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EE* Transportation Services Management
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* Denotes topicsiot covered by Board policy.



SUPPORT SERVICES GOALS

Support services are essential to the educationgtgam. The Board serves as trustee of District
facilities and overseer of school operations ferphlrpose of providing the facilities and services
which support a thorough and efficient educatiguragram.

In order to provide support services for the ovexdlicational program, the Board develops
goals that include a:

1. safe and pleasant physical environment fohiegcand learning for the school
community through the continual evaluation of theilities;

2. transportation program for the safe transpgrdihstudents to and from school,

3. food services program which supports nutrittmough participation in the National
Child Nutrition Programs and

4. safety program which evaluates personnel, imgt] vehicles, equipment and supplies
to maintain a safe environment and to minimizeetfects of a disaster.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

CROSS REFS.: EB, Safety Program
EBC, Emergency/Safety Plans
EEA, Student Transportation Services
EF, Food Services Management
EFB, Free and Reduced-Price Food Services

Blanchester Local School District, Blanchester,dhi



SAFETY PROGRAM

The Board is concerned with the safety of all stisleemployees and members of the school
community present on District property and at afitfict-sponsored events at other sites. The
Board directs the administration to develop a ygiedbgram that is reviewed on an annual basis.

The Superintendent/designee has responsibilitthiosafety program of the District and
develops written procedures to comply with all &gaddle Federal and State laws aladulations.

The practice of safety is also a part of the irdtomal plan of the District through educational
programs. The educational program includes in8tmién traffic and pedestrian safety, fire
prevention, in-service training and emergency pilaces appropriately geared to students at
different grade levels.

All staff is encouraged to participate in theffety practices of the District by providing
recommendations that ensure a safe environmeatlfor

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: Public Employment Risk Reduction ADIRRC 4167.01 et seq.
ORC 2744
3313.60; 3313.643
3707.26
3737.73
OAC 3301-35-06

CROSS REFS.: EA, Support Services Goals
EEAC, School Bus Safety Program
GBE, Staff Health and Safety
IGAE, Health Education
JHF, Student Safety

Blanchester Local School District, Blanchester,dhi



REPORTING OF HAZARDS

The Board is concerned with the safety of studantsstaff and, therefore, complies with all
Federal and State laws and regulations to protedests and staff from known hazards that pose
an immediate risk to health and safety.

Toxic Hazards

Toxic hazards exist in chemicals and other substansed in the school setting such as in
laboratories, science classrooms, kitchens argeiclieaning of rooms and equipment.

The Superintendent appoints an employee to sertheedsistrict’s Toxic Hazard Preparedness
(THP) officer. The THP officer:

1. identifies potential sources of toxic hazardsaoperation with material suppliers who
supply the THP officer with material safety dataats (MSDS);

2. ensures that all incoming materials, inclugmogable containers, are properly labeled
with the identity of the chemical, the hazard waghand the name and address of the
manufacturer or responsible party;

3.  maintains a current file of MSDS for every haoais material present on District
property;

4. designs and implements a written communicgirogram which:
A. lists hazardous materials present on Distniopprty;
B. details the methods used to inform staff andestits of the hazards and

C. describes the methods used to inform contraetmlsheir employees of any
hazardous substances to which they may be exposkaf @any corrective
measures to be employed,;

5. conducts a training program for all District@oyees to include such topics as
detection of hazards, explanation of the healtlaitszto which they could be exposed
in their work environment and the District's plan fommunication, labeling, etc. and

6. establishes and maintains accurate record=afdr employee at risk for occupational
exposure including name, Social Security numberatigs B vaccine status, results of
exams, medical testing and follow-up proceduregkposure incidents and other
information provided by and to health care profesals.
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In fulfilling these responsibilities, the THP oficmay enlist the aid of county and municipal
authorities and others knowledgeable about poteotiec hazards.

Asbestos Hazards

In its efforts to comply with the Asbestos Hazarddfgency Response Act, the Public
Employment Risk Reduction Act (PERRA) and the Aste#&\batement Contractors Licensing
Act, the Board recognizes its responsibility to:

1. inspect all District buildings for the existenaf asbestos or asbestos-containing
materials;

2. take appropriate action based on the inspes;tion
3. establish a program for dealing with friablbestos, if found;

4. maintain a program of periodic surveillance argpection of facilities or equipment
containing asbestos and

5. comply with EPA regulations governing the tiaogation and disposal of asbestos and
asbestos-containing materials.

The Superintendent appoints a person to developnaplément the District's Asbestos-
Management Program, which ensures proper compliaithd=ederal and State law and the
appropriate instruction of staff and students.

The Superintendent also ensures that, when comduasbestos abatement projects, each
contractor employed by the District is licensedspant to the Asbestos Abatement Contractors
Licensing Act.

Occupational Exposure Training

Employees with occupational exposure should padieiin a training program at the time of
their assignment to tasks where occupational expasay occur.

Follow-up training for employees is provided onaryatfter their initial training. Additional
training is provided when changes such as modidfinatof tasks and procedures or institution of
new tasks and procedures affect employees’ ocautexposure.

A record of attendance at occupational exposuneitigais completed and maintained by the

THP officer following each training sessioihese records are maintained for three years from
the date of the training.
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Records Availability

All records required to be maintained are madelabig@ upon request for examination and
copying by the employee, employee representatindsiader the provisions of PERRA.
Medical records, however, are not made availabriployee representatives or other persons
without written consent of the employee.

Other Conditions Injurious to the Safety or HealftBuilding Occupants

In addition to the reporting of toxic hazards, Bward directs the Superintendent/designee to
comply with all board of health inspections to eestinat conditions injurious to the safety or
health of persons on District property are minirdize

During a board of health inspection, each builgingcipal/designee provides:
1. access to the building and grounds during eggdhool hours;

2. arecord of inspections of the school groumdskauildings for dangerous and recalled
products;

3. any records or other information the boardedlth considers necessary to evaluate the
health and safety of the school and

4. arepresentative who accompanies the sanitduang the course of the inspection,
with advance notice from the board of health.

Liability Disclaimer

Nothing in this policy should be construed in argyvas an assumption of liability by the Board
for any death, injury or iliness that is the congaece of an accident or equipment failure or
negligent or deliberate act beyond the controhefBoard or its officers and employees.

[Adoption date: October 15, 2012]
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LEGAL REFS.: 29 CFR 1910.1030
Asbestos School Hazard Abatement Act; 20 USC 40 E&g.
Asbestos Hazard Emergency Response Act; 15 USC eteeq.
Comprehensive Environmental Response, Compensatibihiability Act;
42 USC 9601 et seq.
ORC 3313.643; 3313.71; 3313.711
3707.26
4113.23
4123.01 et seq.
Public Employment Risk Reduction Act; ORC 4167.0%ex.

CROSS REFS.: EB, Safety Program
EBBC, Bloodborne Pathogens
EBC, Emergency/Safety Plans
ECG, Integrated Pest Management
GBE, Staff Health and Safety

4 0f 4
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FIRST AID

The school nurse develops guidelines for the emesgeare of any student or staff member who
is injured or becomes ill at school or while enghgea school-sponsored activity. The
guidelines are reviewed by the Board prior to impatation.

The guidelines provide for at least one persorashéuilding to have special training in first
aid. In the case of an emergency involving a stydbe emergency medical authorization form
is followed and efforts are made to contact thepguardian.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 2305.23
3301.56
3313.712

OAC 3301-27-01; 3301-35-06

CROSS REFS.: EB, Safety Program
EBBC, Bloodborne Pathogens
EBC, Emergency/Safety Plans
IGD, Cocurricular and Extracurricular Activities
JHCD, Administering Medicines to Students
Emergency Medical Authorization Form
Staff Handbooks
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FIRST AID

The following requirements shall be adhered tolbgexrsonnel.

1.

A school nurse or other trained person is nesiide for administering first aid in each
building. Although each nurse is assigned a schogtoup of schools for providing
regular nursing services, a nurse is subject idrcath any school if needed. An
emergency medical service will be called in casseoifous illness or injury.

The parents of all students are asked to sigrsabmit an emergency medical
authorization form which indicates the procedueytivish to be followed in the event
of a medical emergency involving their child. Tbems are kept readily accessible in
the health center of each school.

Only emergency care and first aid are provid&ghysician or nurse provides training
for first-aid treatment and emergency care forasitypes of illness and injury. Use
of medications is limited to topical applicatiorsdirected by a physician for certain
types of injuries or to such medication as mightehlaeen officially authorized for an
individual student.

In cases in which the nature of an illnessmingury appears serious, the parent(s) are
contacted and the instructions on the student’'sgeney card are followed. In
extreme emergencies, arrangements may be madstiodent’'s immediate
hospitalization whether or not the parent(s) canglaehed.

No elementary student who is ill or injuregd&nt home alone. Junior and senior high
students may be sent home if the illness is mindrthe parents, who have authorized
such dismissal on the emergency medical forms, haea informed in advance.

