobacco Use
o The Board of Education is committed to providing students, staff and visitors

with a tobacco-free environment. The negative health effects of tobacco use for
both users and non-users, particularly in connection with second-hand smoke,
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are well documented. Further, providing a tobacco-free environment is
consistent with the role-modeling responsibilities of staff to our students.

In order to protect students and staff who choose not to use tobacco from an
environment noxious to them, and because the Board does not condone the use
of tobacco, vape pens, and/or E-Cigarettes, the District prohibits the use of
tobacco and all related items by all staff members at all times within any
enclosed facility owned or leased or contracted for by the District, and in areas
directly or indirectly under the control of the District immediately adjacent to
locations of egress or ingress to such facilities. This prohibition extends to any
District-owned and/or operated vehicles used to transport students and to all
other District-owned and/or operated vehicles. Such prohibition also applies to
school grounds and/or any school-related event.

e Impact Solutions

o]

The District's Employee Assistance Program (EAP) is Impact Solutions.
Information about Impact Solutions is available on the District website under the
“For Staff” tab or by calling 800.227.6007. Additional information can be
obtained by contacting the Office of Human Resources at 330.486.2020.

e Reporting Fraud

(¢]

Pursuant to Ohio Revised Code 117.103(B)(1), a public office shall provide
information about the Ohio fraud-reporting system and the means of reporting
fraud to each new employee upon employment with the public office.

Each new employee has thirty (30) days after beginning employment to confirm
receipt of this information.

By signing that you have read this Staff Handbook, you are acknowledging that
the Twinsburg City School District provided you information about the fraud-
reporting system as described by Section 117.103(A) of the Revised Code and
that you read and understood the information provided. You are also
acknowledging you have received and read the information regarding Section
124.341 of the Revised Code and the protections you are provided as a classified
or unclassified employee if you use the before-mentioned fraud reporting
system.

Namely, Section 124.341 extends the Whistle-Blower protections to employees
who file a complaint with the fraud-reporting system. If a classified or
unclassified employee becomes aware of a situation and reports it to the Auditor
of State’s fraud-reporting system, the employee is protected against certain
retaliatory or disciplinary actions. If retaliatory or disciplinary action is taken
against the employee, the employee has the right to appeal with the State
Personnel Board of Review.

The Auditor of State’s office maintains a system for the reporting of fraud
including misuse of public money by any official or office. The system allows all
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Ohio citizens, including public employees, the opportunity to make anonymous
complaints through a toll-free number, the Auditor of State’s website, or through
the U.S. mail.
The Auditor of State’s fraud contact information is as follows:
= Telephone: 1.866.FRAUD OH (1.866.372.8364)
« U.S. Mail: Ohio Auditor of State’s Office
Special Investigation Unit
88 East Broad Street
P.O. Box 1140
Columbus, OH 43215
* Web: www.ohioauditor.gov

e Reporting Absences Through AESOP

o

The Twinsburg City School District uses an automated service that streamlines
the process of recording and managing absences and finding substitutes. This
service is called AESOP. AESOP service is available to you 24 hours a day, 7
days a week and can be accessed via internet and phone.

Here, you will be able to enter absences, check your absence schedule, update
personal information, and exercise other features such as uploading your lesson
plans for substitutes to view online.

You can also call AESOP toll free at 1.800.942.3767. Simply follow the voice
menu to enter and manage absences and access other features. We recommend
that you call in to check the computer recording of your name and title. To do
this, press Option 5 and follow the prompts.

Your ID and PIN numbers for accessing AESOP will be provided by the school
district.

When entering an absence, please wait until you receive a confirmation number
before you terminate the phone call or close your internet browser window.

Your transaction is not complete until you receive a confirmation number.
Attention Transportation Department Employees: Due to the fact that our school
buses must be on time to meet students every day, Transportation Department
employees must also notify the Transportation Supervisor, Dispatcher or
Transportation Secretary of an absence prior to the start of a shift and a Sick
Leave Form must also be filed with the Transportation Supervisor.

All absences for all employees, regardless of reason, must be documented via
AESOP (https://www.aesoponline.com/login2.asp). Please report planned
absences in advance to allow the system to secure the best replacement for your
position. Questions may be directed to the Supervisor of Personnel at x2020.

¢ Collection and Depositing of Funds

e]

All funds collected by school employees must be documented and deposited
within twenty-four (24) hours.
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Pre-numbered receipts shall be issued for cash and/or checks/money orders.
Monies collected must be counted by the person receiving the funds and then
verified by a second person so there is a system of checks and balances in place.
Prior to depositing funds, all money must be secured.

Deposit slips must include the name of the person depositing the funds, the
date, itemized names and amounts along with the total being deposited.

¢ Staff Identification Badge, Door Fobs & Security Codes

(o]

e}
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Staff members must wear their Staff Identification Badges during the workday.
Beginning with the 20/21 school year, door fobs were embedded into Staff
Identification Badges.

Each staff member’s Staff Identification Badge/Fob will provide specified access.
In addition, specified staff members will be issued security codes for assigned
periods of time.

Staff members are responsible for their assigned Staff Identification Badges/Fobs
and security code and are not permitted to allow others to use them for access to
the buildings.

Lost Staff Identification Badges/Fobs must be reported immediately.

The fee for a replacement badge/fob is $7.00

Badges/fobs are needed to access the District copiers.

Badges/fobs are to be returned to the building principal/department
supervisor/designee at the end of the school year unless the employee works a
260-day calendar or has other exceptions as approved by the Superintendent.
Staff identification badges are issued by the Human Resources Office.

Call the Office of Human Resources at x2016 if you need to obtain or replace a
staff identification badge.

o Reserving District Facilities

o}

Beginning with the 2016/2017 school year, the Twinsburg City School District
implemented an online process for reserving its facilities and grounds. The system,
known as FMX, can be accessed from the District website:

» Log onto the District website: www.twinsburg.k12.oh.us

»  Find the “For Community” Tab and scroll down to “Building Use and Rental”

= (Click on the “Building Use and Rental” link and follow the prompts

= Please note the rules and regulations posted near the bottom of the Facility

Use and Rental Form

¢ Restrictions Related to Lending of Board-Owned Equipment

(0]

This is a reminder to all employees that lending Board-owned equipment for
community/personal use is extremely limited. Board-owned equipment can only
be borrowed upon the written request of the user and written approval granted by
the Superintendent. Please note that Board-owned equipment includes, but is not
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limited to such items as vacuums, carpet cleaners, other cleaning equipment,
tables, desks, chairs, other furniture, fans, ladders, tools, computer equipment,
etc.

In regard to the use of facilities, all District facilities usage needs to be approved
through FMX, our online facilities management program. Charges for facilities use
are determined through the Facility Rental Fee Schedule approved by the Board
of Education each year. Facilities are not to be used for personal use for any
reason whatsoever. For example, facilities should not be used to
repair/build/create personal items with Makerspace assets, make copies for your
own personal benefit, repair/wash your car in the Bus/Maintenance Garage, etc.
Please note that the only exception is that an employee may use Board-owned
technology that is assigned to them, including laptop computers and other
technology devices, for business use off school property, but only for business
purposes.

Please see Board of Education Policy #7530 for more information.

e Safety Tips for Twinsburg City Schools

o}

Please help us to keep our buildings secure. Everyone must work together for the
safety of our students and staff. Make sure doors are locked and report missing
or broken devices to the principal.
Question strangers and those without visitor badges. Ask them, "May I help
you?”and direct them to the office. Report suspicious behavior immediately.
Wear your ID badge at all times. This requirement is for ALL employees, including
substitutes and volunteers. NAME AND PICTURE MUST BE VISIBLE! To replace
a broken or lost I.D. please contact the Board of Education Office Receptionist at
x2000.
Take the practice of a safety drill seriously! In addition to fire and tornado drills,
we will again have intruder drills this year.
When leaving the building for a drill - -

» Teachers: Take your grade book or class roster for attendance.

Report missing students to the principal

» Administrators: Take attendance of staff
Call the Superintendent’s Office (330.486.2002) to report illegal drugs, alcohol,
weapons, graffiti, threats, and theft.
Report violent, criminal, and non-criminal incidents so they can be analyzed and
monitored.
Support our District’s Positive Behavior Intervention Supports (PBIS) program.
Never provide your building/department/District keys/fob to another person.
Make suggestions to improve the safety of your building. Please contact the
building principal or the Business Services Office at 330.486.2004.
Each building is different so even though we have a District safety plan it must be
modified to fit each building.
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o Be familiar with the Emergency Management Plan for your school and/or
department.

e Although COVID-19 protocols continue to evolve, please familiarize yourself with

precautions

o Health and safety is everyone’s business. In addition to the information included
above regarding facial coverings, staff members shall:

Conduct a daily health/symptoms self-evaluation and stay at home if
symptomatic;
When appropriate, maintain social distancing of at least six (6) feet from
non-household members;
Wear face coverings in school and on school property when directed by the
Superintendent;
During times of heightened community transmission, increase caution
when interacting with others not practicing social distancing or wearing
face coverings;
Avoid traveling to high-risk areas;
Follow good hygiene standards including:
¢ Wash hands frequently with soap and water for at least twenty (20)
seconds;
¢ Use hand sanitizer frequently;
¢ Avoid touching your face;
o Cover coughs or sneezes (e.g. into a tissue or elbow);
¢ Avoid using communal refrigerators and/or coffeepots and know
that if you use these items, you may be at risk.

Thank you so much and let’s all work together to create an orderly and safe

environment for everyone!



Section #2: Additional Important Information

The following important documents are found at the end of the Staff Handbook:

e 2024-2025 District Calendar
e 2024-2025 LPDC Members and Meeting Schedule
¢ Employee Kiosk Information
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e Course Approval for Tuition Reimbursement (also found on the Human Resources staff

page on the District website)

¢ Please note, beginning with the 2024-2025 school year, employees will complete their

Emergency Medical Information using FinalForms. Directions to follow...

Section #3: Required Notices for Employees

Classified Staff:

¢ Non-Discrimination and Equal Employment Opportunity, BOE Policy #4122
¢ Drug and Alcohol Testing of CDL License Holders, BOE Policy #4162

e Substance Abuse, BOE Policy #4170

o Staff Ethics, BOE Policy #4210

o Student Supervision and Welfare, BOE Policy #4213

e Anti-Harassment, BOE Policy #4362

e FMLA Leave, BOE Policy #4430.01

Certificated Staff:

o Employment of Professional Staff, BOE Policy #3120

¢ Non-Discrimination and Equal Employment Opportunity, BOE Policy #3122
e Substance Abuse, BOE Policy #3170

o Staff Ethics, BOE Policy #3210

e Student Supervision and Welfare, BOE Policy #3213

e Anti-Harassment, BOE Policy #3362

o FMLA Leave, BOE Policy #3430.01

All Employees:

e Genetic Information Nondiscrimination Act (GINA)

o Title IT of the Genetic Information Discrimination Act (GINA) of 2008 protects
applicants and employees from discrimination based on genetic information in
hiring, promotion, discharge, pay, fringe benefits, job training, classification,
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referral, and other aspects of employment. GINA also restricts employers’
acquisition of genetic information and strictly limits disclosure of genetic
information. Genetic information includes information about genetic tests of
applicants, employees or their family members; the manifestation of diseases or
disorders in family members (family medical history); and requests for or receipt
of genetic services by applicants, employees or their family members.

o The Genetic Information Nondiscrimination Act (GINA) of 2008 prohibits
employers and other entities covered by GINA Title II, including the Board of
Education, from requesting or requiring genetic information of an individual or
family member of the individual, except as specifically allowed by law. To
comply with this law, the Twinsburg City School District will not provide any
genetic information when responding to a request for medical information
(unless the request pertains to a request for FMLA leave for purposes of caring
for an immediate family member with a serious health condition). “Genetic
information” as defined by GINA, includes an individual’s family medical history,
the results of an individual’s or family member’s genetic test, the fact that an
individual or an individual’s family member sought or received genetic services or
participated in clinical research that includes genetic services, and genetic
information of a fetus carried by an individual or an individual’s family member or
an embryo lawfully held by an individual or family member receiving assistive
reproductive services.

¢ Annual Notice to Employees Regarding the Twinsburg City School District
Section 403(B) Plan

o As an employee of the Twinsburg City School District, you are eligible to
participate in the Twinsburg City School District Section 403(B) Plan (the “Plan”).
The Plan permits you to elect to defer a portion of your salary or wages on a
pre-tax basis. Additionally, you are eligible to participate in the 457 Deferred
Compensation Plan.

o This annual notice is a reminder that the Plan is available to you. You should
have previously received a more detailed Employee Summary of the terms of the
Plan.

o Please contact the Treasurer’s Office if you would like to defer compensation
under the Plan or would like to change the amount that you are deferring under
the Plan. For 2024, the general limitation on deferral under the Plan is $23,000
and the Age 50 Contribution Limit is $7,500 per the IRS guidelines.

o Also, please contact the Treasurer’s Office, either the Treasurer or Payroll, if you
would like another copy of the Employee Summary of the Plan, a list of Plan
Providers, a Salary Reduction Agreement, or have any other questions about the
Plan. The Treasurer’s Office can also provide you with a copy of the Plan
document.
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Statement of Nondiscrimination Policy, BOE Policy #1422

Section 504/ADA: Prohibition Against Discrimination Based on Disability, BOE Policy
#2260.01

Recording of District Meetings Involving Students and/or Parents, BOE Policy #2461
Anti-Harassment Policy (Jessica Logan Act), BOE Policy #5517

Bullying and Other Forms of Aggressive Behavior, BOE Policy #5517.01

Positive Behavior Intervention and Supports and Limited Use of Restraint and Seclusion,
BOE Policy #5630.01

Fair Labor Standards Act, BOE Policy #6700

Risk Reduction Program, BOE Policy #7430

Facility Security, BOE Policy #7440

Notice of Use of Video Surveillance/Electronic Monitoring of School Facilities, BOE Policy
#7440.01

Lending of Board-Owned Equipment, BOE Policy #7530

Technology, BOE Policy #7540

Staff Network and Internet Acceptable Use and Safety (CIPA), BOE Policy #7540.04
Proper Use of District-Issued Staff E-Mail Account, BOE Policy #7540.05
Information Security Responsibilities, BOE Policy #8305 & Administrative Guideline
#8305

Reporting Accidents, BOE Policy #8442

Control of Noncasual-Contact Communicable Diseases, BOE Policy #8453

Public Attendance at School Events, BOE Policy #9160



ADDITIONAL
IMPORTANT
INFORMATION
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J] Twinsburg City School District 2024-2025

August 2024  September 2024
sulmM|[T|w]|Th| F|sa
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8] 9 [10[11]12]13]14
15|16 |17 ]18]19 |20 21
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‘November 2024 December 2024
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2|3|4|5]|6]7
9 [10[11]12 14
17 [ 18] 19

Th
3145
10111112
17118119
24125126
31
A Teacher Work/Records Day Staff Report O No School School
No School for Students No School for Students Begins/Ends
<> End of Quarter
August 2024 ‘October 2024 January 2025 April 2025
13 - Staff First Day 2-4 - Rosh Hashanah 6 - V2 Teacher Work/Records Day 1 - School Resumes
Soft Reopening 3 - Curriculum Day - No School V2 Professional Meeting Day 12-20 - Passover
14 - PK - 8, 9th Grade only @ THS  11-12 - Yom Kippur 7 & 8 - Professional Meeting Day 18 - No School
15 - PK - 8, all THS students 11 - NEOEA Day - No School 9 - School Resumes 20 - Easter
16 - PK - 6, all students 7-12 18 - End of 1st Quarter 20 - MLK Day - No School
19 - All Students Report PK - 12 May 2025
30 - Data Day - No School November 2024 Eebruary 2025 26 - Memorial Day - No School
S - Election Day/Professional 10 - No School 29 - Last Day for Students/
September 2024 Meeting Day 17 - President’s Day - No School End of Quarter

2 - Labor Day - No School

25-29 - Thanksgiving Holiday

December 2024

20 - End of 2nd Quarter

23-Jan 3 - Winter Break - No School
25-Jan 2 - Chanukah

25 - Christmas

March 2025

14 - End of 3rd Quarter

24-28 - Spring Break - No School
31 - Data Day - No School

31 - Fid al-Fitr

30 - Teacher Work/Records Day

1st Quarter - 46 days
2nd Quarter - 40 days
3rd Quarter - 47 days
4th Quarter - 47 days



Twinsburg City Schools

Local Professional Development Committee

LPDC MEMBERS

Michael Sedlak — Central Office, Co-Chair
Nicole Swinning — THS, Co-Chair
Christine Magyar — Bissell, Secretary
Rhonda Albers — Wilcox

Scott Winter — Bissell

Ciara DeVille — Dodge

Ann Feichter — Dodge

Brian Davis — RBC

Lisa Moorer - RBC

Mike Silverthorn — THS

[

[ Meeting Dates for 2024 - 2025

B

All meetings will be held at 2:30 p.m. at the Board of Education Office
September 17, 2024

October 15, 2024

November 19, 2024

December 17, 2024

January 21, 2025

February 18, 2025

March 18, 2025

April 15, 2025

May 20, 2025



— - Our District uses the Employee Kiosk as a tool for you to

Emph;%a ? quickly access your personnel and payroll information
- 4

online any time you need to. The Kiosk is a secure website

AN that requires a login, and it has some nice features:
1. You can view your employee profile and make changes to it when necessary (address,
phone, etc.);
2. You can view your position details;
3. You can view your personal, sick and vacation leave balances;
4. You can view your payslip summary (gross, net, deductions, exemptions, etc.); and
5. You can view your W-2 information.
o Logon to the Employee Kiosk from the district website under the “For Staff” tab.
o Visit http://www.twinsburg.k12.oh.us/humanresourcesdepartment.aspx for more
information.
¢ If you don’t have an assigned PC, you may use a PC in your building’s library or computer
lab. Should you experience issues of any kind, please reach out to your building’s
Administrative Assistant.
Contacts:

Wilcox — Kathy Dinkeldein
USE THE EMPLOYEE KIOSK TO MAKE CHANGES IN YOUR

Bissell — Kathryn Shobert PERSONAL INFORMATION LIKE ADDRESS AND TELEPHONE

Dodge — Lori Zaffiro CHANGES.

RBC — Deb D’Agostino Central office is immediately notified and then passes the
THS — Danette Fodor information on to your building secretary.

Transportation — Bonnie Vaidean



- Twinsburg City School District

COURSE APPROVAL REQUEST FOR TUITION REIMBURSEMENT

Name Date

Building Years of Twinsburg District Employment
Course Title Course No.
University/College Cost

No. of Credits

Semester Term: (ex. FALL 2021)

Course related 1) Current Academic Field of Teacher & Assignment
2) Any Area of State Certification
3) Special Area of Study as justified to Superintendent

Explain if 3)

I verify the information as supplied above to be true.

[:l Approved

D Not Approved

Superintendent Date

PLEASE NOTE: REIMBURSEMENT will be made upon receipt of official transcript and proof of
payment for course (** copy of receipt, canceled check, etc.).

** Course numbers and titles must be included on the Bursar's documentation. If that information is not printed
on the form, the teacher is to write that information on the Bursar's documentation and initial the form.

All tuition reimbursement forms must be turned in before April 15% for the requisition to be processed.

OFFICE USE: Date Purchase Order Typed Date Approved For Payment

Revised 7/2021
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Twinsburg T i

CITY SCHOUL DISTRICY

Book Policy Manual

Section 4000 Classified Staff

Title NONDISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY
Code po4122

Status Active

Adopted August 9, 1995

Last Revised January 19, 2022

4122 - NONDISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY

The Board of Education does not discriminate on the basis of race, color, national origin, sex (including sexual orientation
and gender identity), disability, age, religion, military status, ancestry, genetic information (collectively, "Protected
Classes"), or any other legally protected category, in its programs and activities, including employment opportunities.

Definitions:

Words used in this policy shall have those meanings defined herein; words not defined herein shall be construed according
to their plain and ordinary meanings.

Complainant is the individual who alleges, or is alleged, to have been subjected to unlawful discrimination/retaliation,
regardless of whether the person files a formal complaint or is pursuing an informal resolution to the alleged
discrimination/retaliation.

Respondent is the individual who has been alleged to have engaged in unlawful discrimination/retaliation, regardless of
whether the Reporting Party files a formal complaint or is seeking an informal resolution to the alleged
discrimination/retaliation.

School District community means students and Board employees (i.e., administrators, and professional and classified
staff), as well as Board members, agents, volunteers, contractors, or other persons subject to the control and supervision
of the Board.

Third Parties include, but are not limited to, guests and/or visitors on School District property (e.g., visiting speakers,
participants on opposing athletic teams, parents), vendors doing business with, or seeking to do business with, the Board,
and other individuals who come in contact with members of the School District community at school-related
events/activities (whether on or off District property).

Day(s): Unless expressly stated otherwise, the term "day" or "days" as used in this policy means a business day(s) (i.e., a
day(s) that the Board office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).

For purposes of this policy, "military status" refers to a person's status in the uniformed services, which includes the
performance of duty, on a voluntary basis, or involuntary basis, in a uniformed service including active duty, active duty for
training, initial active duty for training, inactive duty for training, and full-time National Guard duty. It also includes the
period of time for which a person is absent from employment for the purpose of an examination to determine the fitness of
the person to perform any such duty as listed above.

District Compliance Officers

https://go.boarddocs.com/oh/twinsoh/Board.nsf/Public?open&id=policies# 17
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The Board designates the following individuals to serve as the District's "Compliance Officers” (also known as "Civil Rights
Coordinator") (hereinafter referred to as the "COs").

Belinda McKinney

Director of Human Resources

330.486.2000

11136 Ravenna Road, Twinsburg, OH 44087
bmckinney@twinsburgcsd.org

Chad Welker

Business Manager

330.486.2000

11136 Ravenna Road, Twinsburg, Oh 44087
cwelker@twinsburgcsd.org

The names, titles, and contact information of these individuals will be published annually on the School District's web site
and in the staff handbooks.

The COs are responsible for coordinating the District's efforts to comply with applicable Federal and State laws and
regulations, including the District's duty to address in a prompt and equitable manner any inquiries or complaints regarding
discrimination, retaliation or denial of equal access. The COs shall also verify that proper notice of nondiscrimination for
Title II of the Americans with Disabilities Act (as amended), Title VI and Title VII of the Civil Rights Act of 1964, Section

504 of the Rehabilitation Act of 1973 (as amended), and the Age Discrimination in Employment Act of 1975 is provided to
staff members and the general public. Any sections of the District's collectively-bargained, negotiated agreements dealing
with hiring, promotion, and tenure need to contain a statement of nondiscrimination similar to that in the Board's statement
above. In addition, any gender-specific terms should be eliminated from such contracts. A copy of each of the Acts and
regulations on which this notice is available upon request from the CO.

Reports and Complaints of Unlawful Discrimination and Retaliation

Employees are required to report incidents of unlawful discrimination and/or retaliation to an administrator, supervisor, or
other District-level official so that the Board may address the conduct. Any administrator, supervisor, or other District-level
official who receives such a report shall file it with the CO within two (2) days.

Employees who believe they have been unlawfully discriminated/retaliated against are entitled to utilize the complaint
process set forth below. Initiating a complaint, whether formally or informally, will not adversely affect the Complainant's
employment. While there are no time limits for initiating complaints under this policy, individuals should make every effort
to file a complaint as soon as possible after the conduct occurs while the facts are known and potential witnesses are
available.

The COs will be available during regular school/work hours to discuss concerns related to unlawful
discrimination/retaliation. COs shall accept reports of unlawful discrimination/retaliation directly from any member of the
School District community or a Third Party, or receive reports that are initially filed with another Board employee. Upon
receipt of a report of alleged discrimination/retaliation, the CO will contact the Complainant and begin either an informal or
formal complaint process (depending on the Complainant's request and the nature of the alleged discrimination/retaliation),
or the CO will designate a specific individual to conduct such a process. The CO will provide a copy of this policy to the
Complainant and the Respondent. In the case of a formal complaint, the CO will prepare recommendations for the
Superintendent or oversee the preparation of such recommendations by a designee. All members of the School District
community must report incidents of discrimination/retaliation that are reported to them to the CO within two (2) business
days of learning of the incident/conduct. :

Any Board employee who directly observes unlawful discrimination/retaliation is obligated, in accordance with this policy, to
report such observations to one of the COs within two (2) business days. Additionally, any Board employee who observes
an act of unlawful discrimination/retaliation is expected to intervene to stop the misconduct, unless circumstances make
such an intervention dangerous, in which case the staff member should immediately notify other Board employees and/or
local law enforcement officials, as necessary, to stop the misconduct. Thereafter, the CO or designee must contact the
Complainant within two (2) business days to advise of the Board's intent to investigate the alleged wrongdoing.

Investigation and Complaint Procedure (See Form 4122 F2)
Except for sex discrimination and/or Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of

Sex in Education Programs or Activities, any employee who alleges to have been subjected to unlawful discrimination or
retaliation may seek resolution of the complaint through the procedures described below. The formal complaint procedures
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involve an investigation of the individual's claims of discrimination/retaliation and a process for rendering a decision
regarding whether the charges are substantiated.

Due to the sensitivity surrounding complaints of unlawful discrimination or retaliation, timelines are flexible for initiating the
complaint process; however, individuals are encouraged to file a complaint within thirty (30) calendar days after the
conduct occurs. Once the formal complaint process is begun, the investigation will be completed in a timely manner
(ordinarily, within fifteen (15) business days of the complaint being received).

The procedures set forth below are not intended to interfere with the rights of any individual to pursue a complaint of
unlawful discrimination or retaliation with the United States Department of Education Office for Civil Rights, the Ohio Civil
Rights Commission ("OCRC"} or Equal Employment Opportunity Commission ("EEOC").

Informal Complaint Procedure

The goal of the informal complaint procedure is to promptly stop inappropriate behavior and facilitate resolution through an
informal means, if possible. The informal complaint procedure is provided as a less formal option for an employee who
alleges unlawful discrimination or retaliation. This informal procedure is not required as a precursor to the filing of a formal
complaint. The informal process is only available in those circumstances where the Complainant and the Respondent
mutually agree to participate in it.

The Complainant may proceed immediately to the formal complaint process and individuals who participate in the informal
procedure may request that the informal process be terminated at any time to move to the formal complaint process.

All complaints involving a District employee or any other adult member of the School District community and a student will
be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe doing so, the individual should tell or otherwise
inform the Respondent that the allegedly discriminatory/retaliatory conduct that it is inappropriate and must stop. The
Complainant should address the alleged misconduct as soon after it occurs as possible. The COs are availabie to support
and counsel the Complainant when taking this initial step or to intervene on behalf of the individual if requested to do so. A
Complainant who is uncomfortable or unwilling to directly approach the Respondent about the inappropriate conduct may
file an informal or a formal complaint. In addition, with regard to certain types of unlawful discrimination (e.g., sex
discrimination), the CO may advise against the use of the informal complaint process.

A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint, either orally or in writing:
1) to a building administrator; 2) directly to one of the COs; and/or 3) to the Superintendent or other District-level
employee.

All informal complaints must be reported to one of the COs who will either facilitate an informal resolution as described
below, or appoint another individual to facilitate an informal resolution.

The School District's informal complaint procedure is designed to provide the Complainant with a range of options aimed at
bringing about a prompt resolution of their concerns. Depending upon the nature of the complaint and the wishes of the
Complainant, informal resolution may involve, but not be limited to, one or more of the following:

A. Advising the Cdmplainant about how to communicate concern to the Respondent.

B. Distributing a copy of Policy 4122 - Nondiscrimination and Equal Employment Opportunity to the individuals in the
school building or office where the Respondent works.

C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the Complainant and the
Respondent to work out a mutual resolution.

While there are no set time limits within which an informal complaint must be resolved, the CO or designee is directed to
attempt to resolve all informal complaints within fifteen (15) business days of receiving the informal complaint. If the
Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a formal

complaint and, as stated above, either party may request that the informal process be terminated at any time to move to
the formal complaint process.

Formal Complaint Procedure
If a complaint is not resolved through the informal complaint process, if one of the parties requested that the informal
complaint process be terminated to move to the formal complaint process, or if the Complainant, from the outset, elects to

file a formal complaint, or the Compliance Officer(s) determines the allegations are not appropriate for resolution through
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the informal process, the formal complaint process shall be implemented.

A Complainant may file a formal complaint, either orally or in writing, with a Principal, the CO, Superintendent, or other
District official. Due to the sensitivity surrounding complaints of unlawful discrimination and retaliation, timelines are
flexible for initiating the complaint process; however, individuals should make every effort to file a formal complaint within
thirty (30) calendar days after the conduct occurs. If a Complainant informs a Principal, Superintendent, or other District
official, either orally or in writing, about any complaint of discrimination or retaliation, that employee must report such
information to the CO within two (2) business days.

Throughout the course of the process, the CO should keep the parties reasonably informed of the status of the investigation
and the decision-making process.

All formal complaints must include the following information to the extent known: the identity of the Respondent; a detailed
description of the facts upon which the complaint is based (i.e., when, where, and what occurred); a list of potential
witnesses; and the resolution sought by the Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information set forth above, the CO
shall ask for such details in an oral interview. Thereafter, the CO will prepare a written summary of the oral interview, and
the Complainant will be asked to verify the accuracy of the reported charge by signing the document.

Upon receiving a formal complaint, the CO will consider whether any action should be taken in the investigatory phase to
protect the Complainant from further discrimination or retaliation, including, but not limited to, a change of work
assignment or schedule for the Complainant and/or the Respondent. In making such a determination, the CO shouid
consult the Complainant to assess whether the individual agrees with the proposed action. If the Complainant is unwilling to
consent to the proposed change, the CO may still take whatever actions s/he deemed appropriate in consultation with the
Superintendent.

Within two (2) business days of receiving the complaint, the CO or designee will initiate a formal investigation to determine
whether the Complainant has been subjected to unlawful discrimination/retaliation.

Simultaneously, the CO will inform the Respondent that a formal complaint has been received. The Respondent will be
informed about the nature of the allegations and provided with a copy of any relevant policies and/or administrative
guidelines, including Policy 4122 - Nondiscrimination and Equal Employment Opportunity. The Respondent must also be
informed of the opportunity to submit a written response to the complaint within five (5) business days.

Although certain cases may require additional time, the CO or a designee will attempt to complete an investigation into the
allegations of discrimination/retaliation within fifteen (15) business days of receiving the formal complaint. The
investigation will include:

A. interviews with the Complainant;
B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information relevant to the
allegations;

D. consideration of any documentation or other information presented by the Complainant, Respondent, or any other
witness that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the CO or the designee shall prepare and deliver a written report to the
Superintendent that summarizes the evidence gathered during the investigation and provide recommendations based on
the evidence and the definition of unlawful discrimination/retaliation as provided in Board policy and State and Federal law
as to whether the Respondent has engaged in unlawful discrimination/retaliation of the Complainant. The CO's
recommendations must be based upon the totality of the circumstances. In determining if discrimination or retaliation
occurred, a preponderance of evidence standard will be used. The CO may consult with the Board's legal counsel before
finalizing the report to the Superintendent.

Absent extenuating circumstances, within five (5) business days of receiving the report of the CO or the designee, the
Superintendent must either issue a written decision regarding whether the charges have been substantiated or request
further investigation. A copy of the Superintendent's final decision will be delivered to both the Complainant and the
Respondent.
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If the Superintendent requests additional investigation, the Superintendent must specify the additional information that is
to be gathered, and such additional investigation must be completed within five (5) business days. At the conclusion of the
additional investigation, the Superintendent must issue a final written decision as described above.

If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation toward the Complainant,
the Superintendent must identify what corrective action will be taken to stop, remedy, and prevent the recurrence of the
discrimination/retaliation. The corrective action should be reasonable, timely, age-appropriate, and effective, and tailored to
the specific situation.

The decision of the Superintendent shall be final. The Superintendent shall inform the Board of his/her decision.

In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their representatives within
twenty (20) business days of the receipt of such an appeal. A copy of the Board's disposition of the appeal shall be sent to
each concerned party within ten (10) business days of this meeting. The decision of the Board will be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful discrimination/retaliation
regardless of whether the employee alleging the misconduct pursues the complaint. The Board also reserves the right to
have the formal complaint investigation conducted by an external person in accordance with this policy or in such other
manner as deemed appropriate by the Board or its designee.

The parties may be represented, at their own cost, at any of the above-described meetings/hearings.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the person’s pursuit of
other remedies such as the filing of a complaint with the Office for Civil Rights, the filing of charges with local law
enforcement, or the filing of a civil action in court. Use of this internal complaint process is not a prerequisite to the pursuit
of other remedies.

Privacy/Confidentiality

The District will employ all reasonable efforts to protect the rights of the Complainant, the Respondent(s), and the
witnesses as much as possible, consistent with the Board's legal obligations to investigate, to take appropriate action, and
to conform with any discovery or disclosure obligations. All records generated under the terms of this policy shall be
maintained as confidential to the extent permitted by law. Confidentiality, however, cannot be guaranteed. Additionally, the
Respondent must be provided the Complainant's identity.

During the course of a formal investigation, the CO or designee will instruct each person who is interviewed about the
importance of maintaining confidentiality. Any individual who is interviewed as part of an investigation is expected not to
disclose to Third Parties any information that is learned or provided during the course of the investigation.

Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against uniawful discrimination by taking appropriate action reasonably
calculated to stop and prevent further misconduct. While observing the principles of due process, a violation of this policy
may result in disciplinary action up to and including the discharge of an employee. All disciplinary action will be taken in
accordance with applicable State law and the terms of the relevant coliective bargaining agreement(s). When imposing
discipline, the Superintendent shall consider the totality of the circumstances involved in the matter. In those cases where
unlawful discrimination/retaliation is not substantiated, the Board may consider whether the alleged conduct nevertheless
warrants discipline in accordance with other Board policies, consistent with the terms of the relevant collective bargaining
agreement(s).

Where the Board becomes aware that a prior remedial action has been taken against an employee, all subsequent sanctions -
imposed by the Board and/or Superintendent shall be reasonably calculated to end such conduct, prevent its recurrence,
and remedy its effect.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation or participates
as a witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten, coerce or
interfere with any individual because the person opposed any act or practice made unlawful by any Federal or State civil
rights law, or because that individual made a report, formal complaint, testified, assisted or participated or refused to
participate in any manner in an investigation, proceeding, or hearing under those laws and/or this policy, or because that
individual exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of any right granted or
protected by those laws and/or this policy.
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Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in an
investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary
sanctions/consequences and/or other appropriate remedies.

Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation
prohibited under this policy.

Education and Training

In support of this policy, the Board promotes preventative educational measures to create greater awareness of unlawful
discriminatory practices. The Superintendent shall provide appropriate information to all members of the School District
community related to the implementation of this policy and shall provide training for District students and staff where
appropriate. All training, as well as all information provided regarding the Board's policy and discrimination in general, will
be age and content appropriate.

Retention of Investigatory Records and Materials

The Compliance Officer(s) is responsible for overseeing retention of all records that must be maintained pursuant to this
policy. All individuals charged with conducting investigations under this policy shall retain all documents, electronically
stored information ("ESI"), and electronic media (as defined in Policy 8315) created and/or received as part of an
investigation, which may include but not be limited to:

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged violation of this
policy;

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses pertaining to
an alleged violation of this policy;

C. any documentation that memorializes the actions taken by District personnel or individuals contracted or appointed
by the Board to fulfill its responsibilities related to the investigation and/or the District’s response to the alleged
violation of this policy;

D. written witness statements;
E. narratives, notes from, or audio, video, or digital recordings of witness interviews/statements;

F. e-mails, texts, or social media posts that directly relate to or constitute evidence pertaining to an alleged violation of
this policy (i.e., not after-the-fact commentary about or media coverage of the incident);

G. notes or summaries prepared contemporaneously by the investigator in whatever form made (e.g., handwritten,
keyed into a computer or tablet, etc.), but not including transitory notes whose content is otherwise memorialized in
other documents;

H. written disciplinary sanctions issued to students or employees and other documentation that memorializes oral
disciplinary sanctions issued to students or employees for violations of this policy;

1. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory evidence) and
other documentation that memorializes oral notifications to the parties concerning the outcome of the investigation,
including any consequences imposed as a result of a violation of this policy;

J. documentation of any supportive measures offered and/or provided to the Complainant and/or the Respondent,
including no contact orders issued to both parties, the dates the no contact orders were issued, and the dates the
parties acknowledged receipt of the no contact orders;

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or harassment, prevent
its recurrence, eliminate any hostile environment, and remedy its discriminatory effects;

L. copies of the Board policy and/or procedures/guidelines used by the District to conduct the investigation, and any
documents used by the District at the time of the alleged violation to communicate the Board’s expectations to
students and staff with respect to the subject of this policy (e.g., Student Codes of Conduct and/or Employee
Handbooks);
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M. copies of any documentation that memorializes any formal or informal resolutions to the alleged discrimination or

harassment;

N. documentation of any training provided to District personnel related to this policy, including but not limited to,
notification of the prohibitions and expectations of staff set forth in this policy and the role and responsibility of all
District personnel involved in enforcing this policy, including their duty to report alleged violations of this policy
and/or conducting an investigation of an alleged violation of this policy;

O. documentation that any rights or opportunities that the District made available to one party during the investigation
were made available to the other party on equal terms;

P. copies of any notices sent to the alleged Respondent of the allegations constituting a potential violation of this

policy;

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview, meeting, or hearing;

R. copies of any documentation or evidence used during informal and formal disciplinary meetings and hearings,
including the investigation report, and any written responses submitted by the Complainant or the Respondent.

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and records
exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State law (e.g., R.C. 3319.321) - e.g., student records
and confidential medical records.

The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an investigation shall
be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3) years, but
longer if required by the District’s records retention schedule.

Revised 5/8/96
Revised 6/25/08
Revised 2/16/11
Revised 2/6/13
Revised 11/4/15
Revised 2/5/20
Revised 2/17/21

© Neola 2021

Legal

R.C.4112.01, 4112.02

A.C. 3301-35-03(A)

Fourteenth Amendment, U.S. Constitution

20 U.S.C. Section 1681, Title IX of Education Amendment Act

20 U.S.C, Section 1701 et seq., Equal Educational Opportunities Act of 1974
20 U.S.C. Section 7905, Boy Scouts of America Equal Access Act

42 U.S.C. 6101 et seq., Age Discrimination Act of 1975

42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990, as amended
34 C.F.R. Part 110 (7/27/93)

42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act

42 U.S.C., 2000e, et seq., Civil Rights Act of 1964

29 U.S.C. 701 et seq., Rehabilitation Act of 1973, as amended

29 C.F.R. Part 1635
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Policy Manual
4000 Classified Staff

DRUG AND ALCOHOL TESTING OF CDL LICENSE HOLDERS AND OTHER EMPLOYEES
WHO PERFORM SAFETY-SENSITIVE FUNCTIONS

po4162

Active

August 9, 1995
September 20, 2020

5/8/1996, 3/20/2002, 10/5/2016, 1/23/2019

4162 - DRUG AND ALCOHOL TESTING OF CDL LICENSE HOLDERS AND OTHER EMPLOYEES WHO PERFORM
SAFETY-SENSITIVE FUNCTIONS

The Board of Education believes that the safety of students while being transported to and from school or school activities is
of utmost importance and is the primary responsibility of the driver of the school vehicle. To fulfill such a responsibility,
each driver, as well as others who perform safety-sensitive functions with Board-owned and/or operated ("Board-owned")
vehicles must be mentally and physically alert at all times while on duty. To that end, the Board has established this policy
and others related to employees' heaith and well-being.

For purposes of this policy and the guidelines associated with the policy, the following definitions shall apply:

A. The term illegal drug means drugs and controlled substances, the possession or use of which is unlawful, pursuant
to Federal, State, and local laws and regulations.

B. The term controlled substance includes any illegal drug and any drug that is being used illegally, such as a
prescription drug that was not legally obtained or not used for its intended purposes or in its prescribed quantity.
The term does not include any legally-obtained prescription drug used for its intended purpose in its prescribed
quantity unless such use would impair the individual's ability to safely perform safety-sensitive functions.

C. The term controlled substance abuse includes excessive use of alcohol as well as prescribed drugs not being used for
prescribed purposes, in a prescribed manner, or in the prescribed quantity.

D. The term safety-sensitive functions includes all tasks associated with the operation and maintenance of Board-
owned vehicles. This term further includes any period in which an individual is actually performing, ready to
perform, or immediately available to perform any safety-sensitive function.

E. The term CDL license holder means all regular and substitute bus drivers, other staff members who may drive
students in Board-owned vehicles or inspect, repair, and maintain Board-owned vehicles.

F. The term while on duty means al! time from the time the CDL license holder begins to work or is required to be in
readiness for work until the time s/he is relieved from work and all responsibility for performing work.

The Board expects all CDL license holders to comply with Board Policy 4122.01 on Drug-Free Schools which prohibits the
possession, use, sale, or distribution of alcohol and any controlled substance on school property at all times. Further, the
Board concurs with the Federal requirement that all CDL license holders should be free of any influence of alcohol or
controlled substance while on duty.
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The Board directs the Superintendent to establish a drug and alcohol testing program whereby each regular and substitute
bus driver, as well as any other staff member who holds a CDL license, is tested for the presence of alcohol in his/her
system as well as for the presence of the following controlled substances:

A. Marijuana

B. Cocaine

C. Opioids

D. Amphetamines

E. Phencyclidine (PCP)

The drug tests are to be conducted in accordance with Federal and State regulations a.) prior to employment, (Controlled
Substances Only), b.) for reasonable suspicion, c.) upon return to duty after any alcohol or drug rehabilitation, d.) post-
accident, e.) on a random basis, and f.) on a follow-up basis.

Any staff member who tests positive shall immediately be prohibited from performing or continuing to perform his/her
safety-sensitive functions (e.g., driving any Board-owned vehicle) and be referred to the District's Employee Assistance
Program.

Furthermore, if during any test the lab determines that an adulterant has been added to the specimen, then the test will be
considered positive and the employee shall be prohibited from driving any school vehicle and be referred to the District's
Employee Assistance Program.

Any staff member who refuses to submit to a test shall immediately be prohibited from performing or continuing to perform
his/her safety-sensitive functions (e.g., driving any Board-owned vehicle).

Staff members who voluntarily disclose that they have an addiction to alcohol or controlled substances may participate in
the Employee Assistance Program, and will qualify for the receipt of medical insurance benefits for treatment of alcohol or
substance abuse, including follow-up care, to the extent that such benefits are provided for or offered in the Board's health
insurance package. Voluntary disclosure of an alcohol or drug addiction by a staff member will not subject the staff member
to disciplinary action unless such disclosure is made after the staff member is selected to be tested or immediately prior to
the selection of staff members to be tested. Nothing herein shall prevent the Board from disciplining a staff member for
misconduct associated with his/her alcohol and/or drug use regardless of whether the employee has disclosed that s/he has
an alcohol or drug addiction.

If a staff member admits to failing a previous drug or alcohol test, or has refused to test, the staff member will not be
permitted to perform safety-sensitive functions until completing the return-to-duty process.