Board-approved procedures are followed to gagainst athletic injuries and to
provide care and emergency treatment for injurbbbtes. Coaches meet all
requirements of the State Board of Education.

(Approval date: October 20, 1997)
(Re-approval date: October 15, 2012)
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BLOODBORNE PATHOGENS

Staff and students incur some risk of infection @linéss each time they are exposed to bodily
fluids or other potentially infectious material/hile the risk to staff and students of exposure to
body fluids due to casual contact with individuialshe school environment is very low, the
Board regards any such risk as serious.

Consequently, the Board directs adherence to wallgrecognized precautions. Universally
recognized precautions require that staff and stisdepproach infectiocontrol as if all direct
contact with human blood and body fluids is knowée infectious for HIV, HBV, HCV and/or
other bloodborne pathogens.*

To reduce the risk to staff and students by miningior eliminating staff exposure incidents to
bloodborne pathogens, the Board directs the Supedent to develop and implement an
exposure control plan. This plan must be reviewrd updated at least annually in accordance
with Federal law.

The plan includes annual in-service training faffshind students, first-aid kits in each school
building and each student transportation vehiald, @rrect procedures for cleaning up body
fluid spills and for personal cleanup.

Training is followed by an offer of immunization tihepatitis B vaccine for all staff who are
required to provide first aid to students and/affstThe vaccine is also offered to all staff who
have occupational exposure as determined by thénedrator.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: 29 CFR 1910.1030
ORC 3707.26
Public Employment Risk Reduction Act; ORC 4167eD%eq.

CROSS REFS.: EBBA, First Aid
EBC, Emergency/Safety Plans
JHCC, Communicable Diseases/Conditions

* Bloodborne pathogens are pathogenic microorgasitsrat are present in human blood and can

cause disease in humans. These include, but alenited to, hepatitis B virus (HBV), hepatitis
C virus (HCV) and human immunodeficiency virus (hlIV

Blanchester Local School District, Blanchester,dhi
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EMERGENCY/SAFETY PLANS

The Board acknowledges that the safety and wellpeirstudents and staff are high priorities.
Although emergencies cannot be predicted, effegtregention and management strategies are
used to minimize the effects of emergency situatianising in the District.

An emergency is defined as an event which thredtenactual safety and security of students,
employees or visitors of the District or whose itphireatens the feeling of safety and security,
both of which are detrimental to a positive leagnémvironment. Emergencies include, but are
not limited to, fire, natural disasters, medicaleegencies, industrial accidents, suicide, death of
a student or employee, acts of violence, traumaemadrism.

Comprehensive School Safety Plans and Drills

The Board directs the Superintendent/designeegjogpe emergency/safety plans for use by staff
and students. The plans are posted in each atessand other areas accessible to staff and
students.

The comprehensive safety plan sets a protocolddressing and responding to serious threats to
the safety of the school property, students, statfjnteers and visitors. Each protocol includes
procedures deemed appropriate by the Board or gmggauthority for responding to threats and
emergency events including, but not limited to jffaattion of appropriate law enforcement
personnel, calling upon specified emergency resppessonnel for assistance and informing
parents of affected students.

State law determines the type and number of dhiésDistrict must conduct in order to
adequately prepare staff and students for emergetugtions. Drills provide both students and
staff with practice in responding to emergency dooals should such conditions occur.

A copy of each school building’s current comprelensafety plan and blueprint is filed with
the law enforcement agency that has jurisdictiosr tre school building and, upon request, the
fire department that serves the political subdonsin which the school building is located. A
copy of each school building’s current comprehemsiafety plan and floor plan is filed with the
Ohio Attorney General. The floor plan is used lsaby law enforcement responding to an
emergency in the building and is not a public rdcor

The administration reviews the plan annually, cdesng the most current information dealing
with the subjects, as well as making relevant imation about the plan known to the
community. When the comprehensive safety plasésipassessment of the way the emergency
was handled is completed by the Board and the ashrdtion. Suggestions for improvement, if
necessary, are solicited from all stakeholders.
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Although the plan is reviewed annually, State laguires the District's comprehensive safety
plan to be updated every three years and withide88 whenever a major modification to an
individual school building necessitates changaban building’s plan.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 149.433
2305.235
2923.11
3301.56
3313.20; 3313.536; 3313.717; 3313.719
3314.03; 3314.16
3701.85
3737.73; 3737.99
OAC 3301-35-06

CROSS REFS.: EBAA, Reporting of Hazards
EBBA, First Aid
EBBC, Bloodborne Pathogens
ECA, Buildings and Grounds Security
ECG, Integrated Pest Management
EEAC, School Bus Safety Program
EF, Food Services Management
EFB, Free and Reduced-Price Food Services
EFH, Food Allergies
GBE, Staff Health and Safety
JHCD, Administering Medicines to Students
JHF, Student Safety
KBCA, News Releases
KK, Visitors to the Schools
Emergency/Safety Plans Handbook
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EMERGENCY/SAFETY PLANS
(Administrative Rules/Protocols)

The Board directs the Superintendent/designeegiogpe and maintain comprehensive
emergency/safety plans and administrative rulesdpads regarding the topics listed below. The
rules/protocols are kept in the central office praduced during board of health inspections.

Administrative Rules/Protocols

1. Alist of dangerous or recalled products.

2. Radon rules or protocols including evidencé #a&h school has been built radon
resistant or has been tested for radon within #st five years.

3. An asbestos management plan including evidehicespection for asbestos within
three years, evidence of periodic surveillance iwithe past six months and a copy of
the yearly written notice to the public referencasipestos inspection and the
availability of the asbestos management plan faere.

4. A school-wide safety or crisis management pharnch provides a protocol for
responding to any emergency events and a protoceiding for immediate
notification to the appropriate fire department @&odrd of health in the event of any
spill or release of a hazardous substance on sgnoohds.

5. Guidance regarding bloodborne pathogen riskataah.

6. Procedures for administering medications tdestts.

7. A written comprehensive safety plan addressing:

A. safety management accountabilities and strasegi

B. safe work practices;

C. accident analysis procedures;

D. job safety analysis procedures;

E. safety committees and employee involvementegies;
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10.

11.

12.

13.

14.

15.

1
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F. employee safety and health training;

G. treatment of sick or injured workers;

H. safety and health hazard audits;

I.  ergonomics;

J.  transportation safety;

K. identification and control of physical hazards;

L. substance abuse;

M. school violence prevention and

N. personal protective equipment.

A written chemical hygiene plan, which setdHgrocedures, equipment, personal
protective equipment and work practices that apaloke of protecting employees and
students from the health hazards of chemicalsarstool.

Material safety data sheets for every hazardbamical used in each school building
or on the school grounds for cleaning, maintenamdestruction. (These must be kept
where the chemicals are stored in addition to thanoffice of each building.)
Protocols on staff and student hand washing.

No-smoking signs.

The District’s integrated pest managementoli

Protocols for using automated external deféars (AEDS).

Protocols for responding to in-school crisesluding student crime, suicide, death of a
student or employee, acts of violence (includingnbdhreats and school intruders),

trauma, accidents and/or terrorism.

Protocols for the management of students Ngthreatening allergies.

(Approval date: October 15, 2012)
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EMERGENCY CLOSINGS

The Superintendent may close the schools, disrigests early or delay the opening of schools
in the event of hazardous weather or other emergemaich threaten the safety or health of
students or staff members. It is understood tleSuperintendent takes such action only after
consultation with transportation and weather autiest

In the event that the Superintendent/designeeat®the school day by no more than two hours
due to hazardous weather, either at the beginrmitigeoend of the given school day, that day will
not be designated a calamity day.

Parents, students and staff members are informédie@ach school year of the method of
notification in the event of emergency closinggarly dismissals.

Prior to September 1 of each year, the Board adopsolution specifying a contingency plan
under which the students make up days the schawis elosed because of calamity days. These
make-up days are beyond the number of calamity pleysded for by law.

The contingency plan cannot in any way conflictwtie collective bargaining agreement.
The District may make up calamity days by incregsire length of one or more school days in

increments of one-half hour.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 3313.48; 3313.482313.642
3317.01
3737.73
OAC 3301-35-06

CROSS REFS.: EBC, Emergency/Safety Plans
ID, School Day

CONTRACT REFS.: Teachers’ Negotiated Agreement
Classified Staff Negotiated Agreement

Blanchester Local School District, Blanchester,dhi
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PROTECTION FOR REPORTING SAFETY AND FRAURIOLATIONS
(Whistleblowers)

The Board is concerned with the safety of everymesent on District property and has directed
the Superintendent/designee to develop and maiateemprehensive safety plan, in accordance
with State law, that addresses potential safetiesshat may arise within the District.

In addition to the comprehensive safety plan, stebers are encouraged to participate in the
safety practices of the District by providing recoendations that ensure a safe environment for
all.

The Board also is concerned with the preventiofmaafd, including the misuse and
misappropriation of public money, and, in accordawith State law, shall provide information
to all staff members about the fraud reportingesyséestablished through the Auditor of State.