A staff member will be subject to disciplinary action, up to and including termination, for any of the following reasons:

A. reports for duty or performs work while having an alcohol concentration of 0.04 or greater or performs safety-
sensitive functions within four (4) hours after using alcohol

B. reports for duty or performs work while testing positive for using a controlled substance, or while being under the
influence of a controlled substance

C. refuses to disclose any therapeutic drug use or submit to drug and/or alcohol testing

D. alters or attempts to alter or unduly influence alcohol and/or drug testing results

E. fails to remain readily available for post-accident testing (including refraining from the use of alcohol for eight (8)
hours following the accident or until undergoing a post-accident alcohol test, whichever occurs first, and notifying
his/her supervisor of his/her location, if the staff member leaves the scene of the accident prior to the submission of

a post-accident test, unless the staff member's departure is to obtain necessary emergency medical care)

Prior to the beginning of the testing program, the Board shall provide a drug-free awareness program which will inform
each CDL license holder about:

A. the dangers of illegal drug use and controlled substance and alcohol abuse;
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B. Board Policy 4122.01 - Drug-Free Workplace, Policy 4161 -Unrequested Leaves of Absence/Fitness for Duty, Policy
4170 - Substance Abuse, and Policy 4170.01 - Employee Assistance Program;

C. the topics identified in AG 4162A;
D. the sanctions that may be imposed for violations of Policy 4122.01.

All time spent undergoing an alcohol or controlled substance test, including travel time, will be paid at the staff member's
regular rate of pay, or at his/her overtime rate, if applicable. Any staff member who is not allowed to return to work while
awaiting test results will be compensated during the waiting period for all work time lost, including overtime, if applicable.
The Board shall pay all costs associated with the administration of alcohol and controlled substance tests. This includes
testing of the "split specimen” at a Federally certified laboratory if so requested by a staff member. Requests for a "split
specimen” must be made within seventy-two (72) hours of receipt of the notification of a positive drug test. The Board will
not pay for the employee's time while not on duty, if the split specimen test results are positive.

Alcohol and drug test results shall be protected as confidential medical records as appropriate under Federal law (i.e. test
results shall be provided on a right to know basis - the employee, the employer, and the substance abuse professional - and
the results shall not be presented until analyzed by a Medical Review Officer).

A tested individual, upon written request, will be promptly provided copies of any records relating to his/her use of drugs
and alcohol, including any records pertaining to his/her drug and alcohol tests. A tested individual must provide specific
written consent before his/her test result can be provided to any other person except as required by law.

All tests shall be conducted in accordance with Federal testing guidelines and be performed by a laboratory that is Federally
certified.

The alcohol and drug testing program shall be under the direction of the Superintendent.

The Superintendent shall arrange for the required amount of training for appropriate staff members in drug recognition, in
the procedures for testing, and in the proper assistance of staff members who are subject to the effects of substance
abuse.

The Superintendent shall submit, for Board approval, a contract with a certified laboratory to provide the following services:
A. testing of all first and second test urine samples
B. clear and consistent communication with the District's Medical Review Officer (MRO)
C. methodology and procedures for conducting random tests for controlled substances and alcohol
D. preparation and submission of all required reports to the District, the MRO, and to Federal and State governments

The Superintendent shall also select the agency or persons who will conduct the alcohol breathalyzer tests, the District's
MRO, and the drug collection site(s) in accordance with the requirements of the law.

Notification

A tested candidate shall be notified of the results of a pre-employment controlled substances test conducted under this
part, if the driver requests such results within sixty (60) calendar days of being notified of the disposition of the
employment application. :

A tested individual shall be notified of the results of random, reasonable suspicion and post-accident tests for controlled
substances conducted under this policy if the test results are verified positive. The tested individual shall also be
informed which controlied substance or substances were verified as positive.

The Superintendent shall make reasonable efforts to contact and request each driver who submitted a specimen under
the employer's program, regardless of the driver's employment status, to contact and discuss the results of the controlled
substances test with a medical review officer who has been unable to contact the driver.

The Superintendent shall immediately notify the medical review officer that the driver has been notified to contact the
medical review officer within seventy-two (72) hours.
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Individuals holding a CDL license must notify all current employers of any DOT violations (such as testing positive for the
presence of alcohol or a controiled substance in violation of this policy). The notification must be made 1) by the end of the
business day following the day the individual first receives notice of the violation or 2) prior to performing any safety-
sensitive function, whichever comes first. Individuals are not required to notify the employer that administered the test or
that documented the circumstances giving rise to the violation.

In the event that an individual is selected for testing, the Superintendent will inform the individual that the test is required
by applicable law.

Reporting Test Results

The Superintendent shall prepare and maintain a summary of the results of its alcohol and controlled substances testing
programs performed under this policy during the previous calendar year, when requested by the Secretary of
Transportation, any DOT agency, or any State or local officials with regulatory authority over the employer or any of its
drivers. Such summaries shall be submitted in a manner and timeline as required by law.

Educational Materials Related to Certain Federal Regulations, Board Policies, and Procedures

CDL License Holders and other employees who perform safety-sensitive functions will be provided educational materials
that discuss the employer’s policies and procedures with respect to post-accident information and positive test results,
among other things, at the time of hire or at any time when required to operate a school vehicle. The educational materials
shall explain the requirements of applicable Federal regulations and the Board’s policies and District’s procedures with
respect to meeting these Federal regulations. The Board designates the Director of Human Resources as the individual
responsible for providing educational materials to CDL License Holders and other employees who perform safety-sensitive
functions. The educational materials will include, at a minimum, the following:

A. the contact information for the Director of Human Resources, who is the individual designated by the Board to
answer questions about the educational materials

B. a statement that all CDL License Holders and other employees who perform safety-sensitive functions are subject to
Federal law addressing the misuse of alcohol and other controlled substances

C. information sufficient to make clear to employees the period of the work day during which they are required to
comply with the regulations

D. information concerning prohibited conduct

E. the circumstances under which employees are subject to testing for alcohol and/or controlled substances

F. the procedures for testing for the presence of alcohol and controlled substances in order to protect the employee
and the integrity of the testing process, to safeguard the validity of the test results, and to confirm the results are
attributed to the correct employee, including post-accident information, procedures, and instructions required under

Federal regulations

G. the requirement that staff members must submit to alcohol and controlled substance testing as required by the
regulations

H. an explanation of what constitutes a refusal to be tested for alcohol or controlled substances and the attendant
consequences

I. the consequences of testing positive, including the requirements of immediate removal from safety-sensitive
functions, and the procedures regarding referral, evaluation, and treatment

J. the consequences for employees found to have an aicohol concentration of 0.02 or greater but less than 0.04

K. information concerning the effects of alcohol and controlled substances use on an individual's health, work, and
personal life; signs and symptoms of an alcohol problem (the employee's or a co-worker's); and available methods
of intervening when a drug or alcohol and/or controlled substances problem is suspected (including confrontation

and how to refer someone to an Employee Assistance Program or to management), and

L. information regarding the requirement that certain personal information collected and maintained under Federal law
be reported to the Commercial Driver's License Drug and Alcohol Clearinghouse
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M. indicating that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance,
including alcohol, is prohibited on all school board property and at school-sponsored activities. Individuals are
strictly prohibited from reporting to work or being on duty while under the influence of alcohol or a controlled
substance.

These materials are to be distributed to each staff member upon being hired or transferred into a covered position
thereafter. Each staff member will receive a copy of the educational materials and must sign a statement certifying receipt
of such materials. A staff member who refuses to sign the requisite statement shall be prohibited from performing any
safety-sensitive functions. Each employee (and a labor organization representing Board employees) shall receive written
notice of the availability of this information, and the identity of the Board's designated representative in charge of
answering questions about the materials.

Return-to-Duty (Safety-Sensitive Positions)

Employees who are removed from performing safety-sensitive functions as a result of this policy must take and pass a
return-to-duty test before returning to performing safety-sensitive functions. The return-to-duty test will not occur until
after a Substance Abuse Professional (SAP) has determined that the employee has successfully complied with prescribed
education and/or treatment. The employee must have a negative drug test result and/or an alcohol test with an aicohol
concentration of less than 0.02 before resuming performance of safety-sensitive duties. The employee will not be permitted
to perform safety-sensitive functions until the start of the employee’s next regularly scheduled duty period, but not less
than twenty-four (24) hours following administration of the return-to-duty test.

Subject to any collective bargaining agreement or other legal requirements, employees who are eligible to return to
performing safety-sensitive functions may not do so without the approval of the Superintendent.

Revised 5/8/96
Revised 3/20/02
Revised 10/5/16
Revised 1/23/19
Revised 2/5/20

© Neola 2020

Legal 49 C.F.R. Part 382
49 C.F.R. Part 40
34 C.F.R. Part 84
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Title SUBSTANCE ABUSE
Code po4170

Status Active

Adopted August 9, 1995

Last Revised September 28, 2005

4170 - SUBSTANCE ABUSE

The Board of Education recognizes alcoholism and drug abuse as treatable illnesses. Such ilinesses may impair the
performance of classified staff. When appropriate, the Board may assist such employees in a manner recommended by
appropriate specialists in the treatment of those ilinesses.

A classified staff member having an illness or other problem relating to the use of alcohol or other drugs including,
controlled substances, medications not prescribed by the employee’s physician, or medications not taken as prescribed, will
receive the same careful consideration and offer of assistance that is presently extended to classified staff having any other
illness.

The responsibility to correct unsatisfactory job performance, attendance or behavioral problems resuiting from a suspected
health problem rests with the classified staff member. Additionally, regardless of whether a classified staff member has an
iliness or other problem relating to the use of alcohol or other drugs it remains the responsibility of the classified staff
member to report to work and perform his/her duties in a fit and appropriate condition at all times. Being under the
influence of alcohol or other drugs while on duty, on school property, or at a school related activity/event is not acceptable.
Failure to correct unsatisfactory job performance, attendance or behavior and/or working or reporting to work under the
influence of alcohol or other drugs for whatever reason, will result in appropriate corrective or disciplinary action as
determined by the Board, up to and including termination.

If a classified staff member sustains a workplace injury while s/he is under the influence of alcohol or a controlled
substance not prescribed by his/her physician, s/he may be disqualified for compensation and benefits under the Workers
Compensation Act. If the classified staff member tests positive or refuses to submit to a test for alcohol and/or other drugs
after sustaining a workplace injury, the employee may dispute or prove untrue the presumption or belief that alcohol and/or
other drugs are the proximate cause of the injury (i.e., rebuttable presumption). The Board directs the Superintendent to
establish guidelines and post a notice advising employees that the results of, or the employees refusal to submit to an
alcohol or other drug test may affect an employee’s right to receive workers’ compensation benefits.

If a classified staff member voluntarily requests counseling or assistance before the Board learns of the classified staff
member's substance abuse problem (through a positive test result or otherwise), the classified staff member's job security
or promotion opportunities will not be jeopardized by his/her request for counseling or referral assistance. A classified staff
member may not avoid the consequences of a positive test by requesting counseling or assistance for a substance abuse
problem after being instructed to submit to a drug test.

Classified staff who suspect they may have an alcoholism or other drug abuse problem are encouraged to seek counseling
and information on a confidential basis by contacting resources available for such service.
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Legal R.C. 2925.01 et seq., 3313.60, 3719.01 et seq., 3793.02, 4123.54
Rehabilitation Act of 1973, 29 U.S.C. 794
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Book Policy Manual
Section 4000 Classified Staff
Title STAFF ETHICS

Code po4210

Status Active

Adopted January 7, 2009

4210 - STAFF ETHICS
An effective educational program and successful operation of the District requires the services of individuals with integrity,
high ideals, and human understanding. To maintain and promote these essentials, the Board of Education expects all
classified staff members to maintain high standards in their working relationships, and in the performance of their duties,
to:

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

B. represent accurately their qualifications;

C. exercise due care to protect the mental and physical safety of students, colleagues, and subordinates;

D. seek and apply the knowledge and skills appropriate to assigned responsibilities;

E. keep in confidence legally-confidential information;

F. ensure that their actions or those of another on their behalf are not made with specific intent of advancing private
economic interests;

G. refuse to accept anything of value offered by another for the purpose of influencing judgment;

H. refuse to accept compensation from any other source, other than the Board, for the performance of his/her official
duties, any other act or service in his/her public capacity, for the general performance of the duties of his/her public
employment, or as a supplement to his/her public compensation;

1. refrain from using his/her position or public property, or permitting another person to use an employee's position or

public property for partisan palitical or religious purposes. (This will in no way limit constitutionally or legally
protected rights as a citizen.)

Legal Ohio Ethics Commission Advisory Opinion 2008-01
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Section 4000 Classified Staff
Title STUDENT SUPERVISION AND WELFARE
Code po4213
Status Active
Adopted August 9, 1995
Last Revised April 21, 2011

4213 - STUDENT SUPERVISION AND WELFARE

Classified staff members shall maintain a standard of care for the supervision, control, and protection of students
commensurate with assigned duties and responsibilities and are expected to establish and maintain professional
staff/student boundaries that are consistent with their legal, professional and ethical duty of care for students.

The Superintendent shall maintain and enforce the following standards:

A. Each classified staff member shall report immediately to a building administrator any accident, safety hazard, or
other potentially harmful condition or situation s/he detects.

B. Each classified staff member shall immediately report to a building administrator any knowledge of threats of
violence by students.

C. A classified staff member shall not send students on any personal errands.

D. A classified staff member shall not associate or fraternize with students at any time in a manner that may give the
appearance of impropriety, including, but not limited to, the creation or participation in any situation or activity that
could be considered abusive or sexually suggestive or involve harmful substances such as illegal drugs, alcohol, or
tobacco. Any sexual or other inappropriate conduct with a student by any staff member will subject the offender to
potential criminal prosecution and disciplinary action by the Board up to and including termination of employment.

E. A classified staff member shall not transport students in a private vehicle without the approval of a building
administrator.

F. A student shall not be required to perform work or services that may be detrimental to his/her health.

G. Classified staff members shall not engage students in electronic communication via email, texting, social media
and/or online networking media, such as Facebook, Twitter, YouTube, MySpace, Skype, blogs, etc., at any time
unless such communication has been specifically authorized by the student’s principal.

H. Classified staff members are prohibited from electronically transmitting any personally identifiable image of a
student(s), including video, photographs, streaming video, etc. via email, texting, social media and/or online
networking media, such as Facebook, Twitter, YouTube, MySpace, Skype, blogs, etc.

Since most information concerning a child in school, other than directory information described in Policy 8330, is
confidential under Federal and State laws, any staff member who shares confidential information with another person not
authorized to receive the information may be subject to discipline and/or civil liability. This includes, but is not limited to,
information concerning assessments, grades, behavior, family background, and alleged child abuse.
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Pursuant to the laws of the State and Board Policy 8462, each classified staff member shall report to the proper legal
authorities, immediately, any sign of suspected child abuse or neglect.

Legal R.C. 2907.03
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Book Policy Manual
Section 4000 Classified Staff
Title ANTI-HARASSMENT
Code po4362

Status Active

Adopted August 9, 1995

Last Revised January 19, 2022

4362 - ANTI-HARASSMENT
General Policy Statement

It is the policy of the Board of Education to maintain an education and work environment that is free from all forms of
unlawful harassment, including sexual harassment. This commitment applies to all School District operations, programs,
and activities. All students, administrators, teachers, staff, and all other school personnel share responsibility for avoiding,
discouraging, and reporting any form of unlawful harassment. This policy applies to unlawful conduct occurring on school
property, or at another location if such conduct occurs during an activity sponsored by the Board.

The Board will vigorously enforce its prohibition against discriminatory harassment based on race, color, national origin, sex
(including sexual orientation and gender identity), disability, age, religion, ancestry, or genetic information (collectively,
Protected Classes) that are protected by Federal civil rights laws (hereinafter referred to as unlawful harassment), and
encourages those within the School District community as well as Third Parties, who feel aggrieved to seek assistance to
rectify such problems. The Board will investigate all allegations of harassment and in those cases where unlawful
harassment is substantiated, the Board will take immediate steps to end the harassment, prevent its reoccurrence, and
remedy its effects. Individuals who are found to have engaged in unlawful harassment will be subject to appropriate
disciplinary action.

The District will offer counseling services to any person found to have been subjected to unlawful harassment, and, where
appropriate, the person(s) who committed the unlawful harassment.

Other Violations of the Anti-Harassment Policy

The Board will also take immediate steps to impose disciplinary action on individuals engaging in any of the following
prohibited acts:

A. Retaliating against a person who has made a report or filed a complaint alleging unlawful harassment, or who has
participated as a witness in a harassment investigation.

B. Filing a malicious or knowingly false report or complaint of unlawful harassment.

C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of harassment, when
responsibility for reporting and/or investigating uniawful harassment charges comprises part of one's supervisory
duties.

Definitions

Words used in this policy shall have those meanings defined herein; words not defined herein shall be construed according
to their plain and ordinary meanings.
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Complainant is the individual who alleges, or is alleged, to have been subjected to unlawful harassment, regardless of
whether the person files a formal complaint or is pursuing an informal resolution to the alleged harassment.

Respondent is the individual who has been alleged to have engaged in unlawful harassment, regardless of whether the
Reporting Party files a formal complaint or is seeking an informal resolution to the alleged harassment.

School District community means students and Board employees (i.e., administrators, and professional and classified
staff), as well as Board members, agents, volunteers, contractors, or other persons subject to the control and supervision
of the Board.

Third Parties include, but are not limited to, guests and/or visitors on School District property (e.g., visiting speakers,
participants on opposing athletic teams, parents), vendors doing business with, or seeking to do business with, the Board,
and other individuals who come in contact with members of the School District community at school-related
events/activities (whether on or off District property).

Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business day(s) (i.e., a
day(s) that the Board office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).

Bullying
Bullying rises to the level of unlawful harassment when one or more persons systematically and chronically inflict physical
hurt or psychological distress on one (1) or more students or employees and that bullying is based upon one (1) or more
Protected Classes, that is, characteristics that are protected by Federal civil rights laws. It is defined as any unwanted and
repeated written, verbal, or physical behavior, including any threatening, insuiting, or dehumanizing gesture, by an adult or
student, that is severe or pervasive enough to create an intimidating, hostile, or offensive educational or work
environment; cause discomfort or humiliation; or unreasonably interfere with the individual's school or work performance
or participation; and may involve:

A. teasing;

B. threats;

C. intimidation;

D. stalking;

E. cyberstalking;

F. cyberbullying;

G. physical violence;

H. theft;

1. sexual, religious, or racial harassment;

J. public humiliation; or

K. destruction of property.

Harassment means any threatening, insulting, or dehumanizing gesture, use of technology, or written, verbal or physical
conduct directed against a student or school employee that:

A. places a student or school employee in reasonable fear of harm to his/her person or damage to his/her property;

B. has the effect of substantially interfering with a student's educational performance, opportunities, or benefits, or an
employee's work performance; or

C. has the effect of substantially disrupting the orderly operation of a school.
Sexual Harassment
For purposes of this policy and consistent with Title VII of the Civil Rights Act of 1964, sexual harassment is defined as:
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Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, when:

A. Submission to such conduct is made either implicitly or explicitly a term or condition of an individual's employment,

B.

C.

or status in a class, educational program, or activity.

Submission or rejection of such conduct by an individual is used as the basis for employment or educational
decisions affecting such individual.

Such conduct has the purpose or effect of interfering with the individual's work or educational performance; of
creating an intimidating, hostile, or offensive working, and/or learning environment; or of interfering with one's
ability to participate in or benefit from a class or an educational program or activity.

Sexual harassment may involve the behavior of a person of any gender against a person of the same or another gender.

Sexual Harassment covered by Policy 2266 - Nondiscrimination on the Basis of Sex in Education Programs or Activities is
not included in this policy. Allegations of such conduct shall be addressed solely by Policy 2266.

Prohibited acts that constitute sexual harassment under this policy may take a variety of forms. Examples of the kinds of
conduct that may constitute sexual harassment include, but are not limited to:

A,

B.

C.

Unwelcome sexual propositions, invitations, solicitations, and flirtations.
Unwanted physical and/or sexual contact.
Threats or insinuations that a person's employment, wages, academic grade, promotion, classroom work or

assignments, academic status, participation in athletics or extra-curricular programs, activities, or events, or other
conditions of employment or education may be adversely affected by not submitting to sexual advances.

. Unwelcome verbal expressions of a sexual nature, including graphic sexual commentaries about a person's body,

dress, appearance, or sexual activities; the unwelcome use of sexually degrading language, profanity, jokes or
innuendoes; unwelcome suggestive or insulting sounds or whistles; obscene telephone calls.

. Sexually suggestive objects, pictures, graffiti, videos, posters, audio recordings or literature, placed in the work or

educational environment, that may reasonably embarrass or offend individuals.

. Unwelcome and inappropriate touching, patting, or pinching; obscene gestures.
. Asking about, or telling about, sexual fantasies, sexual preferences, or sexual activities.

. Speculations about a person's sexual activities or sexual history, or remarks about one's own sexual activities or

sexual history.

. Giving unwelcome personal gifts such as lingerie that suggest the desire for a romantic relationship.
. Leering or staring at someone in a sexual way, such as staring at a person's breasts, buttocks, or groin.

. A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to create or has the

effect of creating discomfort and/or humiliation to another.

. In the context of employees, consensual sexual relationships where such relationship leads to favoritism of a
subordinate employee with whom the superior is sexually involved and where such favoritism adversely affects other

employees or otherwise creates a hostile work environment.

. Inappropriate boundary invasions by a District employee or other adult member of the School District community

into a student's personal space and personal life.

. Verbal, nonverbal or physical aggression, intimidation, or hostility based on sex or sex-stereotyping that does not

involve conduct of a sexual nature.

Not all behavior with sexual connotations constitutes unlawful sexual harassment. Sex-based or gender-based conduct
must be sufficiently severe, pervasive, and persistent such that it adversely affects, limits, or denies an individual's
employment or education, or such that it creates a hostile or abusive employment or educational environment.
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Race/Color Harassment

Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's
race or color and when the conduct has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile, or offensive working, and/or learning environment; or of interfering with
one's ability to participate in or benefit from a class or an educational program or activity. Such harassment may occur
where conduct is directed at the characteristics of a person's race or color, such as racial slurs, nicknames implying
stereotypes, epithets, and/or negative references relative to racial customs.

Religious (Creed) Harassment

Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's religion or creed and when the conduct has the purpose or effect of interfering with the individual's work or
educational performance; of creating an intimidating, hostile, or offensive working and/or learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational program or activity. Such harassment
may occur where conduct is directed at the characteristics of a person's religious tradition, clothing, or surnames, and/or
involves religious slurs.

National Origin/Ancestry Harassment

Prohibited national origin/ancestry harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based
upon an individual's national origin or ancestry and when the conduct has the purpose or effect of interfering with the
individual's work or educational performance; of creating an intimidating, hostile, or offensive working and/or learning
environment; or of interfering with one's ability to participate in or benefit from a class or an educational program or
activity. Such harassment may occur where conduct is directed at the characteristics of a person's national origin or
ancestry, such as negative comments regarding customs, manner of speaking, language, surnames, or ethnic slurs.

Disability Harassment

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's disability and when the conduct has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile, or offensive working and/or learning environment; or of interfering with
one's ability to participate in or benefit from a class or an educational program or activity. Such harassment may occur
where conduct is directed at the characteristics of a person’s disability, such as negative comments about speech patterns,
movement, physical impairments or defects/appearances, or the like. Such harassment may further occur where conduct is
directed at or pertains to a person's genetic information.

Anti-Harassment Compliance Officers

The following individual(s) shall serve as the District’s Anti-Harassment Compliance Officer(s) (hereinafter, “the Compliance
Officer(s)”):

Belinda McKinney

Director of Human Resources

330.486.2000

11136 Ravenna Road, Twinsburg, OH 44087
bmckinney@twinsburgcsd.org

Andrea Walker

Director of Student Weliness

330.486.2000

11136 Ravenna Road, Twinsburg, OH 44087
awalker@twinsburgcsd.org

The names, titles, and contact information of these individuals will be published annually on the School District's web site
and in the parent and staff handbooks.

The Compliance Officer(s) are responsible for coordinating the District’s efforts to comply with applicable Federal and State
laws and regulations, including the District’s duty to address in a prompt and equitable manner any inquiries or complaints
regarding harassment.

The Compliance Officer(s) will be available during regular school/work hours to discuss concerns related to unlawful
harassment, to assist students, other members of the District community, and third parties who seek support or advice
when informing another individual about unweicome conduct, or to intercede informally on behalf of the individual in those
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instances where concerns have not resulted in the filing of a formal complaint and where all parties are in agreement to
participate in an informal process.

Compliance Officers shall accept reports of unlawful harassment directly from any member of the School District community
or a Third Party or receive reports that are initially filed with an administrator, supervisor, or other District-level official.
Upon receipt of a report of alleged harassment, the Compliance Officer(s) will contact the Complainant and begin either an
informal or formal complaint process (depending on the request of the Complainant or the nature of the alleged
harassment), or the Compliance Officer(s) will designate a specific individual to conduct such a process. The Compliance
Officer(s) will provide a copy of this policy to the Complainant and Respondent. In the case of a formal complaint, the
Compliance Officer(s) will prepare recommendations for the Superintendent or will oversee the preparation of such
recommendations by a designee. All Board employees must report incidents of harassment that are reported to them to the
Compliance Officer within two (2) days of learning of the incident.

Any Board employee who directly observes unlawful harassment is obligated, in accordance with this policy, to report such
observations to the Compliance Officer(s) within two (2) days. Additionally, any Board employee who observes an act of
unlawful harassment is expected to intervene to stop the harassment, unless circumstances make such an intervention
dangerous, in which case the staff member should immediately notify other Board employees and/or local law enforcement
officials, as necessary, to stop the harassment. Thereafter, the Compliance Officer(s) or designee must contact the
Complainant, if age eighteen (18) or older, or Complainant's parents/guardians if the Complainant is under the age
eighteen (18), within two (2) days to advise of the Board's intent to investigate the alleged wrongdoing.

Reports and Complaints of Harassing Conduct

Members of the School District community along with Third Parties are required to report incidents of harassing conduct to
an administrator, supervisor or other School District official so that the Board may address the conduct before it becomes
severe, pervasive, or persistent. Any administrator, supervisor, or other District official who receives such a report shali file
it with the Compliance Officer within two (2) days of receiving the report of harassment,

Members of the School District community and Third Parties who believe they have been unlawfully harassed by another
member of the School District community or a Third Party are entitled to utilize the Board's complaint process that is set
forth below. Initiating a complaint, whether formally or informally, will not adversely affect the Complainant's employment
or participation in educational or extra-curricular programs. While there are no time limits for initiating complaints of
harassment under this policy, individuals should make every effort to file a complaint as soon as possible after the conduct
occurs while the facts are known and potential witnesses are available.

If, during an investigation of alleged bullying, aggressive behavior and/or harassment in accordance with Policy 5517.01 -
Bullying and Other Forms of Aggressive Behavior, the Principal believes that the reported misconduct may have created a
hostile work environment and may have constituted unlawful discriminatory harassment based on a Protected Class, the
Principal shall report the act of bullying, aggressive behavior and/or harassment to the Compliance Officer(s) who shall
investigate the allegation in accordance with this policy. If the alleged harassment involves Sexual Harassment as defined
by Policy 2266, the matter will be handled in accordance with the grievance process and procedures outlined in Policy 2266.
While the Compliance Officer investigates the allegation, or the matter is being addressed pursuant to Policy 2266, the
Principal shall suspend the Policy 5517.01 investigation to await the Compliance Officer's written report or the
determination of responsibility pursuant to Policy 2266. The Compliance Officer shall keep the Principal informed of the
status of the Policy 4362 investigation and provide the Principal with a copy of the resulting written report. Likewise, the
Title IX Coordinator will provide the Principal with the determination of responsibility that results from the Policy 2266
grievance process.

Investigation and Complaint Procedure (See Form 4362 F1)

Except for Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of Sex in Education Programs
or Activities, any employee or other member of the School District community or Third Party (e.g., visitor to the District)
who believes that they have been subjected to unlawful harassment or retaliation may seek resolution of the complaint
through the procedures described below. The formal complaint process involves an investigation of the Complainant's
claims of harassment or retaliation and a process for rendering a decision regarding whether the charges are substantiated.

Due to the sensitivity surrounding complaints of unlawful harassment, or retaliation timelines are flexible for initiating the
complaint process; however, individuals should make every effort to file a complaint within thirty (30) days after the
conduct occurs while the facts are known and potential witnesses are available. Once the formal complaint process is
begun, the investigation will be completed in a timely manner (ordinarily, within fifteen (15) business days of the complaint
being received).
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The procedures set forth below are not intended to interfere with the rights of any individual to pursue a complaint of
unlawful harassment or retaliation with the United States Department of Education Office for Civil Rights, the Ohio Civil
Rights Commission (OCRC) and/or Equal Employment Opportunity Commission (EEQC).

Informal Complaint Procedure

The goal of the informal complaint procedure is promptly to stop inappropriate behavior and to facilitate resolution through
an informal means, if possible. The informal complaint procedure is provided as a less formal option for a student, other
member of the School District community, or Third Party who alieges unlawful harassment or retaliation. This informal
procedure is not required as a precursor to the filing of a formal complaint. The informal process is only available in those
circumstances where the Complainant and the Respondent mutually agree to participate in it.

The Complainant may proceed immediately to the formal complaint process and individuals who seek resolution through
the informal procedure may request that the informal process be terminated at any time to move to the formal complaint
process.

All complainants involving a District employee, any other adult member of the School District community, or a Third Party
and a student will be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe in doing so, the individual should tell or otherwise
inform the Respondent that the alleged harassing conduct is inappropriate and must stop. The Complainant should address
the allegedly harassing conduct as soon after it occurs as possible. The Compliance Officers are available to support and
counsel individuals when taking this initial step or to intervene on behalf of the Complainant if requested to do so. A
Complainant who is uncomfortable or unwilling to directly approach the Respondent about the alleged inappropriate conduct
may file an informal or a formal complaint. In addition, with regard to certain types of unlawful harassment, such as sexual
harassment, the Compliance Officer may advise against the use of the informal complaint process.

A Complainant may make an informal complaint, either orally or in writing: 1) to a teacher, other employee, or building
administrator; 2) directly to one of the Compliance Officers; and/or 3) to the Superintendent or other District-level
employee.

All informal complaints must be reported to one of the Compliance Officers who will either facilitate an informal resolution
as described below, or appoint another individual to facilitate an informal resolution.

The Board's informal complaint procedure is designed to provide employees, other members of the School District
community, or third parties who believe they are being unlawfully harassed with a range of options designed to bring about
a resolution of their concerns. Depending upon the nature of the complaint and the wishes of the Complainant, informal
resolution may involve, but not be limited to, one or more of the foliowing:

A. Advising the Complainant about how to communicate the unwelcome nature of the behavior to the Respondent.

B. Distributing a copy of this policy as a reminder to the individuals in the school building or office where the
Respondent works or attends.

C. If both parties agree, the Compliance Officer may arrange and facilitate a meeting or mediation between the
Complainant and the Respondent to work out a mutual resolution.

While there are no set time limits within which an informal complaint must be resolved, the Compliance Officer/designee is
directed to attempt to resolve all informal complaints within fifteen (15) business days of receiving the informal complaint.
If the Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a formal
complaint. And, as stated above, either party may request that the informal process be terminated at any time to move to
the formal complaint process.

Formal Complaint Procedure

If a complaint is not resolved through the informal complaint process, if one of the parties has requested that the informal
complaint process be terminated to move to the formal complaint process, or the Complainant, from the outset, elects to
file a formal complaint, or the CO determines the allegations are not appropriate for resolution through the informal
process, the formal complaint process shall be implemented.

The Complainant may file a formal complaint, either orally or in writing, with a teacher, Principal, the Compliance Officer,
Superintendent, or other District official. Due to the sensitivity surrounding complaints of unlawful harassment and
retaliation, timelines are flexible for initiating the complaint process; however, individuals should make every effort to file a
formal complaint within thirty (30) days after the conduct occurs while the facts are known and potential witnesses are
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available. If a Complainant informs a teacher, Principal, Superintendent, or other District official, either orally or in writing,
about any complaint of harassment or retaliation, that employee must report such information to the Compliance Officer
within two (2) business days.

Throughout the course of the process, the Compliance Officer should keep the parties reasonably informed of the status of
the investigation and the decision-making process.

All formal complaints must include the foilowing information to the extent known: the identity of the Respondent; a detailed
description of the facts upon which the complaint is based (i.e., when, where, and what occurred); a list of potential
witnesses; and the resolution sought by the Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information set forth above, the
Compliance Officer shali ask for such details in an oral interview. Thereafter, the Compliance Officer will prepare a written
summary of the oral interview, and the Complainant will be asked to verify the accuracy of the reported charge by signing
the document.

Upon receiving a formal complaint, the Compliance Officer will consider whether any action should be taken in the
investigatory phase to protect the Complainant from further harassment or retaliation, including, but not limited to, a
change of work assignment or schedule for the Complainant and/or the Respondent. In making such a determination, the
Compliance Officer should consult the Complainant to assess whether the individual agrees with the proposed action. If the
Complainant is unwilling to consent to the proposed change, the Compliance Officer may still take whatever actions deemed
appropriate in consultation with the Superintendent.

Within two (2) business days of receiving the complaint, the Compliance Officer/ designee will initiate a formal investigation
to determine whether the Complainant has been subjected to offensive conduct/harassment/retaliation. The Principal will
not conduct an investigation unless directed to do so by the Compliance Officer.

Simuitaneously, the Compliance Officer will inform the Respondent that a formal complaint has been received. The
Respondent will be informed about the nature of the allegations and provided with a copy of any relevant policies and/or
administrative guidelines, including the Board's Anti-Harassment policy. The Respondent must also be informed of the
opportunity to submit a written response to the complaint within five (5) business days.

Although certain cases may require additional time, the Compliance Officer/designee will attempt to complete an
investigation into the allegations of harassment/retaliation within fifteen (15) business days of receiving the formal
complaint. The investigation will include:

A. interviews with the Complainant;
B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information relevant to the
allegations;

D. consideration of any documentation or other information presented by the Complainant, Respondent, or any other
witness that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the Compliance Officer or the designee shall prepare and deliver a written report to
the Superintendent that summarizes the evidence gathered during the investigation and provides recommendations based
on the evidence and the definition of unlawful harassment as provided in Board policy and State and Federal law as to
whether the Complainant has been subjected to unlawful harassment. The Compliance Officer's recommendations must be
based upon the totality of the circumstances. In determining if discriminatory harassment or retaliation occurred, a
preponderance of evidence standard will be used. The Compliance Officer may consult with the Board’s legal counsel before
finalizing the report to the Superintendent.

Absent extenuating circumstances, within five (5) business days of receiving the report of the Compliance Officer/designee,
the Superintendent must either issue a written decision regarding whether the complaint of harassment has been
substantiated or request further investigation. A copy of the Superintendent's final decision will be delivered to both the
Complainant and the Respondent.

If the Superintendent requests additional investigation, the Superintendent must specify the additional information that is
to be gathered, and such additional investigation must be completed within five (5) business days. At the conclusion of the
additional investigation, the Superintendent must issue a written decision as described above.

The decision of the Superintendent shall be final. The Superintendent shall inform the Board of his/her decision.
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In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their representatives within
twenty (20) business days of the receipt of such an appeal. A copy of the Board's disposition of the appeal shall be sent to
each party within ten (10) business days of this meeting. The decision of the Board will be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful harassment/retaliation regardless
of whether the member of the School District community or Third Party alleging the unlawful harassment/retaliation
pursues the complaint. The Board also reserves the right to have the formal complaint investigation conducted by an
external person in accordance with this policy or in such other manner as deemed appropriate by the Board or its designee.

The parties may be represented, at their own cost, at any of the above-described meetings/hearings.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the person's pursuit of
other remedies such as the filing of a complaint with the Office for Civil Rights, the filing of charges with local law
enforcement, or the filing of a civil action in court. Use of this internal complaint process is not a prerequisite to the pursuit
of other remedies.

Privacy/Confidentiality

The District will employ all reasonable efforts to protect the rights of the Complainant, the Respondent, and the witnesses
as much as possible, consistent with the Board's legal obligations to investigate, to take appropriate action, and to conform
with any discovery or disclosure obligations. All records generated under the terms of this policy and related administrative
guidelines shall be maintained as confidential to the extent permitted by law. Confidentiality, however, cannot be
guaranteed. Additionally, the Respondent must be provided the Complainant's identity.

During the course of a formal investigation, the Compliance Officer/designee will instruct all members of the School District
community and Third Parties who are interviewed about the importance of maintaining confidentiality. Any individual who is
interviewed as part of a harassment investigation is expected not to disclose any information that is learned or provided
during the course of the investigation.

Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against unlawful harassment/retaliation by taking appropriate action
reasonably calculated to stop the harassment and prevent further such harassment. While observing the principles of due
process, a violation of this policy may result in disciplinary action up to and including the discharge of an employee or the
suspension/expulsion of a student. All disciplinary action will be taken in accordance with applicable State law and the
terms of the relevant collective bargaining agreement(s). When imposing discipline, the Superintendent shall consider the
totality of the circumstances involved in the matter. In those cases where unlawful harassment is not substantiated, the
Board may consider whether the alleged conduct nevertheless warrants discipline in accordance with other Board policies,
consistent with the terms of the relevant collective bargaining agreement(s).

Where the Board becomes aware that a prior remedial action has been taken against a member of the School District
community, all subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to end
such conduct, prevent its recurrence, and remedy its effect.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation or participates
as a witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten, coerce or

- interfere with any individual because the person opposed any act or practice made unlawful by any Federal or State civil
right law, or because that individual made a report, formal complaint testified, assisted or participated or refused to
participate in any manner in an investigation, proceeding, or hearing under those laws and/or the policy, or because that
individual exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of any right granted or
protected by those laws and/or this policy.

Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in an
investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary
sanctions/consequences and/or other appropriate remedies.

Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation

prohibited under this policy.
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Allegations Constituting Criminal Conduct: Child Abuse/Sexual Misconduct

State law requires any school teacher or school employee who knows or suspects that a child with a disability under the age
of twenty-one (21) or that a child under the age of eighteen (18) has suffered or faces a threat of suffering a physical or
mental wound, disability or condition of a nature that reasonably indicates abuse or neglect of a child to immediately report
that knowledge or suspicion to the county children's services agency. If, during the course of a harassment investigation,
the Compliance Officer or a designee has reason to believe or suspect that the alleged conduct reasonably indicates abuse
or neglect of the Complainant, a report of such knowledge must be made in accordance with State law and Board Policy.

State law defines certain contact between a teacher and a student as sexual battery. If the Compliance Officer or a
designee has reason to believe that the Complainant has been the victim of criminal conduct as defined in Ohio's Criminal
Code, such knowledge should be immediately reported to local law enforcement.

Any reports made to a county children's services agency or to local law enforcement shall not terminate the Compliance
Officer or a designee's obligation and responsibility to continue to investigate a complaint of harassment. While the
Compliance Officer or a designee may work cooperatively with outside agencies to conduct concurrent investigations, in no
event shall the harassment investigation be inhibited by the involvement of outside agencies without good cause after
consultation with the Superintendent.

Allegations Involving Conduct Unbecoming the Teaching Profession/Suspension

The Superintendent will report to the Ohio Department of Education, on forms provided for that purpose, matters of
misconduct on the part of licensed classified staff members convicted of sexual battery, and will, in accordance with Policy
8141, suspend such employee from all duties that concern or involve the care, custody, or control of a child during the
pendency of any criminal action for which that person has been arrested, summoned and/or indicted in that regard.

Education and Training

In support of this Anti-Harassment Policy, the Board promotes preventative educational measures to create greater
awareness of unlawful discriminatory practices. The Superintendent shall provide appropriate information to all members of
the School District community related to the implementation of this policy and shall provide training for District students
and staff where appropriate. All training, as well as all information provided regarding the Board's policy and harassment in
general, will be age and content appropriate.

Retention of Investigatory Records and Materials

The Compliance Officer(s) is responsible for overseeing retention of all records that must be maintained pursuant to this
policy. All individuals charged with conducting investigations under this policy shall retain all documents, electronically
stored information (ESI), and electronic media (as defined in Policy 8315) created and/or received as part of an
investigation, which may include but not be limited to:

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged violation of this
policy;

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses pertaining to
an alleged violation of this policy;

C. any documentation that memorializes the actions taken by District personnel or individuals contracted or appointed
by the Board to fulfill its responsibilities related to the investigation and/or the District’s response to the alleged
violation of this policy; :

D. written witness statements;

E. narratives, notes from, or audio, video, or digital recordings of witness interviews/statements;

F. e-mails, texts, or social media posts that directly relate to or constitute evidence pertaining to an alleged violation of
this policy (i.e., not after-the-fact commentary about or media coverage of the incident);

G. notes or summaries prepared contemporaneously by the investigator in whatever form made (e.g., handwritten,
keyed into a computer or tablet, etc.), but not including transitory notes whose content is otherwise memorialized in

other documents;

H. written disciplinary sanctions issued to students or employees and other documentation that memorializes oral
disciplinary sanctions issued to students or employees for violations of this policy;
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I. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory evidence) and
other documentation that memorializes oral notifications to the parties concerning the outcome of the investigation,
including any consequences imposed as a result of a violation of this policy;

J. documentation of any supportive measures offered and/or provided to the Complainant and/or the Respondent,
including no contact orders issued to both parties, the dates the no contact orders were issued, and the dates the
parties acknowledged receipt of the no contact orders;

K. documentation of ail actions taken, both individual and systemic, to stop the discrimination or harassment, prevent
its recurrence, eliminate any hostile environment, and remedy its discriminatory effects;

L. copies of the Board policy and/or procedures/guidelines used by the District to conduct the investigation, and any
documents used by the District at the time of the alleged violation to communicate the Board’'s expectations to
students and staff with respect to the subject of this policy (e.g., Student Code of Conduct and/or Employee
Handbooks);

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged discrimination or
harassment;

N. documentation of any training provided to District personnel related to this policy, including but not limited to,
notification of the prohibitions and expectations of staff set forth in this policy and the role and responsibility of all
District personnel involved in enforcing this policy, including their duty to report alleged violations of this policy
and/or conducting an investigation of an alleged violation of this policy;

0. documentation that any rights or opportunities that the District made available to one party during the investigation
were made available to the other party on equal terms;

P. copies of any notices sent to the alleged perpetrator/responding party of the allegations constituting a potential
violation of this policy;

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview, meeting, or hearing;

R. copies of any documentation or evidence used during informal and formal disciplinary meetings and hearings,
including the investigation report, and any written responses submitted by the Complainant or the Respondent.

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and records
exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State law (e.g., R.C. 3319.321) - e.g., student records
and confidential medical records.

The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an investigation shall
be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3) years, but
longer if required by the District’s records retention schedule.

Revised 5/8/96
Revised 2/20/02
Revised 4/5/06
Revised 2/17/10
Revised 6/27/10
Revised 7/16/14
Revised 2/5/20
Revised 2/17/21

© Neola 2021

Legal R.C. 4112.02

20 U.S.C. 1400 et seq., The Individuals with Disabilities Education Improvement Act
of 2004 (IDEIA)

20 U.S.C. 1681 et seq.
29 U.S.C. 621 et seq., Age Discrimination in Employment Act of 1967
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29 U.S.C. 794, Rehabilitation Act of 1973, as amended

29 C.F.R. Part 1635

29 U.S.C. 6101, The Age Discrimination Act of 1975

42 U.S.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended
42 U.S.C. 2000d et seq.

42 U.S.C. 2000e et seq.

42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act

42 U.S.C. 1983

National School Boards Association Inquiry and Analysis - May 2008
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Section 4000 Classified Staff
Title FMLA LEAVE
Code po4430.01
Status Active
Adopted August 9, 1995
Last Revised April 6, 2016

4430.01 - FMLA LEAVE
Qualifying Reasons for FMLA and Military Family Leave

In accordance with the Family and Medical Leave Act of 1993, as amended, ("FMLA"), eligible staff members may take up
to twelve (12) work weeks of job-protected, unpaid leave, or substitute appropriate paid leave if the staff member has
earned or accrued it, for the following reasons:

A. the birth and/or care of a newborn child of the staff member, within one (1) year of the child's birth;

B. the placement with the staff member of a child for adoption or foster care, within one (1) year of the child's
placement;

C. the staff member is needed to provide physical and/or psychological care for a spouse, child or parent with a serious
health condition;

D. the staff member's own serious health condition makes him/her unable to perform the functions of his/her position;
or

E. any qualifying exigency (as defined In applicable Federal regulations) arising out of the fact that the staff member's
spouse, son, daughter, or parent is a military member on covered active duty (or has been notified of an impending
call or order to covered active duty) in the Armed Forces ("Qualifying Exigency Leave"). Covered active duty is
defined in AG 4430.01.

In addition, an eligible staff member who is a spouse, son, daughter, parent or next of kin of a covered service member
with a serious injury or iliness may take up to a total of twenty-six (26) work weeks of job-protected, unpaid leave, or
substitute appropriate paid leave if the staff member has earned or accrued it, during a "single twelve (12) month period”
to provide physical and/or psychological care for the covered service member ("Military Caregiver Leave") as described
more fully in AG 4430.01.

Eligible Employees

Staff members are "eligible" if they have worked for the Board for at least twelve (12) months, and for at least 1,250 hours
over the twelve (12) months prior to the leave request, and are employed at a work site where fifty (50) or more
employees are employed by the Board within seventy-five (75) miles of that work site. Months and hours that employees
who performed USERRA-covered service would have worked if they had not been called up for military service counts
towards the staff member's eligibility for FMLA leave. While the twelve (12) months of employment need not be
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consecutive, employment periods prior to a break in service of seven (7) years or more will not be counted unless the break
is occasioned by the staff member's fulfillment of his/her USERRA-covered service obligation, or a written agreement exists
concerning the Board's intention to rehire the staff member after the break in service.

Twelve (12) Month Period

Twelve (12) month period is defined as the twelve (12) month period measured forward from the date the staff member's
first FMLA leave begins (i.e. the "leave year" is specific to each individual staff member).

Serious Health Condition

Serious health condition is defined as an iliness, injury, impairment, or physical or mental condition that involves inpatient
care or continuing treatment by a healthcare provider. As utilized in this policy, the term "incapacity" means an inability to
work, attend school or perform other regular daily activities due to the serious health condition, treatment therefore, or
recovery therefrom. The term "treatment” includes (but is not limited to) examinations to determine if a serious health
condition exists and evaluations of the condition. (Treatment does not include routine physical examinations, eye
examinations, or dental examinations.)

A. Inpatient care means an overnight stay in a hospital, hospice, or residential medical-care facility, including any
period of incapacity or subsequent treatment in connection with such inpatient care.

B. Continuing treatment by a healthcare provider, includes any one or more of the following: 1.) "incapacity and
treatment"; 2.) any incapacity related to pregnancy, or for prenatal care; 3.) any incapacity experienced by an
expectant mother or treatment for such incapacity due to a chronic serious health condition; 4.) a period of
incapacity that is permanent or long-term due to a condition for which treatment may not be effective (e.g.
Alzheimer's, a severe stroke, terminal stages of a disease); or 5.) any period of absence to receive multiple
treatments (including any period of recovery therefrom) by a healthcare provider or by a provider of healthcare
services under orders of, or on referral by, a healthcare provider for a.) restorative surgery after an accident, or
other injury or b.) a condition that would likely result in a period of incapacity of more than three (3) consecutive,
full calendar days in the absence of medical intervention or treatment, such as cancer (chemotherapy, radiation,
etc.), severe arthritis (physical therapy), or kidney disease (dialysis).

1. "Incapacity and treatment” involves a period of incapacity of more than three (3) consecutive, full calendar
days, and any subsequent treatment or period of incapacity relating to the same condition, that also involves
a.) treatment two (2) or more times, within thirty (30) days of the first day of incapacity, unless extenuating
circumstances exist, by a healthcare provider, by a nurse under direct supervision of a healthcare provider, or
by a provider of healthcare services (e.g. physical therapist) under orders of, or on referral by, a healthcare
provider, or b.) treatment by a healthcare provider on at least one (1) occasion that results in a regimen of
continuing treatment under the supervision of the healthcare provider.

a. Treatment by a healthcare provider as referenced above involves an in-person visit to a healthcare
provider. The first (or only) in-person treatment visit must take place within seven (7) days of the first
day of incapacity. The healthcare provider is responsible for determining whether additional treatment
visits or a regimen of continuing treatment is necessary within the thirty (30) day period.

b. Regimen of continuing treatment includes a course of prescription medication (e.g. antibiotics), or
therapy requiring special equipment to resolve or alleviate the health condition (e.g. oxygen).

C. A regimen of continuing treatment that includes the taking of over-the-counter medications such as
aspirin, antihistamines, or salves; or bed-rest, drinking fluids, exercise, and other similar activities
that can be initiated without a visit to a healthcare provider, is not, by itself, sufficient to constitute a
regimen of continuing treatment for purposes of FMLA |eave.

2. An expectant mother is entitled to FMLA leave for incapacity due to pregnancy even if she does not receive
treatment from a healthcare provider during the absence, and even if the absence does not last for more
than three (3) consecutive, full calendar days.

3. A chronic serious health condition is one that: a.) requires periodic visits (i.e. at least twice a year) for
treatment by a healthcare provider, or by a nurse under direct supervision of a healthcare provider; b.)
continues over an extended period of time (including recurring episodes of a single underlying condition);
and c.) may cause episodic rather than a continuing period of incapacity (e.g. asthma, diabetes, epilepsy,
etc.). A visit to a healthcare provider is not necessary for each absence, and each absence need not last
more than three (3) consecutive, full calendar days.
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4. With regard to permanent or long-term conditions, the employee or family member must be under the
continuing supervision of, but need not be receiving active treatment by, a healthcare provider.

C. Conditions for which cosmetic treatments are administered (e.g. most treatments for acne or plastic surgery) are
not "serious health conditions" uniess inpatient hospital care is required or complications develop. Ordinarily, unless
complications arise, the common cold, the flu, ear aches, upset stomachs, minor ulcers, headaches other than
migraines, routine dental or orthodontia problems, periodontal disease, etc., are conditions that do not meet the
definition of a serious health condition and do not qualify for FMLA leave.

Intermittent and Reduced Schedule Leave

The Superintendent may allow a staff member to take FMLA leave intermittently (i.e. leave in separate blocks of time for a
single qualifying reason) or on a reduced schedule leave (i.e. reducing the employee's usual weekly or daily work schedule)
for reason (A) or (B) on page one. A staff member is entitled to take FMLA leave on an intermittent or reduced schedule
leave when medically necessary as indicated in reasons (C) and (D) on page one. A staff member may also take FMLA leave
on an intermittent or reduced schedule leave for Qualifying Exigency Leave (i.e. reason (E) on page one). Finally, Military
Caregiver Leave may be taken on an intermittent or reduced schedule leave when medically necessary. Regardless, the
taking of FMLA leave intermittently or on a reduced schedule leave results in the total reduction of the twelve (12) or
twenty-six (26) weeks only by the amount of leave actually taken. If the intermittent or reduced schedule leave is
foreseeable based on planned medical treatment for the employee, a family member or a covered service member, the
Superintendent may require the staff member to transfer temporarily, during the period the intermittent or reduced
schedule leave is required, to an available alternative position for which the staff member is qualified and which better
accommodates recurring periods of leave than the staff member's regular position. The alternative position shall have
equivalent pay and benefits but not necessarily equivalent duties. The Superintendent may also transfer the staff member
to a part-time job with the same hourly rate of pay and benefits, provided the staff member is not required to take more
leave than is medically necessary.

When leave is needed for planned medical treatment, the staff member must make a reasonable effort to schedule the
treatment so as not to unduly disrupt the District's operations, subject to the approval of the healthcare provider.

If the Superintendent agrees to permit FMLA leave intermittently or on a reduced schedule leave for reason (A) or (B) on
page one, the Board may also require the staff member to transfer temporarily, during the period the intermittent or
reduced leave is required, to an available alternative position for which the staff member is qualified and which better
accommodates recurring periods of leave than does the staff member's regular position.

Staff Member Notice Requirements (Forms available at the U.S. Department of Labor Website: www.dol.gov)

Staff members seeking to use FMLA leave (including Military Caregiver Leave) are required to provide thirty (30) days
advance notice of the need to take FMLA leave when the need is foreseeable and such notice is practicable. If leave is
foreseeable less than thirty (30) days in advance, the staff member must provide notice as soon as practicable - generally,
either the same or next business day. When the need for leave is not foreseeable, the staff member must provide notice as
soon as practicable under the facts and circumstances of the particular case. Absent unusual circumstances, staff members
must comply with the Board's usual and customary notice and procedural requirements for requesting leave. Failure to
provide timely notice may result in the leave being delayed or denied, and/or possible disciplinary action.

Staff members must provide "sufficient information" for the Superintendent to determine whether the FMLA may apply to
the leave request. Depending on the situation, such information may include that the employee is incapacitated due to
pregnancy, has been hospitalized overnight, is unable to perform the functions of the job, that the staff member or his/her
qualifying family member is under the continuing care of a healthcare provider, that the requested leave is for a particular
qualifying exigency related to a qualifying family member's covered active duty or call to covered active duty status, or that
the leave is due to a qualifying family member who is a covered service member with a serious injury or iliness. The
information may also include the anticipated timing and duration of the leave.

When a staff member seeks leave for a FMLA-qualifying reason for the first time, the staff member need not expressly
assert FMLA rights or even mention the FMLA. When an employee seeks leave, however, due to a FMLA-qualifying reason
for which the District has previously provided the staff member FMLA-protected leave, the staff member must specifically
reference either the qualifying reason for leave or the need for FMLA leave.

Substitution of Paid Leave

The Board shall require the staff member to "substitute" (i.e. run concurrently) any of his/her earned or accrued paid leave
(e.g. sick leave, personal leave, vacation leave) for unpaid FMLA leave. An employee's ability to substitute accrued paid
leave is determined by the terms and conditions of the District's normal leave policy. A staff member electing to use any

type of paid leave concurrently with FMLA leave must follow the same terms and conditions of the Board's policy that apply
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to other employees for use of such leave. The staff member is always entitled to unpaid FMLA leave if s/he does not meet
the Board's conditions for taking paid leave. On occasion the Board may waive any procedural requirements for the taking
of any type of paid leave.

If the staff member has not earned or accrued adequate paid leave to encompass the entire twelve (12) work week period
of FMLA leave or a twenty-six (26) work week period of Military Caregiver Leave, the additional weeks of leave to obtain the
twelve (12) work weeks of FMLA leave or twenty-six (26) work weeks of Military Caregiver Leave the staff member is
entitled to shall be unpaid. Whenever a staff member uses paid leave in substitution for unpaid FMLA leave/Military
Caregiver Leave, such leave counts toward the twelve (12) work week/twenty-six (26) work week maximum leave
allowance provided by this policy and Federal law.

District Notice Requirements (Forms available at the U.S. Department of Labor Website: www.dol.gov)

The Superintendent is directed to post the Department of Labor approved Notice explaining employees' rights and
responsibilities under the FMLA. Additionally, this general notice shall be included in employee handbooks or other written
guidance to staff members concerning benefits or leave rights or, in the alternative, distributed to each new staff member
upon hiring.

When a staff member requests FMLA leave or the District acquires knowledge that leave may be for a FMLA purpose, the
Superintendent shall notify the staff member of his/her eligibility to take leave, and inform the staff member of his/her
rights and responsibilities under the FMLA (including the consequences of failing to meet those obligations). Along with the
Notice of Rights and Responsibilities, the Superintendent will attach any medical certification that may be required, and a
copy of the employee's essential job functions. If the Superintendent determines the staff member is not eligible for FMLA
leave, the Superintendent must state at least one (1) reason why the staff member is not eligible. Such notice may be
given orally or in writing and should be given within five (5) business days of the request for FMLA leave, absent
extenuating circumstances. When oral notice is given, it must be followed by written notice within five (5) business days.
Staff member eligibility is determined (and notice provided) at the commencement of the first instance of leave for each
FMLA-qualifying reason in the applicable twelve (12) month period. Ail FMLA absences for the same qualifying reason are
considered a single leave and staff member eligibility as to that reason for leave does not change during the applicable
twelve (12) month period. If at the time a staff member provides notice of a subsequent need for FMLA leave during the
applicable twelve (12) month period due to a different FMLA-qualifying reason and the staff member's eligibility status has
not changed, no additional eligibility notice is required. If, however, the staff member's eligibility status has changed, the
Superintendent must notify the staff member of the change in eligibility status within five (5) business days, absent
extenuating circumstances.

If the specific information provided by the Notice of Rights and Responsibilities changes, the Superintendent shall, within
five (5) business days of receipt of the staff member's first notice of need for leave subsequent to any changes, provide
written notice referencing the prior notice and setting forth any of the information in the Notice of Rights and
Responsibilities that has changed.

When the Superintendent has sufficient information to determine that leave is being taken for a FMLA-qualifying reason
(e.g. after receiving certification), the Superintendent shall notify the staff member whether the leave will be designated
and counted as FMLA leave. Leave that qualifies as both Military Caregiver Leave and leave to care for a qualifying family
member with a serious health condition (i.e. reason (C)) must be considered as Military Caregiver Leave in the first
instance. This designation must be in writing and must be given within five (5) business days of the determination, absent
extenuating circumstances. Additionally, when appropriate, the Superintendent shall notify the staff member of the number
of hours, days and weeks that will be counted against the employee’s FMLA entitlement, and whether the employee will be
required to provide a fitness-for-duty certification to return to work.

Only one Designation Notice is required for each FMLA-qualifying reason per applicable twelve (12) month period,
regardless of whether the leave taken due to the qualifying reason will be a continuous block of leave or as intermittent or
on a reduced schedule leave. If the Superintendent determines the leave will not be designated as FMLA-qualifying (e.g. if
the leave is not for a reason covered by the FMLA or the staff member’s FMLA leave entitlement has been exhausted), the
Superintendent shall notify the staff member of that determination. If the staff member is required to substitute paid leave
for unpaid FMLA leave, or if paid leave taken under an existing leave plan is being counted as FMLA leave, the "Designation
Notice" shall include this information. Additionally, the "Designation Notice" shall notify the staff member if s/he is required
to present a fitness-for-duty certification to be restored to employment. Further, if the fitness-for-duty certification is
required to address the staff member’s ability to perform the essential functions of his/her job, that will be indicated on the
Designation Notice, and a list of the essential functions of the staff member’s position will be included.

If the information provided to the staff member in the Designation Notice changes, the Superintendent shall provide, within

five (5) business days of receipt of the staff member’s first notice of need for leave subsequent to any change, written
notice of the change.
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In the case of intermittent or reduced schedule leave, only one such notice is required unless the circumstances regarding
the leave have changed.

Limits on FMLA When Both Spouses are Employed by the Board

When eligible spouses are both empioyed by the Board, they are limited to a combined total of twelve (12) workweeks of
FMLA leave during any twelve (12) month period if the leave is taken for reason (A) or (B) on page one, or to care for the
staff member’s parent who has a serious health condition.

Where the spouses both use a portion of the total twelve (12) week FMLA leave entitlement for reason (A) or (B) on page
one, or to care for a parent, the spouses are each entitled to the difference between the amount s/he has taken individually
and the twelve (12) weeks of FMLA leave for other purposes.

When eligible spouses are both employed by the Board, they are limited to a combined total of twenty-six (26) workweeks
of Military Caregiver Leave during the "single twelve (12) month period" if the leave is taken for reason (A) or (B) on page
one, or to care for the staff member’s parent who has a serious health condition, or to care for a covered service member
with a serious injury or illness.

Certification

When FMLA leave is taken for either reason (C) or (D) on page one, the staff member must provide medical certification
from the healthcare provider of the eligible staff member or his/her immediate family member. The staff member may
either:

A. submit the completed medical certification to the Superintendent; or

B. direct the healthcare provider to transfer the completed medical certification directly to the Superintendent, which
will generally require the staff member to furnish the healthcare provider with a HIPAA-compliant authorization.

If the staff member fails to provide appropriate medical certification, any leave taken by the employee shall not constitute
FMLA leave.

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

The Board reserves the right to require second or third opinions (at the Board’s expense), and periodic recertification of a
serious health condition. If a third opinion is sought, that opinion shall be binding and final. The staff member may either:

A. submit the opinion of the second healthcare provider, and the opinion of the third healthcare provider if applicable,
to the Superintendent;

B. direct the second or third healthcare provider to transfer his/her opinion directly to the Superintendent, which will
generally require the staff member to furnish the healthcare provider with a HIPAA-compliant authorization.

In the event that the staff member fails to provide the medical opinion of the second or third healthcare provider, if
applicable, any leave taken by the staff member shall not constitute FMLA leave.

Recertification

Recertification may be required no more often than every thirty (30) days in connection with an absence by the staff
member unless the condition will last for more than thirty (30) days. For conditions that are certified as having a minimum
duration of more than thirty (30) days, the District will not request recertification until the specified period has passed,
except that in all cases the staff member must submit recertification every six (6) months in connection with an absence by
the employee. Additionally, the Superintendent may require a staff member to provide recertification in less than thirty (30)
days if the staff member requests an extension of leave, the circumstances described in the previous certification have
changed significantly, or if the District receives information that casts doubt upon the staff member’s stated reason for the
absence or the continuing validity of the certification. Finally, staff members must provide a new medical certification each
leave year for medical conditions that last longer than one (1) year.

Staff members requesting Qualifying Exigency Leave are required to submit to the Superintendent a copy of the covered
military member’s active duty orders and certification providing the appropriate facts related to the particular qualifying
exigency for which leave is sought, including contact information if the leave involves meeting with a third party.
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Staff members requesting Military Caregiver Leave are required to submit to the Superintendent certification completed by
an authorized healthcare provider or a copy of an Invitational Travel Order (ITO) or Invitational Travel Authorization (ITA)
issued to any member of the covered service member’s family.

The Board authorizes its healthcare provider, human resource professional, to authenticate or clarify a medical certification
of a serious health condition, or an ITO or ITA (i.e. medical certification provided for reasons (C) or (D) on page one or
Military Caregiver Leave). Additionally, the Superintendent is authorized to contact the individual or entity named in the
Qualified Exigency Leave certification for purposes of verifying the existence and nature of the meeting.

A staff member who takes leave for reason (D) on page one, prior to returning to work, must provide the Superintendent
with a fitness- for-duty certification that specifically addresses the staff member’s ability to perform the essential functions
of his/her job. The fitness- for-duty certification shall only apply to the particular health condition that caused the staff
member’s need for FMLA leave. If reasonable safety concerns exist, the Superintendent may, under certain circumstances,
require a staff member to submit a fitness- for-duty certification before s/he returns to work from intermittent FMLA leave.
The cost of the certification shall be borne by the staff member.

Job Restoration & Maintenance of Health Benefits

Upon return from FMLA leave, the Board shall restore the staff member to his/her former position, or to an equivalent
position with equivalent pay, benefits, and other terms and conditions of employment. During FMLA leave, the Board shall
maintain the staff member’s current coverage under the Board’s group health insurance program on the same conditions as
coverage would have been provided if the staff member had been continuously working during the leave period. If the staff
member was paying all or part of the premium payments prior to going on FMLA leave, the staff member must continue to
pay his/her share during the leave.

The staff member shall not accrue any sick leave, vacation, or other benefits during a period of unpaid FMLA leave.

The use of FMLA leave shall not result in the loss of any employment benefit that the staff member earned or was entitled
to before using FMLA leave. If a bonus or other payment, however, is based on the achievement of a specified goal such as
hours worked or perfect attendance, and the employee does not meet the goal due to FMLA leave, payment shall be denied
unless it is paid to an employee on equivalent leave status for a reason that does not qualify as FMLA leave.

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

If the staff member fails to return to work at the end of the leave for reasons other than the continuation, recurrence, or
onset of a serious health condition that entitles the staff member to leave pursuant to reasons (C) or (D) on page one or
Military Caregiver Leave, or for circumstances beyond the control of the staff member, the staff member shall reimburse the
Board for the health insurance premiums paid by the Board during the unpaid FMLA leave period.

Generally, a staff member may not be required to take more FMLA l|eave than necessary to resolve the circumstance that
precipitated the need for leave.

A staff member who fraudulently obtains FMLA leave is not protected by this policy’s job restoration or maintenance of
health benefits provisions.

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

Copies of this policy shall be available to staff members upon request.

Revised 3/20/02
Revised 6/25/08
Revised 6/24/09
Revised 6/27/10
Revised 7/16/14
Revised 4/6/16

© Neola 2015

Legal 29 U.S.C. 2601 et seq. (as amended)
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29 C.FR. Part 825
45 C.F.R. Part 160, 164
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3120 - EMPLOYMENT OF PROFESSIONAL STAFF

The Board of Education recognizes that it is vital to the successful operation of the District that positions created by the
Board be filled with highly qualified and competent personnel.

The Board shall approve the employment, and also, when not covered by the terms of a negotiated, collectively-bargained
agreement, fix the compensation and establish the term of employment for each professional staff member employed by
the Board.
Individuals employed in the following categories shall be considered members of the professional staff:

A. Administrators

B. Teachers

C. School Counselors

D. Psychologists

E. Therapists

Such approval shall be given only to those candidates for employment recommended by the Superintendent or by another
individual designated by the Board in the event that the Superintendent's nomination would be a violation of R.C. 2921.42.

The Board will not employ (but may reemploY) the children, siblings, spouse, parents, in-laws, or bona fide dépendents
(IRS criteria) of a Board member.

Applications for employment will not be accepted from any current Board member. If a Board member wishes to apply for a
position, his/her resignation must be accepted by the Board prior to submitting an application and the Board member must
not use or attempt to use his/her official authority or influence to secure the employment position.

Any professional staff member's intentional misstatement of fact material to qualifications for employment or the
determination of salary shall be considered by this Board to constitute grounds for dismissal.

The employment of professional staff members prior to approval by the Board is authorized when their employment is

required to maintain continuity in the educational program. Employment shall be recommended to the Board at the next
regular meeting.
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No candidate for employment as a professional staff member shall receive recommendation for such employment without
having proffered visual evidence of proper licensing or that application for such licensing is in process. Said licensing shall
meet the minimum requirements of State law for the position for which s/he is being recommended.

The Superintendent may, however, recommend to the Board the employment of an unlicensed person if s/he holds a
baccalaureate degree and is a veteran of the Armed Forces of the United States and has been honorably discharged within
the last three (3) years, and while in the armed services, had meaningful experience as a teacher or instructor, and the
right to teach without a license has not been revoked by the Superintendent of Public Instruction.

If such a person is employed, s/he shall be considered to be eligible for and must fulfill the professional development
standards required of other professional staff members.

If the Superintendent, after proper investigation, determines that the person no longer should have the right to teach, s/he
may be terminated without regard to R.C. 3319.11 and R.C. 3319.16.

Professional staff must also pass a background check performed by the Bureau of Criminal Identification and Investigation
and the Federal Bureau of Investigation (see Policy 3121).

The Superintendent shall prepare administrative guidelines for the recruitment and selection of all professional staff.
REQUIREMENTS FOR TEACHERS

Teachers must hold a valid license issued by the State to teach in all areas of assignment. Teachers who instruct in core
subject areas must be properly certified/licensed as required by the Elementary and Secondary Education Act, as amended
("ESEA”), and State law. A properly licensed/certified teacher is defined as a teacher who has successfully completed all
requirements for certification/licensure and holds a license applicable to all grade levels and subject areas in which the
teacher provides instruction and the students to whom the teacher provides the instruction. “Core subject areas” include
reading, English Language Arts, Mathematics, Science, Social Studies, Foreign Language, and Fine Arts.

The following teaching license types may be considered eligible for proper certification/licensure in a core subject area:

A. Resident Educator/Alternative Resident Educator License

B. Professional Educator License

C. Senior Professional Educator License

D. Lead Professional Educator License

E. One-Year Out-of-State License

F. Supplemental License

G. Visiting International Teacher License
The Superintendent shall report State certification and licensure status for every teacher at least annually in accordance
with State and Federal law. At the start of the school year, the Superintendent shall notify parents/guardians of each
student enrolled in the District that they may request information about the professional qualifications of each classroom
teacher who provides instruction to the student. Upon request of the parent/guardian, the District will provide information
about each teacher assigned to provide instruction to their student(s) in a timely manner. The information will include
whether the teacher has satisfied all requirements for certification/licensure or whether the teacher provides instruction
under a waiver.
Confirmation of Licensure
As a prerequisite to employee pay, the Superintendent must first issue to the Treasurer a written statement that confirms
each teacher and/or professional employee has filed with the Superintendent both a copy of all valid licenses as well as
copies of any reports required by the State Board or this Board to demonstrate his/her qualification to teach in all assigned
subject and grade levels of instruction and/or a professional educator position. No professional staff member employed in a
position for which licensure is required may be paid until evidence of such appropriate licensure for the subject area, grade

level, or position, etc. has been received by the Superintendent and transmitted to the Treasurer.

Revised 5/20/98
Revised 3/20/02
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Revised 8/21/06
Revised 2/21/07
Revised 1/7/09

Revised 7/16/14

© Neola 2020

Legal R.C. 2921.01, 2921.42, 3319.02, 3319.07, 3319.074, 3319.11
R.C. 3319.23 - .28, 3319.283, 3319.301, 3319.36, 3319.39
20 U.S.C. 6319
20 U.S.C. 7801
A.C. 3301-24-05
ESEA 1112
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3122 - NONDISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY

The Board of Education does not discriminate on the basis of race, color, national origin, sex (including sexual orientation
and gender identity), disability, age, religion, military status, ancestry, genetic information (collectively, "Protected
Classes"), or any other legally protected category, in its programs and activities, including employment opportunities.

Definitions:

Words used in this policy shall have those meanings defined herein; words not defined herein shall be construed according
to their plain and ordinary meanings.

Complainant is the individual who alleges, or is alleged, to have been subjected to unlawful discrimination/retaliation,
regardless of whether the person files a formal complaint or is pursuing an informal resolution to the alleged
discrimination/retaliation.

Respondent is the individual who has been alleged to have engaged in unlawful discrimination/retaliation, regardless of
whether the Reporting Party files a formal complaint or is seeking an informal resolution to the alleged
discrimination/retaliation.

School District community means students and Board employees (i.e., administrators, and professional and classified
staff), as well as Board members, agents, volunteers, contractors, or other persons subject to the control and supervision
of the Board.

Third Parties include, but are not limited to, guests and/or visitors on School District property (e.g., visiting speakers,
participants on opposing athletic teams, parents), vendors doing business with, or seeking to do business with, the Board,
and other individuals who come in contact with members of the School District community at school-related
events/activities (whether on or off District property).

Day(s): Unless expressly stated otherwise, the term "day" or "days" as used in this policy means a business day(s) (i.e., a
day(s) that the Board office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).

For purposes of this policy, "military status" refers to a person's status in the uniformed services, which includes the
performance of duty, on a voluntary basis, or involuntary basis, in a uniformed service including active duty, active duty for
training, initial active duty for training, inactive duty for training, and full-time National Guard duty. It also includes the
period of time for which a person is absent from employment for the purpose of an examination to determine the fitness of
the person to perform any such duty as listed above.

District Compliance Officers
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The Board designates the following individuals to serve as the District's "Compliance Officers" (also known as "Civil Rights
Coordinator") (hereinafter referred to as the "COs").

Belinda McKinney

Director of Human Resources

330.486.2000

11136 Ravenna Road, Twinsburg, Ohio 44087
bmckinney@twinsburgcsd.org

Chad Welker

Business Manager

330.486.2000

11136 Ravenna Road, Twinsburg, OH 44087
cwelker@twinsburgcesd.org

The names, titles, and contact information of these individuals will be published annually on the School District's web site
and in the staff handbooks.

The COs are responsible for coordinating the District's efforts to comply with applicable Federal and State laws and
regulations, including the District's duty to address in a prompt and equitable manner any inquiries or complaints regarding
discrimination, retaliation or denial of equal access. The COs shall also verify that proper notice of nondiscrimination for
Title II of the Americans with Disabilities Act (as amended), Title VI and Title VII of the Civil Rights Act of 1964, Section

504 of the Rehabilitation Act of 1973 (as amended), and the Age Discrimination in Employment Act of 1975 is provided to
staff members and the general public. Any sections of the District's collectively-bargained, negotiated agreements dealing
with hiring, promotion, and tenure need to contain a statement of nondiscrimination similar to that in the Board's statement
above. In addition, any gender-specific terms should be eliminated from such contracts.

Reports and Complaints of Unlawful Discrimination and Retaliation

Employees are required to report incidents of unlawful discrimination and/or retaliation to an administrator, supervisor, or
other District-level official so that the Board may address the conduct. Any administrator, supervisor, or other District-level
official who receives such a report shall file it with the CO within two (2) days.

Employees who believe they have been unlawfully discriminated/retaliated against are entitled to utilize the complaint
process set forth below. Initiating a complaint, whether formally or informally, will not adversely affect the Complainant's
employment. While there are no time limits for initiating complaints under this policy, individuals should make every effort
to file a complaint as soon as possible after the conduct occurs while the facts are known and potential witnesses are
available.

The COs will be available during regular school/work hours to discuss concerns related to unlawful
discrimination/retaliation. COs shall accept reports of unlawful discrimination/retaliation directly from any member of the
School District community or a Third Party, or receive reports that are initially filed with another Board employee. Upon
receipt of a report of alleged discrimination/retaliation, the CO will contact the Complainant and begin either an informal or
formal complaint process (depending on the Complainant's request and the nature of the alleged discrimination/retaliation),
or the CO will designate a specific individual to conduct such a process. The CO will provide a copy of this policy to the
Complainant and the Respondent. In the case of a formal complaint, the CO will prepare recommendations for the
Superintendent or oversee the preparation of such recommendations by a designee. All members of the School District
community must report incidents of discrimination/retaliation that are reported to them to the CO within two (2) business
days of learning of the incident/conduct.

Any Board employee who directly observes unlawful discrimination/retaliation is obligated, in accordance with this policy, to
report such observations to one of the COs within two (2) business days. Additionally, any Board employee who observes
an act of unlawful discrimination/retaliation is expected to intervene to stop the misconduct, unless circumstances make
such an intervention dangerous, in which case the staff member should immediately notify other Board employees and/or
local law enforcement officials, as necessary, to stop the misconduct. Thereafter, the CO or designee must contact the
Complainant within two (2) business days to advise of the Board's intent to investigate the alleged wrongdoing.

Investigation and Complaint Procedure (See Form 3122 F2)

Except for sex discrimination and/or Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of
Sex in Education Programs or Activities, any employee who alleges to have been subjected to unlawful discrimination or
retaliation may seek resolution of the complaint through the procedures described below. The formal complaint procedures
involve an investigation of the individual's claims of discrimination/retaliation and a process for rendering a decision
regarding whether the charges are substantiated.
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Due to the sensitivity surrounding complaints of unlawful discrimination or retaliation, timelines are flexible for initiating the
complaint process; however, individuals are encouraged to file a complaint within thirty (30) calendar days after the
conduct occurs. Once the formal complaint process is begun, the investigation will be completed in a timely manner
(ordinarily, within fifteen (15) business days of the complaint being received).

The procedures set forth below are not intended to interfere with the rights of any individual to pursue a complaint of
unlawful discrimination or retaliation with the United States Department of Education Office for Civil Rights, the Ohio Civil
Rights Commission ("OCRC") or Equal Employment Opportunity Commission ("EEOC").

Informal Complaint Procedure

The goal of the informal complaint procedure is to promptly stop inappropriate behavior and facilitate resolution through an
informal means, if possible. The informal complaint procedure is provided as a less formal option for an employee who
alleges unlawful discrimination or retaliation. This informal procedure is not required as a precursor to the filing of a formal
complaint. The informal process is only available in those circumstances where the Complainant and the Respondent
mutually agree to participate in it.

The Complainant may proceed immediately to the formal complaint process and individuals who participate in the informal
procedure may request that the informal process be terminated at any time to move to the formal complaint process.

All complaints involving a District employee or any other adult member of the School District community and a student will
be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe doing so, the individual should tell or otherwise
inform the Respondent that the allegedly discriminatory/retaliatory conduct that it is inappropriate and must stop. The
Complainant should address the alleged misconduct as soon after it occurs as possible. The COs are availabie to support
and counsel the Complainant when taking this initial step or to intervene on behalf of the individual if requested to do so. A
Complainant who is uncomfortable or unwilling to directly approach the Respondent about the inappropriate conduct may
file an informal or a formal complaint. In addition, with regard to certain types of unlawful discrimination (e.g., sex
discrimination), the CO may advise against the use of the informal complaint process.

A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint, either orally or in writing:
1) to a building administrator; 2) directly to one of the COs; and/or 3) to the Superintendent or other District-level
employee.

All informal complaints must be reported to one of the COs who will either facilitate an informal resolution as described
below, or appoint another individual to facilitate an informal resolution.

The School District's informal complaint procedure is designed to provide the Complainant with a range of options aimed at
bringing about a prompt resolution of their concerns. Depending upon the nature of the complaint and the wishes of the
Complainant, informal resolution may involve, but not be limited to, one or more of the following:

A. Advising the Complainant about how to communicate concern to the Respondent.

B. Distributing a copy of Policy 3122 - Nondiscrimination and Equal Employment Opportunity to the individuals in the
school building or office where the Respondent works.

C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the Complamant and the
Respondent to work out a mutual resolution,

While there are no set time limits within which an informal complaint must be resolved, the CO or designee is directed to
attempt to resolve all informal complaints within fifteen (15) business days of receiving the informal complaint. If the
Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a formal

complaint and, as stated above, either party may request that the informal process be terminated at any time to move to
the formal complaint process.

Formal Complaint Procedure
If a complaint is not resolved through the informal complaint process, if one of the parties requested that the informal
complaint process be terminated to move to the formal complaint process, or if the Complainant, from the outset, elects to

file a formal complaint, or the Compliance Officer(s) determines the allegations are not appropriate for resolution through
the informal process, the formal complaint process shall be implemented.
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A Complainant may file a formal complaint, either orally or in writing, with a Principal, the CO, Superintendent, or other
District official. Due to the sensitivity surrounding complaints of unlawful discrimination and retaliation, timelines are
flexible for initiating the complaint process; however, individuals should make every effort to file a formal complaint within
thirty (30) calendar days after the conduct occurs. If a Complainant informs a Principal, Superintendent, or other District
official, either orally or in writing, about any complaint of discrimination or retaliation, that employee must report such
information to the CO within two (2) business days.

Throughout the course of the process, the CO should keep the parties reasonably informed of the status of the investigation
and the decision-making process.

Aill formal complaints must include the following information to the extent known: the identity of the Respondent; a detailed
description of the facts upon which the complaint is based (i.e., when, where, and what occurred); a list of potential
witnesses; and the resolution sought by the Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information set forth above, the CO
shall ask for such details in an oral interview. Thereafter, the CO will prepare a written summary of the oral interview, and
the Complainant will be asked to verify the accuracy of the reported charge by signing the document.

Upon receiving a formal complaint, the CO will consider whether any action should be taken in the investigatory phase to
protect the Complainant from further discrimination or retaliation, including, but not limited to, a change of work
assignment or schedule for the Complainant and/or the Respondent. In making such a determination, the CO should
consult the Complainant to assess whether the individual agrees with the proposed action. If the Complainant is unwilling to
consent to the proposed change, the CO may still take whatever actions s/he deemed appropriate in consultation with the
Superintendent.

Within two (2) business days of receiving the complaint, the CO or designee will initiate a formal investigation to determine
whether the Complainant has been subjected to unlawful discrimination/retaliation.

Simultaneously, the CO will inform the Respondent that a formal complaint has been received. The Respondent will be
informed about the nature of the allegations and provided with a copy of any relevant policies and/or administrative
guidelines, including Policy 3122 - Nondiscrimination and Equal Employment Opportunity. The Respondent must also be
informed of the opportunity to submit a written response to the complaint within five (5) business days.

Although certain cases may require additional time, the CO or a designee will attempt to complete an investigation into the
allegations of discrimination/retaliation within fifteen (15) business days of receiving the formal complaint., The
investigation will include:

A. interviews with the Complainant;
B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information relevant to the
allegations;

D. consideration of any documentation or other information presented by the Complainant, Respondent, or any other
witness that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the CO or the designee shall prepare and deliver a written report to the
Superintendent that summarizes the evidence gathered during the investigation and provide recommendations based on
the evidence and the definition of unlawful discrimination/retaliation as provided in Board policy and State and Federal law
as to whether the Respondent has engaged in unlawful discrimination/retaliation of the Complainant. The CO's
recommendations must be based upon the totality of the circumstances. In determining if discrimination or retaliation
occurred, a preponderance of evidence standard will be used. The CO may consult with the Board's legal counsel before
finalizing the report to the Superintendent.

Absent extenuating circumstances, within five (5) business days of receiving the report of the CO or the designee, the
Superintendent must either issue a written decision regarding whether the charges have been substantiated or request
further investigation. A copy of the Superintendent’s final decision will be delivered to both the Complainant and the
Respondent.

If the Superintendent requests additional investigation, the Superintendent must specify the additional information that is

to be gathered, and such additional investigation must be completed within five (5) business days. At the conclusion of the
additional investigation, the Superintendent must issue a final written decision as described above.
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If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation toward the Complainant,
the Superintendent must identify what corrective action will be taken to stop, remedy, and prevent the recurrence of the
discrimination/retaliation. The corrective action should be reasonable, timely, age-appropriate, and effective, and tailored to
the specific situation.

The decision of the Superintendent shall be final. The Superintendent shall inform the Board of his/her decision.

In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their representatives within
twenty (20) business days of the receipt of such an appeal. A copy of the Board's disposition of the appeal shall be sent to
each concerned party within ten (10) business days of this meeting. The decision of the Board will be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful discrimination/retaliation
regardless of whether the employee alleging the misconduct pursues the complaint. The Board also reserves the right to
have the formal complaint investigation conducted by an external person in accordance with this policy or in such other
manner as deemed appropriate by the Board or its designee.

The parties may be represented, at their own cost, at any of the above-described meetings/hearings.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the person’s pursuit of
other remedies such as the filing of a complaint with the Office for Civil Rights, the filing of charges with local law
enforcement, or the filing of a civil action in court. Use of this internal complaint process is not a prerequisite to the pursuit
of other remedies.

Privacy/Confidentiality

The District will employ all reasonable efforts to protect the rights of the Complainant, the Respondent(s), and the
witnesses as much as possible, consistent with the Board's legal obligations to investigate, to take appropriate action, and
to conform with any discovery or disclosure obligations. All records generated under the terms of this policy shall be
maintained as confidential to the extent permitted by law. Confidentiality, however, cannot be guaranteed. Additionally, the
Respondent must be provided the Complainant's identity.

During the course of a formal investigation, the CO or designee will instruct each person who is interviewed about the
importance of maintaining confidentiality. Any individual who is interviewed as part of an investigation is expected not to
disclose to Third Parties any information that is learned or provided during the course of the investigation.

Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against unlawful discrimination by taking appropriate action reasonably
calculated to stop and prevent further misconduct. While observing the principles of due process, a violation of this policy
may result in disciplinary action up to and including the discharge of an employee. All disciplinary action will be taken in
accordance with applicable State law and the terms of the relevant collective bargaining agreement(s). When imposing
discipline, the Superintendent shall consider the totality of the circumstances involved in the matter. In those cases where
unlawful discrimination/retaliation is not substantiated, the Board may consider whether the alleged conduct nevertheless
warrants discipline in accordance with other Board policies, consistent with the terms of the relevant collective bargaining
agreement(s).

Where the Board becomes aware that a prior remedial action has been taken against an employee, all subsequent sanctions
imposed by the Board and/or Superintendent shall be reasonably calculated to end such conduct, prevent its recurrence,
and remedy its effect.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation or participates
as a witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten, coerce or
interfere with any individual because the person opposed any act or practice made unlawful by any Federal or State civil
rights law, or because that individual made a report, formal complaint, testified, assisted or participated or refused to
participate in any manner in an investigation, proceeding, or hearing under those laws and/or this policy, or because that
individual exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of any right granted or
protected by those laws and/or this policy.

Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in an

investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary
sanctions/consequences and/or other appropriate remedies.
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Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation
prohibited under this policy.

Education and Training

In support of this policy, the Board promotes preventative educational measures to create greater awareness of unlawful
discriminatory practices. The Superintendent shall provide appropriate information to all members of the School District
community related to the implementation of this policy and shall provide training for District students and staff where
appropriate. All training, as well as all information provided regarding the Board's policy and discrimination in general, will
be age and content appropriate.

Retention of Investigatory Records and Materials

The Compliance Officer(s) is responsible for overseeing retention of all records that must be maintained pursuant to this
policy. All individuals charged with conducting investigations under this policy shall retain all documents, electronically
stored information ("ESI"), and electronic media (as defined in Policy 8315) created and/or received as part of an
investigation, which may include but not be limited to:

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged violation of this
policy;

B. any narratives that memorialize oral reports/aliegations/complaints/grievances/statements/responses pertaining to
an alleged violation of this policy;

C. any documentation that memorializes the actions taken by District personnel or individuals contracted or appointed
by the Board to fulfill its responsibilities related to the investigation and/or the District’s response to the alleged
violation of this policy;

D. written witness statements;
E. narratives, notes from, or audio, video, or digital recordings of witness interviews/statements;

F. e-mails, texts, or social media posts that directly relate to or constitute evidence pertaining to an alleged violation of
this policy (i.e., not after-the-fact commentary about or media coverage of the incident);

G. notes or summaries prepared contemporaneously by the investigator in whatever form made (e.g., handwritten,
keyed into a computer or tablet, etc.), but not including transitory notes whose content is otherwise memorialized in
other documents;

H. written disciplinary sanctions issued to students or employees and other documentation that memorializes oral
disciplinary sanctions issued to students or employees for violations of this policy;

I. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory evidence) and
other documentation that memorializes oral notifications to the parties concerning the outcome of the investigation,
including any consequences imposed as a result of a violation of this policy;

J. documentation of any supportive measures offered and/or provided to the Complainant and/or the Respondent,
including no contact orders issued to both parties, the dates the no contact orders were issued, and the dates the
parties acknowledged receipt of the no contact orders;

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or harassment, prevent
its recurrence, eliminate any hostile environment, and remedy its discriminatory effects;

L. copies of the Board policy and/or procedures/guidelines used by the District to conduct the investigation, and any
documents used by the District at the time of the alleged violation to communicate the Board’s expectations to
students and staff with respect to the subject of this policy (e.g., Student Codes of Conduct and/or Employee
Handbooks);

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged discrimination or
harassment;
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N. documentation of any training provided to District personnel related to this policy, including but not limited to,
notification of the prohibitions and expectations of staff set forth in this policy and the role and responsibility of all
District personnel involved in enforcing this policy, including their duty to report alleged violations of this policy
and/or conducting an investigation of an alleged violation of this policy;

O. documentation that any rights or opportunities that the District made available to one party during the investigation
were made available to the other party on equal terms;

P. copies of any notices sent to the alleged Respondent of the allegations constituting a potential violation of this
policy;

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview, meeting, or hearing;

R. copies of any documentation or evidence used during informal and formal disciplinary meetings and hearings,
including the investigation report, and any written responses submitted by the Complainant or the Respondent.