The Board shall put forth itsest efforts in prevention and correction of saetg fraudssues;
howeverthere may be times when swdblations may occur. Staff members who reporséhe
violations in good faith have the right to do saheut any retaliation by the Board, District
administrators or other staff members.

The Board does not condone, nor does it toleratieaet of discrimination, harassment or other
acts of retaliation at any time for the reportirfigafety and fraud violations. Staff members in

violation of this policy will be disciplined in acedance with the negotiated agreement, Board
policy and/or State law.

[Adoption date: October 15, 2012]

LEGAL REFS.: ORC 117.103
124.341
4113.52

CROSS REFS.: EB, Safety Program
EBC, Emergency/Safety Plans
Emergency/Safety Plans Handbook
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PROTECTION FOR REPORTING SAFETY AND FRAUD VIOLATICOS
(Whistleblowers)

State law contains a number of provisions concerthie reporting of safety and fraublations.
The following regulation gives a brief overviewtbese provisions.

A. Safety Violations

1.

Awareness and reporting of a violation

If an employee becomes aware of a violation of taye or Federal law, or any Board
policy or regulation that the District has authpti correct, and the employee
reasonably believes that the violation is a crirhafense that is likely to cause an
imminent risk of physical harm, a public healthsafety hazard, a felony or an
improper solicitation for a contribution, the emyse shall orally notify his/her
supervisor or other responsible administrator efiolation and subsequently file with
the supervisor or administrator a written repoat gorovides sufficient detail to identify
and describe the violation.

Not correcting the violation

If the District does not correct the violation oake a reasonable and good faith effort
to correct the violation within 24 hours after tral notification or the receipt of the
report, whichever is earlier, the employee maydileritten report that provides
sufficient detail to identify and describe the atdbn with the city or county prosecutor
where the violation occurred, with a peace offiggth the inspector general if the
violation is within the inspector general’s juristion, or with any other appropriate
public official or agency that has regulatory auityoover the District.

Notifying the employee

If an employee makes a report, the employer, wigditours after the oral notification
was made or the report was received or by the dbbasiness on the next regular
business day following the day on which the ordifitation was made or the report
was received, whichever is later, shall notify éneployee, in writing, of any effort of
the employer to correct the alleged violation azdrd, or of the absence of the alleged
violation or hazard.
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Reporting fellow employees’ violations

If an employee becomes aware of a violation byllavieemployee of any State or
Federal law, any Board policy or regulation or amyk rule or procedure, and the
employee reasonably believes that the violatiaagsminal offense that is likely to
cause an imminent risk of physical harm, a pubdalth or safety hazard, a felony or an
improper solicitation for a contribution, the emyde shall orally notify his/her
supervisor or other responsible administrator efiolation and subsequently shall file
with that supervisor or administrator a writtenoghat provides sufficient detail to
identify and describe the violation.

Retaliation

The District shall not take any disciplinary etaliatory action against an employee for
making any authorized report or having made anyimggpr taken any other action to
ensure the accuracy of any information reported.

The District shall not take any disciplinary orai@tory action against an employee for
making any authorized report if the employee madeaaonable and good faith effort
to determine the accuracy of any information s@regal, or as a result of the
employee’s having made any inquiry or taken angio#ttion to ensure the accuracy of
any information reported.

Disciplinary or retaliatory action by the Distriacludes, but is not limited to:

A. removing or suspending the employee from empkayt;

B. withholding from the employee salary increasesmployee benefits to which the
employee is otherwise entitled,;

C. transferring or reassigning the employee;
D. denying the employee a promotion that othermisald have been received or
E. reducing the employee in pay or position.

Accuracy of reports

The employee shall make a reasonable and goodefiéttt to determine the accuracy
of any information reported. If the employee fadamake such an effort, the employee
may be subject to disciplinary action, includingension or removal, for reporting
information without a reasonable basis to do so.
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7. Leqgal remedies for retaliation

If the District takes any disciplinary or retaliag@ction against the employee as a result
of the employee’s having filed a report, the emptynay bring a civil action in the
Court of Common Pleas for appropriate injunctieefer for the remedies set forth in
the next paragraph, or both, within 180 days dfterdate the disciplinary or retaliatory
action was taken.

The court, in rendering a judgment for the employeay order, as it determines
appropriate, reinstatement of the employee to @ingesposition that the employee held
at the time of the disciplinary or retaliatory actiand at the same site of employment or
to a comparable position at that site, the payraéhtack wages, full reinstatement of
fringe benefits and seniority rights or any combimaof these remedies.

The court also may award the prevailing party et portion of the costs of litigation
and, if the employee who brought the action prevailthe action, may award the
prevailing employee reasonable attorney’s fees)asi fees and fees for experts who
testify at trial, in an amount the court determiappropriate. If the court determines
that the District has deliberately retaliated, ¢bart, in making an award of back pay,
may include interest.

B. Fraud Violations

1. Reporting of a fraud violation

If an employee becomes aware of fraud, includirgmisuse of public resources by a
public office or public official, the employee méle a written report identifying the
fraud or misuse with his/her supervisor or respgaasadministrator or file a complaint
with the Auditor of State’s fraud-reporting system.

If an employee reasonably believes that the faaudisuse of public resources is a
criminal offense, the employee may, besides fiimgport with his/her supervisor or
responsible administrator or with the Auditor o&tets fraud-reporting system, report it
to a prosecuting attorney, director of law or chégfal officer with the appropriate
jurisdiction.

2. Retaliation
The District shall not take any disciplinary actiagainst an employee for filing a report

if the employee made a reasonable effort to detegrtiie accuracy of any information
in the report.
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Disciplinary or retaliatory action by the Districicludes, but is not limited to:
A. removing or suspending the employee from eympknt;

B. withholding from the employee salary increaseemployee benefits to which the
employee is otherwise entitled,;

C. transferring or reassigning the employee;
D. denying the employee a promotion that otheswisuld have been received or
E. reducing the employee in pay or position.

3. Legal remedies for retaliation

If the District takes any disciplinary or retaligg@ction against the employee as a result
of the employee’s having filed a complaint or réptite employee may file an appeal
with the State Personnel Board of Review withirda@s after receiving actual notice

of the District’s action.

The Board shall immediately notify the District astubll hear the appeal. The Board
may affirm or disaffirm the action of the Distriot may issue any other order as is
appropriate. The order is appealable to the Gufu@ommon Pleas.

(Approval date: October 15, 2012)
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PROTECTION FOR REPORTING SAFETY AND FRAUD VIOLATICS
(Whistleblowers)

Example language regarding the Auditor of Statelad-reporting system

The Ohio Auditor of State’s office maintains a gystfor the reporting of fraud, including
misuse of public money by any official or officéhe system allows all Ohio citizens, including
public employees, the opportunity to make anonynumumsplaints through a toll free number, the
Auditor of State’s website, or through the Unitadt&s mail.

Auditor of State’s fraud contact information:
Telephone: 1-866-FRAUD OH (1-866-372-8364)
US Mail: Ohio Auditor of State’s office

Special Investigations Unit

88 East Broad Street

P.O. Box 1140

Columbus, OH 43215

Web: www.ohioauditor.gov
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PROTECTION FOR REPORTING SAFETY AND FRAUD VIOLATICS
(Whistleblowers)

Acknowledgement of receipt of Auditor of State flaneporting system information

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

Each new employee has 30 days after beginning ¢mglot to confirm receipt of this
information.

By signing below you are acknowledging (insert pribmployer) provided you information
about the fraud-reporting system as described biidel117.103(A) of the Revised Code, and
that you read and understand the information pexlidYou are also acknowledging you have
received and read the information regarding Sed®h341 of the Revised Code and the
protections you are provided as a classified ofasstfied employee if you use the before-
mentioned fraud-reporting system.

I , have read the information provided by my emgpt regarding the
fraud-reporting system operated by the Ohio AudifoBtate’s office. | further state that the
undersigned signature acknowledges receipt ofrtfosmation.

Print Name, Title, and Department

Please Sign Name Date
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BUILDINGS AND GROUNDS SECURITY

Buildings and grounds constitute one of the greateestments of the Board. It is in the best
interest of the District to protect such investnsent

Security includes maintenance of a secure buildimd)protection from fire hazards, faulty
equipment and unsafe practices in the use of @altplumbing and heating equipment. The
Board shall cooperate with local law enforcemermnages and fire departments and with
insurance company inspectors.

Access to buildings and grounds outside of regegapol hours is limited to personnel whose
work requires such access. A security controlesyss established which limits access to
buildings to authorized personnel and guards agairsance to buildings by unauthorized
persons.

Surveillance Equipment

The Board recognizes the District’'s responsibiiitynaintain order and discipline on school
property and in school vehicles. Recognizing thieie of electronic surveillance systems in
monitoring activity, the Board directs the admirasibn to develop regulations to implement the
surveillance program. The regulations must beommiance with law to protect the privacy
rights of students and staff.