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and records
exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State law (e.g., R.C. 3319.321) - e.g., student records
and confidential medical records.

The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an investigation shall
be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3) years, but
longer if required by the District’s records retention schedule.

Revised 5/8/96
Revised 6/25/08
Revised 2/16/11
Revised 2/6/13
Revised 1/7/15
Revised 2/5/20
Revised 2/17/21

© Neola 2021

Legal R.C. 4112.01, 4112.02
A.C. 3301-35-03(A)
Fourteenth Amendment, U.S. Constitution
20 U.S.C. Section 1681, Title IX of Education Amendment Act
20 U.S.C. Section 1701 et seq., Equal Educational Opportunities Act of 1974
20 U.S.C. Section 7905, Boy Scouts of America Equal Access Act
42 U.S.C. 6101 et seq., Age Discrimination Act of 1975
42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990, as amended
34 C.F.R. Part 110 (7/27/93)
42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act
42 U.S.C., 2000e, et seq., Civil Rights Act of 1964
29 U.S.C. 701 et seq., Rehabilitation Act of 1973, as amended
29 C.F.R. Part 1635
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3170 - SUBSTANCE ABUSE

The Board of Education recognizes alcoholism and drug abuse as treatable illnesses. Such ilinesses may impair the
performance of professional staff members. When appropriate, the Board may assist such employees in @ manner
recommended by appropriate specialists in the treatment of those illnesses.

A professional staff member having an iliness or other problem relating to the use of alcohol or other drugs including,
controlled substances, medications not prescribed by the employee’s physician, or medications not taken as prescribed, will
receive the same careful consideration and offer of assistance that is presently extended to professional staff members
having any other illness.

The responsibility to correct unsatisfactory job performance, attendance or behavioral problems resulting from a suspected
health problem rests with the professional staff member. Additionally, regardless of whether a professional staff member
has an illness or other problem relating to the use of alcohol or other drugs it remains the responsibility of the professional
staff member to report to work and perform his/her duties in a fit and appropriate condition at all times. Being under the
influence of alcohol or other drugs while on duty, on school property, or at a school related activity/event is not acceptable.
Failure to correct unsatisfactory job performance, attendance or behavior and/or working or reporting to work under the
influence of alcohol or other drugs will result in appropriate corrective or disciplinary action as determined by the Board, up
to and including termination.

If a professional staff member sustains a workplace injury while s/he is under the influence of alcohol or a controlled
substance not prescribed by his/her physician, s/he may be disqualified for compensation and benefits under the Workers
Compensation Act. If the professional staff member tests positive or refuses to submit to a test for alcohol and/or other
drugs after sustaining a workplace injury, the employee may dispute or prove untrue the presumption or belief that alcohol
and/or other drugs are the proximate cause of the injury (i.e., rebuttable presumption). The Board directs the
Superintendent to establish guidelines and post a notice advising employees that the results of, or the employees refusal to
submit to an alcohol or other drug test may affect an employee’s right to receive workers’ compensation benefits.

No professional staff member will have his/her job security or promotion opportunities jeopardized by his/her voluntary
request for counseling or referral assistance.

Professional staff members who suspect they may have an alcohol or other drug abuse problem are encouraged to seek
counseling and information on a confidential basis by contacting resources available for such service.

Legal R.C. 2925.01 et seq., 3313.60, 3719.01 et seq., 3793.02, 4123. 54
Rehabilitation Act of 1973, 29 U.S.C. 794 8
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3210 - STAFF ETHICS

An effective educational program and successful operation of the District requires the services of individuals with integrity,
high ideals, and human understanding. To maintain and promote these essentials, the Board of Education expects all
professional staff members to maintain high standards in their working relationships, and in the performance of their
professional duties, to:

A.

B.

C.

recognize basic dignities of all individuals with whom they interact in the performance of duties;
represent accurately their qualifications;

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

. seek and apply the knowledge and skills appropriate to assigned responsibilities;
. keep in confidence legally-confidential information;

. pledge that their actions and/or those of another on their behalf are not made with specific intent of advancing

private economic interests;

. refuse to accept anything of value offered by another for the purpose of influencing judgment;

. refuse to accept compensation from any other source, other than the Board, for the performance of his/her official

duties, any other act or service in his/her public capacity, for the general performance of the duties of his/her public
employment, or as a supplement to his/her public compensation;

. refrain from using his/her position or public property, or permitting another person to use an employee's position or

public property for partisan political or religious purposes. (This will in no way limit constitutionally or legally
protected rights as a citizen.)

In addition, the Board believes that each professional staff member should maintain standards of exemplary professional
conduct and conform his/her behavior to the code of ethics set forth below as adopted, in part, from the Association of
American Educators' Code of Ethics and the National Education Association's Code of Ethics of the Education Profession, by
demonstrating a commitment to students, the educational profession, and the District and community.

Commitment to Students - each professional staff member shall:

A,

strive to create a learning environment that nurtures to fulfiliment the potential of all students and stimulates the
spirit of inquiry, acquisition of knowledge and understanding, and the formulation of worthy goals;
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B.

not unreasonably restrain students from independent action in the pursuit of learning or deny each student's access
to varying points of view;

. deal considerately and justly with each student and seek to resolve problems, including discipline, according to

Board policy and law;

. refrain from intentionally exposing students to disparagement or embarrassment;

. refrain from revealing confidential information concerning students, unless disclosure serves a compelling

professional purpose or is required by law;

. make a constructive effort to protect students from conditions detrimental to learning, health or safety;
. endeavor to present facts without distortion, bias or personal prejudice;
. refrain from using his/her professional relationships with students for private advantage;

. not on the basis of race, color, creed, sex, national origin, marital status, religious beliefs, family, social or cultural

background, or sexual orientation, unfairly:
1. exclude any student from participation in any program;
2. deny benefits to any student;

3. grant any advantage to any student.

Commitment to the Educational Profession - each professional staff member shall:

A.

B.

H.

L.

assume responsibility and accountability for his/her performance and continually strive to demonstrate competence;

endeavor to maintain the dignity of the profession by respecting and obeying the law, and by demonstrating
personal integrity;

. apply for, accept, or assign a position or a responsibility on the basis of professional qualifications, and adhere to the

terms of a contract or appointment;

. continue professional growth;
. comply with written Board policies, administrative guidelines, or applicable laws and regulations;
. honestly account for all funds committed to his/her charge;

. refrain from using District or professional privileges for personal or partisan advantage;

refrain from knowingly or willfully making false statements about a colleague or the District;

not assist a non-teacher in the unauthorized practice of teaching.

Commitment to District and Community - each professional staff member shall:

A.

recognize that quality education is the common goal of the public, Board of Education, administration, and staff
members;

. make concerted efforts to communicate to parents all information that should be revealed in the interest of a

student;

. endeavor to understand and respect the value and traditions of the diverse cultures represented in the community

and in his/her classroom;

. manifest a positive and active role in District/community relations.
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August 9, 1995

April 21, 2011

3213 - STUDENT SUPERVISION AND WELFARE

Professional staff members shall maintain a standard of care for the supervision, control, and protection of students
commensurate with their assigned duties and responsibilities and are expected to establish and maintain professional
staff/student boundaries that are consistent with their legal, professional and ethical duty of care for students,

The Superintendent shall maintain and enforce the following standards:

A. A professional staff member shall report immediately to a building administrator any accident, safety hazard, or

other potentially harmful condition or situation s/he detects.

. A professional staff member shall provide proper instruction in safety matters as presented in assigned course
guides.

. Each professional staff member shall immediately report to a building administrator knowledge of threats of violence
by students.

. A professional staff member shall not send students on any personal errands.

. A professional staff member shall not associate or fraternize with students at any time in a manner that may give
the appearance of impropriety, including, but not limited to, the creation or participation in any situation or activity
that could be considered abusive or sexually suggestive or involve harmful substances such as illegal drugs, alcohol
or tobacco. Any sexual or other inappropriate conduct with a student by any staff member will subject the offender
to potential criminal prosecution and disciplinary action by the Board up to and including termination of
employment,

. If a student approaches a staff member to seek advice or to ask questions regarding a personal problem related to
sexual behavior, substance abuse, mental or physical health, and/or family relationships, etc., the staff member
may attempt to assist the student by facilitating contact with certified or licensed individuals in the District or
community who specialize in the assessment, diagnosis, and treatment of the student's stated problem. However,
under no circumstances should a staff member attempt, unless properly licensed and authorized to do so, to
counsel, assess, diagnose, or treat the student's problem or behavior, nor should such staff member inappropriately

disclose personally identifiable information concerning the student to third persons not specifically authorized by law.

. A'professional staff member shall not transport students in a private vehicle without the approval of the principal.

. A student shall not be required to perform work or services that may be detrimental to his/her health.
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1. Staff members shall only engage in electronic communication with students via email, texting, social media and/or
online networking media, such as Facebook, Twitter, YouTube, MySpace, Skype, blogs, etc., when such
communication is directly related to curricular matters or co-curricular/extracurricular events or activities with prior
approval of the principal.

J. Staff members are prohibited from electronically transmitting any personally identifiable image of a student(s),
including video, photographs, streaming video, etc. via email, text message, or through the use of social media
and/or online networking media, such as Facebook, Twitter, YouTube, MySpace, Skype, blogs, etc., unless such
transmission has been made as part of a pre-approved curricular matter or co-curricular/extracurricular event or
activity such as a school- sponsored publication or production in accordance with Policy 5722.

Since most information concerning a child in school other than directory information described in Policy 8330, is confidential
under Federal and State laws, any staff member who shares confidential information with another person not authorized to
receive the information may be subject to discipline and/or civil liability. This includes, but is not limited to, information
concerning assessments, grades, behavior, family background, and alleged child abuse.

Pursuant to the laws of the State and Board Policy 8462, each professional staff member shall report to the proper legal
authorities immediately, any sign of suspected child abuse or neglect.

Legal R.C. 25907.03
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3362 - ANTI-HARASSMENT
General Policy Statement

It is the policy of the Board of Education to maintain an education and work environment that is free from all forms of
unlawful harassment, including sexual harassment. This commitment applies to all School District operations, programs,
and activities. All students, administrators, teachers, staff, and all other school personnel share responsibility for avoiding,
discouraging, and reporting any form of untawful harassment. This policy applies to unlawful conduct occurring on school
property, or at another location if such conduct occurs during an activity sponsored by the Board.

The Board will vigorously enforce its prohibition against discriminatory harassment based on race, color, national origin, sex
(including sexual orientation and gender identity), disability, age, religion, ancestry, or genetic information (collectively,
Protected Classes) that are protected by Federal civil rights laws (hereinafter referred to as unlawful harassment), and
encourages those within the School District community as well as Third Parties, who feel aggrieved to seek assistance to
rectify such problems. The Board will investigate all allegations of harassment and in those cases where unlawful
harassment is substantiated, the Board will take immediate steps to end the harassment, prevent its reoccurrence, and
remedy its effects. Individuals who are found to have engaged in unlawful harassment will be subject to appropriate
disciplinary action.

The District will offer counseling services to any person found to have been subjected to unlawful harassment, and, where
appropriate, the person(s) who committed the unlawful harassment.

Other Violations of the Anti-Harassment Policy

The Board will also take immediate steps to impose disciplinary action on individuals engaging in any of the following
prohibited acts:

A. Retaliating against a person who has made a report or filed a complaint alleging unlawful harassment, or who has
participated as a witness in a harassment investigation.

B. Filing a malicious or knowingly false report or complaint of unlawful harassment.

C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of harassment, when
responsibility for reporting and/or investigating unlawful harassment charges comprises part of one's supervisory
duties.

Definitions

Words used in this policy shall have those meanings defined herein; words not defined herein shall be construed according
to their plain and ordinary meanings.
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Complainant is the individual who alleges, or is alleged, to have been subjected to unlawful harassment, regardless of
whether the person files a formal complaint or is pursuing an informal resolution to the alleged harassment.

Respondent is the individual who has been alleged to have engaged in uniawful harassment, regardless of whether the
Reporting Party files a formal complaint or is seeking an informal resolution to the alleged harassment,

School District community means students and Board employees (i.e., administrators, and professional and classified
staff), as well as Board members, agents, volunteers, contractors, or other persons subject to the control and supervision
of the Board.

Third Parties include, but are not limited to, guests and/or visitors on School District property (e.g., visiting speakers,
participants on opposing athletic teams, parents), vendors doing business with, or seeking to do business with, the Board,
and other individuals who come in contact with members of the School District community at school-related
events/activities (whether on or off District property).

Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business day(s) (i.e., a
day(s) that the Board office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).

Bullying
Bullying rises to the level of unlawful harassment when one or more persons systematically and chronically inflict physical
hurt or psychological distress on one (1) or more students or employees and that bullying is based upon one (1) or more
Protected Classes, that is, characteristics that are protected by Federal civil rights laws. It is defined as any unwanted and
repeated written, verbal, or physical behavior, including any threatening, insulting, or dehumanizing gesture, by an adult or
student, that is severe or pervasive enough to create an intimidating, hostile, or offensive educational or work
environment; cause discomfort or humiliation; or unreasonably interfere with the individual's school or work performance
or participation; and may involve:

A, teasing;

B. threats;

C. intimidation;

D. stalking;

E. cyberstalking;

F. cyberbullying;

G. physical violence;

H. theft;

I. sexual, religious, or racial harassment;

J. public humiliation; or

K. destruction of property.

Harassment means any threatening, insuiting, or dehumanizing gesture, use of technology, or written, verbal or physical
conduct directed against a student or school employee that:

A. places a student or school employee in reasonable fear of harm to his/her person or damage to his/her property;

B. has the effect of substantially interfering with a student's educational performance, opportunities, or benefits, or an
employee's work performance; or

C. has the effect of substantially disrupting the orderly operation of a school.
Sexual Harassment
For purposes of this policy and consistent with Title VII of the Civil Rights Act of 1964, sexual harassment is defined as:
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Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, when:

A. Submission to such conduct is made either implicitly or explicitly a term or condition of an individual's employment,

B.

C.

or status in a class, educational program, or activity.

Submission or rejection of such conduct by an individual is used as the basis for employment or educational
decisions affecting such individual.

Such conduct has the purpose or effect of interfering with the individual's work or educational performance; of
creating an intimidating, hostile, or offensive working, and/or learning environment; or of interfering with one's
ability to participate in or benefit from a class or an educational program or activity.

Sexual harassment may involve the behavior of a person of any gender against a person of the same or another gender.

Sexual Harassment covered by Policy 2266 - Nondiscrimination on the Basis of Sex Education Programs or Activities is not
included in this policy. Allegations of such conduct shall be addressed solely by Policy 2266.

Prohibited acts that constitute sexual harassment under this policy may take a variety of forms. Examples of the kinds of
conduct that may constitute sexual harassment include, but are not limited to:

A.

B.

C.

Unwelcome sexual propositions, invitations, solicitations, and flirtations.
Unwanted physical and/or sexual contact.
Threats or insinuations that a person's employment, wages, academic grade, promotion, classroom work or

assignments, academic status, participation in athletics or extra-curricular programs, activities, or events, or other
conditions of employment or education may be adversely affected by not submitting to sexual advances.

. Unwelcome verbal expressions of a sexual nature, including graphic sexual commentaries about a person's body,

dress, appearance, or sexual activities; the unwelcome use of sexually degrading language, profanity, jokes or
innuendoes; unwelcome suggestive or insulting sounds or whistles; obscene telephone calls.

. Sexually suggestive objects, pictures, graffiti, videos, posters, audio recordings or literature, placed in the work or

educational environment, that may reasonably embarrass or offend individuals.

. Unwelcome and inappropriate touching, patting, or pinching; obscene gestures.
. Asking about, or telling about, sexual fantasies, sexual preferences, or sexual activities.

. Speculations about a person's sexual activities or sexual history, or remarks about one's own sexual activities or

sexual history.

. Giving unwelcome personal gifts such as lingerie that suggest the desire for a romantic relationship.
. Leering or staring at someone in a sexual way, such as staring at a person's breasts, buttocks, or groin.

. A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to create or has the

effect of creating discomfort and/or humiliation to another.

. In the context of employees, consensual sexual relationships where such relationship leads to favoritism of a
subordinate employee with whom the superior is sexually involved and where such favoritism adversely affects other

employees or otherwise creates a hostile work environment.

. Inappropriate boundary invasions by a District employee or other adult member of the School District community

into a student's personal space and personal life.

. Verbal, nonverbal or physical aggression, intimidation, or hostility based on sex or sex-stereotyping that does not

involve conduct of a sexual nature.

Not all behavior with sexual connotations constitutes unlawful sexual harassment. Sex-based or gender-based conduct
must be sufficiently severe, pervasive, and persistent such that it adversely affects, limits, or denies an individual's
employment or education, or such that it creates a hostile or abusive employment or educational environment.
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Race/Color Harassment

Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's
race or color and when the conduct has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile, or offensive working, and/or learning environment; or of interfering with
one's ability to participate in or benefit from a class or an educational program or activity. Such harassment may occur
where conduct is directed at the characteristics of a person's race or color, such as racial slurs, nicknames implying
stereotypes, epithets, and/or negative references relative to racial customs.

Religious (Creed) Harassment

Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's religion or creed and when the conduct has the purpose or effect of interfering with the individual's work or
educational performance; of creating an intimidating, hostile, or offensive working and/or learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational program or activity. Such harassment
may occur where conduct is directed at the characteristics of a person's religious tradition, clothing, or surnames, and/or
involves religious slurs.

National Origin/Ancestry Harassment

Prohibited national origin/ancestry harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based
upon an individual's national origin or ancestry and when the conduct has the purpose or effect of interfering with the
individual's work or educational performance; of creating an intimidating, hostile, or offensive working and/or learning
environment; or of interfering with one's ability to participate in or benefit from a class or an educational program or
activity. Such harassment may occur where conduct is directed at the characteristics of a person’'s national origin or
ancestry, such as negative comments regarding customs, manner of speaking, language, surnames, or ethnic slurs,

Disability Harassment

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's disability and when the conduct has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile, or offensive working and/or learning environment; or of interfering with
one's ability to participate in or benefit from a class or an educational program or activity. Such harassment may occur
where conduct is directed at the characteristics of a person's disability, such as negative comments about speech patterns,
movement, physical impairments or defects/appearances, or the like. Such harassment may further occur where conduct is
directed at or pertains to a person's genetic information.

Anti-Harassment Compliance Officers

The following individual(s) shall serve as the District’s Anti-Harassment Compliance Officer(s) (hereinafter, “the Compliance
Officer(s)"):

Belinda McKinney

Director of Human Resources

330.486.2000

11136 Ravenna Road, Twinsburg, OH 44087
bmckinney@twinsburgcsd.org

Andrea Walker

Director of Student Wellness

330.486.2000

11136 Ravenna Road, Twinsburg, OH 44087
awalker@twinsburgcsd.org

The names, titles, and contact information of these individuals will be published annually on the School District's web site
and in the parent and staff handbooks.

The Compliance Officer(s) are responsible for coordinating the District’s efforts to comply with applicable Federal and State
laws and regulations, including the District’s duty to address in a prompt and equitable manner any inquiries or complaints
regarding harassment.

The Compliance Officer(s) will be available during regular school/work hours to discuss concerns related to unlawful
harassment, to assist students, other members of the District community, and third parties who seek support or advice
when informing another individual about unwelcome conduct, or to intercede informally on behalf of the individual in those
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instances where concerns have not resulted in the filing of a formal complaint and where all parties are in agreement to
participate in an informal process.

Compliance Officers shall accept reports of unlawful harassment directly from any member of the School District community
or a Third Party or receive reports that are initially filed with an administrator, supervisor, or other District-level official.
Upon receipt of a report of alleged harassment, the Compliance Officer(s) will contact the Complainant and begin either an
informal or formal complaint process (depending on the request of the Complainant or the nature of the alleged
harassment), or the Compliance Officer(s) will designate a specific individual to conduct such a process. The Compliance
Officer(s) will provide a copy of this policy to the Complainant and Respondent. In the case of a formal complaint, the
Compliance Officer(s) will prepare recommendations for the Superintendent or will oversee the preparation of such
recommendations by a designee. All Board employees must report incidents of harassment that are reported to them to the
Compliance Officer within two (2) days of learning of the incident.

Any Board employee who directly observes unlawful harassment is obligated, in accordance with this policy, to report such
observations to the Compliance Officer(s) within two (2) days. Additionally, any Board employee who observes an act of
unlawful harassment is expected to intervene to stop the harassment, unless circumstances make such an intervention
dangerous, in which case the staff member shouid immediately notify other Board employees and/or local law enforcement
officials, as necessary, to stop the harassment. Thereafter, the Compliance Officer(s) or designee must contact the
Complainant, if age eighteen (18) or older, or Complainant's parents/guardians if the Complainant is under the age
eighteen (18), within two (2) days to advise of the Board's intent to investigate the alleged wrongdoing.

Reports and Complaints of Harassing Conduct

Members of the School District community along with Third Parties are required to report incidents of harassing conduct to
an administrator, supervisor or other School District official so that the Board may address the conduct before it becomes
severe, pervasive, or persistent. Any administrator, supervisor, or other District official who receives such a report shall file
it with the Compliance Officer within two (2) days of receiving the report of harassment.

Members of the School District community and Third Parties who believe they have been unlawfully harassed by another
member of the School District community or a Third Party are entitled to utilize the Board's complaint process that is set
forth below. Initiating a complaint, whether formally or informally, will not adversely affect the Complainant's employment
or participation in educational or extra-curricular programs. While there are no time limits for initiating complaints of
harassment under this policy, individuals should make every effort to file a complaint as soon as possible after the conduct
occurs while the facts are known and potential witnesses are available.

If, during an investigation of alleged bullying, aggressive behavior and/or harassment in accordance with Policy 5517.01 -
Bullying and Other Forms of Aggressive Behavior, the Principal believes that the reported misconduct may have created a
hostile work environment and may have constituted unlawful discriminatory harassment based on a Protected Class, the
Principal shall report the act of bullying, aggressive behavior and/or harassment to the Compliance Officer(s) who shalil
investigate the allegation in accordance with this policy. If the alleged harassment involves Sexual Harassment as defined
by Policy 2266, the matter will be handled in accordance with the grievance process and procedures outlined in Policy 2266.
While the Compliance Officer investigates the allegation, or the matter is being addressed pursuant to Policy 2266, the
Principal shall suspend the Policy 5517.01 investigation to await the Compliance Officer’s written report or the
determination of responsibility pursuant to Policy 2266. The Compliance Officer shall keep the Principal informed of the
status of the Policy 3362 investigation and provide the Principal with a copy of the resulting written report. Likewise, the
Title IX Coordinator will provide the Principal with the determination of responsibility that results from the Policy 2266
grievance process.

Investigation and Complaint Procedure (See Form 3362 F1)

Except for Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of Sex in Education Programs
or Activities, any employee or other member of the School District community or Third Party (e.g., visitor to the District)
who believes that they have been subjected to unlawful harassment or retaliation may seek resolution of the complaint
through the procedures described below. The formal complaint process involves an investigation of the Complainant's
claims of harassment or retaliation and a process for rendering a decision regarding whether the charges are substantiated.

Due to the sensitivity surrounding complaints of unlawful harassment, or retaliation timelines are flexible for initiating the
complaint process; however, individuals should make every effort to file a complaint within thirty (30) days after the
conduct occurs while the facts are known and potential witnesses are available. Once the formal complaint process is
begun, the investigation will be completed in a timely manner (ordinarily, within fifteen (15) business days of the complaint
being received).
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The procedures set forth below are not intended to interfere with the rights of any individual to pursue a complaint of
unlawful harassment or retaliation with the United States Department of Education Office for Civil Rights, the Ohio Civil
Rights Commission (OCRC) and/or Equal Employment Opportunity Commission (EEQC).

Informal Complaint Procedure

The goal of the informal complaint procedure is promptly to stop inappropriate behavior and to facilitate resolution through
an informal means, if possible. The informal complaint procedure is provided as a less formal option for a student, other
member of the School District community, or Third Party who alleges unlawful harassment or retaliation. This informal
procedure is not required as a precursor to the filing of a formal complaint. The informal process is only available in those
circumstances where the Complainant and the Respondent mutually agree to participate in it.

The Complainant may proceed immediately to the formal complaint process and individuals who seek resolution through
the informal procedure may request that the informal process be terminated at any time to move to the formal complaint
process.

All complainants involving a District employee, any other adult member of the School District community, or a Third Party
and a student will be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe in doing so, the individual should tell or otherwise
inform the Respondent that the alleged harassing conduct is inappropriate and must stop. The Complainant should address
the allegedly harassing conduct as soon after it occurs as possible. The Compliance Officers are available to support and
counsel individuals when taking this initial step or to intervene on behalf of the Complainant if requested to do so. A
Complainant who is uncomfortable or unwilling to directly approach the Respondent about the alleged inappropriate conduct
may file an informal or a formal complaint. In addition, with regard to certain types of unlawful harassment, such as sexual
harassment, the Compliance Officer may advise against the use of the informal complaint process.

A Complainant may make an informal complaint, either orally or in writing: 1) to a teacher, other employee, or building
administrator; 2) directly to one of the Compliance Officers; and/or 3) to the Superintendent or other District-level
employee.

All informal complaints must be reported to one of the Compliance Officers who will either facilitate an informal resolution
as described below, or appoint another individual to facilitate an informal resolution.

The Board's informal complaint procedure is designed to provide employees, other members of the School District
community, or third parties who believe they are being unlawfully harassed with a range of options designed to bring about
a resolution of their concerns. Depending upon the nature of the complaint and the wishes of the Complainant, informal
resolution may involve, but not be limited to, one or more of the following:

A. Advising the Complainant about how to communicate the unwelcome nature of the behavior to the Respondent.

B. Distributing a copy of this policy as a reminder to the individuals in the school building or office where the
Respondent works or attends.

C. If both parties agree, the Compliance Officer may arrange and facilitate a meeting or mediation between the
Complainant and the Respondent to work out a mutual resolution.

While there are no set time limits within which an informal complaint must be resolved, the Compliance Officer/designee is
directed to attempt to resolve all informal complaints within fifteen (15) business days of receiving the informal complaint.
If the Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a formal
complaint. And, as stated above, either party may request that the informal process be terminated at any time to move to
the formal complaint process.

Formal Complaint Procedure

If a complaint is not resolved through the informal complaint process, if one of the parties has requested that the informal
complaint process be terminated to move to the formal complaint process, or the Complainant, from the outset, elects to
file a formal complaint, or the CO determines the allegations are not appropriate for resolution through the informal
process, the formal complaint process shall be implemented.

The Complainant may file a formal complaint, either orally or in writing, with a teacher, Principal, the Compliance Officer,
Superintendent, or other District official. Due to the sensitivity surrounding complaints of unlawful harassment and
retaliation, timelines are flexible for initiating the complaint process; however, individuals should make every effort to file a
formal complaint within thirty (30) days after the conduct occurs while the facts are known and potential witnesses are
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available. If a Complainant informs a teacher, Principal, Superintendent, or other District official, either orally or in writing,
about any complaint of harassment or retaliation, that employee must report such information to the Compliance Officer
within two (2) business days.

Throughout the course of the process, the Compliance Officer should keep the parties reasonably informed of the status of
the investigation and the decision-making process.

All formal complaints must include the following information to the extent known: the identity of the Respondent; a detailed
description of the facts upon which the complaint is based (i.e., when, where, and what occurred); a list of potential
witnesses; and the resolution sought by the Complainant.

If the Compiainant is unwilling or unable to provide a written statement including the information set forth above, the
Compliance Officer shall ask for such details in an oral interview. Thereafter, the Compliance Officer will prepare a written
summary of the oral interview, and the Complainant will be asked to verify the accuracy of the reported charge by signing
the document.

Upon receiving a formal complaint, the Compliance Officer will consider whether any action should be taken in the
investigatory phase to protect the Complainant from further harassment or retaliation, including, but not limited to, a
change of work assignment or schedule for the Complainant and/or the Respondent. In making such a determination, the
Compliance Officer should consult the Complainant to assess whether the individual agrees with the proposed action. If the
Complainant is unwilling to consent to the proposed change, the Compliance Officer may still take whatever actions deemed
appropriate in consultation with the Superintendent.

Within two (2) business days of receiving the complaint, the Compliance Officer/ designee will initiate a formal investigation
to determine whether the Complainant has been subjected to offensive conduct/harassment/retaliation. The Principal will
not conduct an investigation unless directed to do so by the Compliance Officer.

Simultaneously, the Compliance Officer will inform the Respondent that a formal complaint has been received. The
Respondent will be informed about the nature of the allegations and provided with a copy of any relevant policies and/or
administrative guidelines, including the Board's Anti-Harassment policy. The Respondent must also be informed of the
opportunity to submit a written response to the complaint within five (5) business days.

Although certain cases may require additional time, the Compliance Officer/designee will attempt to complete an
investigation into the allegations of harassment/retaliation within fifteen (15) business days of receiving the formal
complaint. The investigation will include:

A. interviews with the Complainant;
B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information relevant to the
allegations;

D. consideration of any documentation or other information presented by the Complainant, Respondent, or any other
witness that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the Compliance Officer or the designee shall prepare and deliver a written report to
the Superintendent that summarizes the evidence gathered during the investigation and provides recommendations based
on the evidence and the definition of unlawful harassment as provided in Board policy and State and Federal law as to
whether the Complainant has been subjected to unlawful harassment. The Compliance Officer's recommendations must be
based upon the totality of the circumstances. In determining if discriminatory harassment or retaliation occurred, a
preponderance of evidence standard will be used. The Compliance Officer may consult with the Board's legal counsel before
finalizing the report to the Superintendent.

Absent extenuating circumstances, within five (5) business days of receiving the report of the Compliance Officer/designee,
the Superintendent must either issue a written decision regarding whether the complaint of harassment has been
substantiated or request further investigation. A copy of the Superintendent’s final decision will be delivered to both the
Complainant and the Respondent.

If the Superintendent requests additional investigation, the Superintendent must specify the additional information that is
to be gathered, and such additional investigation must be completed within five (5) business days. At the conclusion of the
additional investigation, the Superintendent must issue a written decision as described above.

The decision of the Superintendent shall be final. The Superintendent shall inform the Board of his/her decision.
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In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their representatives within
twenty (20) business days of the receipt of such an appeal. A copy of the Board's disposition of the appeal shall be sent to
each party within ten (10) business days of this meeting. The decision of the Board will be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful harassment/retaliation regardless
of whether the member of the School District community or Third Party alleging the unlawful harassment/retaliation
pursues the complaint. The Board also reserves the right to have the formal complaint investigation conducted by an
external person in accordance with this policy or in such other manner as deemed appropriate by the Board or its designee.

The parties may be represented, at their own cost, at any of the above-described meetings/hearings.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the person's pursuit of
other remedies such as the filing of a complaint with the Office for Civil Rights, the filing of charges with local law
enforcement, or the filing of a civil action in court. Use of this internal complaint process is not a prerequisite to the pursuit
of other remedies.

Privacy/Confidentiality ,

The District will employ all reasonable efforts to protect the rights of the Complainant, the Respondent, and the witnesses
as much as possible, consistent with the Board's legal obligations to investigate, to take appropriate action, and to conform
with any discovery or disclosure obligations. All records generated under the terms of this policy and related administrative
guidelines shall be maintained as confidential to the extent permitted by law. Confidentiality, however, cannot be
guaranteed. Additionally, the Respondent must be provided the Complainant's identity.

During the course of a formal investigation, the Compliance Officer/designee will instruct all members of the School District
community and Third Parties who are interviewed about the importance of maintaining confidentiality. Any individual who is
interviewed as part of a harassment investigation is expected not to disclose any information that is learned or provided
during the course of the investigation.

Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against unlawful harassment/retaliation by taking appropriate action
reasonably calculated to stop the harassment and prevent further such harassment. While observing the principles of due
process, a violation of this policy may result in disciplinary action up to and including the discharge of an employee or the
suspension/expulsion of a student. All disciplinary action will be taken in accordance with applicable State law and the
terms of the relevant collective bargaining agreement(s). When imposing discipline, the Superintendent shall consider the
totality of the circumstances involved in the matter. In those cases where unlawful harassment is not substantiated, the
Board may consider whether the alleged conduct nevertheless warrants discipline in accordance with other Board policies,
consistent with the terms of the relevant collective bargaining agreement(s).

Where the Board becomes aware that a prior remedial action has been taken against a member of the School District
community, all subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to end
such conduct, prevent its recurrence, and remedy its effect.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation or participates
as a witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten, coerce or
interfere with any individual because the person opposed any act or practice made unlawful by any Federal or State civil
right law, or because that individual made a report, formal complaint testified, assisted or participated or refused to
participate in any manner in an investigation, proceeding, or hearing under those laws and/or the policy, or because that
individual exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of any right granted or
protected by those laws and/or this policy.

Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in an
investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary
sanctions/consequences and/or other appropriate remedies.

Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation

prohibited under this policy.
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Aliegations Constituting Criminal Conduct: Child Abuse/Sexual Misconduct

State law requires any school teacher or school employee who knows or suspects that a child with a disability under the age
of twenty-one (21) or that a child under the age of eighteen (18) has suffered or faces a threat of suffering a physical or
mental wound, disability or condition of a nature that reasonably indicates abuse or neglect of a child to immediately report
that knowledge or suspicion to the county children's services agency. If, during the course of a harassment investigation,
the Compliance Officer or a designee has reason to believe or suspect that the alleged conduct reasonably indicates abuse
or neglect of the Complainant, a report of such knowledge must be made in accordance with State law and Board Policy.

State law defines certain contact between a teacher and a student as sexual battery. If the Compliance Officer or a
designee has reason to believe that the Complainant has been the victim of criminal conduct as defined in Ohio's Criminal
Code, such knowledge should be immediately reported to local law enforcement.

Any reports made to a county children's services agency or to local law enforcement shall not terminate the Compliance
Officer or a designee's obligation and responsibility to continue to investigate a complaint of harassment. While the
Compliance Officer or a designee may work cooperatively with outside agencies to conduct concurrent investigations, in no
event shall the harassment investigation be inhibited by the involvement of outside agencies without good cause after
consuitation with the Superintendent.

Allegations Involving Conduct Unbecoming the Teaching Profession/Suspension

The Superintendent will report to the Ohio Department of Education, on forms provided for that purpose, matters of
misconduct on the part of licensed professiona! staff members convicted of sexual battery, and will, in accordance with
Policy 8141, suspend such employee from all duties that concern or involve the care, custody, or control of a child during
the pendency of any criminal action for which that person has been arrested, summoned and/or indicted in that regard.

Education and Training

In support of this Anti-Harassment Policy, the Board promotes preventative educational measures to create greater
awareness of unlawful discriminatory practices. The Superintendent shall provide appropriate information to all members of
the School District community related to the implementation of this policy and shall provide training for District students
and staff where appropriate. All training, as well as all information provided regarding the Board's policy and harassment in
general, will be age and content appropriate.

Retention of Investigatory Records and Materials

The Compliance Officer(s) is responsible for overseeing retention of all records that must be maintained pursuant to this
policy. All individuals charged with conducting investigations under this policy shall retain all documents, electronically
stored information (ESI), and electronic media (as defined in Policy 8315) created and/or received as part of an

investigation, which may include but not be limited to:

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged violation of this
policy;

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses pertaining to
an alleged violation of this policy;

C. any documentation that memorializes the actions taken by District personnel or individuals contracted or appointed
by the Board to fulfill its responsibilities related to the investigation and/or the District’s response to the alleged
violation of this policy; :

D. written witness statements;

E. narratives, notes from, or audio, video, or digital recordings of witness interviews/statements;

F. e-mails, texts, or social media posts that directly relate to or constitute evidence pertaining to an alleged violation of
this policy (i.e., not after-the-fact commentary about or media coverage of the incident);

G. notes or summaries prepared contemporaneously by the investigator in whatever form made (e.g., handwritten,
keyed into a computer or tablet, etc.), but not including transitory notes whose content is otherwise memorialized in

other documents;

H. written disciplinary sanctions issued to students or employees and other documentation that memorializes oral
disciplinary sanctions issued to students or employees for violations of this policy;
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I. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory evidence) and
other documentation that memorializes oral notifications to the parties concerning the outcome of the investigation,
including any consequences imposed as a result of a violation of this policy;

J. documentation of any supportive measures offered and/or provided to the Complainant and/or the Respondent,
including no contact orders issued to both parties, the dates the no contact orders were issued, and the dates the
parties acknowledged receipt of the no contact orders;

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or harassment, prevent
its recurrence, eliminate any hostile environment, and remedy its discriminatory effects;

L. copies of the Board policy and/or procedures/guidelines used by the District to conduct the investigation, and any
documents used by the District at the time of the alleged violation to communicate the Board’s expectations to
students and staff with respect to the subject of this policy (e.g., Student Code of Conduct and/or Employee

Handbooks);

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged discrimination or

harassment;

N. documentation of any training provided to District personnel related to this policy, including but not limited to,
notification of the prohibitions and expectations of staff set forth in this policy and the role and responsibility of all
District personnel involved in enforcing this policy, including their duty to report alleged violations of this policy
and/or conducting an investigation of an alleged violation of this policy;

0. documentation that any rights or opportunities that the District made available to one party during the investigation
were made available to the other party on equal terms;

P. copies of any notices sent to the alleged perpetrator/responding party of the allegations constituting a potential
violation of this policy;

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview, meeting, or hearing;

R. copies of any documentation or evidence used during informal and formal disciplinary meetings and hearings,
including the investigation report, and any written responses submitted by the Complainant or the Respondent.

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and records
exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State law (e.g., R.C. 3319.321) - e.g., student records
and confidential medical records.

The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an investigation shall
be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3) years, but
longer if required by the District’s records retention schedule.

Revised 5/8/96
Revised 2/20/02
Revised 4/5/06
Revised 2/17/10
Revised 6/27/10
Revised 7/16/14
Revised 2/5/20
Revised 2/17/21

© Neola 2021

Legal

R.C. 4112.02

20 U.S.C. 1400 et seq., The Individuals with Disabilities Education Improvement Act
of 2004 (IDEIA)

20 U.S.C. 1681 et seq.
29 U.S.C. 621 et seq., Age Discrimination in Employment Act of 1967
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29 U.S.C. 794, Rehabilitation Act of 1973, as amended

29 C.F.R. Part 1635

29 U.S.C. 6101, The Age Discrimination Act of 1975

42 U.S.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended
42 U.S.C. 2000d et seq.

42 U.S.C. 2000e et seq.

42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act

42 U.S.C. 1983

National School Boards Association Inquiry and Analysis - May 2008
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Adopted August 9, 1995

Last Revised April 6, 2016

3430.01 - FMLA LEAVE
Qualifying Reasons for FMLA and Military Family Leave

In accordance with the Family and Medical Leave Act of 1993, as amended, ("FMLA"), eligible staff members may take up
to twelve (12) work weeks of job-protected, unpaid leave, or substitute appropriate paid leave if the staff member has
earned or accrued it, for the following reasons:

A. the birth and/or care of a newborn child of the staff member, within one (1) year of the child's birth;

t
>

B. the placement with the staff member of a child for adoption or foster care, within one (1) year of the child{s
placement;

C. the staff member is needed to provide physical and/or psychological care for a spouse, child or parent with a serious
health condition;

D. the staff member's own serious health condition makes him/her unable to perform the functions of his/her position;
or

E. any qualifying exigency (as defined in applicable Federal regulations) arising out of the fact that the staff member's
spouse, son, daughter, or parent is a military member on covered active duty (or has been notified of an impending
call or order to covered active duty) in the Armed Forces ("Qualifying Exigency Leave"). Covered active duty is
defined in AG 3430.01.

In addition, an eligible staff member who is a spouse, son, daughter, parent or next of kin of a covered service member
with a serious injury or illness may take up to a total of twenty-six (26) work weeks of job-protected, unpaid leave, or
substitute appropriate paid leave if the staff member has earned or accrued it, during a "single twelve (12) month period”
to provide physical and/or psychological care for the covered service member ("Military Caregiver Leave") as described
more fully in AG 3430.01.

Eligible Employees

Staff members are "eligible" if they have worked for the Board for at least twelve (12) months, and for at least 1,250 hours
over the twelve (12) months prior to the leave request. All full-time instructional employees are deemed to meet the 1,250
hour requirement. Months and hours that employees who performed USERRA covered service would have worked if they
had not been called up for military service counts towards the staff member's eligibility for FMLA leave. While the twelve
(12) months of employment need not be consecutive, employment periods prior to a break in service of seven (7) years or
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more will not be counted unless the break is occasioned by the staff member's fulfiliment of his/her USERRA-covered
service obligation, or a written agreement exists concerning the Board's intention to rehire the staff member after the break
in service,

Twelve (12) Month Period

Twelve (12) month period is defined as the twelve (12) month period measured forward from the date the staff member's
first FMLA leave begins (i.e. the "leave year" is specific to each individual staff member).

Serious Health Condition

Serious health condition is defined as an illness, injury, impairment, or physical or mental condition that involves inpatient
care or continuing treatment by a healthcare provider. As utilized in this policy, the term "incapacity" means an inability to
work, attend school or perform other regular daily activities due to the serious health condition, treatment therefore, or
recovery therefrom. The term "treatment"” includes (but is not limited to) examinations to determine if a serious health
condition exists and evaluations of the condition. (Treatment does not include routine physical examinations, eye
examinations, or dental examinations.)

A. Inpatient care means an overnight stay in a hospital, hospice, or residential medical-care facility, including any
period of incapacity or subsequent treatment in connection with such inpatient care.

B. Continuing treatment by a healthcare provider, includes any one or more of the following: 1.) "incapacity and
treatment”; 2.) any incapacity experienced by an expectant mother related to pregnancy, or for prenatal care; 3.)
any incapacity or treatment for such incapacity due to a chronic serious health condition; 4.) a period of incapacity
that is permanent or long-term due to a condition for which treatment may not be effective (e.g. Alzheimer's, a
severe stroke, terminal stages of a disease); or 5.) any period of absence to receive multiple treatments (including
any period of recovery therefrom) by a healthcare provider or by a provider of healthcare services under orders of,
or on referral by, a healthcare provider for a.) restorative surgery after an accident, or other injury or b.) a condition
that would likely result in a period of incapacity of more than three (3) consecutive, full calendar days in the
absence of medical intervention or treatment, such as cancer (chemotherapy, radiation, etc.), severe arthritis
(physical therapy), or kidney disease (dialysis).

1. "Incapacity and treatment" involves a period of incapacity of more than three (3) consecutive, full calendar
days, and any subsequent treatment or period of incapacity relating to the same condition, that also involves
a.) treatment two (2) or more times, within thirty (30) days of the first day of incapacity, uniess extenuating
circumstances exist, by a healthcare provider, by a nurse under direct supervision of a healthcare provider, or
by a provider of healthcare services (e.g. physical therapist) under orders of, or on referral by, a healthcare
provider, or b.) treatment by a healthcare provider on at least one (1) occasion that resuits in a regimen of
continuing treatment under the supervision of the healthcare provider.

a. Treatment by a healthcare provider as referenced above involves an in-person visit to a healthcare
provider. The first (or only) in-person treatment visit must take place within seven (7) days of the first
day of incapacity. The healthcare provider is responsible for determining whether additional treatment
visits or a regimen of continuing treatment is necessary within the thirty (30) day period.

b. Regimen of continuing treatment includes a course of prescription medication (e.g. antibiotics), or
therapy requiring special equipment to resolve or alleviate the health condition (e.g. oxygen).

C. A regimen of continuing treatment that includes the taking of over-the-counter medications such as
aspirin, antihistamines, or salves; or bed-rest, drinking fluids, exercise, and other similar activities
that can be initiated without a visit to a healthcare provider, is not, by itself, sufficient to constitute a
regimen of continuing treatment for purposes of FMLA leave.

2. An expectant mother is entitled to FMLA leave for incapacity due to pregnancy even if she does not receive
treatment from a healthcare provider during the absence, and even if the absence does not last for more
than three (3) consecutive, full calendar days.

3. A chronic serious health condition is one that: a.) requires periodic visits (i.e. at least twice a year) for
treatment by a healthcare provider, or by a nurse under direct supervision of a healthcare provider; b.)
continues over an extended period of time (including recurring episodes of a single underlying condition);
and c.) may cause episodic rather than a continuing period of incapacity (e.g. asthma, diabetes, epilepsy,
etc.). A visit to a healthcare provider is not necessary for each absence, and each absence need not last
more than three (3) consecutive, full calendar days.
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4. With regard to permanent or long-term conditions, the employee or family member must be under the
continuing supervision of, but need not be receiving active treatment by, a healthcare provider.

C. Conditions for which cosmetic treatment are administered (e.g. most treatments for acne or plastic surgery) are not
"serious health conditions" unless inpatient hospital care is required or complications develop. Ordinarily, unless
complications arise, the common cold, the flu, ear aches, upset stomachs, minor ulcers, headaches other than
migraines, routine dental or orthodontia problems, periodontal disease, etc., are conditions that do not meet the
definition of a serious health condition and do not qualify for FMLA leave.

Intermittent and Reduced Schedule Leave

The Superintendent may allow a staff member to take FMLA leave intermittently (i.e. leave in separate blocks of time for a
single qualifying reason) or on a reduced schedule leave (i.e. reducing the employee's usual weekly or daily work schedule)
for reason (A) or (B) on page one. A staff member is entitled to take FMLA leave on an intermittent or reduced schedule
leave when medically necessary as indicated in reasons (C) and (D) on page one. A staff member may also take FMLA leave
on an intermittent or reduced schedule leave for Qualifying Exigency Leave (i.e. reason (E) on page one). Finally, Military
Caregiver Leave may be taken on an intermittent or reduced schedule leave when medically necessary. Regardless, the
taking of FMLA leave intermittently or on a reduced schedule leave resuits in the total reduction of the twelve (12) or
twenty-six (26) weeks only by the amount of leave actually taken. If the intermittent or reduced schedule leave is
foreseeable based on planned medical treatment for the employee, a family member or a covered service member, the
Superintendent may require the staff member to transfer temporarily, during the period the intermittent or reduced
schedule leave is required, to an available alternative position for which the staff member is qualified and which better
accommodates recurring periods of leave than the staff member's regular position. The alternative position shall have
equivalent pay and benefits but not necessarily equivalent duties. The Superintendent may also transfer the staff member
to a part-time job with the same hourly rate of pay and benefits, provided the staff member is not required to take more
leave than is medically necessary. Instructional staff members (i.e. individuals whose principal function is to teach and
instruct students in a class, a small group, or an individual setting) who request intermittent leave or a reduced schedule
leave because of reasons (C) or (D) on page one or pursuant to Military Caregiver Leave and the leave would exceed
twenty percent (20%) of the total number of working days over the period of anticipated leave must elect either to:

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

B. transfer temporarily to an available alternative position offered by the Superintendent for which the instructional
staff member is qualified, and that has equivalent pay and benefits and that better accommodates the recurring
periods of leave than the staff member's regular position.

When leave is needed for planned medical treatment, the staff member must make a reasonable effort to schedule the
treatment so as not to unduly disrupt the District's operations, subject to the approval of the healthcare provider.

If the Superintendent agrees to permit FMLA leave intermittently or on a reduced schedule leave for reason (A) or (B) on
page one, the Board may also require the staff member to transfer temporarily, during the period the intermittent or
reduced schedule leave is required, to an available alternative position for which the staff member is qualified and which
better accommodates recurring periods of leave than does the staff member's regular position.

Staff Member Notice Requirements (Forms available at the U.S. Department of Labor Website: www.dol.gov)

Staff members seeking to use FMLA leave (including Military Caregiver Leave) are required to provide thirty (30) days
advance notice of the need to take FMLA leave when the need is foreseeable and such notice is practicable. If leave is
foreseeable less than thirty (30) days in advance, the staff member must provide notice as soon as practicable - generally,
either the same or next business day. When the need for leave is not foreseeable, the staff member must provide notice as
soon as practicable under the facts and circumstances of the particular case. Absent unusual circumstances, staff members
must comply with the Board's usual and customary notice and procedural requirements for requesting leave. Failure to
provide timely notice may result in the leave being delayed or denied, and/or possible disciplinary action.

Staff members must provide "sufficient information" for the Superintendent to determine whether the FMLA may apply to
the leave request. Depending on the situation, such information may include that the employee is incapacitated due to
pregnancy, has been hospitalized overnight, is unable to perform the functions of the job, that the staff member or his/her
qualifying family member is under the continuing care of a healthcare provider, that the requested leave is for a particular
qualifying exigency related to a qualifying family member's covered active duty or call to covered active duty status, or that
the leave is due to a qualifying family member who is a covered service member with a serious injury or illness. The
information may also include the anticipated timing and duration of the leave.

https:/igo.boarddocs.com/oh/twinsoh/Board.nsf/Public?open&id=policies# 317



8/11/24, 12:32 PM BoardDocs® PL

When a staff member seeks leave for a FMLA-qualifying reason for the first time, the staff member need not expressly
assert FMLA rights or even mention the FMLA. When an employee seeks leave, however, due to a FMLA-qualifying reason
for which the District has previously provided the staff member FMLA-protected leave, the staff member must specifically
reference either the qualifying reason for leave or the need for FMLA leave.

Substitution of Paid Leave

The Board shall require the staff member to "substitute” (i.e. run concurrently) any of his/her earned or accrued paid leave
(e.g. sick leave, personal leave, vacation leave, family leave) for unpaid FMLA leave. An employee's ability to substitute
accrued paid leave is determined by the terms and conditions of the District's normal leave policy. A staff member electing
to use any type of paid leave concurrently with FMLA leave must follow the same terms and conditions of the Board's policy
that apply to other employees for use of such leave. The staff member is always entitled to unpaid FMLA leave if s/he does
not meet the Board's conditions for taking paid leave. On occasion the Board may waive any procedural requirements for
the taking of any type of paid leave.

If the staff member has not earned or accrued adequate paid leave to encompass the entire twelve (12) work week period
of FMLA leave or a twenty-six (26) work week period of Military Caregiver Leave, the additional weeks of leave to obtain the
twelve (12) work weeks of FMLA leave or twenty-six (26) work weeks of Military Caregiver Leave the staff member is
entitled to shall be unpaid. Whenever a staff member uses paid leave in substitution for unpaid FMLA leave/Military
Caregiver Leave, such leave counts toward the twelve (12) work week/twenty-six (26) work week maximum leave
allowance provided by this policy and Federal law.

District Notice Requirements (Forms available at the U.S. Department of Labor Website: www.dol.gov)

The Superintendent is directed to post the Department of Labor approved Notice explaining employees' rights and
responsibilities under the FMLA. Additionally, this general notice shall be included in employee handbooks or other written
guidance to staff members concerning benefits or leave rights or, in the alternative, distributed to each new staff member
upon hiring.

When a staff member requests FMLA leave or the District acquires knowledge that leave may be for a FMLA purpose, the
Superintendent shall notify the staff member of his/her eligibility to take leave, and inform the staff member of his/her
rights and responsibilities under the FMLA (including the consequences of failing to meet those obligations). Along with the
Notice of Rights and Responsibilities, the Superintendent will attach any medical certification that may be required, and a
copy of the employee's essential job functions. If Superintendent determines the staff member is not eligible for FMLA
leave, the Superintendent must state at least one reason why the staff member is not eligible. Such notice may be given
orally or in writing and should be given within five (5) business days of the request for FMLA leave, absent extenuating
circumstances. When oral notice is given, it must be followed by written notice within five (5) business days. Staff member
eligibility is determined (and notice provided) at the commencement of the first instance of leave for each FMLA-qualifying
reason in the applicable twelve (12) month period. All FMLA absences for the same qualifying reason are considered a
single leave and staff member eligibility as to that reason for leave does not change during the applicable twelve (12)
month period. If at the time a staff member provides notice of a subsequent need for FMLA leave during the applicable
twelve (12) month period due to a different FMLA-qualifying reason and the staff member's eligibility status has not
changed, no additional eligibility notice is required. If, however, the staff member's eligibility status has changed, the
Superintendent must notify the staff member of the change in eligibility status within five (5) business days, absent
extenuating circumstances.

If the specific information provided by the Notice of Rights and Responsibilities changes, the Superintendent shall, within
five (5) business days of receipt of the staff member's first notice of need for leave subsequent to any changes, provide
written notice referencing the prior notice and setting forth any of the information in the Notice of Rights and
Responsibilities that has changed. ‘

When the Superintendent has sufficient information to determine that leave is being taken for a FMLA-qualifying reason
(e.g. after receiving certification), the Superintendent shall notify the staff member whether the leave will be designated
and counted as FMLA leave. Leave that qualifies as both Military Caregiver Leave and leave to care for a qualifying family
member with a serious health condition (i.e. reason (C)) must be considered as Military Caregiver Leave in the first
instance. This designation must be in writing and must be given within five (5) business days of the determination, absent
extenuating circumstances. Additionally, when appropriate, the Superintendent shall notify the staff member of the number
of hours, days and weeks that will be counted against the employee’s FMLA entitlement, and whether the employee will be
required to provide a fitness-for-duty certification to return to work.

Only one (1) Designation Notice is required for each FMLA-qualifying reason per applicable twelve (12) month period,

regardless of whether the leave taken due to the qualifying reason will be a continuous block of leave or as intermittent or
on a reduced schedule leave. If the Superintendent determines the leave will not be designated as FMLA-qualifying (e.g. if
the leave is not for a reason covered by the FMLA or the staff member’s FMLA leave entitlement has been exhausted), the
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Superintendent shall notify the staff member of that determination. If the staff member is required to substitute paid leave
for unpaid FMLA leave, or if paid leave taken under an existing leave plan is being counted as FMLA leave, the "Designation
Notice" shall include this information. Additionally, the "Designation Notice" shall notify the staff member if s/he is required
to present a fitness-for-duty certification to be restored to employment. Further, if the fithess-for-duty certification is
required to address the staff member’s ability to perform the essential functions of his/her job, that will be indicated on the
Designation Notice, and a list of the essential functions of the staff member’s position will be included.

If the information provided to the staff member in the Designation Notice changes, the Superintendent shall provide, within
five (5) business days of receipt of the staff member’s first notice of need for leave subsequent to any change, written
notice of the change.

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

Limits on FMLA When Both Spouses are Employed by the Board

When eligible spouses are both employed by the Board, they are limited to a combined total of twelve (12) workweeks of
FMLA leave during any twelve (12) month period if the leave is taken for reason (A) or (B) on page one, or to care for the
staff member’s parent who has a serious health condition.

Where the spouses both use a portion of the total twelve (12) week FMLA leave entitlement for reason (A) or (B) on page
one, or to care for a parent, the spouses are each entitled to the difference between the amount s/he has taken individually
and the twelve (12) weeks of FMLA leave for other purposes.

When eligible spouses are both employed by the Board, they are limited to a combined total of twenty-six (26) workweeks
of Military Caregiver Leave during the "single twelve (12) month period" if the leave is taken for reason (A) or (B) on page
one, or to care for the staff member’s parent who has a serious health condition, or to care for a covered service member
with a serious injury or illness.

Certification

When FMLA leave is taken for either reason (C) or (D) on page one, the staff member must provide medical certification
from the healthcare provider of the eligible staff member or his/her immediate family member. The staff member may
either:

A. submit the completed medical certification to the Superintendent; or

B. direct the healthcare provider to transfer the completed medical certification directly to the Superintendent, which
will generally require the staff member to furnish the healthcare provider with a HIPAA-compliant authorization.

If the staff member fails to provide appropriate medical certification, any leave taken by the employee shall not constitute
FMLA leave.

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

The Board reserves the right to require second or third opinions (at the Board’s expense), and periodic recertification of a
serious health condition. If a third opinion is sought, that opinion shall be binding and final. The staff member may either:

A. submit the opinion of the second healthcare provider, and the opinion of the third healthcare provider if applicable,
to the Superintendent;

B. direct the second or third healthcare provider to transfer his/her opinion directly to the Superintendent, which will
generally require the staff member to furnish the healthcare provider with a HIPAA-compliant authorization.

In the event that the staff member fails to provide the medical opinion of the second or third healthcare provider, if
applicable, any leave taken by the staff member shall not constitute FMLA leave.

Recertification
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Recertification may be required no more often than every thirty (30) days in connection with an absence by the staff
member unless the condition will last for more than thirty (30) days. For conditions that are certified as having a minimum
duration of more than thirty (30) days, the District will not request recertification until the specified period has passed,
except that in all cases the staff member must submit recertification every six (6) months in connection with an absence by
the employee. Additionally, the Superintendent may require a staff member to provide recertification in less than thirty (30)
days if the staff member requests an extension of leave, the circumstances described in the previous certification have
changed significantly, or if the District receives information that casts doubt upon the staff member’s stated reason for the
absence or the continuing validity of the certification. Finally, staff members must provide a new medical certification each
leave year for medical conditions that last longer than one (1) year.

Staff members requesting Qualifying Exigency Leave are required to submit to the Superintendent a copy of the covered
military member’s active duty orders and certification providing the appropriate facts related to the particular qualifying
exigency for which leave is sought, including contact information if the leave involves meeting with a third party.

Staff members requesting Military Caregiver Leave are required to submit to the Superintendent certification completed by
an authorized heaithcare provider or a copy of an Invitational Travel Order (ITO) or Invitational Travel Authorization (ITA)
issued to any member of the covered service member’s family.

The Board authorizes its healthcare provider and/or management official - but not the staff member’s direct supervisor - to
authenticate or clarify a medical certification of a serious health condition, or an ITO or ITA (i.e. medical certification
provided for reasons (C) or (D) on page one or Military Caregiver Leave). Additionally, the Superintendent is authorized to
contact the individual or entity named in the Qualified Exigency Leave certification for purposes of verifying the existence
and nature of the meeting.

A staff member who takes leave for reason (D) on page one, prior to returning to work, must provide the Superintendent
with a fitness- for-duty certification that specifically addresses the staff member’s ability to perform the essential functions
of his/her job. The fitness- for-duty certification shall only apply to the particular health condition that caused the staff
member’s need for FMLA leave. If reasonable safety concerns exist, the Superintendent may, under certain circumstances,
require a staff member to submit a fitness- for-duty certification before s/he returns to work from intermittent FMLA leave.
The cost of the certification shall be borne by the staff member.

Job Restoration & Maintenance of Health Benefits

Upon return from FMLA leave, the Board shall restore the staff member to his/her former position, or to an equivalent
position with equivalent pay, benefits, and other terms and conditions of employment. During FMLA leave, the Board shall
maintain the staff member’s current coverage under the Board’s group health insurance program on the same conditions as
coverage would have been provided if the staff member had been continuously working during the leave period. If the staff
member was paying all or part of the premium payments prior to going on FMLA leave, the staff member must continue to
pay his/her share during the leave.

Any leave or return from leave during the last five (5) weeks of an academic term shall be reviewed individually by the
Superintendent to minimize disruption to the students’ program.

The staff member shall not accrue any sick leave, vacation, or other benefits during a period of unpaid FMLA leave.

The use of FMLA leave shall not result in the loss of any employment benefit that the staff member earned or was entitled
to before using FMLA. If a bonus or other payment, however, is based on the achievement of a specified goal such as hours
worked or perfect attendance, and the employee does not meet the goal due to FMLA leave, payment shall be denied unless
it is paid to an employee on equivalent leave status for a reason that does not qualify as FMLA leave.

A staff member shall have no greater right to restoration or to other benefits and conditions of empioyment than if the
employee had been continuously employed.

If the staff member fails to return to work at the end of the leave for reasons other than the continuation, recurrence, or
onset of a serious health condition that entitles the staff member to leave pursuant to reasons (C) or (D) on page one or
Military Caregiver Leave, or for circumstances beyond the control of the staff member, the staff member shall reimburse the
Board for the health insurance premiums paid by the Board during the unpaid FMLA leave period.

Generally, a staff member may not be required to take more FMLA leave than necessary to resolve the circumstance that
precipitated the need for leave.

A staff member who fraudulently obtains FMLA leave is not protected by this policy’s job restoration or maintenance of
health benefits provisions.
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The Superintendent shall prepare any guidelines that are appropriate for this policy and verify that the policy is posted
properly.

Copies of this policy shall be available to staff members upon request.

Revised 7/14
Revised 7/20/14

© Neola 2015

Legal 29 U.S.C. 2601 et seq. (as amended)
29 C.F.R. Part 825
45 C.F.R. Part 160, 164
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1422 - NONDISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY

The Board of Education does not discriminate on the basis of race, color, national origin, sex (including sexual orientation
and gender identity), disability, age, religion, military status, ancestry, genetic information (collectively, "Protected
Classes"), or any other legally protected category, in its programs and activities, including employment opportunities.

Definitions:

Words used in this policy shall have those meanings defined herein; words not defined herein shall be construed according
to their plain and ordinary meanings.

Complainant is the individual who alleges, or is alleged, to have been subjected to unlawfu!l discrimination/retaliation,
regardless of whether the person files a formal complaint or is pursuing an informal resolution to the alleged
discrimination/retaliation.

Respondent is the individual who has been alleged to have engaged in unlawful discrimination/retaliation, regardless of
whether the Reporting Party files a formal complaint or is seeking an informal resolution to the alleged
discrimination/retaliation.

School District community means students and Board employees (i.e., administrators, and professional and classified
staff), as well as Board members, agents, volunteers, contractors, or other persons subject to the control and supervision
of the Board.

Third Parties include, but are not limited to, guests and/or visitors on School District property (e.g., visiting speakers,
participants on opposing athletic teams, parents), vendors doing business with, or seeking to do business with, the Board,
and other individuals who come in contact with members of the School District community at school-related
events/activities (whether on or off District property).

Day(s): Unless expressly stated otherwise, the term "day" or "days" as used in this policy means a business day(s) (i.e., a
day(s) that the Board office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).

For purposes of this policy, "military status” refers to a person's status in the uniformed services, which includes the
performance of duty, on a voluntary basis, or involuntary basis, in a uniformed service including active duty, active duty for
training, initial active duty for training, inactive duty for training, and full-time National Guard duty. It also includes the
period of time for which a person is absent from employment for the purpose of an examination to determine the fitness of
the person to perform any such duty as listed above.

District Compliance Officers
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The Board designates the following individuals to serve as the District's "Compliance Officers" (also known as "Civil Rights
Coordinators") (hereinafter referred to as the "COs").

Belinda McKinney

Director of Human Resources

330.486.2000

11136 Ravenna Road, Twinsburg, Ohio 44087
bmckinney@twinsburgcsd.org

Chad Welker

Business Manager

330.486.2000

11136 Ravenna Road, Twinsburg, Ohio 44087
cwelker@twinsburgcsd.org

The names, tities, and contact information of these individuals will be published annually on the School DlStl’lCt s web site
and in the staff handbooks.

The COs are responsible for coordinating the District's efforts to comply with applicable Federal and State laws and
regulations, including the District's duty to address in a prompt and equitable manner any inquiries or complaints regarding
discrimination/retaliation or denial of equal access. The COs shall also verify that proper notice of nondiscrimination for Title
1I of the Americans with Disabilities Act (as amended), Title VI and Title VII of the Civil Rights Act of 1964, Section 504 of
the Rehabilitation Act of 1973 (as amended), and the Age Discrimination in Employment Act of 1975 is provided to staff
members and the general public. Any sections of the District's collectively-bargained, negotiated agreements dealing with
hiring, promotion, and tenure need to contain a statement of nondiscrimination similar to that in the Board's statement
above. In addition, any gender-specific terms should be eliminated from such contracts. A copy of each of the Acts and
regulations on which this notice is available upon request from the CO.

Reports and Complaints of Unlawful Discrimination and Retaliation

Employees are required to report incidents of unlawful discrimination and/or retaliation to an administrator, supervisor, or
other District-level official so that the Board may address the conduct. Any administrator, supervisor, or other District-level
official who receives such a report shall file it with the CO within two (2) days.

Employees who believe they have been unlawfully discriminated/retaliated against are entitled to utilize the complaint
process set forth below. Initiating a complaint, whether formally or informally, will not adversely affect the Complainant's
employment. While there are no time limits for initiating complaints under this policy, individuals should make every effort
to file a complaint as soon as possible after the conduct occurs while the facts are known and potential witnesses are
available.

The COs will be available during regular school/work hours to discuss concerns related to unlawful
discrimination/retaliation. COs shall accept reports of unlawful discrimination/retaliation directly from any member of the
School District community or a Third Party, or receive reports that are initially filed with another Board employee. Upon
receipt of a report of alleged discrimination/retaliation, the CO will contact the Complainant and begin either an informal or
formal complaint process (depending on the Complainant's request and the nature of the alleged discrimination/retaliation),
or the CO will designate a specific individual to conduct such a process. The CO will provide a copy of this policy to the
Complainant and the Respondent. In the case of a formal complaint, the CO will prepare recommendations for the
Superintendent or oversee the preparation of such recommendations by a designee. All members of the School District
community must report incidents of discrimination/retaliation that are reported to them to the CO within two (2) business
days of learning of the incident/conduct.

Any Board employee who directly observes unlawful discrimination/retaliation is obligated, in accordance with this policy, to
report such observations to one of the COs within two (2) business days. Additionally, any Board employee who observes
an act of unlawful discrimination/retaliation is expected to intervene to stop the misconduct, unless circumstances make
such an intervention dangerous, in which case the staff member should immediately notify other Board employees and/or
local law enforcement officials, as necessary, to stop the misconduct. Thereafter, the CO or designee must contact the
Complainant within two (2) business days to advise of the Board's intent to investigate the alleged wrongdoing.

Investigation and Complaint Procedure (See Form 1422 F2)
Except for sex discrimination and/or Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of

Sex in Education Programs or Activities, any employee who alleges to have been subjected to unlawful discrimination or
retaliation may seek resolution of the complaint through the procedures described below. The formal complaint procedures
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involve an investigation of the individual's claims of discrimination/retaliation and a process for rendering a decision
regarding whether the charges are substantiated.

Due to the sensitivity surrounding complaints of unlawful discrimination or retaliation, timelines are flexible for initiating the
complaint process; however, individuals are encouraged to file a complaint within thirty (30) calendar days after the
conduct occurs. Once the formal complaint process is begun, the investigation will be completed in a timely manner
(ordinarily, within fifteen (15) business days of the complaint being received).

The procedures set forth below are not intended to interfere with the rights of any individual to pursue a complaint of
unlawful discrimination or retaliation with the United States Department of Education Office for Civil Rights, the Ohio Civil
Rights Commission ("OCRC") or Equal Employment Opportunity Commission ("EEOC").

Informal Complaint Procedure

The goal of the informal complaint procedure is to promptly stop inappropriate behavior and facilitate resolution through an
informal means, if possible. The informal complaint procedure is provided as a less formal option for an employee

who alleges unlawful discrimination or retaliation. This informal procedure is not required as a precursor to the filing of a
formal complaint. The informal process is only available in those circumstances where the Complainant and the Respondent
mutually agree to participate in it.

The Complainant may proceed immediately to the formal complaint process and individuals who participate in the informal
procedure may request that the informal process be terminated at any time to move to the formal complaint process.

All complaints involving a District employee or any other adult member of the School District community and a student will
be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe doing so, the individual should tell or otherwise
inform the Respondent that the allegedly discriminatory/retaliatory conduct that it is inappropriate and must stop. The
Complainant should address the alleged misconduct as soon after it occurs as possible. The COs are available to support
and counsel the Complainant when taking this initial step or to intervene on behalf of the individual if requested to do so. A
Complainant who is uncomfortable or unwilling to directly approach the Respondent about the inappropriate conduct may
file an informal or a formal complaint. In addition, with regard to certain types of unlawful discrimination (e.g., sex
discrimination), the CO may advise against the use of the informal complaint process.

A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint, either orally or in writing:
1) to a building administrator; 2) directly to one of the COs; and/or 3) to the Superintendent or other District-level
employee.

All informal complaints must be reported to one of the COs who will either facilitate an informal resolution as described
below, or appoint another individual to facilitate an informal resolution.

The School District's informal complaint procedure is designed to provide the Complainant with a range of options aimed at
bringing about a prompt resolution of their concerns. Depending upon the nature of the complaint and the wishes of the
Complainant, informal resolution may involve, but not be limited to, one or more of the following:

A. Advising the Complainant about how to communicate concerns to the Respondent.

B. Distributing a copy of Policy 1422 - Nondiscrimination and Equal Employment Opportunity to the individuals in the
school building or office where the Respondent works.

C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the Complainant and the
Respondent to work out a mutual resolution.

While there are no set time limits within which an informal complaint must be resolved, the CO or designee is directed to
attempt to resolve all informal complaints within fifteen (15) business days of receiving the informal complaint. If the
Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a formal complaint
and, as stated above, either party may request that the informal process be terminated at any time to move to the formal
complaint process.

Formal Complaint Procedure
If a complaint is not resolved through the informal complaint process, if one of the parties requested that the informal
complaint process be terminated to move to the formal complaint process, or if the Complainant, from the outset, elects to

file a formal complaint, or the Compliance Officer(s) determines the allegations are not appropriate for resolution through
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the informal process, the formal complaint process shall be implemented.

A Complainant may file a formal complaint, either orally or in writing, with a Principal, the CO, Superintendent, or other
District official. Due to the sensitivity surrounding complaints of unlawful discrimination and retaliation, timelines are
flexible for initiating the complaint process; however, individuals should make every effort to file a formal complaint within
thirty (30) calendar days after the conduct occurs. If a Complainant informs a Principal, Superintendent, or other District
official, either orally or in writing, about any complaint of discrimination/retaliation, that employee must report such
information to the CO within two (2) business days.

Throughout the course of the process, the CO should keep the parties reasonably informed of the status of the investigation
and the decision-making process.

All formal complaints must include the following information to the extent known: the identity of the Respondent; a detailed
description of the facts upon which the complaint is based (i.e., when, where, and what occurred); a list of potential
witnesses; and the resolution sought by the Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information set forth above, the CO
shall ask for such details in an oral interview. Thereafter, the CO will prepare a written summary of the oral interview, and
the Complainant will be asked to verify the accuracy of the reported charge by signing the document.

Upon receiving a formal compiaint, the CO will consider whether any action should be taken in the investigatory phase to
protect the Complainant from further discrimination or retaliation, including, but not limited to, a change of work
assignment or schedule for the Complainant and/or the Respondent. In making such a determination, the CO should

consult the Complainant to assess whether the individual agrees with the proposed action. If the Complainant is unwilling to
consent to the proposed change, the CO may still take whatever actions deemed appropriate in consultation with the
Superintendent.

Within two (2) business days of receiving the complaint, the CO or designee will initiate a formal investigation to determine
whether the Complainant has been subjected to unlawful discrimination/retaliation.

Simultaneously, the CO will inform the Respondent that a formal complaint has been received. The Respondent will be
informed about the nature of the allegations and provided with a copy of any relevant policies and/or administrative
guidelines, including Policy 1422 - Nondiscrimination and Equal Employment Opportunity. The Respondent must also be
informed of the opportunity to submit a written response to the complaint within five (5) business days.

Although certain cases may require additional time, the CO or a designee will attempt to complete an investigation into the
allegations of discrimination/retaliation within fifteen (15) business days of receiving the formal complaint. The
investigation will include:

A. interviews with the Complainant;
B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information relevant to the
allegations;

D. consideration of any documentation or other information presented by the Complainant, Respondent, or any other
witness that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the CO or the designee shall prepare and deliver a written report to the
Superintendent that summarizes the evidence gathered during the investigation and provides recommendations based on
the evidence and the definition of unlawful discrimination/retaliation as provided in Board policy and State and Federal law
as to whether the Respondent has engaged in unlawful discrimination/retaliation of the Complainant. The CO's
recommendations must be based upon the totality of the circumstances. In determining if discrimination or retaliation
occurred, a preponderance of evidence standard will be used. The CO may consult with the Board's legal counsel before
finalizing the report to the Superintendent.

Absent extenuating circumstances, within five (5) business days of receiving the report of the CO or the designee, the
Superintendent must either issue a written decision regarding whether the charges have been substantiated or request
further investigation. A copy of the Superintendent's final decision will be delivered to both the Complainant and the
Respondent.
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If the Superintendent requests additional investigation, the Superintendent must specify the additional information that is
to be gathered, and such additional investigation must be completed within five (5) business days. At the conclusion of the
additional investigation, the Superintendent must issue a final written decision as described above.

If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation toward the Complainant,
the Superintendent must identify what corrective action will be taken to stop, remedy, and prevent the recurrence of the
discrimination/retaliation. The corrective action should be reasonable, timely, age-appropriate, and effective, and tailored to
the specific situation.

The decision of the Superintendent shall be final. The Superintendent shall inform the Board of his/her decision.

In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their representatives within
twenty (20) business days of the receipt of such an appeal. A copy of the Board's disposition of the appeal shall be sent to
each concerned party within ten (10) business days of this meeting. The decision of the Board will be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful discrimination/retaliation
regardless of whether the employee alleging the unlawful discrimination/retaliation pursues the complaint. The Board also
reserves the right to have the formal complaint investigation conducted by an external person in accordance with this policy
or in such other manner as deemed appropriate by the Board or its designee.

The parties may be represented, at their own cost, at any of the above-described meetings/hearings.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the person’s pursuit of
other remedies such as the filing of a complaint with the Office for Civil Rights, the filing of charges with local law
enforcement, or the filing of a civil action in court. Use of this internal complaint process is not a prerequisite to the pursuit
of other remedies.

Privacy/Confidentiality

The District will employ all reasonable efforts to protect the rights of the Complainant, the Respondent(s), and the
witnesses as much as possible, consistent with the Board's legal obligations to investigate, to take appropriate action, and
to conform with any discovery or disclosure obligations. All records generated under the terms of this policy shall be
maintained as confidential to the extent permitted by law. Confidentiality, however, cannot be guaranteed. Additionally, the
Respondent must be provided the Complainant's identity.

During the course of a formal investigation, the CO or designee will instruct each person who is interviewed about the
importance of maintaining confidentiality. Any individual who is interviewed as part of an investigation is expected not to
disclose to Third Parties any information that is learned or provided during the course of the investigation.

Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against unlawful discrimination/retaliation by taking appropriate action
reasonably calculated to stop and prevent further misconduct. While observing the principles of due process, a violation of
this policy may result in disciplinary action up to and including the discharge of an employee. All disciplinary action will be
taken in accordance with applicable State law and the terms of the relevant collective bargaining agreement(s). When
imposing discipline, the Superintendent shall consider the totality of the circumstances involved in the matter. In those
cases where unlawful discrimination/retaliation is not substantiated, the Board may consider whether the alleged conduct
nevertheless warrants discipline in accordance with other Board policies, consistent with the terms of the relevant collective
bargaining agreement(s).

Where the Board becomes aware that a prior remedial action has been taken against an employee, all subsequent sanctions
imposed by the Board and/or Superintendent shall be reasonably calculated to end such conduct, prevent its recurrence,
and remedy its effect.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation or participates
as a witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten, coerce or
interfere with any individual because the person opposed any act or practice made unlawful by any Federal or State civil
rights law, or because that individual made a report, formal complaint, testified, assisted or participated or refused to
participate in any manner in an investigation, proceeding, or hearing under those laws and/or this policy, or because that
individual exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of any right granted or
protected by those laws and/or this policy.
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Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in an
investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary
sanctions/consequences and/or other appropriate remedies.

Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation
prohibited under this policy.

Education and Training

In support of this policy, the Board promotes preventative educational measures to create greater awareness of unlawful
discriminatory practices. The Superintendent shall provide appropriate information to all members of the School District
community related to the implementation of this policy and shall provide training for District students and staff where
appropriate. All training, as well as all information provided regarding the Board's policy and discrimination in general, will
be age and content appropriate.

Retention of Investigatory Records and Materials

The Compliance Officer(s) is responsible for overseeing retention of all records that must be maintained pursuant to this
policy. All individuals charged with conducting investigations under this policy shall retain all documents, electronically
stored information ("ESI"), and electronic media (as defined in Policy 8315) created and/or received as part of an
investigation, which may include but not be limited to:

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged violation of this
policy;

B. any narratives that memorialize oral reports/allegations/ complaints/grievances/statements/responses pertaining to
an alleged violation of this policy;

C. any documentation that memorializes the actions taken by District personnel or individuals contracted or appointed
by the Board to fulfill its responsibilities related to the investigation and/or the District’s response to the alleged
violation of this policy;

D. written witness statements;
E. narratives, notes from, or audio, video, or digital recordings of witness interviews/statements;

F. e-mails, texts, or social media posts that directly relate to or constitute evidence pertaining to an alleged violation of
this policy (i.e., not after-the-fact commentary about or media coverage of the incident);

G. notes or summaries prepared contemporaneously by the investigator in whatever form made (e.g., handwritten,
keyed into a computer or tablet, etc.), but not including transitory notes whose content is otherwise memorialized in
other documents;

H. written disciplinary sanctions issued to students or employees and other documentation that memorializes oral
disciplinary sanctions issued to students or employees for violations of this policy;

I. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory evidence) and
other documentation that memorializes oral notifications to the parties concerning the outcome of the investigation,
including any consequences imposed as a result of a violation of this policy;

J. documentation of any supportive measures offered and/or provided to the Complainant and/or the Respondent,
including no contact orders issued to both parties, the dates the no contact orders were issued, and the dates the
parties acknowledged receipt of the no contact orders;

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or harassment, prevent
its recurrence, eliminate any hostile environment, and remedy its discriminatory effects;

L. copies of the Board policy and/or procedures/guidelines used by the District to conduct the investigation, and any
documents used by the District at the time of the alleged violation to communicate the Board’s expectations to
students and staff with respect to the subject of this policy (e.g., Student Codes of Conduct and/or Employee
Handbooks);
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M. copies of any documentation that memorializes any formal or informal resolutions to the alleged discrimination or
harassment;

N. documentation of any training provided to District personnel related to this policy, including but not limited to,
notification of the prohibitions and expectations of staff set forth in this policy and the role and responsibility of all
District personnel involved in enforcing this policy, including their duty to report alleged violations of this policy
and/or conducting an investigation of an alleged violation of this policy;

0. documentation that any rights or opportunities that the District made available to one party during the investigation
were made available to the other party on equal terms;

P. copies of any notices sent to the alleged Respondent of the allegations constituting a potential violation of this
policy;

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview, meeting, or hearing;

R. copies of any documentation or evidence used during informal and formal disciplinary meetings and hearings,
including the investigation report, and any written responses submitted by the Complainant or the Respondent.

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and records
exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State law (e.g., R.C. 3319.321) - e.g., student records
and confidential medical records.

The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an investigation shall
be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3) years, but
longer if required by the District’s records retention schedule.

Revised 1/7/15
T.C. 8/1/18
Revised 2/5/20
Revised 2/17/21

© Neola 2021

Legal R.C. 4112.01, 4112.02
A.C. 3301-35-03(A)
Fourteenth Amendment, U.S. Constitution
20 U.S.C, Section 1681, Title IX of Education Amendment Act
20 U.S.C. Section 1701 et seq., Equal Educational Opportunities Act of 1974
20 U.S.C. Section 7905, Boy Scouts of America Equal Access Act
42 U.S.C. 6101 et seq., Age Discrimination Act of 1975
42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990, as amended
34 C.F.R. Part 110 (7/27/93)
42 U.S.C., 2000e, et seq., Civil Rights Act of 1964
42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act
29 U.S.C. 701 et seq., Rehabilitation Act of 1973, as amended
29 C.F.R. Part 1635
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Status Active
Adopted February 21, 2007
Last Revised January 19, 2022

2260.01 - SECTION 504/ADA PROHIBITION AGAINST DISCRIMINATION BASED ON DISABILITY

Pursuant to Section 504 of the Rehabilitation Act of 1973 ("Section 504"), the Americans with Disabilities Act of 1990, as
amended ("ADA"), and the implementing regulations (collectively "Section 504/ADA"), no otherwise qualified individual with
a disability shall, solely by reason of his/her disability, be excluded from participation in, be denied the benefits of, or be
subjected to discrimination under any program or activity receiving Federal financial assistance. The Board of Education
does not discriminate in admission or access to, or participation or treatment in its programs or activities. As such, the
Board's policies and practices will not discriminate against students with disabilities and the Board will make its facilities,
programs, and activities accessible to qualified individuals with disabilities. No discrimination will be knowingly permitted
against any individual with a disability on the sole basis of that disability in any of the programs, activities, policies, and/or
practices in the District.

"An individual with a disability" means a person who has, had a record of, or is regarded as having, a physical or mental
impairment that substantially limits one or more major life activities. Major life activities are functions such as caring for
one's self, performing manual tasks, walking, seeing, hearing, eating, sleeping, standing, lifting, bending, speaking,
breathing, learning, reading, concentrating, thinking, communicating, and working.

Major life activities also include the operation of a major bodily function, including, but not limited to, functions of the
immune system, normal cell growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and
reproductive functions.

An impairment that is episodic in nature or in remission is considered a disability if it would substantially limit a major life
activity when active.

The determination of whether an impairment substantially limits a major life activity must be made without regard to the
ameliorative effects of mitigating measures such as medication, medical supplies, equipment or appliances, low-vision
devices (not including ordinary eyeglasses or contact lenses), prosthetics (including limbs and devices), hearing aids and
cochlear implants or other implantable hearing devices, mobility devices, oxygen therapy equipment or supplies, assistive
technology, reasonable accommodations or auxiliary aids or services, or learned behavioral or adaptive neurological
modifications.

With respect to public preschool, elementary and secondary educational services, a qualified person with a disability means
a disabled person:

A. who is of an age during which nondisabled persons are provided educational services;

B. who is of any age during which it is mandatory under Ohio law to provide educational services to disabled persons;
or

https://go.boarddocs.com/oh/twinsoh/Board.nsf/Public?open&id=policies# 1/5



8/11/24, 12:32 PM BoardDocs® PL

C. to whom the State is required to provide a free appropriate public education pursuant to the Individuals with
Disabilities Education Improvement Act (IDEIA).

With respect to vocational education services, a qualified person with a disability means a person with a disability who
meets the academic and technical standards requisite to admission or participation in the vocational program or activity.
The Board will not deny a student with disabilities access to its vocational education programs or courses due to
architectural and/or equipment barriers, or because the student needs related aids or services to receive an appropriate
education.

Compliance Officer(s)

The Board designates the following individual(s) to serve as the District's 504 Compliance Officer(s)/ADA Coordinator(s)
(hereinafter referred to as the "District Compliance Officer(s)".

Belinda McKinney

Director of Human Resources

330.486.2000

11136 Ravenna Road, Twinsburg, Ohio 44087
bmckinney@twinsburgcsd.org

Tajuana Hunnicutt

Director of Pupil Services

330.486.2000

11136 Ravenna Road, Twinsburg, Chio 44087
thunnicutt@twinsburgcsd.org

The name(s), title(s), and contact information of this/these individual(s) will be published annually on the School District's
web site and in the parent/student and staff handbooks.

Building Directors shall serve as Building Section 504/ADA Compliance Officer(s) ("Building Compliance Officers").

The District Compliance Officer(s) are responsible for coordinating the District's efforts to comply with and fulfill its
responsibilities under Section 504 and Title II of the ADA. A copy of Section 504 and the ADA, including copies of their
implementing regulations, may be obtained from the District Compliance Officer.

The District Compliance Officer(s) will oversee the investigation of any complaints of discrimination based on disability,
which may be filed pursuant to the Board's adopted internal complaint procedure, and will attempt to resolve such
complaints.

The Board will provide for the prompt and equitable resolution of complaints alleging violations of Section 504/ADA. See
below. The Board will further establish and implement a system of procedural safeguards in accordance with Section 504,
including the right to an impartial due process hearing. See AG 2260.018B.

Training

The District Compliance Officer(s) will also oversee the training of employees in the District so that all employees
understand their rights and responsibilities under Section 504 and the ADA, and are informed of the Board's policies,
administrative guidelines and practices with respect to fully implementing and complying with the requirements of Section
504/ADA.

The Board will provide in-service training and consultation to staff responsible for the education of persons with disabilities,
as necessary and appropriate.

Facilities

No qualified person with a disability will, because the District's facilities are inaccessible to or unusable by persons with
disabilities, be denied the benefits of, be excluded from participation in, or otherwise be subjected to discrimination under
any program or activity to which Section 504/ADA applies.

For facilities constructed or altered after June 3, 1977, the District will comply with applicable accessibility standards. For

those existing facilities constructed prior to June 3, 1977, the District is committed to operating its programs and activities
so that they are readily accessible to persons with disabilities. This includes, but is not limited to, providing
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accommodations to parents with disabilities who desire access to their child's educational program or meetings pertinent
thereto. Programs and activities will be designed and scheduled so that the location and nature of the facility or area will
not deny a student with a disability the opportunity to participate on the same basis as students without disabilities.

Education

The Board is committed to identifying, evaluating, and providing a free appropriate public education (FAPE) to students
within its jurisdiction who have a physical or mental impairment that substantially limits one or more major life activities,
regardless of the nature or severity of their disabilities.