1. Cameras

Surveillance cameras may be used both insid@atside of buildings to assist in the
security of students, staff and property.

2. Metal Detectors

The administration is authorized to use statipwamobile metal detectors at its
discretion. The Board directs the administratmaévelop regulations for the use of
detectors.

Any search of a student’s person as a resulttofagion of the detector is conducted in
private.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]
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File: ECA

LEGAL REFS.: The Elementary and Secondary Educaiicin20 USC 1221 et seq.
Family Educational Rights and Privacy Act; 20 US€xtion 12329
U.S. Const. Amend. IV
ORC 3313.20

CROSS REFS.: EBC, Emergency/Safety Plans
EEACCA, Video Cameras on Transportation Vehicles
JFC, Student Conduct (Zero Tolerance)
JFCJ, Weapons in the Schools
JFG, Interrogations and Searches
JO, Student Records
KK, Visitors to the Schools
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BUILDINGS AND GROUNDS SECURITY

The Board recognizes the value of electronic sllargie systems in monitoring activity on
school property and in school vehicles in protegtime health, welfare and safety of its students
and staff. Carefully weighing the rights of privaaf students and staff against the District's duty
to maintain order and discipline, the Board auttesithe use of electronic surveillance systems.

Cameras

1.

The administration notifies its students aradf shat camera surveillance may occur on
school property or in school vehicles. Notices@aeed in student and staff
handbooks.

The use of cameras in transportation vehislassipervised by the building principals
and the transportation supervisor.

The use of cameras is subject to District pediconcerning the confidentiality of
student and staff records.

Surveillance cameras are used only to pronhat@tder, safety and security of students,
staff and property.

Portable Metal Detectors

If the District determines that the use of metdakdwrs is necessary, notices will be posted at
each main doorway and in student handbooks exptathiat weapons are not permitted at
school and that students may be required to subnaitmetal detector check.

1.

Prior to beginning metal detector checks, aniatrator or law enforcement officer
explains the process to the student body, emphgsilaat checks are intended to
maintain a safe school environment.

The administrator or officer checks each stubgrvisually searching his/her locker
and having them bring contents to a checkpoint.

The administrator or officer will ask the stat& remove all metal-containing objects
from his/her clothing and personal effects. Theiagstrator/officer scans the student
without touching him/her, as well as the studgmtisonal effects. If the student
refuses to cooperate, the administrator/officer prageed with the check in the
presence of another adult.
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File: ECA-R

4. If the metal detector is activated during stagof the student's effects, the
administrator/officer opens the student's bag,guetc. and looks for weapons. If the
detector is activated during scanning of the sttisi@erson, the student is given a
second opportunity to remove any metal-containiojga from his/her person.

5. If the metal detector is again activated, aesaex administrator/officer conducts a pat-
down search of the student's outer clothing iratlea where the metal detector was
activated. If the administrator/officer feels drjext on the student's person, the student
IS given an opportunity to remove the object.h# student refuses, the
administrator/officer escorts the student intoiggie room and removes the object
from the student in the presence of an adult witréshe same sex.

6. If a properly conducted search yields a weagpamy other illegal material, it is turned
over to the proper legal authorities for ultimaigpasitions.

(Approval date: October 15, 2012)
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VANDALISM

Parents and students are made aware of the leggdqoences of vandalism. Students,
employees and citizens of the District are urgeport any incidents of vandalism to property
belonging to the District together with the namefsthe person(s) believed to be responsible.
The Board may offer a reward for information leapia the arrest and conviction of any person
who steals or damages Board property.

The Superintendent is authorized to sign a cringoahplaint and to press charges against
perpetrators of vandalism against school propertye Superintendent is further authorized to
delegate, as he/she sees fit, authority to sigh samplaints and to press charges.

Any student found guilty of any form of vandalismdefacement of school property may be
subject to suspension or expulsion.

Parents are liable up to the amount provided byftahe willful destruction of property by a
minor in their custody or control. If parents &and liable for monetary damages and are
unable to make restitution, the Board may allowgheents and/or students to perform
community service for the District instead of repent of the damages.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 2909.05
3109.09
3313.173
3737.73; 3737.99

CROSS REFS.: JG, Student Discipline
JGA, Corporal Punishment
JGD, Student Suspension
JGDA, Emergency Removal of Student
JGE, Student Expulsion
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ENERGY CONSERVATION

Measures should be taken to conserve energy im trggotect natural resources and to
minimize the District’'s expenditures for costs aéegy consumption. The Superintendent,
supported by the school staff, develops and imptesn@perating procedures to reduce energy
consumption in the schools. The Board also dirk&sSuperintendent and the staff to
continually assess the consumption of energy ariée mecommendations for improved use of
energy resources.

One major component of the District’s energy manag# plan is periodic building energy
audits which may take into consideration the:

1. type of construction of the building;
2. mechanical systems (heating, cooling, ventifgti
3. lighting and use of glass;
4. use of the building (during the day, after sthevenings or weekends);
5. utility bills or measurement of fuel consumed;
6. local weather;
7. age of the building;
8. floor space and
9. condition of insulation.
The Board may approve the purchase and installafiemergy conservation measures via shared

savings and/or installment contracts. The Boary dispense with competitive bidding in
awarding such contracts in accordance with law.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 133.06(G)
3313.372; 3313.373; 3313.46(B)(3)

CROSS REFS.: DJC, Bidding Requirements
FL, Retirement of Facilities

Blanchester Local School District, Blanchester,dhi



INTEGRATED PEST MANAGEMENT

The Board is committed to providing students wigaé learning environment free of pests,
pesticides and other harmful chemicals through &olopf an integrated pest management
policy. The goals of the District’s integrated pemnagement program are to:

1. provide the healthiest learning environmenspne by preventing unnecessary
exposure of studensnd staff to toxic pesticides;

2. promote safer alternatives to chemical peggighile preventing economic and health
damage caused by pests;

3. ensure that clear and accurate notificatiorteoning the use of pesticides is given so
that measures may be taken to prevent and addessprpblems effectively without
endangering the health of those within the schaddimg and

4. reduce the need for reliance on chemical pdssc

The Board directs the administration to developl&iipns that detail cost-effective strategies
that reduce the use of pesticides that pose hesltthto students and staff. The regulations must
include procedures for the identification of pestsl conditions that attract pests, prevention and
monitoring techniques, education and training, aped least toxic chemical use and
prenotification of chemical use.

Parents of minor students, adult students andetafflled or employed at the school may
request to receive prior notification of schedudedvice visits by pesticide businesses in which
pesticides may be applied, or of scheduled pestigpplications by licensed schools employees.

In order to keep the facilities and grounds sdife administration may investigate a variety of
chemical and nonchemical methods that are designeahtrol pests effectively while
minimizing potential exposure to students and staff

[Adoption date: October 15, 2012]

LEGAL REFS.: Public Employment Risk Reduction AGRRC 4167.01 et seq.
ORC 921.01; 921.06; 921.16; 921.18
OAC 901:5-11-14 and 5-11-15

CROSS REFS.: EB, Safety Program
EBAA, Reporting of Hazards
EBC, Emergency/Safety Plans
GBE, Staff Health and Safety
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File: ECG-R-1

INTEGRATED PEST MANAGEMENT
(Site Plan)

The District’s integrated pest management (IPMppam applies to school personnel involved
in developing and implementing IPM activities famagricultural uses. Persons responsible for
developing and implementing IPM activities shall:

Comprehensive Site Assessment

Conduct a comprehensive site assessment thatfidsrikie:
1. conditions producing or that could producepbst problem, including pest entry spots;

2. type and extent of pest activity, which maydeé&érmined through the use of monitoring
devices and

3. potential impacts of pests on humans, domasimals and the environment.

Service Plan Determination

Determine, in conjunction with the entity contratteith for pest management services:
1. measures that aid in long-term prevention, iaion or control of pests;
2. priorities for pest control and elimination;
3.  whether chemical control is necessary to prgwtiminate or control pests and

4. the most effective measures, application prtsdaicd methods to control pests while
minimizing exposure to humans, domestic animalsthadnvironment.

Ongoing Monitoring and Assessment

Establish, with the entity contracted with for pggtnagement services, a strategy, schedule and
specific recommendations for ongoing site moniand assessment to resolve short- and
long-term control or elimination of pest problems.
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File: ECG-R-1

Evaluation and Re-Assessment

Evaluate the results of implementing the IPM attiin accordance with the time frame agreed
upon with the contracted entity for pest managemsentices. The evaluation includes
re-assessment of the site and considers whether:

1. correction of conditions was completed andatiffe;
2. methods used to prevent, control or eliminagpat the site were effective;

3. risks of exposure to humans, domestic aninradstiae environment were sufficiently
minimized and

4. other measures, products or methods shoultideen for future pest management and
control.

(Approval date: October 15, 2012)
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File: ECG-R-2

INTEGRATED PEST MANAGEMENT
(Use of Pesticides)

The following guidelines are used by District stafid contractors when pesticides or alternative
pest-control products are used.

Pesticide Use When School Is Not in Session

Pesticides will be applied on or in classroom hodg only if they are applied for the longer of
four hours or the minimum time specified on thetigete’s label:

1. prior to the beginning of the school day;
2. after the school day has concluded or
3.  when school is not in session under the scbalehdar established by the Board.

Pesticide Use When School Is in Session

Pesticides will only be applied on or in classrdmmidings when school is in session, provided
that:

1. persons other than the applicator and necesshopl staff are not scheduled to be in
the treatment area during treatment, and for thgdoof four hours or the minimum
time specified on the pesticide’s label, as meakfrmm the time the pesticide
application is complete and

2. the entrance to the area where the pesticidepked is posted with a sign including the
following:

A. the sign shall measure at least 8 %2 inchesllipdhes and

B. the sign is printed with letters at least lhime height stating: “Pesticide
Treatment Area. Do not enter before (date and titmen re-entry is permitted).”

Exempted Pesticides

The pesticide being used is one of the followind snapplied in strict accordance with the label
instructions:

1. manufactured paste or gel balls;
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5.

6.

File: ECG-R-2

paraffin-based rodent control product placethdustry-identified, tamper-resistant bait
stations;

termite baiting stations;

rodenticides placed in wall voids or other aréeat are inaccessible to humans and
domestic animals;

disinfectants, sanitizers, germicides and amtrobial agents or

dusts used in unoccupied areas of the structure

Pesticide Documentation

Except for the exempt pesticides, if one of thevabmnditions is met, the following information
is provided to the school’s contact person foripek applications as soon as practicable
following the application:

1.

2.

date and time pesticide was applied;

treatment area;

target pests;

brand name and EPA registration number of gdstiapplied and

if applied under the rules for application wisehool is in session, the time or
conditions for re-entering the treatment area asifipd by the label, if specified.

Prior Notification

The District will develop a plan where parents vaglians of minor students, adult students,
faculty and staff who are enrolled or employed meguest and receive prior notifications of
scheduled service visits by businesses in whictigiéss may be applied or scheduled pesticide
applications by licensed school employees.

The District’s plan for prior notification includes

1.

2.

the method of notification as determined bydtieool, which may include but not be
limited to email and listserv methods and

if special circumstances prevent prior nottiima, notification will be made as soon as
possible and the notice shall explain the reasdnsagvance notice was not provided.
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Exempt pesticides need not comply with the notzpiirements.

District Contact, Records and Documentation

The District designates an employee as contacbpdos pesticide application. The District
maintains records and documentation of pesticigdicgiions for inspection during normal

school hours.

1. Records provided to the designated contacbpeage maintained for one year after
application.

2. Documentation that the requested notificatiwase made in compliance with the IPM
plan is also maintained.

(Approval date: October 15, 2012)
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File: EDE

COMPUTER/ONLINE SERVICES
(Acceptable Use and Internet Safety)

Technology can greatly enhance the instructionagam, as well as the efficiency of the
District. The Board recognizes that careful plagns essential to ensure the successful,
equitable and cost-effective implementation of textbgy-based materials, equipment, systems
and networks.

Computers and use of the District network or onfiaevices support learning and enhance
instruction, as well as assist in administrati@@omputer networks allow people to interact with
many computers; the Internet allows people to auewith hundreds of thousands of networks.

All computers are to be used in a responsiblegiefit, ethical and legal manner. Failure to
adhere to this policy and the guidelines below weflult in the revocation of the user’s access
privilege. Unacceptable uses of the computer/netiveclude but are not limited to:
1. violating the conditions of State and Fedexal tlealing with students’ and employees’
rights to privacy, including unauthorized disclasurse and dissemination of personal
information;

2. using profanity, obscenity or other languagéctvimay be offensive to another user or
intended to harass, intimidate or bully other users

3. accessing personal social networking websttesdn-educational purposes;

4. reposting (forwarding) personal communicatiothaut the author’s prior consent;
5. copying commercial software and/or other mateni violation of copyright law;

6. using the network for financial gain, for conmmal activity or for any illegal activity;

7. “hacking” or gaining unauthorized access teottomputers or computer systems, or
attempting to gain such unauthorized access;

8. accessing and/or viewing inappropriate matemal
9. downloading of freeware or shareware programs.

The Superintendent/designee shall develop a pladdeess the short- and long-term technology
needs and provide for compatibility of resource®agnschool sites, offices and other
operations. As a basis for this plan, he/she sxalinine and compare the costs and benefits of
various resources and shall identify the blendofihologies and level of service necessary to
support the instructional program.
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File: EDE

Because access to online services provides coonedb other computer systems located all
over the world, users (and parents of users wharader 18 years old) must understand that
neither the school nor the District can control ¢batent of the information available on these
systems. Some of the information available is mwetrsial and sometimes offensive.

The Board does not condone the use of such matetahployees, students and parents of
students must be aware that the privileges to aam@me services are withdrawn from users
who do not respect the rights of others or who aldfellow the rules and regulations established.
A user’s agreement is signed to indicate the usaksowledgment of the risks and

regulations for computer/online services use. Disrict has implemented technology-blocking
measures that protect against access by both ashatshinors to visual depictions that are
obscene, child pornography, or, with respect taugeof computers by minors, harmful to
minors. The District has also purchased monitodegces which maintain a running log of
Internet activity, recording which sites a partaouliser has visited.

“Harmful to minors” is defined as any picture, ineagraphic image file or other visual depiction
that:

1. taken as a whole and with respect to minorealgdo a prurient interest in nudity, sex
or excretion;

2. depicts, describes or represents, in a pateffdpsive way with respect to what is
suitable for minors, an actual or simulated sexgabr sexual contact, actual or
simulated normal or perverted sexual acts or a kextdbition of genitals and

3. taken as a whole, lacks serious literary, tastipolitical or scientific value as to minors.

The District will educate minors about appropriatdine behavior, including interacting with
other individuals on social networking websites andhat rooms and cyberbullying awareness
and response. The Superintendent/designee willde\a program to educate students on these
issues.

Annually, a student who wishes to have computerost and Internet access during the school
year must read the acceptable use and Interney gafiecy and submit a properly signed
agreement form. Students and staff are askedjtoasnew agreement each year after reviewing
the policies and regulations of the District.

[Adoption date: October 20, 1997]
[Adoption date: October 15, 2012]
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File: EDE

LEGAL REFS.: U.S. Const. Art. I, Section 8
Family Educational Rights and Privacy Act; 20 USZ32g et seq.
Children’s Internet Protection Act; 47 USC 254(8hjb)(iii); (P.L. 106-554,
HR 4577, 2000, 114 Stat 2763)
ORC 3313.20
3319.321

CROSS REFS.: AC, Nondiscrimination
ACA, Nondiscrimination on the Basis of Sex
ACAA, Sexual Harassment
GBCB, Staff Conduct
GBH, Staff-Student Relations (Also JM)
IB, Academic Freedom
IIA, Instructional Materials
IIBH, District Websites
JFC, Student Conduct (Zero Tolerance)
JFCF, Hazing and Bullying (Harassment, Intimidattsmd Dating Violence)
Staff Handbooks
Student Handbooks
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COMPUTER/ONLINE SERVICES
(Acceptable Use and Internet Safety)

The following guidelines and procedures shall bagleed with by staff, students or community
members who are specifically authorized to usedils&ict's computers or online services.

1.

10.

Use appropriate language. Do not use profaolitycenity or other language that may
be offensive to other users. lllegal activities sirictly forbidden.

Do not reveal your personal home address anghamber or those of other students
or colleagues.

Note that electronic mail (email) is not gudesal to be private. Technology
coordinators have access to all messages relatiogit support of illegal activities and
such activities may be reported to the authorities.

Use of the computer and/or network is not iiearicial gain or for any commercial or
illegal activity.

The network should not be used in such a watyitlilisrupts the use of the network by
others.

All communications and information accessihethe network should be assumed to
be property of the District.

Rules and regulations of online etiquette algext to change by the administration.

The user in whose name an online service atéeissued is responsible for its proper
use at all times. Users shall keep personal acecaumbers and passwords private.
They shall use this system only under the accoumtters issued by the District.

The system shall be used only for purposesectka education or administration.
Commercial, political and/or personal use of th&teamy is strictly prohibited. The
administration reserves the right to monitor anypater activity and online
communications for improper use.

Users shall not use the system to encouragesih of drugs, alcohol or tobacco nor
shall they promote unethical practices or any égtprohibited by law or Board policy.
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11.

12.

13.

14.

15.

16.

File: EDE-R

Users shall not view, download or transmitariat that is threatening, obscene,
disruptive or sexually explicit or that could benstrued as harassment, intimidation,
bullying or disparagement of others based on tlaee, color, national origin, ancestry,
citizenship status, sex, sexual orientation, agaidity, religion, economic status,
military status, political beliefs or any other penal or physical characteristics.

Copyrighted material may not be placed orsitstem without the author’s permission.