An appropriate education may include regular or special education and related aids and services to accommodate the
unigue needs of students with disabilities. For students with disabilities who are not eligible for specially designed
instruction under the IDEIA, the special education and related aids and services (including
accommodations/modifications/interventions) they need in order to have their needs met as adequately as the needs of
nondisabled students are met, shall be delineated, along with their placement, in a Section 504 Plan (Form 2260.01A F13).
Parents/guardians/custodians ("parents") are invited and encouraged to participate fully in the evaluation process and
development of a Section 504 Plan. The quality of education services provided to students with disabilities will be equal to
the quality of services provided to students without disabilities.

The Board is committed to educating (or providing for the education of) each qualified person with a disability who resides
within the District with persons who are not disabled to the maximum extent appropriate. Generally, the District will place a
person with a disability in the regular educational environment unless it is demonstrated that the education of the person in
the regular environment, even with the use of supplementary aids and services cannot be achieved satisfactorily. If the
District places a person in a setting other than the regular educational environment, it shall take into account the proximity
of the alternate setting to the person’'s home. If the Board operates a separate class or facility that is identifiable as being
for persons with disabilities, the facility, program, and activities and services must be comparable to the facilities,
programs, and activities and services offered to students without a disability.

The Board will provide non-academic extracurricular services and activities in such a manner as is necessary to afford
qualified persons with disabilities an equal opportunity for participation in such services and activities. Non-academic and
extracurricular services and activities may include counseling services, physical recreational athletics, transportation, heaith
services, recreational activities, special interest groups or clubs sponsored by the District, referrals to agencies that provide
assistance to persons with disabilities, and employment of students. In providing or arranging for the provision of meals
and recess periods, and non-academic and extracurricular services and activities, including those listed above, the District
will verify that persons with disabilities participate with persons without disabilities in such services and activities to the
maximum extent appropriate.

Notice

Notice of the Board's policy on nondiscrimination in education practices and the identity of the District's Compliance
Officer(s) will be published on the District's website and posted throughout the District and included in the District's
recruitment statements or general information publications.

Complaint Procedures

If a person believes that s/he has been discriminated against on the basis of his/her disability, the person may utilize the
following complaint procedures as a means of reaching, at the lowest possible administrative level, a prompt and equitable
resolution of the matter.

In accordance with Section 504 of the Rehabilitation Act of 1973 and its implementing regulations ("Section 504"), parents
and students will be notified of their right to file an internal complaint regarding an alleged violation, misinterpretation or
misapplication of Section 504. In addition, students and their parents will be notified of their right to file a complaint with
the U.S. Department of Education's Office for Civil Rights. Finally, students and parents will be advised of their right to
request a due process hearing before an Impartial Hearing Officer (IHO) regarding the identification, evaluation or
educational placement of persons with disabilities, and their right to examine relevant education records.

Internal complaints and requests for due process hearings must be put in writing and must identify the specific
circumstances or areas of dispute that have given rise to the complaint or the request for a hearing, and offer possible
solutions to the dispute. The complaint or request for due process hearing must be filed with a District Compliance Officer
within specified time limits. The District's Compliance Officer is available to assist individuals in filing a complaint or
request.

Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business day(s) (i.e., a day(s) that
the Board office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).
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Internal Complaint Procedures

An internal complaint may be filed by a student and/or parent. A student and/or parent may initiate the internal complaint
procedure when s/he/they believe that a violation, misapplication or misinterpretation of Section 504 has occurred.
Additionaliy, the following procedure may be used for any disagreement with respect to actions regarding the identification,
evaluation, or educational program or placement of students who are identified as disabled or believed to be disabled
pursuant to Section 504, and are not eligible under the IDEIA, except in the case of disciplinary actions where the
provisions of the Student Code of Conduct apply. Use of the internal complaint procedure is not a prerequisite to the pursuit
of other remedies, including the filing of a complaint with the U.S. Department of Education's Office for Civil Rights or
requesting a due process hearing.

Step 1

Investigation by the Building Compliance Officer: A student or parent may initiate an investigation by filing a written
internal complaint with the Building Compliance Officer. The complaint should fully describe the circumstances giving rise to
the dispute and how the child is adversely affected. The complaint must be filed as soon as possible, but not longer than
thirty (30) days after disclosure of the facts giving rise to the complaint. The Building Compliance Officer shall conduct an
impartial investigation of the complaint. As part of the investigation, the Building Compliance Officer shall permit the
complainant to present witnesses and other evidence in support of the complaint. The investigation shall be completed
within fifteen (15) days of the written complaint being filed. The Building Compliance Officer will notify the complainant in
writing of his/her decision.

Step 2

Appeal to the District Compliance Officer: If the complaint is not resolved satisfactorily at Step 1, the student or parent may
appeal the Building Compliance Officer's decision in writing to the District Compliance Officer. The appeal must be made
within five (5) days following receipt of the Building Compliance Officer's decision. The District Compliance Officer will
review the case, may conduct an informal hearing, and will notify all parties in writing of his/her decision within ten (10)
days of receiving the appeal.

Step 3

If the complaint is not resolved satisfactorily at Step 2, the student or parent may request a due process hearing, provided
the complaint involves an issue related to the identification, evaluation, or placement of the student.

If it is determined that the Complainant was subjected to unlawful discrimination, the Building and District Compliance
Officers must identify what corrective action will be taken to stop, remedy, and prevent the recurrence of the
discrimination/retaliation. The corrective action should be reasonable, timely, age-appropriate and effective, and tailored to
the specific situation.

OCR Complaint

At any time, if a student or parent believes that s/he has been subjected to discrimination based upon his/her disability in
violation of Section 504 or the ADA, the individual may file a complaint with the U.S. Department of Education's Office for
Civil Rights ("OCR"). The OCR can be reached at:

U.S. Department of Education
Office for Civil Rights
Cleveland Office

1350 Euclid Avenue, Suite 325
Cleveland, Ohio 44115

(216) 522-4970

FAX: (216) 522-2573

TDD: (216) 522-4944

E-mail: OCR.Cleveland@ed.gov
Web: http://www.ed.gov/ocr

Except in extraordinary circumstances, the OCR does not review the result of individual placement and other educational
decisions, so long as the District complies with the "process” requirements of Subpart D of Section 504.

Retaliation
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Retaliation against a person who makes a report or files a complaint alleging unlawful discrimination/retaliation or
participates as a witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten,
coerce or interfere with any individual because the person opposed any act or practice made unlawful by Section 504 or the
ADA, or because that individual made a report, formal complaint, testified, assisted or participated or refused to participate
in any manner in an investigation, proceeding, or hearing under those laws and/or this policy, or because that individual
exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of any right granted or protected by
those laws and/or this policy.

Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in an
investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary
sanctions/consequences and/or other appropriate remedies.

Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation
prohibited under this policy.

Revised 6/27/10
Revised 2/16/11
Revised 3/7/12
Revised 1/7/15
T.C. 8/1/18

T.C. 10/7/20
Revised 2/17/21

© Neola 2021

Legal 29 U.S.C. 794, Section 504 Rehabilitation Act of 1973, as amended
34 C.F.R. Part 104
42 U.S.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended
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Title RECORDING OF DISTRICT MEETINGS INVOLVING STUDENTS AND/OR PARENTS
Code po2461

Status Active

Adopted August 9, 1995

Last Revised September 6, 2017

2461 - RECORDING OF DISTRICT MEETINGS INVOLVING STUDENTS AND/OR PARENTS
Recording of IEP Team and 504 Meetings

In order to facilitate parents' ability to fully participate in the IEP and/or 504 process, parents of students with disabilities
are ordinarily permitted to audio record IEP Team meetings and 504 Team meetings in accordance with the following
procedures:
A. Parents wishing to audio record an IEP Teamn meeting or 504 Team meeting must utilize their own recording device
and provide notice to the District prior to the date of the scheduled IEP Team or 504 Team meeting.

B. If parent(s) elects to audio record an IEP Team meeting, the District will also record the meeting.
Recording of Other District Meetings Involving Students and/or Parents (e.g., Parent-Teacher Conferences)

Parents are permitted to audio record meetings with the District provided they notify the District prior to the date of the
scheduled meeting of their intent to record the meeting. If a parent provides the requisite notice and is permitted to audio
record the meeting, s/he must use his/her own recording device and the District will similarly record the meeting.

Video recording of any District meeting is strictly prohibited.

Parents and students are expressly prohibited from using covert means to listen-in or make a recording (audio or video) of
any meeting or activity at school. This includes placing recording devices, or other devices with one- or two-way audio
communication technology (i.e., technology that allows a person off-site to listen to live conversations and sounds taking
place in the location where the device is located), within a student's book bag or on the student's person without express
written consent of the Superintendent. Any requests to place a recording device or other device with one- or two-way audio
communication technology within a student’s book bag or on a student’s person shall be submitted, in writing, to the
Principal or Director of Pupil Services. The District representative shall notify the parent(s), in writing, whether such request
is denied or granted within five (5) days.

If the District audio records any meeting, the resulting recording shall become a part of the student's educational record
and will be maintained in accordance with State and Federal law.

Revised 4/21/11
Revised 4/6/16

© Neola 2017
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Section 5000 Students
Title ANTI-HARASSMENT
Code po5517

Status Active

Adopted August 9, 1995
Last Revised January 19, 2022

5517 - ANTI-HARASSMENT
General Policy Statement

It is the policy of the Board of Education to maintain an education and work environment that is free from all forms of
unlawful harassment, including sexual harassment. This commitment applies to all School District operations, programs,
and activities. All students, administrators, teachers, staff, and all other school personnel share responsibility for avoiding,
discouraging, and reporting any form of unlawful harassment. This policy applies to unlawful conduct occurring on school
property, or at another location if such conduct occurs during an activity sponsored by the Board.

The Board will vigorously enforce its prohibition against discriminatory harassment based on race, color, national origin, sex
(including sexual orientation and gender identity), disability, age (except as authorized by law), religion, ancestry, or
genetic information (collectively, "Protected Classes") that are protected by Federal civil rights laws (hereinafter referred to
as unlawful harassment), and encourages those within the School District community as well as Third Parties, who feel
aggrieved to seek assistance to rectify such problems. The Board will investigate all allegations of unlawful harassment and
in those cases where unlawful harassment is substantiated, the Board will take immediate steps to end the harassment,
prevent its reoccurrence, and remedy its effects. Individuals who are found to have engaged in unlawful harassment will be
subject to appropriate disciplinary action.

The District will offer counseling services to any person found to have been subjected to unlawful harassment, and, where
appropriate, the person(s) who committed the unlawful harassment.

Other Violations of the Anti-Harassment Policy

The Board will also take immediate steps to impose disciplinary action on individuals engaging in any of the following
prohibited acts:

A. Retaliating against a person who has made a report or filed a complaint alleging unlawful harassment, or who has
participated as a witness in a harassment investigation.

B. Filing a malicious or knowingly false report or complaint of unlawful harassment.

C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of unlawful harassment, when
responsibility for reporting and/or investigating harassment charges comprises part of one's supervisory duties.

Definitions

Words used in this policy shall have those meanings defined herein; words not defined herein shall be construed according
to their plain and ordinary meanings.
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Complainant is the individual who alleges, or is alleged, to have been subjected to unlawful harassment, regardless of
whether the person files a formal complaint or is pursuing an informal resolution to the alleged harassment.

Respondent is the individual who has been alleged to have engaged in unlawful harassment, regardless of whether the
Reporting Party files a formal complaint or is seeking an informal resolution to the alleged harassment.

School District community means students and Board employees (i.e., administrators, and professional and classified
staff), as well as Board members, agents, volunteers, contractors, or other persons subject to the control and supervision
of the Board.

Third Parties include, but are not limited to, guests and/or visitors on School District property (e.g., visiting speakers,
participants on opposing athletic teams, parents), vendors doing business with, or seeking to do business with, the Board,
and other individuals who come in contact with members of the School District community at schooi-related
events/activities (whether on or off District property).

Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business day(s) (i.e., a
day(s) that the Board office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).

Bullying
Bullying rises to the level of unlawful harassment when one (1) or more persons systematically and chronically inflict
physical hurt or psychological distress on one (1) or more students or employees and that bullying is based upon one (1) or
more Protected Classes, that is, characteristics that are protected by Federal civil rights laws. It is defined as any unwanted
and repeated written, verbal, or physical behavior, including any threatening, insulting, or dehumanizing gesture, by an
adult or student, that is severe or pervasive enough to create an intimidating, hostile, or offensive educational or work
environment; cause discomfort or humiliation; or unreasonably interfere with the individual's school or work performance
or participation; and may involve:

A. teasing;

B. threats;

C. intimidation;

D. stalking;

E. cyberstalking;

F. cyberbullying;

G. physical violence;

H. theft;

I. sexual, religious, or racial harassment;

J. public humiliation; or

K. destruction of property.

Harassment

Harassment means any threatening, insulting, or dehumanizing gesture, use of technology, or written, verbal or physical
conduct directed against a student or school employee that:

A. places a student or school employee in reasonable fear of harm to his/her person or damage to his/her property;

B. has the effect of substantially interfering with a student's educational performance, opportunities, or benefits, or an
employee's work performance; or

C. has the effect of substantially disrupting the orderly operation of a school.

Sexual Harassment

https://go.boarddocs.com/oh/twinsoh/Board.nsf/Public?open&id=policies# 211



8/11/24, 12:33 PM BoardDocs® PL
For purposes of this policy and consistent with Title VII of the Civil Rights Act of 1964, "sexual harassment" is defined as:
Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, when:

A. Submission to such conduct is made either implicitly or explicitly a term or condition of an individual's employment,
or status in a class, educational program, or activity.

B. Submission or rejection of such conduct by an individual is used as the basis for employment or educational
decisions affecting such individual.

C. Such conduct has the purpose or effect of interfering with the individual's work or educational performance; of
creating an intimidating, hostile, or offensive working, and/or learning environment; or of interfering with one's
ability to participate in or benefit from a class or an educational program or activity.

Sexual harassment may involve the behavior of a person of any gender against a person of the same or another gender.

Sexual Harassment covered by Policy 2266 - Nondiscrimination on the Basis of Sex Education Programs or Activities is not
included in this policy. Allegations of such conduct shall be addressed solely by Policy 2266.

Prohibited acts that constitute sexual harassment under this policy may take a variety of forms. Examples of the kinds of
conduct that may constitute sexual harassment include, but are not limited to:

A. Unwelcome sexual propositions, invitations, solicitations, and flirtations.

B. Unwanted physical and/or sexual contact.

C. Threats or insinuations that a person's employment, wages, academic grade, promotion, classroom work or
assignments, academic status, participation in athletics or extra-curricular programs, activities, or events, or other
conditions of employment or education may be adversely affected by not submitting to sexual advances.

D. Unwelcome verbal expressions of a sexual nature, including graphic sexual commentaries about a person's body,
dress, appearance, or sexual activities; the unwelcome use of sexually degrading language, profanity, jokes or

innuendoes; unwelcome suggestive or insulting sounds or whistles; obscene telephone calls.

E. Sexually suggestive objects, pictures, graffiti, videos, posters, audio recordings or literature, placed in the work or
educational environment, that may reasonably embarrass or offend individuals.

F. Unwelcome and inappropriate touching, patting, or pinching; obscene gestures.
G. Asking about, or telling about, sexual fantasies, sexual preferences, or sexual activities.

H. Speculations about a person's sexual activities or sexual history, or remarks about one's own sexual activities or
sexual history.

I. Giving unwelcome personal gifts such as lingerie that suggests the desire for a romantic relationship.
J. Leering or staring at someone in a sexual way, such as staring at a person's breasts, buttocks, or groin.

K. A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to create or has the
effect of creating discomfort and/or humiliation to another.

L. Inappropriate boundary invasions by a District employee or other adult member of the School District community
into a student's personal space and personal life.

M. Verbal, nonverbal or physical aggression, intimidation, or hostility based on sex or sex-stereotyping that does not
involve conduct of a sexual nature.

Not all behavior with sexual connotations constitutes unlawful sexual harassment. Sex-hased or gender-based conduct
must be sufficiently severe, pervasive, and persistent such that it adversely affects, limits, or denies an individual's
employment or education, or such that it creates a hostile or abusive employment or educational environment, or such that
it is intended to, or has the effect of, denying or limiting a student's ability to participate in or benefit from the educational
program or activities,

Race/Color Harassment
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Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's
race or color and when the conduct has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile, or offensive working, and/or learning environment; or of interfering with
one's ability to participate in or benefit from a class or an educational program or activity. Such harassment may occur
where conduct is directed at the characteristics of a person's race or color, such as racial slurs, nicknames implying
stereotypes, epithets, and/or negative references relative to racial customs.

Religious (Creed) Harassment

Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's religion or creed and when the conduct has the purpose or effect of interfering with the individual's work or
educational performance; of creating an intimidating, hostile, or offensive working and/or learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational program or activity. Such harassment
may occur where conduct is directed at the characteristics of a person's religious tradition, clothing, or surnames, and/or
involves religious slurs.

National Origin/Ancestry Harassment

Prohibited national origin/ancestry harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based
upon an individual's national origin or ancestry and when the conduct has the purpose or effect of interfering with the
individual's work or educational performance; of creating an intimidating, hostile, or offensive working and/or learning
environment; or of interfering with one's ability to participate in or benefit from a class or an educational program or
activity. Such harassment may occur where conduct is directed at the characteristics of a person's national origin or
ancestry, such as negative comments regarding customs, manner of speaking, language, surnames, or ethnic slurs.

Disability Harassment

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's disability and when the conduct has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile, or offensive working and/or learning environment; or of interfering with
one's ability to participate in or benefit from a class or an educational program or activity. Such harassment may occur
where conduct is directed at the characteristics of a person’s disability, such as negative comments about speech patterns,
movement, physical impairments or defects/appearances, or the like.

Anti-Harassment Compliance Officers

The following individual(s) shall serve as the District’s Anti-Harassment Compliance Officer(s) (hereinafter, “the Compliance
Officer(s)”):

Belinda McKinney

Director of Human Resources

330.486.2000

11136 Ravenna Road, Twinsburg, OH 44087
bmckinney@twinsburgcsd.org

Andrea Walker

Director of Student Wellness

330.486.2000

11136 Ravenna Road, Twinsburg, OH 44087
awalker@twinsburgcsd.org

The names, titles, and contact information of these individuals will be published annually on the School District's web site
and in the parent and staff handbooks.

The Compliance Officer(s) are responsible for coordinating the District’s efforts to comply with applicable Federal and State
laws and regulations, including the District’s duty to address in a prompt and equitable manner any inquiries or complaints
regarding harassment.

The Compliance Officer(s) will be available during regular school/work hours to discuss concerns related to unlawful
harassment, to assist students, other members of the District community, and third parties who seek support or advice
when informing another individual about "unwelcome" conduct, or to intercede informally on behalf of the individual in
those instances where concerns have not resulted in the filing of a formal complaint and where all parties are in agreement
to participate in an informal process.
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Compliance Officers shall accept reports of unlawful harassment directly from any member of the School District community
or a Third Party or receive reports that are initially filed with an administrator, supervisor, or other District-level official.
Upon receipt of a report of alleged harassment, the Compliance Officer(s) will contact the Complainant and begin either an
informal or formal complaint process (depending on the request of the Complainant or the nature of the alleged
harassment), or the Compliance Officer(s) will designate a specific individual to conduct such a process. The Compliance
Officer(s) will provide a copy of this policy to the Complainant and Respondent. In the case of a formal complaint, the
Compliance Officer(s) will prepare recommendations for the Superintendent or will oversee the preparation of such
recommendations by a designee. All Board employees must report incidents of harassment that are reported to them to the
Compliance Officer within two (2) days of learning of the incident.

Any Board employee who directly observes unlawful harassment is obligated, in accordance with this policy, to report such
observations to the Compliance Officer(s) within two (2) days. Additionally, any Board employee who observes an act of
unlawful harassment is expected to intervene to stop the harassment, unless circumstances make such an intervention
dangerous, in which case the staff member should immediately notify other Board employees and/or local law enforcement
officials, as necessary, to stop the harassment. Thereafter, the Compliance Officer(s) or designee must contact the
Complainant, if age eighteen (18) or older, or Complainant's parents/guardians if the Complainant is under the age
eighteen (18), within two (2) days to advise of the Board's intent to investigate the alleged wrongdoing.

Reports and Complaints of Harassing Conduct

Students and all other members of the School District community along with Third Parties are required to report incidents
of harassing conduct to a teacher, administrator, supervisor, or other District official so that the Board may address the
conduct before it becomes severe, pervasive, or persistent. Any teacher, administrator, supervisor, or other District
employee or official who receives such a report shall file it with the Compliance Officer within two (2) days of receiving the
report of harassment.

Members of the School District community and Third Parties, which includes students, or third parties who believe they
have been unlawfully harassed are entitled to utilize the Board's complaint process that is set forth below. Initiating a
complaint, whether formally or informally, will not adversely affect the Complainant's employment or participation in
educational or extra-curricular programs. While there are no time limits for initiating complaints of harassment under this
policy, individuals should make every effort to file a complaint as soon as possible after the conduct occurs while the facts
are known and potential witnesses are available.

If, during an investigation of alleged bullying, aggressive behavior and/or harassment in accordance with Policy 5517.01 -
Bullying and Other Forms of Aggressive Behavior, the Principal believes that the reported misconduct may have created a
hostile work environment and may have constituted unlawful discriminatory harassment based on a Protected Class, the
Principal shall report the act of bullying, aggressive behavior and/or harassment to the Compliance Officers who shall
investigate the allegation in accordance with this policy. If the alleged harassment involves Sexual Harassment as defined
by Policy 2266, the matter will be handled in accordance with the grievance process and procedures outlined in Policy 2266.
While the Compliance Officer investigates the allegation, or the matter is being addressed pursuant to Policy 2266, the
Principal shall suspend the Policy 5517.01 investigation to await the Compliance Officer's written report or the
determination of responsibility pursuant to Policy 2266. The Compliance Officer shall keep the Principal informed of the
status of the Policy 5517 investigation and provide the Principal with a copy of the resulting written report. Likewise, the
Title IX Coordinator will provide the Principal with the determination of responsibility that resuits from the Policy 2266
grievance process.

Investigation and Complaint Procedure

Except for Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of Sex in Education Programs
or Activities, any student who believes that they have been subjected to unlawful harassment may seek resolution of the
complaint through the procedures described below. The formal complaint process involves an investigation of the
Complainant's claims of harassment or retaliation and a process for rendering a decision regarding whether the charges are
substantiated.

Due to the sensitivity surrounding complaints of unlawful harassment or retaliation, timelines are flexible for initiating the
complaint process; however, individuals should make every effort to file a complaint within thirty (30) days after the
conduct occurs while the facts are known and potential witnesses are available. Once the formal complaint process is
begun, the investigation will be completed in a timely manner (ordinarily, within fifteen (15) business days of the complaint
being received).

The procedures set forth below are not intended to interfere with the rights of a student to pursue a complaint of unlawful
harassment or retaliation with the United States Department of Education Office for Civil Rights.
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Informal Complaint Procedure

The goal of the informal complaint procedure is promptly to stop inappropriate behavior and to facilitate resolution through
an informal means, if possible. The informal complaint procedure is provided as a less formal option for a student who
believes s/he has been unlawfully harassed or retaliated against. This informal procedure is not required as a precursor to
the filing of a formal complaint. The informal process is only available in those circumstances where the Complainant and
the Respondent mutually agree to participate in it.

Students who believe that they have been unlawfully harassed may initiate their complaint through this informal complaint
process, but are not required to do so. The informal process is only available in those circumstances where the parties
(alleged target of harassment and alleged harasser(s)) agree to participate in the informal process.

The Complainant may proceed immediately to the formal complaint process and individuals who seek resolution through
the informal procedure may request that the informal process be terminated at any time to move to the formal complaint
process.

All complainants involving a District employee, any other adult member of the School District community, or a Third Party
and a student will be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe in doing so, the individual should tell or otherwise
inform the Respondent that the alleged harassing conduct is inappropriate and must stop. The Complainant should address
the allegedly harassing conduct as soon after it occurs as possible. The Compliance Officers are available to support and
counsel individuals when taking this initial step or to intervene on behalf of the Complainant if requested to do so. A
Complainant who is uncomfortable or unwilling to directly approach the Respondent about the alleged inappropriate conduct
may file an informal or a formal complaint. In addition, with regard to certain types of unlawful harassment, such as sexual
harassment, the Compliance Officer may advise against the use of the informal complaint process.

A Complainant may make an informal complaint, either orally or in writing: 1) to a teacher, other employee, or building
administrator in the school the student attends; 2) to the Superintendent or other District-level employee; and/or 3)
directly to one of the Compliance Officers.

All informal complaints must be reported to one of the Compliance Officers who will either facilitate an informal resolution
as described below, or appoint another individual to facilitate an informal resolution.

The Board's informal complaint procedure is designed to provide students who believe they are being unlawfully harassed
with a range of options designed to bring about a resolution of their concerns. Depending upon the nature of the complaint
and the wishes of the Complainant, informal resolution may involve, but not be limited to, one or more of the following:

A. Advising the Complainant about how to communicate the unwelcome nature of the behavior to the Respondent.

B. Distributing a copy of this policy as a reminder to the individuals in the school building or office where the
Respondent works or attends.

C. If both parties agree, the Compliance Officer may arrange and facilitate a meeting or mediation between the
Complainant and the Respondent to work out a mutual resolution.

While there are no set time limits within which an informal complaint must be resolved, the Compliance Officer/designee is
directed to attempt to resolve all informal complaints within fifteen (15) business days of receiving the informal complaint.
If the Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a formal

-complaint. And, as stated above, either party may request that the informal process be terminated at any time to move to
the formal complaint process.

Formal Complaint Procedure

If a complaint is not resolved through the informal complaint process, if one of the parties has requested that the informal
complaint process be terminated to move to the formal complaint process, or the Complainant, from the outset, elects to
file a formal complaint, or the CO determines the allegations are not appropriate for resolution through the informal
process, the formal complaint process shall be implemented.

The Complainant may file a formal complaint, either orally or in writing, with a teacher, principal, or other District employee
at the student's school, the Compliance Officer, Superintendent, or another District official who works at another school or
at the district level. Due to the sensitivity surrounding complaints of unlawful harassment, timelines are flexible for
initiating the complaint process; however, individuals should make every effort to file a formal complaint within thirty (30)
days after the conduct occurs while the facts are known and potential witnesses are available. If a Complainant informs a
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teacher, principal, or other District employee at the student's school, Superintendent, or other District official, either orally
or in writing, about any complaint of harassment, that employee must report such information to the Compliance Officer
within two (2) business days.

Throughout the course of the process, the Compliance Officer should keep the parties reasonably informed of the status of
the investigation and the decision-making process.

All formal complaints must include the following information to the extent known: the identity of the Respondent; a detailed
description of the facts upon which the complaint is based (i.e., when, where, and what occurred); a list of potential
witnesses; and the resolution sought by the Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information set forth above, the
Compliance Officer shall ask for such details in an oral interview. Thereafter, the Compliance Officer will prepare a written
summary of the oral interview, and the Complainant will be asked to verify the accuracy of the reported charge by signing
the document.

Upon receiving a formal complaint, the Compliance Officer will consider whether any action should be taken in the
investigatory phase to protect the Complainant from further harassment or retaliation, including, but not limited to, a
change of work assignment or schedule for the Complainant and/or the Respondent. In making such a determination, the
Compliance Officer should consult the Complainant to assess whether the individual agrees with the proposed action. If the
Complainant is unwilling to consent to the proposed change, the Compliance Officer may still take whatever actions deemed
appropriate in consultation with the Superintendent.

Within two (2) business days of receiving the complaint, the Compliance Officer/designee will initiate a formal investigation
to determine whether the Complainant has been subjected to offensive conduct/harassment/retaliation. The Principal will
not conduct an investigation unless directed to do so by the Compliance Officer.

Simultaneously, the Compliance Officer will inform the Respondent that a formal complaint has been received. The
Respondent will be informed about the nature of the allegations and provided with a copy of any relevant policies and/or
administrative guidelines, including the Board's Anti-Harassment policy. The Respondent must also be informed of the
opportunity to submit a written response to the complaint within five (5) business days.

Although certain cases may require additional time, the Compliance Officer/designee will attempt to complete an
investigation into the allegations of harassment/retaliation within fifteen (15) business days of receiving the formal
complaint. The investigation will include:

A. interviews with the Complainant;
B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information relevant to the
allegations;

D. consideration of any documentation or other information presented by the Complainant, Respondent, or any other
witness that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the Compliance Officer or the designee shall prepare and deliver a written report to
the Superintendent that summarizes the evidence gathered during the investigation and provides recommendations based
on the evidence and the definition of unlawful harassment as provided in Board policy and State and Federal law as to
whether the Complainant has been subjected to unlawful harassment. The Compliance Officer's recommendations must be
based upon the totality of the circumstances, including the ages and maturity levels of those involved. In determining if
discriminatory harassment or retaliation occurred, a preponderance of evidence standard will be used. The Compliance
Officer may consult with the Board's legal counsel before finalizing the report to the Superintendent.

Absent extenuating circumstances, within ten (10) school days of receiving the report of the Compliance Officer/designee,
the Superintendent must either issue a written decision regarding whether the complaint of harassment has been
substantiated or request further investigation. A copy of the Superintendent’s final decision will be delivered to both the
Complainant and the Respondent.

If the Superintendent requests additional investigation, the Superintendent must specify the additional information that is
to be gathered, and such additional investigation must be completed within ten (10) school days. At the conclusion of the
additional investigation, the Superintendent shall issue a written decision as described above.

The decision of the Superintendent shall be final. The Superintendent shall inform the Board of his/her decision.
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In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their representatives within
twenty (20) business days of the receipt of such an appeal. A copy of the Board's disposition of the appeal shall be sent to
each party within ten (10) business days of this meeting. The decision of the Board will be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful harassment/retaliation regardless
of whether the student alleging the unlawful harassment/retaliation pursues the complaint. The Board also reserves the
right to have the formal complaint investigation conducted by an external person in accordance with this policy or in such
other manner as deemed appropriate by the Board or its designee.

The parties may be represented, at their own cost, at any of the above-described meetings/hearings.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the person's pursuit of
other remedies such as the filing of a complaint with the Office for Civil Rights, the filing of charges with local law
enforcement, or the filing of a civil action in court. Use of this internal complaint process is not a prerequisite to the pursuit
of other remedies.

Privacy/Confidentiality

The District will employ all reasonable efforts to protect the rights of the Complainant, the Respondent, and the witnesses
as much as possible, consistent with the Board's legal obligations to investigate, to take appropriate action, and to conform
with any discovery or disclosure obligations. All records generated under the terms of this policy and related administrative
guidelines shall be maintained as confidential to the extent permitted by law. Confidentiality, however, cannot be
guaranteed. Additionally, the Respondent must be provided the Complainant's identity.

During the course of a formal investigation, the Compliance Officer/designee will instruct all members of the School District
community and Third Parties who are interviewed about the importance of maintaining confidentiality. Any individual who is
interviewed as part of a harassment investigation is expected not to disclose any information that is learned or provided
during the course of the investigation.

Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against unlawful harassment/retaliation by taking appropriate action
reasonably calculated to stop the harassment and prevent further such harassment. While observing the principles of due
process, a violation of this policy may result in disciplinary action up to and including the discharge of an employee or the
suspension/expulsion of a student. All disciplinary action will be taken in accordance with applicable State law and the
terms of the relevant collective bargaining agreement(s). When imposing discipline, the Superintendent shall consider the
totality of the circumstances involved in the matter, including the ages and maturity levels of those involved. In those cases
where unlawful harassment is not substantiated, the Board may consider whether the alleged conduct nevertheless
warrants discipline in accordance with other Board policies, consistent with the terms of the relevant collective bargaining
agreement(s).

Where the Board becomes aware that a prior remedial action has been taken against a member of the School District
community, all subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to end
such conduct, prevent its reoccurrence, and remedy its effects.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation or participates
as a witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten, coerce or
interfere with any individual because the person opposed any act or practice made unlawful by any Federal or State civil
rights law, or because that individual made a report, formal complaint testified, assisted or participated or refused to
participate in any manner in an investigation, proceeding, or hearing under those laws and/or this policy, or because that
individual exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of any right granted or
protected by those laws and/or this policy.

Retaliation against a person from making a report of discrimination, filing a formal complaint, or participating in an
investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary
sanction/consequences and/or other appropriate remedies.

Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation
prohibited under this policy.
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Allegations Constituting Criminal Conduct: Child Abuse/Sexual Misconduct

State law requires any school teacher or school employee who knows or suspects that a child with a disability under the age
of twenty-one (21) or that a child under the age of eighteen (18) has suffered or faces a threat of suffering a physical or
mental wound, disability or condition of a nature that reasonably indicates abuse or neglect of a child to immediately report
that knowledge or suspicion to the county children's services agency. If, during the course of a harassment investigation,
the Compliance Officer or a designee has reason to believe or suspect that the alleged conduct reasonably indicates abuse
or neglect of the Complainant, a report of such knowledge must be made in accordance with State law and Board Policy.

State law defines certain contact between a teacher and a student as "sexual battery." If the Compliance Officer or a
designee has reason to believe that the Complainant has been the victim of criminal conduct as defined in Ohio's Criminal
Code, such knowledge should be immediately reported to local law enforcement.

Any reports made to a county children’s services agency or to local law enforcement shall not terminate the Compliance
Officer or a designee's obligation and responsibility to continue to investigate a complaint of harassment. While the
Compliance Officer or a designee may work cooperatively with outside agencies to conduct concurrent investigations, in no
event shall the harassment investigation be inhibited by the involvement of outside agencies without good cause after
consultation with the Superintendent.

Allegations Involving Conduct Unbecoming the Teaching Profession/Suspension

The Superintendent will report to the Ohio Department of Education, on forms provided for that purpose, matters of
misconduct on the part of licensed professional staff members convicted of sexual battery, and will, in accordance with
Policy 8141, suspend such employee from all duties that concern or involve the care, custody, or control of a child during
the pendency of any criminal action for which that person has been arrested, summoned and/or indicted in that regard.

Education and Training

In support of this Anti-Harassment Policy, the Board promotes preventative educational measures to create greater
awareness of unlawful discriminatory practices. The Superintendent shall provide appropriate information to all members of
the School District community related to the implementation of this policy and shall provide training for District students
and staff where appropriate. All training, as well as all information, provided regarding the Board's policy and harassment in
general, will be age and content appropriate.

Retention of Investigatory Records and Materials

The Compliance Officer(s) is responsible for overseeing retention of all records that must be maintained pursuant to this
policy. All individuals charged with conducting investigations under this policy shall retain all documents, electronically
stored information ("ESI"), and electronic media (as defined in Policy 8315) created and/or received as part of an
investigation, which may include but not be limited to:

A. all written reports/ailegations/complaints/grievances/statements/responses pertaining to an alleged violation of this
policy;

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses pertaining to
an alleged violation of this policy;

C. any documentation that memorializes the actions taken by District personnel or individuals contracted or appointed
by the Board to fulfill its responsibilities related to the investigation and/or the District’s response to the alleged
violation of this policy;

D. written witness statements;

E. narratives, notes from, or audio, video, or digital recordings of witness interviews/statements;

F. e-mails, texts, or social media posts that directly relate to or constitute evidence pertaining to an alleged violation of
this policy (i.e., not after-the-fact commentary about or media coverage of the incident);

G. notes or summaries prepared contemporaneously by the investigator in whatever form made (e.g., handwritten,

keyed into a computer or tablet, etc.), but not including transitory notes whose content is otherwise memorialized in
other documents;
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H. written disciplinary sanctions issued to students or employees and other documentation that memorializes oral
disciplinary sanctions issued to students or employees for violations of this policy;

1. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory evidence) and
other documentation that memorializes oral notifications to the parties concerning the outcome of the investigation,
including any consequences imposed as a result of a violation of this policy;

J. documentation of any supportive measures offered and/or provided to the Complainant and/or the Respondent,
including no contact orders issued to both parties, the dates the no contact orders were issued, and the dates the
parties acknowledged receipt of the no contact orders;

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or harassment, prevent
its recurrence, eliminate any hostile environment, and remedy its discriminatory effects;

L. copies of the Board policy and/or procedures/guidelines used by the District to conduct the investigation, and any
documents used by the District at the time of the alleged violation to communicate the Board’s expectations to
students and staff with respect to the subject of this policy (e.g., Student Code of Conduct and/or Employee

Handbooks);

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged discrimination or

harassment;

N. documentation of any training provided to District personnel related to this policy, including but not limited to,
notification of the prohibitions and expectations of staff set forth in this policy and the role and responsibility of all
District personnel involved in enforcing this policy, including their duty to report alleged violations of this policy
and/or conducting an investigation of an alleged violation of this policy;

0. documentation that any rights or opportunities that the District made available to one party during the investigation
were made available to the other party on equal terms;

P. copies of any notices sent to the alleged perpetrator/responding party of the allegations constituting a potential
violation of this policy;

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview, meeting, or hearing;

R. copies of any documentation or evidence used during informal and formal disciplinary meetings and hearings,
including the investigation report, and any written responses submitted by the Complainant or the Respondent.

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and records
exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State law (e.g., R.C. 3319.321) - e.g., student records
and confidential medical records.

The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an investigation shall
be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3) years, but
longer if required by the District’s records retention schedule.

Revised 3/20/02
Revised 4/5/06
Revised 2/17/10
Revised 7/16/14
T.C. 8/1/18
Revised 2/17/21

© Neola 2021

Legal

R.C. 4112.02

20 U.S.C. 1400 et seq., The Individuals with Disabilities Education Improvement Act
of 2004 (IDEIA)

20 U.S.C. 1681 et seq.
29 U.S.C. 621 et seq., Age Discrimination in Employment Act of 1967
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29 U.S.C. 794, Rehabilitation Act of 1973, as amended

29 U.S.C. 6101, The Age Discrimination Act of 1975

42 U.S.C. 2000d et seq.

42 U.S.C. 2000e et seq.

42 U.S.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended
42 U.S.C. 1983

National School Boards Association Inquiry and Analysis - May, 2008
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5517.01 - BULLYING AND OTHER FORMS OF AGGRESSIVE BEHAVIOR

The Board of Education is committed to providing a safe, positive, productive, and nurturing educational environment for all
of its students. The Board encourages the promotion of positive interpersonal relations between members of the school
community.

Harassment, intimidation, or bullying toward a student, whether by other students, staff, or third parties is sti*ictly
prohibited and will not be tolerated. This prohibition includes aggressive behavior, physical, verbal, and psychological abuse,
and violence within a dating relationship. The Board will not tolerate any gestures, comments, threats, or actions, which
cause or threaten to cause bodily harm or personal degradation. This policy applies to all activities in the District, including
activities on school property, on a school bus, or while enroute to or from school, and those occurring off school property if
the student or employee is at any school-sponsored, school- approved or school-related activity or function, such as field
trips or athletic events where students are under the school's control, in a school vehicle, or where an employee is engaged
in school business.

This policy has been developed in consultation with parents, District employees, volunteers, students, and community
members as prescribed in R.C. 3313.666 and the State Board of Education's Model Policy.

Harassment, intimidation, or bullying means:

A. any intentional written, verbal, electronic, or physical act that a student or group of students exhibits toward
another particular student(s) more than once and the behavior both causes mental or physical harm to the other
student(s) and is sufficiently severe, persistent, or pervasive that it creates an intimidating, threatening, or abusive
educational environment for the other student(s); or

B. violence within a dating relationship.

"Electronic act" means an act committed through the use of a cellular telephone, computer, pager, personal communication
device, or other electronic communication device.

Aggressive behavior is defined as inappropriate conduct that is repeated enough, or serious enough, to negatively impact a
student's educational, physical, or emotional well being. This type of behavior is a form of intimidation and harassment,
although it need not be based on any of the legally protected characteristics, such as sex, race, color, national origin,
marital status, or disability. It would include, but not be limited to, such behaviors as stalking, bullying/cyberbuliying,
intimidating, menacing, coercion, name calling, taunting, making threats, and hazing.

Harassment, intimidation, or bullying also means cyberbullying through electronically transmitted acts (i.e., internet, e-

mail, cellular telephone, personal digital assistance (PDA), or wireless hand-held device) that a student(s) or a group of
students exhibits toward another particular student(s) more than once and the behavior both causes mental and physical
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harm to the other student and is sufficiently severe, persistent, or pervasive that it creates an intimidating, threatening, or
abusive educational environment for the other student(s).

Any student or student's parent/guardian who believes s/he has been or is the victim of aggressive behavior should
immediately report the situation to the Building Principal or assistant principal, or the Superintendent. The student may also
report concerns to teachers and other school staff who will be responsible for notifying the appropriate administrator or
Board official. Complaints against the Building Principal should be filed with the Superintendent. Complaints against the
Superintendent should be filed with the Board President.

Every student is encouraged, and every staff member is required, to report any situation that they believe to be aggressive
behavior directed toward a student. Reports may be made to those identified above.

All complaints about aggressive behavior that may violate this policy shall be promptly investigated. The Building Principal
or appropriate administrator shall prepare a written report of the investigation upon completion. Such report shall include
findings of fact, a determination of whether acts of harassment, intimidation, and/or bullying were verified, and, when
prohibited acts are verified, a recommendation for intervention, including disciplinary action shall be included in the report.
Where appropriate, written witness statements shall be attached to the report.

If the investigation finds an instance of harassment, intimidation, and/or bullying/cyberbullying by an electronic act or
otherwise, has occurred, it will result in prompt and appropriate remedial and/or disciplinary action. This may include
suspension or up to expulsion for students, up to discharge for employees, exclusion for parents, guests, volunteers, and
contractors, and removal from any official position and/or a request to resign for Board members. Individuals may also be
referred to law enforcement officials.

If, during an investigation of a reported act of harassment, intimidation and/or bullying/cyberbullying, the Principal or
appropriate administrator believes that the reported misconduct may have created a hostile learning environment and may
have constituted unlawful discriminatory harassment based on a Protected Class, the Principal will report the act of bullying
and/or harassment to one of the Anti-Harassment Compliance Officers so that it may be investigated in accordance with the
procedures set forth in Policy 5517 - Anti-Harassment.

Retaliation against any person who reports, is thought to have reported, files a complaint, or otherwise participates in an
investigation or inquiry concerning allegations of aggressive behavior is prohibited and will not be tolerated. Such retaliation
shall be considered a serious violation of Board policy and independent of whether a complaint is substantiated. Suspected
retaliation should be reported in the same manner as aggressive behavior. Retaliation may result in disciplinary action as
indicated above.

Deliberately making false reports about harassment, intimidation, bullying and/or other aggressive behavior for the purpose
of getting someone in trouble is similarly prohibited and will not be tolerated. Deliberately making false reports may result
in disciplinary action as indicated above.

If a student or other individual believes there has been aggressive behavior, regardless of whether it fits a particular
definition, s/he should report it and allow the administration to determine the appropriate course of action.

The District shall implement intervention strategies (AG 5517.01) to protect a victim or other person from new or additional
harassment, intimidation, or bullying and from retaliation following such a report.

This policy shall not be interpreted to infringe upon the First Amendment rights of students (i.e., to prohibit a reasoned and
civil exchange of opinions, or debate, that is conducted at appropriate times and places during the school day and is
protected by State or Federal law).

The complainant shall be notified of the findings of the investigation, and as appropriate, that remedial action has been
taken. If after investigation, acts of bullying against a specific student are verified, the Building Director or appropriate
administrator shall notify the custodial parent/guardian of the victim of such finding. In providing such notification care
shall be taken to respect the statutory privacy rights of the perpetrator of such harassment, intimidation, and/or bullying.

If after investigation, acts of harassment, intimidation, and/or bullying by a specific student are verified, the Building
Director or appropriate administrator shall notify in writing the custodial parent/guardian of the perpetrator of that finding.
If disciplinary consequences are imposed against such student, a description of such discipline shall be included in the
notification.

Complaints
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Students and/or their parents/guardians may file reports regarding suspected harassment, intimidation, or bullying. Such
reports shall be reasonably specific including person(s) involved, number of times and places of the alleged conduct, the
target of suspected harassment, intimidation, and/or bullying, and the names of any potential student or staff witnesses.
Such reports may be filed with any school staff member or administrator, and they shall be promptly forwarded to the
Building Director for review, investigation, and action.

Students, parents/guardians, and school personnel may make informal or anonymous complaints of conduct that they
consider to be harassment, intimidation, and/or bullying by verbal report to a teacher, school administrator, or other school
personnel. Such complaints shall be reasonably specific including person(s) involved, number of times and places of the
alleged conduct, the target of suspected harassment, intimidation, and/or bullying, and the names of any potential student
or staff witnesses. A school staff member or administrator who receives an informal or anonymous complaint shall promptly
document the complaint in writing, including the information provided. This written report shall be promptly forwarded by
the school staff member and/or administrator to the Building Director for review, investigation, and appropriate action.

Individuals who make informal complaints as provided above may request that their name be maintained in confidence by
the school staff member(s) and administrator(s) who receive the complaint. Anonymous complaints shall be reviewed and
reasonable action shall be taken to address the situation, to the extent such action may be taken that (1) does not disclose
the source of the complaint, and (2) is consistent with the due process rights of the student(s) alleged to have committed
acts of harassment, intimidation, and/or bullying.

When an individual making an informal complaint has requested anonymity, the investigation of such complaint shall be
limited as is appropriate in view of the anonymity of the complaint. Such limitation of investigation may include restricting
action to a simple review of the complaint subject to receipt of further information and/or the withdrawal by the
complaining student of the condition that his/her report be anonymous.

Privacy/Confidentiality

The School District will respect the privacy of the complainant, the individual(s) against whom the complaint is filed, and
the witnesses as much as possible, consistent with the Board’s legal obligations to investigate, to take appropriate action,
and to conform with any discovery or disclosure obligations. All records generated under this policy and its related
administrative guidelines shall be maintained as confidential to the extent permitted by law.

Reporting Requirement

At least semi-annually, the Superintendent shall provide to the President of the Board a written summary of all reported
incidents and post the summary on the District web site (if one exists). The list shall be limited to the number of verified
acts of harassment, intimidation, and/or bullying, whether in the classroom, on school property, to and from school, or at
school-sponsored events.

Allegations of criminal misconduct and suspected child abuse will be reported to the appropriate law enforcement agency
and/or to Child Protective Services in accordance with statute. District personnel shall cooperate with investigations by such
agencies.

Immunity

A School District employee, student, or volunteer shall be individually immune from liability in a civil action for damages
arising from reporting an incident in accordance with this policy and R.C. 3313.666 if that person reports an incident of
harassment, intimidation, and/or bullying promptly, in good faith, and in compliance with the procedures specified in this
policy. Such immunity from liability shall not apply to an employee, student, or volunteer determined to have made an
intentionally false report about harassment, intimidation, and/or bullying.

Notification

Notice of this policy will be annually circulated to and posted in conspicuous locations in all school buildings and
departments within the District and discussed with students, as well as incorporated into the teacher, student, and
parent/guardian handbooks. At least once each school year a written statement describing the policy and consequences for
violations of the policy shall be sent to each student's custodial parent or guardian.

The statement may be sent with regular student report cards or may be delivered electronically.

The policy and an explanation of the seriousness of bullying by electronic means shall be made available to students in the
District and to their custodial parents or guardians.
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State and Federal rights posters on discrimination and harassment shall also be posted at each building. All new hires will
be required to review and sign off on this policy and the related complaint procedures.

Education and Training

In support of this policy, the Board promotes preventative educational measures to create greater awareness of aggressive
behavior, including bullying and violence within a dating relationship. The Superintendent or designee shall provide
appropriate training to all members of the School District community related to the implementation of this policy and its
accompanying administrative guidelines. All training regarding the Board’s policy and administrative guidelines about
aggressive behavior and bullying in general, will be age and content appropriate.

Annually, the District shall provide all students enrolled in the District with age-appropriate instruction regarding the Board's
policy, including a written or verbal discussion of the consequences for violations of the policy, to the extent that State or
Federal funds are appropriated for this purpose.

Students in grades seven (7) through twelve (12) shall receive age-appropriate instruction in dating violence prevention
education, including instruction in recognizing dating violence warning signs and characteristics of healthy relationships.
Parents, who submit a written request to the Building Director to examine the dating violence prevention instruction

materials used in the school, will be afforded an opportunity to review the materials within a reasonable period of time.

The District shall provide training, workshops, and/or courses on this policy for school employees and volunteers who have
direct contact with students, to the extent that State or Federal funds are appropriated for these purposes. Time spent by
school staff in these training programs shall apply toward mandated continuing education requirements.

In accordance with Board Policy 8462, the Superintendent shall include a review of this policy on bullying and other forms
of harassment in the required training in the prevention of child abuse, violence, and substance abuse and the promotion of

positive youth development.

The Superintendent shall develop administrative guidelines to implement this policy. Guidelines shall include reporting and
investigative procedures, as needed. The complaint procedure established by the Superintendent shall be followed.

Revised 12/5/07
Revised 2/16/11
Revised 6/28/12
© Neola 2013
Legal R.C. 3313.666, 3313.667
State Board of Education Model Policy (2007)
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5630.01 - POSITIVE BEHAVIOR INTERVENTION AND SUPPORTS AND LIMITED USE OF RESTRAINT AND
SECLUSION

The Board of Education is committed to implementation of Positive Behavior Intervention and Supports (PBIS) framework
on a District-wide basis and the establishment of a school environment focused on the care, safety, and welfare of ail
students and staff members. Staff are directed to work to prevent the use of physical restraint and/or seclusion. The PBIS
framework shall serve as the foundation for the creation of a learning environment that promotes the use of evidence-
based academic and behavioral practices aimed at enhancing academic, social and behavioral outcomes for all students. An
emphasis shall be placed on promoting positive interventions and solutions to potential crises. If a student's behavior,
however, presents a threat of immediate physical harm to the student or others, staff may, as a last resort (i.e., there is no
other safe and effective intervention available) and in accordance with the terms of this policy, use approved physical
restraint or seclusion to maintain a safe environment.

All physical restraint and seclusion shall only be done in accordance with this policy, which is based on the standards
adopted by the State Board of Education regarding the use of student restraint and seclusion.

Training in methods of PBIS and the use of physical restraint and seclusion will be provided to all professional staff and
support staff determined appropriate by the Superintendent. Training will be in accordance with the State's Standards.
Absent an emergency, only school staff who are trained in permissible seclusion and physical restraint measures shall use
such techniques.

Every use of restraint and seclusion shall be documented and reported in accordance with this policy.

The Board shall annually notify parents of this policy, which will be published on the District’s website.

DEFINITIONS

Aversive behavioral interventions mean interventions that are intended to induce pain or discomfort to a student for
the purpose of eliminating or reducing maladaptive behaviors, including such interventions as application of noxious,
painful, and/or intrusive stimuli, including any form of noxious, painful, or intrusive spray, inhalant, or taste, or other
sensory stimuli such as climate control, lighting, and sound.

Behavioral Intervention Plan (*BIP”) means a comprehensive plan for managing problem behavior by changing or removing

contextual factors that trigger or maintain it, by strengthening replacement skills, teaching new skills and by providing
positive behavior intervention and supports and services to address behavior.
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Chemical restraint means a drug or medication used to control a student's behavior or restrict freedom of movement that
is not:

A. Prescribed by a licensed physician, or other qualified health professional acting under the scope of the professional's
authority under Ohio law, for the standard treatment of a student’s medical or psychiatric condition; and

B. Administered as prescribed by the licensed physician or other qualified health professional acting under the scope of
the professional's authority under Ohio law.

De-escalation techniques are interventions that are used to prevent violent and aggressive behaviors and reduce the
intensity of threatening, violent and disruptive incidents.

Functional behavior assessment (FBA) is a school-based process for students with disabilities and students without
disabilities that includes the student’s parent and, as appropriate, the child, to determine why a child engages in
challenging behaviors and how the behavior relates to the child’s environment. Consent from the parent and, as
appropriate, the child (eighteen (18) years of age or older), must be obtained at the initial Functional Behavior Assessment.
Mechanical restraint means any method of restricting a student's freedom of movement, physical activity, or normal use
of the student's body, by using an appliance or device manufactured for this purpose. Mechanical restraint does not mean a
device used by trained Student Personnel, or used by a student, for the specific and approved therapeutic or safety
purposes for which the device was designed and, if applicable, prescribed, including:

A. restraints for medical immobilization;

B. adaptive devices or mechanical supports used to allow greater freedom of mobility than would be possible without
the use of such devices or mechanical supports; or

C. vehicle safety restraints when used as intended during the transport of a student in a moving vehicle.
Parent means:
A. a biological or adoptive parent;

B. a guardian generally authorized to act as the child's parent, or authorized to make decisions for the child (but not
the State if the child is a ward of the State);

C. an individual acting in the place of a biological or adoptive parent (including a grandparent, stepparent, or other
relative) with whom the child lives, or an individual who is legally responsible for the child's welfare;

D. a surrogate parent who has been appointed in accordance with Ohio Administrative Code 3301-51-05(E); or

E. any person identified in a judicial decree or order as the parent of a child or the person with authority to make
educational decisions on behalf of the child.

Physical escort means the temporary touching or holding of the hand, wrist, arm, shoulder, waist, hip, or back for the
purpose of inducing a student to move to a safe location.

Physical restraint means the use of physical contact that immobilizes or reduces the ability of a student to move the
student's arms, legs, body, or head freely. Physical restraint does not include a physical escort, mechanical restraint, or
chemical restraint. Physical restraint does not include brief physical contact for the following or similar purposes to:

A. break up a fight;

B. knock a weapon away from a student’s possession;

C. calm or comfort;

D. assist a student in completing a task/response if the student does not resist the contact; or

E. prevent imminent risk of injury to the student or others.
Positive Behavior Intervention and Supports (PBIS) means a multi-tiered, school-wide, behavioral framework
developed and implemented for the purpose of improving academic and social outcomes, and increasing learning for all

students. PBIS includes a decision-making framework that guides selection, integration, and implementation of evidence-
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based academic and behavior practices for improving academic and behavior outcomes for all students. PBIS encompasses
a range of systemic and individualized positive strategies to reinforce desired behaviors, diminish reoccurrences of
challenging behaviors, and teach appropriate behaviors to students.

PBIS Leadership Team means the assigned team at the District and building level that plans, coaches and monitors PBIS
implementation in the District and buildings. The PBIS Leadership Teams may include, but is not limited to, school
administrators, teacher representatives across grade level and programs, staff able to provide behavioral expertise, and
other representatives identified by the District or school such as bus drivers, food service staff, custodial staff, and
paraprofessionals. ‘

Prone restraint means physical or mechanical restraint while the student is in the face-down position.

Seclusion means the involuntary isolation of a student in a room, enclosure, or space from which the student is prevented
from leaving by physical restraint or by a closed door or other physical barrier. It does not include a timeout.

Student means an individual enrolied in the District.

Student Personnel means teachers, principals, counselors, social workers, school resource officers, teachers' aides,
psychologists, bus drivers, related service providers, nursing staff, or other District staff who interact directly with students.

Timeout means a behavioral intervention in which the student, for a limited and specified time, is separated from the class
within the classroom or in a non-locked setting for the purpose of self-regulating and controlling his or her own behavior. In
a timeout, the student is not physically restrained or prevented from leaving the area by physical barriers.

POSITIVE BEHAVIOR INTERVENTION AND SUPPORTS FRAMEWORK

The District will implement PBIS on a system-wide basis in accordance with R.C. 3319.46 and A.C. 3301-35-15. The
District’s PBIS framework involves comprehensive, school-wide data systems that enable monitoring of academic progress,
behavioral incidents, attendance, and other critical indicators across classrooms. The administration is encouraged to use
data-based decision making to select, monitor, and evaluate outcomes, practices, and systems. The PBIS framework further
involves a school-wide investment in evidence-based curricula and effective instructional strategies, matched to students’
needs, and data to support teachers’ academic instruction. Evidence-based practices along a multi-tiered continuum of
supports will be used. The District’s PBIS framework will further focus on improving staff climate and culture regarding the
role of discipline in the classroom, by using positive and proactive communication and staff recognition. Finally, classroom
practices shall be linked to and aligned with the school-wide system so progress monitoring can occur with fidelity and
target outcomes. The PBIS framework will strive to enable accurate and sustainable implementation of practices.

As part of its implementation of the PBIS framework, the District will provide Student Personnel with appropriate
professional development, engage in explicit instruction of school-wide behavior expectation, employ consistent systems of
acknowledging and correcting behavior, create teaching environments designed to eliminate behavior triggers, and promote
family and community involvement.

The PBIS framework shall apply to all students and staff, and in all settings. It shall include:

A. school staff trained to identify conditions such as where, under what circumstances, with whom, and why specific
behaviors occur;

B. functional behavior assessments that include:
1. review of existing data;
2. interviews with parents, family members, and students; and
3. examination of previous and existing behavior intervention plans.

C. development and implementation of positive behavior interventions and supports, and the teaching of appropriate
behavior, including:

1. modification of environmental factors that escalate inappropriate behavior;
2. supporting the attainment of appropriate behavior; and

3. use of de-escalation techniques to defuse potentially violent dangerous behavior.
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PROFESSIONAL DEVELOPMENT FOR IMPLEMENTATION OF PBIS

In order to successfully implement the PBIS framework on a District-wide basis, the Board shall provide or Student
Personnel shall receive professional development as follows:

A. the professional development will occur at least every three (3) years;

B. the professional development must be provided by a building or District PBIS Leadership Team or an appropriate
State, regional, or national source in collaboration with the building or District PBIS Leadership Team;

C. the trained PBIS Leadership team will provide the professional development in accordance with the District-
developed PBIS training plan, which the Superintendent will develop;

D. the Superintendent shall retain records of completion of the professional development; and
E. the professional development will include the following topics:

1. an overview of PBIS;

2. the process for teaching behavioral expectations;

3. data collection;

4. implementation of PBIS with fidelity;

5. consistent systems of feedback to students for acknowledgment of appropriate behavior and corrections for
behavior errors; and

6. consistency in discipline and discipline referrals.
F. the training will be appropriately modified for the intended audience,

The Superintendent is charged with arranging for continuous training structures to be in place to provide ongoing coaching
and implementation with fidelity.

SECLUSION

Seclusion may be used only when a student's behavior poses an immediate risk of physical harm to the student or others
and no other safe or effective intervention is available. Seclusion may be used only as a last resort to provide the student
with an opportunity to regain control of the student's actions. Seclusion must be used in a manner that is age and
developmentally appropriate, for the minimum amount of time necessary for the purpose of protecting the student and/or
others from physical harm, and otherwise in compliance with this policy and the Ohio Department of Education's (ODE)
model policy.

Seclusion shall be implemented only by Student Personnel who are trained to protect the care, welfare, dignity, and safety
of the student, including trained to detect indications of physical or mental distress that require removal and/or immediate
medical assistance. Student Personnel must document their observations of the student during the seclusion.

Additional requirements for the use of seclusion:

If Student Personnel use seclusion, they must:

A. continually observe the student in seclusion for indications of physical or mental distress and seek immediate
medical assistance if there is a concern;

B. use communication strategies and research-based de-escalation techniques in an effort to heip the student regain
control as quickly as possible;

C. remove the student from seclusion when the immediate risk of physical harm to the student and/or others has
dissipated;

D. assess the student for injury or psychological distress after the use of seclusion, and monitor the student as needed
following the incident;
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E. conduct a debriefing including all involved staff to evaluate the trigger for the incident, staff response, and methods
to address the student's behavioral needs; and

F. complete all required reports and document their observations of the student;
G. ensure safety of other students and protect the dignity and respect of the student involved;

H. combine the use of seclusion with other non-physical interventions (which are always preferred) that will diminish
the need for seclusion in the future;

1. if at any point the staff assess that the intervention is insufficient to maintain safety of all involved, contact
emergency personnel;

J. use seclusion for the least amount of time necessary.
Requirements for a room or area used for seclusion:

A room or area used for seclusion must provide for adequate space, lighting, ventilation, and clear visibility in order to allow
Student Personnel to observe the student,

A room or area used for seclusion must not be locked or otherwise prevent the student from exiting the area should staff
become incapacitated or leave the area.

Additional prohibited seclusion practices:
Seclusion shall not be used:

A. for the convenience of staff;

B. as a substitute for an educational program;

C. as a form of discipline or punishment;

D. as a substitute for other less restrictive means of assisting a student in regaining control;

E. as a substitute for inadequate staffing;

F. as a substitute for staff training in positive behavior intervention and supports framework and crisis management; or

G. as a means to coerce, retaliate, or in a manner that endangers a student.
Seclusion of preschool-age children is prohibited, except that a preschool-age child may be separated from classmates,
either in the classroom or in a safe, lighted, and well-ventilated space, for an amount of time that is brief in duration and
appropriate to the child's age and development, if the child is always within sight and hearing of a preschool staff member.
PHYSICAL RESTRAINT
Prone restraint, including any physical restraint that obstructs the airway of the student, or any physical restraint that
impacts a student’s primary mode of communication, is prohibited. Student Personnel may use physical restraint only as a
last resort and in accordance with this policy and the requirements of A.C. 3301-35-15. :
Physical restraint may be used only when the student's behavior poses an immediate risk of physical harm to the student
and/or others and no other safe or effective intervention is available. The physical restraint must be implemented in a
manner that is age and developmentally appropriate, does not obstruct the student's ability to breathe, does not interfere
with the student's ability to communicate in the student's primary language or mode of communication, and otherwise in
compliance with this policy and the ODE's corresponding model policy.
Only Student Personnel trained in safe restraint techniques may implement physical restraint, except in the case of rare and
unavoidable emergency situations when trained personnel are not immediately available. Student Personnel must be
trained to protect the care, welfare, dignity, and safety of the student.
Additional requirements for the use of physical restraint:

If Student Personnel use physical restraint, they must:
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A. continually observe the student in restraint for indications of physical or mental distress and seek immediate medical

assistance if there is a concern;

B. use communication strategies and research-based de-escalation techniques in an effort to help the student regain

control as quickly as possible;

C. remove the student from physical restraint immediately when the immediate risk of physical harm to the student

and/or others has dissipated;

D. assess the student for injury or psychological distress after the use of physical restraint, and monitor the student as

needed following the incident;

E. conduct a debriefing including all involved staff to evaluate the trigger for the incident, staff response, and methods

to address the student's behavioral needs; and
F. complete all required reports and document their observations of the student;
G. implement in a manner that accommodates age and body size diversity;

H. ensure safety of other students and protect the dignity and safety of the student involved;

I. combine with other non-physical interventions (which are always preferred) that will diminish the need for physical

intervention in the future;
J. use the least amount of force necessary for the least amount of time necessary;

K. if at any point the staff assesses that the intervention is insufficient to maintain safety for all involved, contact
emergency personnel,

Physical restraint shall not be used for punishment or discipline, or as a substitute for other less restrictive means of
assisting a student in regaining control.

Prohibited Practices
The following practices are prohibited under all circumstances, including emergency safety situations:
A. prone restraint;
B. any form of physical restraint that involves the intentional, knowing, or reckless use of any technique that:
1. involves the use of pinning down a student by placing knees to the torso, head, or neck of the student;
2. uses pressure point, pain compliance, or joint manipulation techniques;
3. otherwise involves techniques that are used to unnecessarily cause pain;
4. causes loss of consciousness or harm to the neck or restricting respiration in any way;,
5. involves dragging or lifting of the student by the hair or ear or any type of mechanical restraint;
6. uses other students or untrained staff to assist with the hold or restraint;
7. involves securing a student to another student or fixed object;
C. corporal punishment as defined in R.C. 3319.41;
D. child endangerment as defined in R.C. 2919.22;
E. deprivation of basic needs;

F. seclusion or restraint of preschool-age students in violation of A.C. 3301-37-10(D) and A.C. 3301-35-15;

https://go.boarddocs.com/oh/twinsoh/Board.nsf/Public?open&id=policies#

6/9



8/11/24,12:33 PM BoardDocs® PL
G. mechanical restraint;
H. chemical restraint;
1. aversive behavioral interventions; and
J. seclusion in a locked room or area.
CONTACT LAW ENFORCEMENT AND/OR EMERGENCY RESPONSE PERSONNEL
In accordance with the Board’s Emergency Management Plan (see Policy 8400), District personnel shall contact law

enforcement and/or appropriate emergency response personnel if at any point they determine that an intervention (either a
physical restraint or seclusion) is insufficient to maintain the safety of all involved.

MULTIPLE INCIDENTS OF RESTRAINT AND/OR SECLUSION ~ CONDUCTING A FUNCTIONAL BEHAVIORAL
ASSESSMENT AND DEVELOPING A BEHAVIOR INTERVENTION PLAN

After a student’s third incident of physical restraint or seclusion in a school year, a meeting must occur within ten (10)
school days of the third incident as follows:

A. For a student who has been found eligible for special education services or has a 504 plan, the student’s
individualized education program or 504 team must meet to consider the need to conduct or develop a FBA or BIP,
or amend an existing FBA or BIP.

B. For all other students (i.e., students not described in the preceding paragraph), a team, consisting of the student’s
parent, an administrator or designee, a teacher of the student, a staff member involved in the incident (if not the
teacher or administrator already invited), and other appropriate staff members must meet to discuss the need to
conduct or review a FBA and/or develop a BIP.

C. Nothing in this section is meant to prevent the completion of a FBA or BIP for any student who might benefit from
these measures, but has fewer than three (3) incidents of restraint or seclusion.

D. Nothing in this section is meant to prevent the District from conducting any evaluations or other obligations the staff
feel are appropriate under the Individuals with Disabilities Education Improvement Act.

TRAINING AND PROFESSIONAL DEVELOPMENT FOR USE OF CRISIS MANAGEMENT AND DE-ESCALATION
TECHNIQUES

The District shall provide training and professional development for the use of crisis management and de-escalation
techniques that includes the use of restraint and seclusion. Specifically, the District shall annually train an appropriate
number of personnel in each building in evidence-based crisis management and de-escalation technigues, as well as the
safe use of physical restraint and seclusion. At a minimum, the training will cover the following topics:

A. proactive measures to prevent the use of seclusion or restraint;

B. crisis management;

C. documentation and communication about the restraint or seclusion with appropriate parties;

D. the safe use of restraint and seclusion;

E. instruction and accommodation for age and body size diversity;

F. directions for monitoring signs of distress during and following physical control; and

G. debriefing practices and procedures.

The training will occur face-to-face and allow for a simulated experience of administering and receiving physical restraint so
that participants can demonstrate proficiency in the topics identified above.

The Superintendent is charged with maintaining written or electronic documentation concerning the training provided that
includes the following:
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A. the name, position, and building assignment of each person who has completed training;
B. the name, position, and credentiais of each person who has provided the training;
C. when the training was completed; and
D. what protocols, techniques, and materials were included in training.
As part of the required training, Student Personnel shall be trained to perform the following functions:

A. identify conditions such as: where, under what conditions, with whom and why specific inappropriate behavior may
occur; and

B. use preventative assessments that include at least the following:
1. a review of existing data;
2. input from parents, family members, and students; and
3. examination of previous and existing behavior intervention plans.

Only individuals trained in accordance with this policy in the appropriate use of restraint and seclusion may use those
techniques.

MONITORING AND COMPLAINT PROCEDURES

The Superintendent shall monitor the implementation of A.C. 3301-35-15 and this policy, and annually conduct a review of
A.C. 3301-35-15 and this policy related to the use of PBIS, physical restraint, and seclusion. Additionally, the administration
will annually notify parents of the District's policy and procedures related to the requirements of PBIS, physical restraint,
and seclusion, including the following complaint process.

Any parent of a child enrolled in school in the District may submit a written complaint to the Superintendent regarding an
incident of restraint or seclusion. The Superintendent shall investigate each written complaint and respond in writing to the
parent's complaint within thirty (30) days of receipt of the complaint. The Superintendent will make reasonable efforts to
have an in-person follow-up meeting with the parent.

A parent may also file a complaint with local law enforcement, the county department of job and family services, or the
office of integrated student supports within the Ohio Department of Education. The procedures and timeline for filing a
complaint with the Ohio Department of Education are outlined in A.C. 3301-35-15(L).

A parent of a child with a disability (as defined by R.C. 3323.01) may file a complaint with the Ohio Department of
Education, Office of Exceptional Children, in accordance with the complaint procedures available under A.C. 3301-51-05(K)

(4)-(6).

REQUIREMENTS FOLLOWING AN INCIDENT OF SECLUSION OR PHYSICAL RESTRAINT

Each use of physical restraint or seclusion shall be:
A. reported to the building administration immediately;
B. reported to the parent immediately; and

C. documented in a written report (see Ohio Department of Education’s Model Restraint and Seclusion Debriefing
Form).

A copy of the written report shall be issued to the student's parent or guardian within twenty-four (24) hours of the use of
restraint or seclusion. The District shall maintain the written report, including placing a copy of the written report in the
student's file.

All written documentation of the use of restraint or seclusion are educational records pursuant to the Family Educational
Right to Privacy Act (FERPA), and District personnel are prohibited from releasing any personally identifiable information to
anyone other than the parent, in accordance with FERPA's requirements.

The Superintendent shall develop a process for the collection of data regarding the use of physical restraint and seclusion.
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The administration shall develop a support plan for substitute teachers if they need assistance with PBIS or crisis
management and de-escalation (including restraint and seclusion).
The Superintendent shall report information regarding the District's use of restraint and seclusion annually to the Ohio
Department of Education in the form and manner prescribed by the Department as requested by that agency and make the
District's records concerning PBIS, restraint and seclusion available to the staff of the Ohio Department of Education upon

request.

* Adapted from the Ohio Department of Education's Positive Behavior Intervention and Supports and Restraint and
Seclusion Model Policy and Procedures, issued July 2021.

Revised 9/6/17

© Neola 2021
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6700 - FAIR LABOR STANDARDS ACT (FLSA)

It is the Board of Education's policy to comply with the provisions of the Fair Labor Standards Act (FLSA) and its
implementing regulations. The Board shall pay at least the minimum wage required by the FLSA and Ohio law to all
covered, non-exempt employees unless an employee's individual contract or the terms of an applicable collective bargaining
agreement provide for greater benefits than mandated by Federal, State, or local faw.

Non-exempt employees are hourly employees or salaried employees who do not qualify for a professional, administrative,
executive, computer, or any other exemption under the FLSA.

Non-exempt employees who work (i.e., perform work on behalf of or for the benefit of the Board) more than forty (40)
hours during a given work week will receive overtime pay in accordance with the FLSA for all hours worked in excess of
forty (40). Work week is defined as the seven (7) day period of time beginning on Sunday at 12:00 a.m. and continuing to
the following Saturday at 11:59 p.m.

The Superintendent shall determine the necessity and availability of overtime work. Overtime may be authorized only by a
supervisor and will be used primarily to address circumstances of an emergency or temporary nature. Non-exempt
employees who work overtime without prior approval from the Superintendent or a supervisor may be subject to
disciplinary action, up to and including termination.

Exempt employees are individuals who are exempt from the FLSA minimum wage and overtime provisions. These
employees include, but are not limited to, persons employed in bona fide executive, administrative, and professional
positions, and certain computer employees. To qualify for the exemption, employees generally must meet certain tests
regarding their job duties and be paid a minimum per week salary as established by the Department of Labor. The salary
requirement does not apply to teachers. Exempt computer employees must also meet a minimum per week or per hour
salary established by the Department of Labor. Being paid on a "salary basis" means an employee regularly receives a
predetermined amount of compensation each pay period on a weekly, or less frequent, basis. Additionally, the
predetermined amount cannot be reduced because of variations in the quality or quantity of the employee's work. Subject
to the exceptions listed below, an exempt employee must receive the full salary for any work week in which the employee
performs any work, regardless of the number of days or hours worked.

Deductions may be made to an otherwise exempt employee’s salary in certain circumstances without jeopardizing the
employee’s exempt status. Deductions may occur under the following circumstances:

A. the employee is absent from work for one (1) or more full days for personal reasons other than sickness or disability

B. the employee is absent from work for one (1) or more full days due to sickness or disability if the deduction is made
in accordance with a bona fide plan, policy, or practice of providing compensation for salary lost due to illness
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C. to offset amounts employees receive as jury or witness fees, or for military pay

D. for unpaid disciplinary suspensions of one (1) or more full days imposed in good faith for workplace conduct rule
infractions

E. for penalties imposed in good faith for infractions of safety rules of major significance

In addition to the foregoing, exempt employees who accrue personal leave and sick leave may have their pay reduced or
may be placed on unpaid leave for absences due to personal reasons of less than one (1) full day when leave is not used by
the employee because:

A. permission to use leave has not been sought or permission has been sought and denied;
B. the employee’s accrued leave has been exhausted;
C. the employee chooses to use leave without pay.

Deductions from an exempt employee’s pay for absences due to a budget-required furlough shall not disqualify the
employee from being paid on a salary basis except in the workweek in which the furlough occurs and for which the
employee’s pay is accordingly reduced.

The Board shall also not be required to pay the full salary in the initial or terminal week of employment if the employee
does not work the entire week, or for weeks in which an exempt employee takes unpaid leave under the Family & Medical
Leave Act.

The Board recognizes that with limited legally permissible exceptions as described, no deductions should be taken from the
salaries of exempt employees. If an exempt employee believes that an improper deduction has been made to the exempt
employee's salary, the employee should immediately report this information to the Treasurer, or the employee's immediate
supervisor. Reports of improper deductions will be promptly investigated. If it is determined that an improper deduction has
occurred, the employee will be promptly reimbursed for any improper deduction made and the Board will make a good faith
commitment to avoid any recurrence of the error.

This policy shall be distributed to employees upon initial hire, to all employees, and on an annual basis.
Reasonable Break Time for Nursing Mothers

As required by Federal law, the District shall take steps necessary to support staff members who decide to breastfeed their
infants by providing additional unpaid reasonable break time, as necessary, for an employee to express breast milk for their
nursing child, for one (1) year after the child’s birth, on District premises.

Prior to returning to work from maternity leave, it shall be the employee’s responsibility to notify their supervisor of their
intent to continue breastfeeding their infant(s) and of their need to express milk during work hours. Further, it shall be the
responsibility of the employee to keep their supervisor informed of their needs in this regard throughout the period of
lactation.

The building administrator shall designate a private area, other than a restroom, where an employee can express breast
milk. The designated area shall be a space where intrusion from coworkers, students, and the public shall be prevented,
and one where an employee who is using this area can be shielded from view. Employees who telework must also be free
from observation by any employer-provided video systems, including video or security cameras or web conferencing
platforms.

The frequency and duration of breaks needed to express milk may vary. An employee will be responsible for informing the
Principal or their supervisor of their needs as they change over time. The Principal or supervisor will work with the
employee to adjust the employee's schedule and ensure that any required duties are covered. Employees shall be permitted
to express milk during regularly scheduled break periods. The Principal or the employee's supervisor shall make
adjustments in the employee's break schedule if the time of the regular breaks needs to be adjusted or if additional and/or
longer breaks are needed. In the event that more breaks are needed or the break(s) need to be longer than the time
available during a paid break, the additional time required shall be unpaid and the employee's work schedule or work day
may be modified accordingly. The Principal or the employee’s supervisor shall work with the employee to make these
necessary modifications.

Revised 9/6/17
Revised 3/15/23
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Legal 29 C.F.R. Part 541
29 U.S.C. 201 et seq.
R.C. Chapter 4111
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7430 - RISK REDUCTION PROGRAM

The Board of Education believes that the employees and students of this District, as well as visitors, are entitled to function
in an environment as free from hazards as can reasonably be provided. In this regard and in accordance with law, the
Board will provide reasonable and adequate protection to the lives, safety, and health of its employees.

The Superintendent shall be responsible for the maintenance of standards in the facilities to prevent accidents and to
minimize their consequences. S/He shall designate an employee who shall conduct periodic audits of health and safety
conditions within the facilities of the District and take appropriate action on any violations thereof to the Superintendent.

The Superintendent shall ascertain that the employees and students of this District are aware of their rights to a hazard-
free environment, that they are properly trained in safety methods, that protective devices and equipment are available to
meet safety standards, and that proper rules and records are maintained to meet the requirements of the law and the
regulation of the Public Employees Risk Reduction Advisory Commission.

In the event an inspection is made by a representative of the State, the Superintendent shall report the results thereof to
the Board at the meeting following the receipt of the State report.

Legal R.C. 4167.01 et seq.
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7440 -

FACILITY SECURITY

Buildings constitute the greatest financial investment of the District. It is in the best interest of the Board of Education to
protect the District's investment adequately. The buildings and equipment owned by the Board shall be protected from theft
and vandalism in order to maintain the optimum conditions for carrying out the educational programs.

The Superintendent shall develop and supervise a program for the security of the District's students, staff, visitors, school
buildings, school grounds, and school equipment in compliance with State and Federal laws. Such a program may include
the use of video surveillance and electronic monitoring equipment in appropriate public areas in and around the schools and
other District facilities and on school buses. The program may also include, but not be limited to:

A.

B.

C.

K.

identification badges for staff, students, and/or visitors;
secured entries;

checkpoint construction;

. lighting specifically designed for entry point security; V.T,;"'
. automatic locks and locking devices;

. electronic security systems;

. electronic visitor registration and tracking systems;

. fencing designed to prevent intruder entry into a building;

. bullet-proof or break-resistant glass;

. monitoring devices, including smoke and vape/aerosol monitoring devices, in appropriate public areas in and around

the schools and other District facilities;

metal detection.

Every effort shall be made to apprehend those who knowingly cause serious physical harm to students, staff, visitors, and
Board property and to require prosecution of those who bring harm to persons and/or property. The Board will seek repair
to rectify the damage or payment of a fee to cover repairs. A reward may be offered for apprehending such persons.
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Appropriate authorities may be contacted in the case of serious offenses.
The Superintendent is authorized to utilize metal detector wands and video surveillance/electronic monitoring equipment on
school property in order to protect the health, welfare, and safety of students, staff, visitors, and Board property, and other
security devices that would assist in the detection of guns and dangerous weapons and/or other unauthorized objects (e.g.,
vape pens and other prohibited equipment/devices):

A. in school buildings;

B. on District property;

C. at Board-sponsored/controlled events.

The Superintendent shall report to the Board, no later than the next regular Board meeting, any significant incident
involving vandalism, theft, personal safety, or other security risk and the measures being taken to address the situation.

Staff, students, and visitors who intentionally circumvent, interfere with, or disable security measures, systems, and/or
devices may be subject to discipline, up to and including termination of employment for an employee, suspension or
expulsion from work or school for a student, and may also face criminal charges.

Revised 7/9/97

Revised 5/15/02
Revised 6/24/09
Revised 3/15/23
Revised 10/4/23

© Neola 2023

Legal A.C. 3301-35-03
R.C. 2909.05, 3313.173, 3313.642
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7440.01 - VIDEO SURVEILLANCE AND ELECTRONIC MONITORING

The Board of Education authorizes the use of video surveillance and electronic monitoring equipment at various school sites
throughout the District and on school buses. The video surveillance/electronic monitoring equipment shall be used to
protect Board property and assets from theft and vandalism, through deterrence and video documentation. The system is
not designed nor intended to protect individuals from being victims of violent or property crimes, nor to detect other
potentially illegal and undesirable activities that may occur, although information may be used as evidence in such cases.

The monitoring of actions and behavior of individuals who come onto school property is a significant factor in maintaining
order and discipline and protecting students, staff, visitors, and school and student property. Video surveillance/electronic
monitoring systems serve to complement other means being employed in the District to promote and foster a safe and
secure teaching and learning environment for students and staff. The Board recognizes that the use of a video
surveillance/electronic monitoring system does not replace the need for the ongoing vigilance of the school staff assigned
by the building principal to monitor and supervise the school building. Rather, the video surveillance/electronic monitoring
system serves as an appropriate and useful tool with which to augment or support the in-person supervision provided by
staff. The building principal is responsible for verifying that due diligence is observed in maintaining general campus
security.

The Superintendent is responsible for determining where to install and operate fixed-location video surveillance/electronic
monitoring equipment in the District. The determination of where and when to use video surveillance/electronic monitoring
equipment will be made in a nondiscriminatory manner. Video surveillance/electronic monitoring equipment may be placed
in common areas in school buildings (e.g., school hallways, entryways, the front office where students, employees, and
visitors are permitted to freely come and go, gymnasiums, cafeterias, libraries), the school parking lots and other outside
areas, and in school buses. Except in extraordinary circumstances and with the written authorization of the Superintendent
or Board President, video surveillance/electronic monitoring equipment shall not be used in areas where persons have a
reasonable expectation of privacy (e.g., restrooms, locker rooms, changing areas, private offices (unless there is express
consent given by the office occupant), or conference/meeting rooms), or in individual classrooms during instructional times.

Any person who takes action to block, move, or alter the location and/or viewing angle of a video camera shall be subject
to disciplinary action.

Legible and visible signs shall be placed at the main entrance to buildings and in the areas where video
surveillance/electronic monitoring equipment is in use to notify people that their actions/behavior are being
monitored/recorded. Additionally, the Superintendent is directed to annually notify parents and students via school
newsletters and the Student Handbook, and staff via the Staff Handbook, of the use of video surveillance/electronic
monitoring systems in their schools.

Any information obtained from video surveillance/electronic monitoring systems may only be used to support the orderly

operation of the School District's schools and facilities, and for law enforcement purposes, and not for any other purposes.
As such, recordings obtained through the use of video surveillance/electronic monitoring equipment may be used as
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evidence in any disciplinary proceedings, administrative proceedings or criminal proceedings, subject to Board policy and
regulations. Further, such recordings may become a part of a student's education record or staff member's personnel file.

Ordinarily video surveillance/electronic monitoring equipment will not be used to make an audio recording of conversation
occurring on school grounds or property except for audio recordings taken on school buses.

The Board will not use video surveillance/electronic monitoring equipment to obtain information for the purpose of routine
staff appraisal/evaluation or monitoring. However, prerecorded lessons or observations of on-line or virtual learning
sessions may be included as part of an employee's evaluation in accordance with a collective bargaining agreement or
Memorandum of Understanding approved by the Board.

Further, if an employee is assigned to work remotely (i.e., telework), the administration is authorized to conduct
observations that consist of the supervisor reviewing video-recordings of the employee working and/or watching the
employee perform his/her job responsibilities through means of a live-stream that includes both video and audio, provided
the employee is afforded advanced notice of the observation, and the recording of his/her work and/or observation is
conducted in accordance with a collective bargaining agreement or Memorandum of Understanding approved by the Board if
the employee is a member of a bargaining unit.

Additionally, nothing herein shall prevent the administration from using information gathered through electronic means
(i.e., viewing a video-recording or live-stream of an employee working) for employment purposes, including but not limited
to completing components of an evaluation, so long as the information is gathered in a manner consistent with law and any
applicable collective bargaining agreement or Memorandum of Understanding approved by the Board.

Recordings of students will be treated as confidential. Consequently, because the Board is bound by Ohio's Student Records
Statute and the Family Educational Rights and Privacy Act (FERPA), copies of video recordings containing personal
identifiable information about students shall not be released except to school officials with legitimate educational interests.
Parents or guardians of minor students, and students who are eighteen (18) years of age or older, who are charged with
disciplinary violations may view relevant portions of any video recording related to the charge, upon written request to the
building principal, provided that viewing the recording does not violate State and/or Federal law (i.e., the privacy rights of
any other students whose images appear on the recording). Likewise, school personnel may view relevant portions of any
video relating to any disciplinary charge against them, upon written request to the building principal, provided that viewing
the recording does not violate State and/or Federal law (i.e., the privacy rights of any students whose images appear on the
recordings). Otherwise, such confidential recordings shall only be released through subpoena or court order.

The Board shall maintain video surveillance/electronic monitoring recordings for a limited period. Any request to view a
recording under this policy must be made within seven (7) days of the event/incident. Unless a formal complaint is being
investigated, recordings shall be destroyed after twenty-eight (28) days. If, however, action is taken by the
Board/administration, as a result of a formal complaint or incident, recordings shall be kept for a minimum of one (1) year
from the date of the action taken.

This policy does not address or cover instances where school officials record a specific event (e.g., a play, music
performance, athletic contest, graduation, or Board meeting), or an isolated instance where a classroom is videotaped for
educational or research purposes. Authorized videotaping for educational, instructional and/or research purposes is
permitted and is not addressed by this policy.

The Superintendent is directed to develop administrative guidelines to address the use of video surveillance/electronic
monitoring equipment in school buildings, school buses and on property owned and/or operated by the Board.

Video surveillance is to be implemented in accordance with this policy and the related guidelines. The Board will not accept
or tolerate the improper use of video surveillance/electronic monitoring equipment and will take appropriate action in any
cases of wrongful use of this policy.

© Neola 2021
Legal FERPA 20 U.S.C. 1232g
34 C.F.R. 99.1-99.67

Title I of the Electronic Communication Privacy Act of 1986
18 U.S.C. 2510-2521
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7530 - LENDING OF BOARD-OWNED EQUIPMENT

The Board of Education believes that Board-owned equipment is a valuable resource that may be loaned for community use
under certain conditions only, provided that such use does not infringe on the original and necessary purpose of the
equipment or interfere with the District's educational program.

The Board may lend specific items of equipment on the written request of the user and approval granted by the
Superintendent.

The user of Board-owned equipment shall be fully liable for any damage or loss occurring to the equipment during the
period of its use, and shall be responsible for its safe return. The use of Board-owned equipment off District property is
subject to the same rules and conditions of use that are in effect when the equipment is used on District property.

District equipment may be removed from District property by students or staff members and/or Board members only when
such equipment is necessary to accomplish tasks arising from their school or job responsibilities. The consent of
the Superintendent is required for such removal.

Individuals authorized to use Board-owned equipment off District property are prohibited from allowing anyone else to use
the equipment (e.q., spouses, children, relatives, friends, etc. may not use Board-owned equipment, which is approved for
use by a specific person).

A Board employee may use authorized Board-owned Technology Resources for school use off of District property. District
Technology Resources (as defined in Bylaw 0100) may contain personally identifiable information ("PII") about students
and/or staff. Federal and State laws prohibiting disclosure of such PII apply to electronic records stored on District
Technology Resources. Board employees must exercise caution when saving/uploading/storing PII on mobile/portable
storage devices (e.g., external hard drives, CDs/DVDs, USB thumb/flash drives, etc.), including mandatory encryption of
the device, and when accessing PII that is stored on the District’s network or contracted cloud-storage. A Board employee
who loses or misuses student or staff PII will be subject to disciplinary action.