Vandalism results in the cancellation of ysarileges. Vandalism includes
uploading/downloading any inappropriate materiedating computer viruses and/or
any malicious attempt to harm or destroy equipneembaterials or the data of any
other user.

Users shall not read other users’ mail osfiteey shall not attempt to interfere with
other users’ ability to send or receive electronail, nor shall they attempt to read,
delete, copy, modify or forge other users’ mail.

Users are expected to keep messages briefsgnabpropriate language.

Users shall report any security problem omsesof the network to the teacher, his/her
immediate supervisor or building administrator.

(Approval date: October 20, 1997)
(Re-approval date: October 15, 2012)
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COMPUTER NETWORK AGREEMENT FORM

| hereby apply for a student/employee account ertistrict computer network:
Circle one: student employee

name:

school:

home address:

city, state, zip:

home phone:

| have read and | understand this computer polcyits guidelines and regulations and agree to
abide by all of the rules and standards for actéptase stated therein. | further state that all
information provided for the creation of this acnbis truthful and accurate.

Signature: Date:

Parental Release Form
(for students under 18 years of age)

I/We, , the parent(s) of (student
name) , have read and understand the
computer policy and its guidelines and regulatiand we agree to its terms and conditions. We
confirm our child’s intentions to abide by the terand conditions therein. We also agree to
supervise our child’s use of the computer netwosknfhome or outside of the classroom.

Signature: Date:

Blanchester Local School District, Blanchester,dhi



STUDENT TRANSPORTATION SERVICES

The transportation policies of the Board are aimigoroviding a safe, efficient and economical
method of getting students to and from schoois the desire of the Board that the transportation
schedule serves the best interests of all studewtshe District.

In addition to that required by law, the Board pdas school bus transportation to all elementary
and secondary school students to the extent detedtiy the administration and approved by
the Board. This may vary because of safety cambtihat prevail in certain areas of the District.
All regulations governing student transportatioa iaraccordance with the Ohio School Bus
Operation Regulations issued by the Ohio DepartroeRtiucation, Ohio State Highway Patrol,
Ohio Department of Highway Safety and as requirng8tate law.

The District operates its own fleet of school buskést is impractical to transport certain
students by regular bus, they may be transportexti®r means.

The transportation program is under the directibtne transportation supervisor who is
responsible to the Superintendent.

Transportation to Community, STEM and Private Sthoo

The District may provide transportation for studawho attend community, STEM and private
schools in compliance with State law. The Boarsitha authority to make payments to the
parents of such students in lieu of transportaiiathe parents qualify to receive payments under
State law.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 3317.07
3327.01 through 3327.10
4511.76 through 4511.78

OAC 3301-83

CROSS REFS.: EEAA, Walkers and Riders
EEAC, School Bus Safety Program
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WALKERS AND RIDERS

The Board provides transportation for resident eletary students in grades kindergarten
through 8, who live more than two miles from schawld for all students with physical or
mental disabilities which make walking impossibtaiasafe. The transportation of high school
students is optional.

Accordingly, the administration designates andBbard approves areas of residence from
which students are provided transportation to sishoo

The Board may create exceptions to the establiahess when:

1. inthe judgment of the Board, walking condigdo the student’s school are extremely
hazardous and/or

2. because of overcrowding and the necessitysigrastudents to another building, the
Board deems transportation necessary.

The Board authorizes the staff responsible for atstaring the student transportation program
to require student identification as a prerequisiteding a school bus when this is deemed
necessary.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 3327.01; 3327.011
OAC 3301-51-10

CROSS REF.: EEA, Student Transportation Services
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SCHOOL BUS SAFETY PROGRAM

The primary consideration in all matters pertairimgransportation is the safety and welfare of
student riders. Safety precautions shall inclingefollowing.

1.

The transportation program meets all stateireopents regarding the testing and
approval of bus drivers, standards for buses afedsgeeeds.

Drivers of Board-owned, leased, contractedparated vehicles other than school
buses have met state training qualifications ard/éhicles have been equipped for
safety and signage according to State law.

Special limits are set for students if terraige of student, traffic, lack of sidewalk or
student’s health has a bearing on the studentsysaf

Bus stops are limited, where feasible, soshatents from several homes can meet
safely at a central point for group pickup.

Emergency evacuation drills are conducted estyuthroughout the school year to
thoroughly acquaint student riders with procedimesmergency conditions.

All vehicles used to transport students arentaaied in such condition as to provide
safe and efficient transportation service with aimum of delay and disruption of
service due to mechanical or equipment failure.

Students in the primary grades are given ingbm on school bus safety and behavior
within the first two weeks of the school year.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 3327.09; 3327.10

4511.75; 4511.76; 4511.761, 4511.762 through 4411
OAC 3301-51-10
3301-83

CROSS REFS.: EB, Safety Program

EEA, Student Transportation Services
GBQ, Criminal Records Check
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File: EEACC (Also JFCC)

STUDENT CONDUCT ON SCHOOL BUSES

The Board furnishes transportation in compliancd Bitate law. This fact does not relieve
parents of students from the responsibility of suigeén until such time as the student boards
the bus and after the student leaves the bus anthef the school day.

Students on a bus are under the authority of, aedtty responsible to, the bus driver. The
driver has the authority to enforce the establigiegdlations for bus conduct. Disorderly
conduct or refusal to submit to the authority @& thriver is sufficient reason for refusing
transportation services or suspending transpontagovices to any student once proper
procedures are followed.

The Board authorizes the Superintendent or othairastrators to suspend a student from
school bus riding privileges for a period not te@xd one school year. The only due process
required is the student must receive notice ohéended bus riding suspension and an
opportunity to appear before the Superintendepttuer administrator before the suspension is
imposed.

The Board'’s policy regarding suspension from bdmg privileges must be posted in a central
location in each school building and made availablgtudents upon request.

Regulations regarding conduct on school busesglisas/general information about the school
transportation program, are available to all paramid students.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 3327.01; 3327.014
OAC 3301-83-08

CROSS REFS.: JFC, Student Conduct (Zero Tolerance)
JG, Student Discipline
Staff Handbooks
Student Handbooks
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File: EEACC-R (Also JFCC-R)

STUDENT CONDUCT ON SCHOOL BUSES

The following regulations pertain to school busawet and are intended to ensure the safety and
welfare of the students, the bus driver and otheeds on the road and to ensure safety and
proper maintenance of school buses.

Students will:
1. be careful in approaching bus stops, walk eneft facing oncoming traffic and be
sure that the road is clear both ways before argdsie highway;
2. be on time at the bus stop in order to pernatius to follow the time schedule;
3. sitin assigned seats (bus drivers have tln tigassign a student to a seat in the bus
and to expect reasonable conduct similar to conelkpected in a classroom);
4. reach an assigned seat in the bus withoutrbisw or crowding other students and
remain seated while the bus is moving;
5. obey the driver promptly and respectfully aeadognize that he/she has an important
responsibility and that it is everyone’s duty tdphensure safety;
6. keep the bus clean and sanitary, refrain froewing gum or consuming candy, food or
drinks on the bus at any time;
7. refrain from loud talking or laughing (unnecaysconfusion diverts the driver’s
attention and might result in a serious accident);
8. keep head, arms and hands inside the bustahe$;
9. Dbe courteous to fellow students and to thedoiver;
10. treat bus equipment as one would treat vaduaiphiture in his/her home (damage to
the school bus is strictly forbidden) and
11. remain seated until the bus stops, wait fersignal from the bus driver and cross in

front of the bus.

Failure of a student to follow these regulationy/mesult in his/her forfeiting the right of
transportation by school bus.
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File: EEACC-R (Also JFCC-R)

Discipline
The Board authorizes the Superintendent or othairastrators to suspend a student from
school bus riding privileges only for a period @fto one school year. The only due process
required is notice to the student of an intendeslrimling suspension and an opportunity to
appear before the administrator considering thpeuson before it happens. The
administrator’s decision is final.
When discipline problems with individual studentis@, use the following guidelines.
1. |If possible, the driver should resolve the peob
2.  When the driver is unable to resolve the problee/she should report it to the
transportation supervisor. The transportation super and driver, if necessary, confer
with the principal. Any discipline is imposed thetprincipal of the school.

3. Problems which cannot be resolved by measpesfed above are referred to the
Superintendent.

(Approval date: October 20, 1997)
(Re-approval date: October 15, 2012)
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File: EEACCA

VIDEO CAMERAS ON TRANSPORTATION VEHICLES

As part of the District's ongoing program to impeostudent discipline and ensure the health,
welfare and safety of all those riding school tpor&ation vehicles, the Board may utilize video
cameras on all school vehicles transporting stidienand from curricular, cocurricular and
extracurricular activities.

The video cameras monitor student behavior andet@rdings are hereby stipulated as
admissible evidence in student disciplinary proceggl The videotapes may be student records
subject to confidentiality and are subject to Bganticy and administrative regulations.

The Superintendent is directed to develop admatist regulations governing the use of video
cameras in accordance with the provisions of lagvtars policy.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: Family Educational Rights and Privdmt; 20 USC 1232g et seq.
ORC 149.43
3313.20; 3313.47; 3313.66
3319.321
3327.014

CROSS REFS.: EEAC, School Bus Safety Program
EEACC, Student Conduct on School Buses
JO, Student Records
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File: EEACD

DRUG TESTING FOR DISTRICT PERSONNEL REQUIRED
TO HOLD A COMMERCIAL DRIVER'’S LICENSE

School bus drivers and others required to holdnangercial driver’s license are subject to a drug
and alcohol testing program that fulfills the reguients of federal regulations. The Board
directs the Superintendent/designee to develop@osbus driver drug testing program in
compliance with State and Federal laws and reguiati

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: 49 USC 31136; 31301 et seq.
49 CFR, Subtitle A, Part 40
OAC 3301-83-07

CROSS REFS.: EB, Safety Program
GBCB, Staff Conduct
GBE, Staff Health and Safety
GBP, Drug-Free Workplace
GBQ, Criminal Records Check
Staff Handbooks
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File: EEACD-R

DRUG TESTING FOR DISTRICT PERSONNEL REQUIRED
TO HOLD A COMMERCIAL DRIVER'’S LICENSE

School bus drivers and others required to holdnangercial driver’s license are subject to a drug
and alcohol testing program that fulfills the reguients of federal regulations.

These regulations reflect several requirementeefederal drug testing regulations but are not
intended in any way to modify or limit the proceésifor drug and alcohol testing. District
personnel must adhere to the detailed provisioffiedgral regulations in administering the
District’s drug and alcohol program.

References to tests in these regulations inclutie droig and alcohol tests unless the context
specifies otherwise. The terms drugs and conttaigstances are interchangeable and have the
same meaning. Drugs refer to marijuana, cocamiefes, phencyclidine (PCP) and
amphetamines (including methamphetamines).

Pre-Employment Tests

A controlled substances test is administered befaver performs any safety-sensitive
functions for the District.

The test is required of an applicant only afteshe/has been offered employment. Employment
is conditional upon the applicant’s receiving aateg drug test result.

An employee also may be exempt from the pre-empdoyrdrug test if he/she has participated in
a drug testing program within 30 days prior to @pglication for employment and while
participating in that program either was testeddimgs within the last six months (from the date
of application) or participated in a random drustiteg program in the previous 12 months,
provided that the responsible administrator has ladgte to make all verifications required by
law.

Post-Accident Tests

Alcohol and controlled substance tests are conduntéhe time limits imposed by the federal
regulations after an accident on any driver who:

1. was performing safety-sensitive functions wehpect to the vehicle if the accident
involved loss of human life and/or

2. received a citation under State or local lamefonoving-traffic violation arising from
the accident.
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File: EEACD-R

No driver involved in an accident may use alcolooldight hours after the accident or until
he/she undergoes a post-accident alcohol testhetgs occurs first.

If an alcohol test is not administered within twauhs or if a drug test is not administered within
32 hours after the accident, the responsible aditnator prepares and maintains records
explaining why the test was not conducted.

Tests conducted by authorized federal, state @i lfficials fulfill post-accident testing
requirements, provided they conform to applicab@gal requirements and are obtained by the
responsible administrator. Breath tests validatg the alcohol test and cannot be used to fulfill
controlled-substance testing obligations.

Before any driver operates a commercial motor \ehthe District provides him/her with post-
accident procedures that make it possible to comvjily post-accident testing requirements.

Random Tests

Tests are conducted on a random basis at unanritimes throughout the year. Random tests
for alcohol are conducted just before, during st pfter the performance of safety-sensitive
functions. Random tests for drugs do not haveetodnducted in immediate time proximity to
performing safety-sensitive functions. Once netifof selection for drug testing, a driver must
proceed to a collection site to provide a urinecspen.

Drivers are selected by a scientifically valid randprocess, and each driver has an equal chance
of being tested each time selections are made.ntitmder of bus drivers selected for random
testing is in accordance with federal regulations.

Reasonable Suspicion Tests

Tests must be conducted when a properly trainedrsigor or District official has reasonable
suspicion that the driver has violated the Dissiatcohol or drug prohibitions. This reasonable
suspicion must be based on specific, contemporanesticulable observations concerning the
driver’'s appearance, behavior, speech or body odiine observations may include indications
of chronic and withdrawal effects of controlled stamces.

Alcohol tests are authorized for reasonable suspionly if the required observations are made
during, just before or just after the period of t@kday when the driver must comply with
alcohol prohibitions. If an alcohol test is notradistered within two hours of a determination of
reasonable suspicion, the appropriate administpagpares and maintains a record explaining
why this was not done. Attempts to conduct alcaésls terminate after eight hours.

An alcohol test may not be conducted by the pevgom determines that reasonable suspicion
exists to conduct such a test.
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File: EEACD-R

A supervisor or District official who makes a fingj of reasonable suspicion must also make a
written record of his/her observations leading teasonable-suspicion drug test within 24 hours
of the observed behavior or before the resulth®tirug test are released, whichever is earlier.

Return-to-Duty Tests

A drug or alcohol test is conducted when a driveowas violated the drug or alcohol
prohibition returns to performing safety-sensitiligies.

Employees whose conduct involved misuse of drugsmoéreturn to duty in a safety-sensitive
function until the return-to-duty drug test prodsieeverified negative result.

Employees whose conduct involved alcohol may notrneto duty in a safety-sensitive function
until the return-to-duty alcohol test produces afiel result that meets federal and District
standards.

Follow-Up Tests

A driver who violates the drug or alcohol prohibitiand is subsequently identified by a
substance-abuse professional as needing assistas®lving a drug or alcohol problem is
subject to unannounced follow-up testing as dibtiethe substance-abuse professional in
accordance with law. Follow-up alcohol testingasmducted just before, during or just after the
time when the driver is performing safety-sensifivections.

Records
Employee drug and alcohol test results and recangisnaintained under strict confidentiality and
released only in accordance with law. Upon writiequest, a driver receives copies of any
records pertaining to his/her use of drugs or atahcluding any records pertaining to his/her
drug or alcohol tests. Records are made avaitaldesubsequent employer or other identified
persons only as expressly requested in writindhbydriver.
Notifications
Each driver receives educational materials thala@xphe requirements of the Code of Federal
Regulations, Title 49, Part 382, together with pycof the policy and regulations for meeting
these requirements. Representatives of emplogasmizations are notified of the availability of
this information. The information identifies:

1. the person designated by the Board to answegrdiuestions about the materials;

2. categories of drivers who are subject to theg @nd alcohol testing requirements;
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11.

File: EEACD-R

sufficient information about the safety-sensitiunctions performed by drivers to make
clear for what period of the workday driver compta is required,;

specific information concerning driver condtl@t is prohibited;
circumstances under which a driver is testedifogs and/or alcohol;

procedures that are used to test for the pceseidrugs and alcohol, protect the driver
and the integrity of the testing processes, safegiie validity of test results and
ensure that test results are attributed to thescodriver;

the requirement that a driver submit to drug alecohol tests administered in
accordance with federal regulations;

an explanation of what constitutes a refusalutamit to a drug or alcohol test and the
attendant consequences;

consequences for drivers found to have violdtedirug and alcohol prohibitions,
including the requirement that the driver be rentbwvemediately from safety-sensitive
functions and the procedures for referral, evatunaéind treatment;

consequences for drivers found to have arhalamncentration of 0.02 or greater but
less than 0.04 and

information concerning the effects of drugd attohol on an individual’s health, work
and personal life; external and internal signs symdptoms of a drug or alcohol
problem; and available methods of intervening waeinug or alcohol problem is
suspected including confrontation, referral to anplyee assistance program and/or
referral to administrative officials.

Each driver must sign a statement certifying tledsie has received a copy of the above
materials.

The Board-designated administrator notifies a drofehe results of a pre-employment drug test
if the driver requests such results within 60 cdérdays of being notified of the disposition of
his/her employment application.

The Board designee notifies a driver of the reafltandom, reasonable suspicion and post-
accident drug tests if the test results are verifiesitive. The designee also tells the driver
which controlled substances were verified as pasiti
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File: EEACD-R

Drivers inform their supervisors if at any time yrae using a controlled substance which their
physician has prescribed for therapeutic purpoSesh a substance may be used only if the
physician has advised the driver that it will ndversely affect his/her ability to safely operate a
commercial motor vehicle.

Enforcement

Any driver who refuses to submit to post-accidesutdom, reasonable-suspicion or follow-up
tests is not allowed to perform or continue to gerf safety-sensitive functions.

A driver who in any other way violates District pibitions related to drugs and alcohol receives
from the Board designee the names, addresseslaptidae numbers of substance-abuse
professionals and counseling and treatment progeaaitable to evaluate and resolve drug- and
alcohol-related problems. The employee is evatliayea substance-abuse professional who
determines what help, if any, the driver need®sgolving such a problem.