Personal use of Board-owned equipment or facilities by staff or students will be in accordance with the Superintendent's
administrative guidelines.

Removal of Board-owned equipment from District property for personal use is prohibited by staff or students,

District equipment may be loaned for City of Twinsburg, Twinsburg Township or the Village of Reminderville usage only. A
current certificate of liability needs to be on file with the Treasurer's Office.

Revised 8/21/06
Revised 6/27/07
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7540 - TECHNOLOGY

The Board of Education is committed to the effective use of technology to both enhance the quality of student learning and
the efficiency of District operations.

Students' use of District Information & Technology Resources (see definitions in Bylaw 0100) is a privilege, not a right.
Students and their parents must sign and submit a Student Technology Acceptable Use and Safety form annually. (See
also, Policy 7540.03)

The Superintendent shall develop and implement a written District Technology Plan (DTP). One (1) of the primary purposes
of the DTP is to evaluate new and emerging technologies and how they will play a role in student achievement and success
and/or efficient, effective, and secure District operations.

The DTP shall set forth procedures for the proper acquisition of technology. The DTP shall also provide guidance to staff and
students about making safe, secure, appropriate, and ethical use of District Information & Technology Resources, as well as
inform both staff and students about disciplinary actions that will be taken if its Information & Technology Resources are
abused in any way or used in an inappropriate, illegal, or unethical manner. See Policy 7540.03 and AG 7540.03 - Student
Technology Acceptable Use and Safety, and Policy 7540.04 and AG 7540.04 - Staff Technology Acceptable Use and Safety.

The Superintendent, in conjunction with the Director of Curriculum & Technology, shall review the DTP and any changes,
amendments, or revisions.

This policy, along with the Student and Staff Technology Acceptable Use and Safety policies and the Student Code of
Conduct, further govern students’ and staff members’ use of their personal communication devices (see Policy 5136 and
Policy 7530.02). Users have no right or expectation of privacy when using District Information & Technology Resources
(including, but not limited to, privacy in the content of their personal files, e-mails, and records of their online activity when
using District Information & Technology Resources).

Further safeguards shall be established so that the Board's expenditure of public funds to acquire, operate, and maintain
District Information & Technology Resources achieves the desired benefits and inhibits negative side effects. Accordingly,
students shall be educated about appropriate online behavior including, but not limited to, using social media, which is
defined in Bylaw 0100, to interact with others online; communicating with other individuals in chat rooms or using other
messenger apps, or through blogs, audios (e.g., podcasts), and videos; and recognizing what constitutes cyberbullying,
understanding cyberbullying is a violation of Board policy, and learning appropriate responses if they experience
cyberbullying.

The Board prohibits students from using District Information & Technology Resources to access and/or use social media for
other than instructional purposes.
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Staff may use District-approved social media platforms/sites in accordance with Policy 7544 and, pursuant to Policy
7540.02, may use web content, apps, and services for one-way communication with the District's constituents. Authorized
staff may use District Information & Technology Resources to access and use District-approved social media platforms/sites
to increase awareness of District programs and activities, as well as to promote achievements of staff and students,
provided the Superintendent approves, in advance, such access and use. Use of District-approved social media
platforms/sites for business-related purposes is subject to Ohio's public records laws and, as set forth in Policy 7544, staff
members are responsible for archiving their social media and complying with the District's record retention schedule. See
Policy 8310 - Public Records and AG 8310A - Public Records.

Staff must comply with Policy 7544, Policy 7540.04, and Policy 7530.02 when using District Information & Technology
Resources or personally-owned personal communication devices to access and/or use social media for personal purposes.

Revised 4/21/11
Revised 1/7/15
Revised 2/15/17
Revised 1/8/20

© Neola 2023
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7540.04 - STAFF TECHNOLOGY ACCEPTABLE USE AND SAFETY

Technology directly affects the ways in which information is accessed, communicated, and transferred in society. Educators
are expected to continually adapt their means and methods of instruction and the way they approach student learning to
incorporate the latest technologies. The Board of Education provides District Information & Technology Resources (as
defined by Bylaw 0100) (collectively, "District Information & Technology Resources”) to support the educational and
professional needs of its staff and students. The Board provides staff with access to the Internet for educational purposes
only and utilizes online educational services/apps to enhance the instruction delivered to its students and to facilitate the
staff’s work. The District’s computer network and Internet system do not serve as a public access service or a public forum
and the Board imposes reasonable restrictions on its use consistent with its stated educational purpose.

The Board regulates the use of District Information & Technology Resources by principles consistent with applicable local,
State, and Federal laws, and the District’s educational mission. This policy and its related administrative guidelines, and any
applicable employment contracts and collective bargaining agreements govern the staff’s use of District Information &
Technology Resources and personal communication devices when they are connected to the District’s Information &
Technology Resources, including online educational services/apps, regardless of whether such use takes place on or off
school property (see Policy 7530.02).

Staff members are prohibited from using District Information & Technology Resources to engage in illegal conduct (e.g.,
libel, slander, vandalism, harassment, theft, plagiarism, inappropriate access, etc.) or conduct that violates this Policy and
its related administrative guidelines (e.g., making personal attacks and injurious comments, invading a person’s privacy,
etc.). Nothing herein, however, shall infringe on a staff member’s First Amendment rights. Because District Information &
Technology Resources are not unlimited, the Board may institute restrictions aimed at preserving these resources, such as
placing limits on use of bandwidth, storage space, and printers.

Staff members have no right or expectation to privacy when using District Information & Technology Resources (including,
but not limited to, privacy in the content of their personal files, messages/e-mails, and records of their online activity).

Staff members are expected to use District Information & Technology Resources to promote educational excellence in our
schools by providing students with the opportunity to develop resource-sharing, innovation, and communication skills and
tools that are essential to both life and work. The Board encourages the faculty to develop the appropriate skills necessary
to effectively access, analyze, evaluate, and utilize these resources in enriching educational activities. The instructional use
of the Internet and online educational services/apps will be guided by Board Policy 2520 - Selection of Instructional
Materials and Equipment.

The Internet is a global information and communication network that brings incredible education and information resources

to our students. Through the Internet, students and staff can access relevant information that will enhance their learning
and the education process. Further, District Information & Technology Resources provide students and staff with the
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opportunity to communicate with people throughout the world. Access to such an incredible quantity and diversity of
information and resources brings with it, however, certain unique challenges and responsibilities.

While the Board uses various technologies to limit the use of District Information & Technology Resources to only
use/access online services/apps and resources that have been pre-approved for the purpose of instruction, study, and
research related to the curriculum, it is impossible to prevent users from accessing and/or coming in contact with online
content that has not been pre-approved for use by students of certain ages. It is no longer possible for educators and
community members to review and screen all materials to assess their appropriateness for supporting and enriching the
curriculum according to adopted guidelines and reasonable selection criteria (taking into account the varied instructional
needs, learning styles, abilities, and developmental levels of the students who would be exposed to them) when significant
portions of students’ education take place online or through the use of online educational services/apps.

Pursuant to Federal law, the Board has implemented technology protection measures that protect against (e.qg., filter or
block) access to visual displays/depictions/materials that are obscene, constitute child pornography, and/or are harmful to
minors, as defined by the Children’s Internet Protection Act (CIPA). At the discretion of the Board or Superintendent, the
technology protection measures may also be configured to protect against access to other material considered
inappropriate for students to access. The Board also utilizes software and/or hardware to monitor online activity of staff
members to restrict access to child pornography and other material that is obscene, objectionable, inappropriate, and/or
harmful to minors. The technology protection measures may not be disabled at any time that students may be using
District Information & Technology Resources if such disabling will cease to protect against access to materials that are
prohibited under CIPA. Any staff member who attempts to disable the technology protection measures without express
written consent of an appropriate administrator will be disciplined, up to and including termination.

The Superintendent or Network Manager may temporarily or permanently unblock access to websites or online educational
services/apps containing appropriate material if access to such sites has been mistakenly, improperly, or

inadvertently blocked by the technology protection measures. The determination of whether material is appropriate or
inappropriate shall be based on the content of the material and the intended use of the material, not on the protection
actions of the technology protection measures. The Superintendent or Network Manager may also disable the technology
protection measures to enable access for bona fide research or other lawful purposes.

Principals are responsible for providing training so that staff under their supervision are knowledgeable about this policy
and its accompanying guidelines.

Staff members will participate in professional development programs in accordance with the provisions of law and this
policy. Training shall include:

A. the safety and security of students while using e-mail, chat rooms, social media, and other forms of direct electronic
communications;

B. the inherent danger of students disclosing personally identifiable information online;
C. the consequences of unauthorized access (e.g., "hacking", "harvesting”, “digital piracy", "data mining", etc.),
cyberbullying, and other unlawful or inappropriate activities by students or staff online; and

D. unauthorized disclosure, use, and dissemination of personally-identifiable information regarding minors.

Staff members shall provide guidance and instruction to their students regarding the appropriate use of District Information
& Technology Resources and online safety and security as specified above. Additionally, such training shall include, but not
be limited to, education concerning appropriate online behavior including interacting with others on social media, including
in chat rooms, and cyberbullying awareness and response. Further, staff members shall monitor students’ online activities
while the students are at school.

Monitoring may include, but is not necessarily limited to, visual observations of online activities during class sessions or use
of specific monitoring tools to review browser history and network, server, and computer logs.

The disclosure of personally identifiable information about students online is prohibited.

All staff members who use District Information & Technology Resources are required to sign a written agreement to abide
by the terms and conditions of this policy and its accompanying guidelines. See Form 7540.04 F1,

In order to keep District Information & Technology Resources operating in a safe, secure, efficient, effective, and beneficial
manner to all users, staff members are required to comply with all District-established cybersecurity procedures including,
but not limited to, the use of multi-factored authentication (MFA), for which they have been trained. Principals are
responsible for providing such training on a regular basis and measuring the effectiveness of the training.
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Staff will be assigned a District-provided school e-mail address that they are required to use for all school-related electronic
communications, including those to students, parents and other constituents, fellow staff members, and vendors or
individuals seeking to do business with the District.

With prior approval from the Superintendent or Director of Curriculum & Technology, staff may direct students who have
been issued school-assigned e-mail accounts to use those accounts when signing-up/registering for access to various online
educational services/apps that the students will utilize for educational purposes under the teacher’s supervision.

Staff members are responsible for good behavior when using District Information & Technology Resources - i.e., behavior
comparable to that expected when they are in physical classrooms and school buildings and at school-sponsored events.
Because communications on the Internet are often public in nature, general rules for professional behavior and
communication apply. The Board does not approve any use of District Information & Technology Resources that is not
authorized by or conducted strictly in compliance with this policy and its accompanying guidelines.

Staff members' use of District Information & Technology Resources to access or use social media is to be consistent with
Policy 7544 and its accompanying guideline.

An employee's personal or private use of social media may have unintended consequences. While the Board respects its
employees' First Amendment rights, those rights do not include permission to post inflammatory comments that could
compromise the District's mission, undermine staff relationships, or cause a substantial disruption to the school
environment. This warning includes staff members' online conduct that occurs off school property including from the
employee's personal communication device. Postings to social media should be done in a manner sensitive to the staff
member's professional responsibilities.

Use of Artificial Intelligence/Natural Language Processing Tools

Staff are permitted to use Artificial Intelligence and Natural Language Processing (NLP) tools (collectively, “AI/NLP tools”) to
accomplish their job responsibilities so long as the use is ethical, responsible, and does not violate any provisions of this
policy - e.g., it does not infringe on students’ or staff members’ privacy rights, violate their duty to maintain confidentiality
related to personally identifiable information, etc.).

With respect to students, it is the Board’s policy that they are required to rely on their own knowledge, skills, and resources
when completing school work. In order to ensure the integrity of the educational process and to promote fair and equal
opportunities for all students, except as outlined below, students are prohibited from using AI/NLP tools to complete school
work. The use of AI/NLP tools without the express permission/consent of a teacher is considered to undermine the learning
and problem-solving skills that are essential to students’ academic success and that the staff is tasked to develop in each
student. Consequently, students are encouraged to develop their own knowledge, skills, and understanding of course
material rather than relying solely on AI/NLP tools, and they are expected to ask their teachers when they have questions
and/or need assistance. Students’ unauthorized use of AI/NLP tools is considered a form of plagiarism and any student
found using such tools without permission or in a prohibited manner will be disciplined in accordance with the Student Code
of Conduct.

Notwithstanding the preceding, students are allowed to use AI/NLP tools in the school setting if they receive prior
permission/consent from their teacher, so long as they use the AI/NLP tools in an ethical and responsible manner. Teachers
have the discretion to authorize students to use AI/NLP tools for the following uses:

A. Research assistance: AI/NLP tools can be used to help students quickly and efficiently search for and find relevant
information for their school projects and assignments.

B. Data Analysis: AI/NLP tools can be used to help students to analyze, understand, and interpret large amounts of
data, such as text documents or social media posts. This can be particularly useful for research projects or data
analysis assignments - e.g., scientific experiments and marketing research.

C. Language translation: AI/NLP tools can be used to translate texts or documents into different languages, which can
be helpful for students who are learning a new language or for students who are studying texts written in a different

language.

D. Writing assistance: AI/NLP tools can provide grammar and spelling corrections, as well as suggest alternative word
choices and sentence structure, to help students improve their writing skills.

E. Accessibility: AI/NLP tools can be used to help students with disabilities access and understand written materials.
For example, text-to-speech software can help students with specific learning disabilities or visual impairments to
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read texts, and Al-powered translation tools can help students with hearing impairments understand spoken
language.

As outlined above, under appropriate circumstances, AI/NLP tools can be effectively used as a supplement to and not a
replacement for traditional learning methods. Consequently, with prior teacher permission/consent, students can use
AI/NLP tools to help them better understand and analyze information and/or access course materials. If a student has any
questions about whether they are permitted to use AI/NLP tools for a specific class assignment, they should ask their
teacher.

Users who disregard this policy and its accompanying guidelines may have their use privileges suspended or revoked, and
disciplinary action taken against them. Users are personally responsible and liable, both civilly and criminally, for uses of
District Information & Technology Resources that are not authorized by this policy and its accompanying guidelines.

The Board designates the Superintendent and Director of Curriculum & Technology as the administrator(s) responsible for
initiating, implementing, and enforcing this policy and its accompanying guidelines as they apply to staff members’ use of
District Information & Technology Resources.

In addition, Federal and State confidentiality laws forbid schools and their employees from using or disclosing student
education records without parental consent. See Policy 8330. Education records include a wide variety of information;
posting personally identifiable information about students is not permitted. Staff members who violate State and Federal
confidentiality and/or privacy laws related to the disclosure of student or employee personally identifiable information may
be disciplined.

Staff members retain rights of communication for collective bargaining purposes and union organizational activities.

Revised 4/21/11
Revised 8/15/12
Revised 1/7/15
Revised 7/18/18
Revised 1/8/20

© Neola 2023

Legal P.l.. 106-554, Children's Internet Protection Act of 2000
18 U.S.C. 1460
18 U.S.C. 2246
18 U.S.C. 2256
20 U.S.C. 6777, 9134 (2003)

20 U.S.C. 6801 et seq., Part F, Elementary and Secondary Education Act of 1965, as
amended

47 C.F.R. 54.500 - 54.523
47 U.S.C. 254(h), (1), Communications Act of 1934, as amended (2003)
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7540.05 - DISTRICT-ISSUED STAFF E-MAIL ACCOUNT
Staff

The Board of Education is committed to the effective use of electronic mail ("e-mail") by all District staff and Board
members in the conduct of their official duties. This policy and any corresponding guidelines are intended to establish a
framework for the proper use of e-mail for conducting official business and communicating with colleagues, students,
parents and community members.

When available, the District's e-mail system must be used by employees for any official District e-mail communications.
Personal e-mail accounts on providers other than the District's e-mail system may be blocked at any time if concerns for
network security, SPAM, or virus protection arise. Furthermore, District staff are expected to exercise reasonable judgment
and prudence and take appropriate precautions to prevent viruses from entering the District's network when opening or
forwarding any e-mails or attachments to e-mails that originate from unknown sources.

District staff shall not send or forward mass e-mails, even if the e-mails concern District business, without prior approval of
the District Technology Coordinator.

District staff may join list servs or other e-mail services (e.g. RSS feeds) that pertain to their responsibilities in the District.

The District Technology Coordinator is authorized to block e-mail from list servs or e-mail services if the e-mails received by
the staff member(s) become excessive.

Staff members are encouraged to keep their inbox and folders organized by regularly reviewing e-mail messages,
appropriately saving e-mails that constitute a public record or student record and e-mails that are subject to a litigation
hold (see Policy 8315 - Information Management), and purging all other e-mails that have been read. If the staff member
is concerned that his/her e-mail storage allotment is not sufficient, s/he should contact the District's Technology
Coordinator.

Public Records

The District complies with all Federal and State laws pertaining to electronic mail. Accordingly, e-mails written by or sent to
District staff and Board members may be public records if their content concerns District business, or education records if
their content includes personally identifiable information about a student. E-mails that are public records are subject to
retention and disclosure, upon request, in accordance with Policy 8310 - Public Records. E-mails that are student records
must be maintained pursuant to Policy 8330 - Student Records. Finally e-mails may constitute electronically stored
information ("ESI") that may be subject to a litigation hold pursuant to Policy 8315 - Information Management.

https://go.boarddocs.com/oh/twinsoh/Board.nsf/Public?open&id=policies# 1/2



8/11/24, 12:35 PM BoardDocs® PL

State and Federal law exempt certain documents and information within documents from disclosure, no matter what their
form. Therefore, certain e-mails may be exempt from disclosure or it may be necessary to redact certain content in the e-
mails before the e-mails are released pursuant to a public records request, the request of a parent or eligible student to
review education records, or a duly served discovery request involving ESI.

E-mails written by or sent to District staff and Board members by means of their private e-mail account may be public
records if the content of the e-mails concerns District business, or education records if their content includes personally
identifiable information about a student. Consequently, staff shall comply with a District request to produce copies of e-mail
in their possession that are either public records or education records, or that constitute ESI that is subject to a litigation
hold, even if such records reside on a computer owned by an individual staff member, or are accessed through an e-mail
account not controlled by the District.

Retention

Pursuant to State and Federal law, e-mails that are public records or education records, and e-mails that are subject to a
litigation hold shall be retained.

The District maintains archives of all e-mails sent and/or received by users of the District's e-mail service. Staff members
are required to forward copies of any e-mails received in their personal e-mail account(s) not affiliated with the District
server to their District e-mail account so that these records are also archived for future retrieval, if necessary.

Unauthorized E-mail

The Board does not authorize the use of its Technology Resources, including its computer network ("network"), to accept,
transmit, or distribute unsolicited bulk e-mail sent through the Internet to network e-mail accounts. In addition, Internet e-
mail sent, or caused to be sent, to or through the network that makes use of or contains invalid or forged headers, invalid
or non-existent domain names, or other means of deceptive addressing will be deemed to be counterfeit. Any attempt to
send or cause such counterfeit e-mail to be sent to or through the network is unauthorized. Similarly, e-mail that is relayed
from any third party's e-mail servers without the permission of that third party, or which employs similar techniques to hide
or obscure the source of the e-mail, is also an unauthorized use of the network. The Board does not authorize the
harvesting or collection of network e-mail addresses for the purposes of sending unsolicited e-mail. The Board reserves the
right to take all legal and technical steps available to prevent unsolicited bulk e-mail or other unauthorized e-mail from
entering, utilizing, or remaining within the network. Nothing in this policy is intended to grant any right to transmit or send
e-mail to, or through, the network. The Board's failure to enforce this policy in every instance in which it might have
application does not amount to a waiver of its rights.

Unauthorized use of the network in connection with the transmission of unsolicited bulk e-mail, including the transmission
of counterfeit e-mail, may result in civil and criminal penalties against the sender and/or possible disciplinary action.

Authorized Use and Training

Pursuant to Policy 7540.04, staff and Board members using the District's e-mail system shall acknowledge their review of,
and intent to comply with, the District's policy on acceptable use and safety by signing annually, the Staff Handbook in
Public SchoolWorks.

All District staff, upon employment in the Twinsburg City School District, are bound and required to adhere to all
Network/Internet bylaws and policies established by the administration and the Board of Education. All staff will receive a

copy of the Acceptable Use Policy and it will be reviewed as part of the annual Staff Handbook in Public SchoolWorks.

© Neola 2017
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8305 - INFORMATION SECURITY

The District collects, classifies, and retains data/information from and about students, staff, vendors/contractors, and other
individuals, about programs and initiatives undertaken by the school system, and about and related to the business of the
District. This data/information may be in hard copy or digital format and may be stored in the District or offsite with a third-
party provider.

Data/Information collected by the District shall be classified as Confidential, Controlled, or Published. Data/Information will
be considered Controlled until identified otherwise.

Protecting District Information Resources (as defined in Bylaw 0100) is of paramount importance. Information security
requires everyone’s active participation to keep the District’s data/information secure. This includes Board of Education
members, staff members/employees, students, parents, contractors/vendors, and visitors who use District Information &
Technology Resources (as defined in Bylaw 0100).

Individuals who are granted access to data/information collected and retained by the District must follow established
procedures so that the data/information is protected and preserved. Board members, administrators, and all District staff
members, as well as contractors, vendors, and their employees, granted access to data/information retained by the District
are required to certify annually that they shall comply with the established information security protocols pertaining to
District data/information. Further, all individuals granted access to Confidential Data/Information retained by the District
must certify annually that they will comply with the information security protocols pertaining to Confidential
Data/Information. Completing the appropriate section of the Staff Technology Acceptable Use and Safety form (Form
7540.04 F1) and verifying this information through the Staff Handbook shall provide this certification.

All Board members, staff members/employees, students, contractors/vendors, and visitors who have access to Board-
owned or managed data/information must maintain the security of that data/information and the District Information &
Technology Resources on which it is stored.

If an individual has any questions concerning whether this Policy and/or its related administrative guidelines apply to them
or how they apply to them, the individuai should contact the District’s Technology Director or Information Technology
Department/Office.

The Superintendent shall develop administrative guidelines that set forth the internal controls necessary to provide for the
collection, classification, retention, access, and security of District Data/Information.

Further, the Superintendent is charged with developing procedures that can be implemented in the event of an

unauthorized release or breach of data/information. These procedures shall comply with the District’s legal requirements if
such a breach of personally identifiable information occurs.
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The Superintendent shall require staff members to participate in training related to the internal controls applicable to the
data/information that they collect and have access to and for which they are responsible for the security protocols.

Third-party contractors/vendors who require access to Confidential Data/Information collected and retained by the District
will be informed of relevant Board policies that govern access to and use of Information & Technology Resources, including
the duty to safeguard the confidentiality of such data/information.

Failure to adhere to this Policy and its related administrative guidelines may put data/information collected and retained by
the District at risk. Employees who violate this policy and/or its related administrative guidelines may be disciplined, up to
and including termination of employment and/or referral to law enforcement. Students who violate this Policy and/or its
related administrative guidelines will be disciplined, up to and including expulsion and/or referral to law

enforcement. Parents and visitors who violate this Policy and/or its related administrative guidelines may be denied access
to the District’s Information & Technology Resources.

The Superintendent shall conduct a periodic assessment of risk related to the access to and security of the data/information
coilected and retained by the District.

© Neola 2023
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8305A - INFORMATION SECURITY RESPONSIBILITIES
The District collects and maintains large amounts of data/information that must be protected and preserved.

To strengthen security of District Information & Technology Resources (see definition Bylaw 0100), the District has
developed a series of information security policies available through the District’s website. For the full text of these policies,
please see Board of Education Policy link on the District website.

For user convenience, a brief summary of the key requirements of these policies follows. Please address any questions to
the District’s Curriculum & Technology Office at jfarthing@twinsburgcsd.org or call 330-486-2015.

All computer users are required to certify annually that 1) they have read the information security policies identified in this
document, and 2) they understand and agree to abide by the information security policies applicable to them. Appropriate
training will be provided to all users.

Expectations for All Technology Users

This document summarizes the Board of Education’s information security policies. Users of the District Information &
Technology Resources must read these summaries, and both understand and fulfill their responsibilities under the
applicable policies.

A. In many cases, operating system and application updates, along with malware protection, are all that stand between
a computer and a system compromise or infection (i.e., a cybersecurity incident). The District Information &
Technology Resources are regularly updated and provided malware protection.

Users’ school or department IT support staff is available to assist with these responsibilities.

If District users access District Information & Technology Resources using personal communication devices (PCDs),
they must verify proper security measures are active on their devices.

B. No software is 100% effective in preventing compromises or infections (i.e., cybersecurity incidents), and not all
websites are safe. Users must be alert when using the Internet, especially on systems storing or processing
protected and confidential data/information. One way to reduce the risk of compromise is to limit the user's non-
work related Internet activity.

C. District Confidential Data/Information includes many different types of data/information, such as social security

numbers, personal health information, student records, bank and credit card information, and other personally
identifiable information.
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D. District Confidential Data/Information must never be shared through instant messaging or peer-to-peer (P2P) file-
sharing software or devices. P2P software must never be installed on machines or devices that store, process, or
access confidential data/information. District users are required to obey copyright laws and to adhere to applicable
acceptable use and safety policies (Policy 7540.03 and Policy 7540.04).

E. District Confidential Data/Information must be accessed only through one (1) of the following methods: 1) user
authentication with the correct password; 2) multi-factor authentication, such as a smart card in combination with a
password; or 3) biometric identification approved by the District’s Information Technology Office. Likewise, third-
party consumer cloud computing or software-as-a-service offerings such as Dropbox, Google Docs, iCloud, and other
similar offerings are not acceptable for the storage of District Confidential Data/Information uniless the District has a
current contract with these providers that includes data/information security. If a user is not sure if a storage
location is secure, the user should contact the District’s Technology Office.

F. Machines and devices that store District Confidential Data/Information, or that are used to access mission critical
systems (e.g., SIS, ERP, Payroll), must be used only in areas with restricted or controlled access and must be locked
whenever they are left unattended. Machines and devices containing District Confidential Data/Information or used
to access mission critical systems and resources must be set to require re-authentication after not more than ten
(10) minutes of inactivity. It is recognized that requiring re-authentication for teachers every ten (10) minutes may
be disruptive to teaching. Therefore, it is the teacher’s responsibility to appropriately protect Confidential
Data/Information in the classroom by ensuring students, parents, volunteers, visitors, or others without
authorization to view/access the data/information do not view/access it when the Confidential Data/Information is in
use.

G. District Confidential Data/Information maintained on computers or other electronic devices should be destroyed or
disposed of only in accordance with Board policy and State law. Any school or department intending to use surplus
computing devices and or scanner/printer/copy machines or any other device that stores information must first
destroy the electronic information by wiping the data from the hard drive(s), flash storage, or having this done by
authorized District personnel and keeping the devices physically secure until transfer to District Surplus.

H. Users must maintain strong passwords for every District system and application they access that stores/processes
District data/information. Users must change all passwords used for District systems in accordance with the District’s
password requirements.

I. Per the Board’s e-mail policy, users must always use their official District-supplied e-mail address for official
business. Auto-forwarding of District e-mail accounts is prohibited. Manual forwarding of individual e-mail messages
is permitted.

J. Users must immediately report lost or stolen mobile/portable devices (e.g., laptops, smartphones) or security
breaches (e.g., computer viruses, hacking attempts) to the District’s Information Technology Office and/or the
District Security Office. If a user suspects District Confidential Data/Information or mission critical systems and
resources are at risk, the user must make this point clear when submitting a report. Also, if a user suspects District
Confidential Data/Information is at risk, the user should avoid taking any actions such as manually scanning the
computer with antivirus software. Information Technology and/or Security employees will assess what needs to be
done.

K. Users must be mindful of the risks associated with District Confidential Data/Information when storing, processing,
or accessing data/information. If a user is not sure how to comply fully with Board policies or procedures or if the
user is not sure how to conduct a process securely, the user should ask for assistance from the site or department IT
support contact or the District’s Information Technology Office. Users are expected to know their sites’ information
technology contact so that they can contact them when there is a need.

Expectations for Administrative Personnel

In addition to the preceding, administrative personnel must also understand and fulfill the following
responsibilities. Appropriate training will be provided.

A. Each District site or department that is responsible for maintaining its Information & Technology Resources must
have a designated information technology contact, plus a designated backup information technology contact. The
District’s Information Technology Office monitors the duties, responsibilities, and training of information technology
contacts. Each site or department administrator that maintains its own information technology must verify that its IT
support personnel have been trained to maintain the unit’s IT resources in compliance with all of the District’s
information security policies and procedures.
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B. Each District site that stores District Confidential Data/Information or that operates mission critical systems must
work with the District’s Information Technology Office to perform regular vulnerability scans.

C. Each District site or department administrator that maintains its own information and technology resources is
responsible for reporting immediately to the District’s Information Technology Office or Security Office any time
there is reason to suspect that the security of District Confidential Data/Information or of a mission critical system
(e.g., Human Resources, Finance, Student Information Services, Payroll, e-mail, etc.) has been compromised or is at
risk.

Expectations for Technology Support Personnel

In addition to all of the above, technology personnel, regardless of the site to which they are assigned, must also
understand and fulfill the following responsibilities. Appropriate training will be provided.

A. IT personnel must read, understand, and comply with the Board’s policies and procedures that govern the use,
operation, and protection of IT systems and resources. The information technology security standards described in
the information security policy are minimum standards required for the protection of District systems, including
those that store/process District Confidential Data/Information or that are considered mission critical. Site and
department IT resources for which an IT support employee is responsible must be managed in compliance with
these policies and procedures. If technology personnel have questions or need assistance, it is the employee’s
responsibility to contact their Principal and/or the District’s Information Technology Office.

B. IT personnel are responsible for enforcing District password requirements for the systems and applications the IT
personnel manage. System and application administrators must configure all District-owned and managed IT
devices/systems to implement the password requirements to the degree technically feasible, in compliance with the
District’s password standards.

C. If a user is unsure how to transfer District Confidential Data/Information, the user should contact the
site/department technology contact for assistance. If the site/department technology contact is unsure of the proper
method to transfer the Confidential Data/Information, the request should be referred to the District’s Information
Technology Office.

D. IT personnel must report system and application vulnerabilities to the Principal and/or the District’s Information
Technology Office.

E. The District Curriculum & Technology Office will perform regular vulnerability scans of District Information
& Technology Resources.

F. If technology personnel suspect that the security of any data/information or of a mission critical system (e.g.,
Human Resources, Finance, Student Information Services, Payroll, e-mail, etc.) has been compromised or is at risk,
it is their responsibility to report that immediately to the District’s Information Technology Office and/or Security
Office. No action should be taken that might inhibit investigation of an incident or make unavailable information that
might assist the investigation.

G. Technology personnel are required to follow incident handling instructions as specified in the cybersecurity incident
management policy and/or as directed by the District’s Information Technology Office or Security Office in response
to potentially unauthorized access of protected information.

Key Information Security Policies and Administrative Procedures

Below are brief descriptions of the District’s policies and procedures related to information security. The full text of each
policy or procedure can be found on the District’s website or by clicking the highlighted link.

Policies

A. Policy 7540 - Technology - Authorizes the development of a District Technology Plan to facilitate effective use of
District Technology Resources that support student learning and/or District business operations.

B. Policy 7540.02 - Web Accessibility, Content, Apps, and Services - Addresses the requirements for creation of
District-authorized websites, web pages, and services/apps by employees and students.

C. Policy 7540.03 - Student Technology Acceptable Use and Safety - Describes student use of District Information &
Technology Resources, expectations of privacy, District technology protection measures, areas for student training,
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and assigned school e-mail accounts.

D. Policy 7540.04 - Staff Technology Acceptable Use and Safety - Describes staff use of District Information &
Technology Resources.

E. Policy 7540.05 - District-Issued Staff E-mail Account and Policy 7540.06 - District-Issued Student E-mail
Account - Establishes a framework for proper use of District issued e-mail accounts as an official business or
educational tool for staff and students.

F. Policy 8305 - Information Security - The Board authorizes the Superintendent to develop internal controls necessary
to provide for the proper collection, classification, retention, access, and security of data/information to include
procedures in the event of a cybersecurity incident (e.g., an unauthorized release of information) and training for
staff.

Administrative Guidelines
A. AG 8305A - Information Security Responsibilities and Policy 8305 - Information Security - Review of what every
computer user, administrator, and technology support employee should know in order to ensure the security of

District data/information.

B. AG 7540B- Technology Director - and Policy 7540 - Technology - Describes the responsibilities for the position of
Technology Director.

C. AG 7540C - Technology Governance Committee - Presents the requirements for establishing a District Technology
Governance Committee that will create standards and procedures for proper management and protection of District
technology resources.

D. AG 7540A - Staff and Student Training Regarding the Internet - Describes areas to be included in training of staff
and students in proper use of the Internet.

E. AG 8305 - Collection, Classification, Retention, Access, and Security of District Data/Information - Provides a
framework that District employees can use to classify data/information for the purpose of determining the

data/information’s need for protection.

F. AG 8305B - Cybersecurity Incident Management - Presents requirements for managing and reporting information
security incidents.

© Neola 2023
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8442 - REPORTING ACCIDENTS

The Board of Education directs that all reasonable efforts be made to provide a safe learning and working environment for
the students and employees of this District.

To that end, and so that an employee’s legitimate claims for worker's compensation may be expedited, the Board requires
that accidents be reported and evaluated. Any accident that results in an injury, however slight, to a student, employee of
the Board, or a visitor to the schools must be reported promptly and in writing to the District business office. Injured
persons shall be referred immediately to the school nurse or the appropriate supervisor for such medical attention as may
be appropriate. :

The injured employee or visitor or the staff member responsible for an injured student shall complete a form that includes
the date, time, and place of the incident; the names of persons involved; the nature of the injury to the extent that it is
known; and a description of all relevant circumstances.

Any employee of the Board who suffers a job-related injury must report the injury and its circumstances to the principal or
job supervisor, as appropriate, as soon as possible following the occurrence of the injury. The failure of an employee to
comply with this mandate may result in disciplinary action.

If a staff member sustains a workplace injury while s/he is under the influence of alcohol or a controlled substance not
prescribed by his/her physician, s/he may be disqualified for compensation and benefits under the Workers Compensation
Act. If the staff member tests positive or refuses to submit to a test for alcohol and/or other drugs after sustaining a
workplace injury, the employee may dispute or prove untrue the presumption or belief that alcohol and/or other drugs are
the proximate cause of the injury (i.e., rebuttable presumption).

hitps://go.boarddocs.com/oh/twinsoh/Board.nsf/Public?open&id=policies#



8/11/24, 12:35 PM BoardDocs® PL

Twinsburg T

CHTY SCHODL DISTREEE

Book Policy Manual

Section 8000 Operations

Title CONTROL OF NONCASUAL-CONTACT COMMUNICABLE DISEASES
Code po8453

Status Active

Adopted August 9, 1995

8453 - CONTROL OF NONCASUAL-CONTACT COMMUNICABLE DISEASES

The Board of Education seeks to provide a safe educational environment for both students and staff. It is the Board's intent
to ensure that any student or member of the staff who contracts a communicable disease that is not communicated through
casual contact will have his/her status in the District examined by an appropriate panel of resource people and that the
rights of both the affected individual and those of other staff members and students will be acknowledged and respected.

For purposes of this policy, "noncasual-contact communicable disease" shall include:

A. AIDS - Acquired Immune Deficiency Syndrome;

B. ARC - AIDS Related Complex;

C. persons infected with HIV (human immunodeficiency);

D. Hepatitis B;

E. other like diseases that may be specified by the State Board of Health,
In its effort to assist in the prevention and control of communicable diseases of any kind, the Board has established policies
on Immunization, Hygienic Management, and Control of Casual-Contact Communicable Diseases. The purpose of this policy
is to protect the health and safety of the students, District personnel, and the community at large from the spread of the
above-mentioned diseases.
The Board seeks to keep students and staff members in school unless there is definitive evidence to warrant exclusion.
When the Superintendent learns that a student or District employee may be infected with a noncasual-contact
communicable disease, the Superintendent shall immediately convene a review panel consisting of appropriate staff
members, the infected person's physician, and the Summit County Health Department to determine if the initial evidence

warrants exclusion.

If the evidence is not sufficient to justify exclusion, the person shall remain in his/her current school environment unless
there exists a threat to the person's health or safety through exposure to other communicable diseases.

If the County Health Officer determines the evidence indicates the person should be excluded from the school environment,
the person shall be temporarily excluded following due-process procedures as described in the District's administrative
guidelines.

The District shall provide an alternative education program for any student excluded from the school setting as a

consequence of the review panel's decision. Such a program shall be in accordance with the Board's policy and
administrative guidelines on Homebound Instruction.

https://go.boarddocs.com/oh/twinsoh/Board.nsf/Public?open&id=policies# 1/2



8/11/24, 12:35 PM BoardDocs® PL

When the Superintendent learns that a disabled student may be infected with a noncasual-contact communicable disease,
the L.E.P. Team will serve as the District's representative on the communicable disease review panel which will be convened
within forty-eight (48) hours.

The rights of any affected student, as well as those of any affected staff member, shall be protected in accordance with
Federal and State laws on privacy, confidentiality, and due-process. In addition, the exclusion of any staff member from the
District by the County Health Officer's decision will be done in accord with relevant sections of Ohio statutes concerning sick
leave.

Further, it is the Board's policy that all students and staff members should maintain normal contact with an affected student
or staff member whose continued presence in the school setting has been determined by this process.

The Board directs the Superintendent to develop an educational program in accordance with Ohio Statute that will ensure
proper instruction of students, professional staff, and classified staff on the principal means by which noncasual-contact
communicable diseases are transmitted, as well as how they are not transmitted, and the more effective methods for
restricting and/or preventing these diseases.

The Superintendent shall include in this program those educational materials which advocate prevention through
abstinence.

https://go.boarddocs.com/oh/twinsoh/Board.nsf/Public?opendid=policies# 2/2



8/11/24, 12:36 PM BoardDocs® PL

7
Twinsburg T‘é*

CITY SCHOOL BISTHICY

Book Policy Manual

Section 9000 Relations

Title PUBLIC ATTENDANCE AT SCHOOL EVENTS
Code po9160

Status Active

Adopted August 9, 1995

Last Revised June 5, 2024

Prior Revised Dates 5/15/2002, 4/21/2011, 3/7/2012, 9/6/2017

9160 - PUBLIC ATTENDANCE AT SCHOOL EVENTS

The Board of Education welcomes and encourages members of the community to attend athletic and other public events
held by the schools in the District. Due to the need to maintain order and preserve the facilities of the District during the
conduct of such events, the Board retains the right to bar the attendance of or remove any person whose conduct may
constitute a disruption at a school event. School administrators are expected to call law enforcement officials if a person
violates posted regulations or does not leave school property when reasonably requested. In accordance with Board Policy
7440 and AG 7440B, administrators may use metal detectors and other devices to protect the safety and well-being of
participants and visitors.

For all school-affiliated events where admission is charged, cash shall be accepted as a method of payment. If concessions
are offered, there will be at least one (1) concession stand that will accept cash. If concessions are sold on multiple floors,
then at least one (1) location on each floor will accept cash. Persons who receive cash at designated collection points will
deposit the cash with the Treasurer/CFO on the next business day of receipt in accordance with Policy 6600.

No alcoholic beverage or other controlled substance may be possessed, consumed, or distributed at any function sponsored
by the District and/or at any function occurring on Board property.

Raffles and similar forms of fund-raising by District-related organizations may be permitted by the Superintendent in
accordance with Policy 9211 - District Support Organizations and Policy 9700 - Relations with Special Interest Groups.

No qualified person with a disability will, because the District's facilities are inaccessible to or unusable by persons with
disabilities, be denied the benefits of, be excluded from participation in, or otherwise be subjected to discrimination under
any program or activity to which Section 504/ADA applies.

For facilities constructed or altered after June 3, 1977, the District will comply with applicable accessibility standards. For
those existing facilities constructed prior to June 3, 1977, the District is committed to operating its programs and activities
so that they are readily accessible to persons with disabilities. This includes, but is not limited to, providing
accommodations to parents with disabilities who desire access to their child's educational program or meetings pertinent
thereto.

If a student or adult is asked to leave or is removed from a school event, no admission fees shall be refunded.

Individuals with disabilities shall have an equal opportunity to purchase tickets for events that have been sanctioned or
approved by the Board in accordance with the provisions of the Americans with Disabilities Act, as amended.
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Further, in accordance with the provisions of the Americans with Disabilities Act, as amended, the Board shall permit
individuals with disabilities to be accompanied by their service animals in all areas of the District's facilities where members
of the public, as participants in services, programs or activities, or as invitees, are allowed to go. (See Policy 8390)

Smoking and/or the use of tobacco and/or tobacco substitute products is prohibited at any time within any enclosed facility
owned, leased, or contracted for by the Board, and in areas directly or indirectly under the control of the Board immediately
adjacent to locations of ingress or egress to such facilities. For purposes of this policy, "use of tobacco" means to chew or
maintain any substance containing tobacco, including smokeless tobacco, in the mouth to derive the effects of tobacco, as
well as all uses of tobacco, or tobacco substitutes, including cigars, cigarettes, pipe tobacco, chewing tobacco, snuff, any
other matter or substances that contain tobacco or nicotine (including synthetic nicotine), in addition to papers used to roll
cigarettes, and/or smoking of electronic, "vapor," or other substitute forms of cigarettes, clove cigarettes, and any other
smoking devices for burning tobacco or any other substances (see Policy 7434).

Such prohibition also applies to school grounds and any school-related event.

The Board is aware of the increasing desire of many parents and other members of an audience to make audio and/or video
recordings of school events.

Such recordings can be made by parents or other members of the audience without restriction if the performance is not of
copyrighted material. However, if the performance is of copyrighted material, a recording can be made if the appropriate
license authorizing such a recording has been secured in advance by the District. If the performance is of copyrighted
material and the necessary license has not been secured in advance by the District, the audience shall be advised before
the performance begins that audio and/or video recordings that will be re-broadcast or distributed in any way, such as
posting on the internet, are prohibited.

The Board authorizes the Superintendent to establish rules and procedures governing the use of nondistrict audio/visual
recording equipment at any District-sponsored event or activity. Such ruies are to be distributed in such a manner that
members of the audience who wish to record the event are aware of the rules early enough to make proper arrangements
to obtain their recordings without causing delay or disruption to an activity.

Any person or organization seeking to film students or a school activity which is not a public event must obtain prior
permission from the Superintendent.

All notices, signs, schedules, and other communications about school events must contain the following statement:

"In accordance with State and Federal law, the District will provide reasonable accommodations to persons with disabilities
who wish to attend and/or participate in school events. Such individuals should notify the Business Manager if they require
a reasonable accommodation."”

Revised 5/15/02
Revised 4/21/11
Revised 3/7/12
Revised 9/6/17
Revised 2/21/24
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Legal R.C. 955.43, 1716.02, 1716.03
R.C. 3313.5319
28 C.F.R, Part 35
29 U.S.C. 794, Section 504 of the Rehabilitation Act of 1973, as amended
34 C.F.R. Part 104
42 U.S. C. 12101 et seq., Americans with Disabilities Act of 1990, as amended
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