Any substance-abuse professional who determinés tthaver needs assistance will not refer the
driver to a private practice, person or organizatiowhich he/she has a financial interest, except
under circumstances allowed by law.

Before the driver is returned to safety-sensitiveas, if at all, the Board designee must ensure
that the employee:

1. has been evaluated by a substance-abuse poofdss
2. has complied with any recommended treatment;

3. has taken a return-to-duty drug and alcohohés a result indicating an alcohol
concentration level of less than 0.02 and

4. is subject to unannounced follow-up drug dodhel tests. (The number and
frequency of such follow-up testing is as direddgdhe substance-abuse professional
and consists of at least six tests in the firsinbihths following the driver’s return to
duty.)

(Approval date: October 15, 2012)
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File: EEACE

SCHOOL BUS IDLING

The Board is committed to transporting studentsarool buses in a manner that is safe and
consistent with the Board’s goal of resource coreg@n. The Board recognizes that
accumulated emissions from diesel engines can iiefliato students and bus drivers. Also,
unnecessary engine idling wastes diesel fuel arahéial resources. Therefore, the Board
prohibits all unnecessary diesel engine idlingxoess of 15 minutes.

Diesel engine idling in excess of five minutesch@ol loading zones is not permitted unless the
operation of a wheelchair lift is required. Thdipy applies to all buses used to transport
students to and from school, cocurricular/extracular activities, field trips and other school-
related activities.

The Board directs the Superintendent/designeevelale and maintain regulations to implement
this policy.

[Adoption date: October 15, 2012]

LEGAL REFS.: ORC 3327.01
4511.76
OAC 3301-83-20 (O)

CROSS REFS.: ECF, Energy Conservation
EEAC, School Bus Safety Program
Staff Handbooks
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SPECIAL USE OF SCHOOL BUSES

Buses owned by the Board are used primarily foptimpose of transporting students and school
personnel for school-approved activities. Theyaaalable to all classes, groups or
organizations within the schools in accordance Withfollowing.

1.

2.

The use of District-owned buses is schedulesltyh the transportation office.
Fees for the use of the buses are establisttethade part of the District regulations.

The drivers of the buses must possess validr@oial drivers’ licenses as required by
law.

The drivers of the buses ensure that the argasot overloaded, that students conduct
themselves in a safe and orderly manner whileerbtises and that the buses are
operated in a safe and lawful manner.

The drivers of the buses are responsible faorteng in writing to the transportation
office the condition of buses, particularly any ehéar repair or servicing.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 3327.01; 3327.05; 3327.10; 33273B27.14, 3327.15

OAC 3301-83-16

CROSS REFS.: EEACD, Drug Testing for District Parsg Required to Hold a

Commercial Drivdrisense
GBQ, Criminal Records Check
IICA, Field Trips
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STUDENT TRANSPORTATION IN PRIVATE VEHICLES

School bus transportation is provided for all offity approved transportation requests to and
from student activities. The use of private vedsdior transportation of students, volunteers,
teachers and other employees to and from studénitias is discouraged. If the need arises,
transportation by private vehicles is permittedyahpreviously approved by the appropriate
administrator.

If it is necessary to use private vehicles, evigemcist be presented to the appropriate
administrator that the vehicle and driver are cestdor liability, medical payments, physical
damage and uninsured motorist liability. The Baaaintains excess insurance through a
nonownership liability endorsement to its bus fiesturance policy covering all private vehicles
used for transportation to and from student aa#isit This excess insurance provides
compensation for injury or death to any studerduwihorized passenger caused by any accident
arising out of or in connection with the operataira private vehicle transporting students and
other authorized passengers. The amounts and teusisbe agreed upon by the Board and the
insurance company.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 3327.01; 3327.02; 3327.09
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File: EEBA

USE OF SCHOOL-OWNED VEHICLES

The Board does not permit the use of school-owrdtlcles for personal use. Employees in
violation of this policy and the established regjolas are subject to disciplinary action, up to
and including termination.

[Adoption date: October 15, 2012]

LEGAL REFS: ORC 121.07
125.832
4513.263; 4513.264
OAC 3301-83-20(M)

CROSS REFS: GBCB, Staff Conduct
GBE, Staff Health and Safety
GBP, Drug-Free Workplace
Staff Handbooks

CONTRACT REFS.: Teachers’ Negotiated Agreement
Classified Staff Negotiated Agreement
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File: EF/EFB

FOOD SERVICES MANAGEMENT/
FREE AND REDUCED-PRICE FOOD SERVICES

The Board operates a food services program irchiteas. Food preparation is centralized for
elementary, intermediate and secondary schools appropriate.

Food services include breakfasts and lunches schbbols through participation in the National
Child Nutrition Programs. The food services supaEmwreviews and recommends to the Board
the types of foods to be sold.

The food services staff cooperates with the prasipf the schools in matters essential to the
proper functioning of the food services progranime Tesponsibility for control of students using

the cafeteria rests with the building principal.

All prices set for school breakfasts, lunches aiild ate subject to Board approval, except for
a la carte food prices. The food services superdsts these prices without Board approval.

As required for participation in the National ChNditrition Programs, the Board agrees that:

1. breakfast and a “Type A” lunch are made avé&lab students, provided at least one-
fifth of the students are eligible under Federal far free meals;

2. breakfast is made available in every schoalhich the parents of at least one-half of
the children enrolled have requested that the fmstkrogram be established;

3. students who qualify receive free or reducedepmeals;
4. all meals must meet USDA nutritional standards;

5. the management of food services complies Witle@eral, state and local regulations
and

6. asummer meal program is provided to studdtgading a state-mandated summer
remedial program.

All students are expected to eat lunch at schodlnaay not leave school grounds during the
lunch hour, except when permission has been grdomytéige principal. Students are permitted to
bring their lunches from home and to purchase amié incidental items.

School lunch funds and other food service fundskeaps in a special account.
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File: EF/EFB

The District provides for at least one employeeg ks received instruction in methods to
prevent choking and has demonstrated an abilipetéorm the Heimlich maneuver, to be
present while students are being served.

Students with Special Dietary Needs

At the beginning of each school year, or at theetohenrollment, parents are responsible for
communicating any special dietary needs of thaldchncluding food allergies, to the District.
Students with dietary needs that qualify as digadslunder law are provided reasonable
accommodation.

Substitutions to regular school meals providedheyDistrict are made for students who are
unable to eat regular school meals due to a qualifietary need when that need is certified in
writing by the student’s physician. Substitute teeae provided in the most integrated setting
appropriate to the special needs of the student.

The nature of the student’s qualifying dietary neld reason this need prevents the student from
eating regular school meals (including foods t@tmtted from the student’s diet), the specific
diet prescription along with the needed substitutitust be specifically stated in the physician’s
statement. The District, in compliance with theDASChild Nutrition Division guidelines,
provides substitute meals to food-allergic studéatsed upon the physician’s signed statement.

The District develops and implements administrategulations for the management of food-
allergic students. Such regulations include, batet limited to, school-wide training programs
regarding food allergy education, staff developnregarding food allergy identification and
management, allergy emergency drills, strategiethidentification of students with life-
threatening food allergies and management skitlsiding avoidance measures, designation of
typical symptoms and dosing instructions for meiices.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]
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LEGAL REFS.:

CROSS REFS.:

File: EF/EFB

Child Nutrition and WIC Reauthorizatidct; Pub. L. No. 108-265
(Title 1, Section 204), 118 Stat. 729
National School Lunch Act; 42 USC 1751 et seq.
Child Nutrition Act; 42 USC 1771 et seq.
Americans with Disabilities Act Amendments Act @f0B; 42 USC 12101 et
seq.
Rehabilitation Act of 1973; 29 USC 794
ORC 3313.719; 3313.81; 3313.812; 3313.813; 3383.81
3314.18
OAC 3301-91-01 through 3301-91-09

ACB, Nondiscrimination on the BasiBishability
EFF, Food Sale Standards
EFG, Student Wellness Program
EFH, Food Allergies
JHCD, Administering Medicines to Students
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FOOD SALE STANDARDS

Through its food service program, the Board enapesatudents to form healthy eating habyts
governing the types of food and beverages soldarsthools and the time and place at which
each type of food and beverage is sold. Theseélatds are based on the following guidelines.

1.

The types of food and beverages sold in thedstare determined by their potential to
contribute significantly to the:

A. daily nutritional needs of students, consisigith the guidelines established by
the U.S. Department of Agriculture;

B. provisions of the District’s student wellnessgram and
C. nutritional guidelines established by State. law

A licensed dietician, a registered dietetihtecian or a certified/credentialed school
nutrition specialist must be initially consultedassist the food services supervisor in
drafting for Board adoption a plan:

A. for complying with and enforcing the nutritidretlandards governing the types of
food and beverages that may be sold on school pesnm compliance with State
law and

B. specifying the time and place each type of footdeverage may be sold.

The time of day and place for the sale of fand beverages to students must be
consistent with the nutrient intake needs and gatatterns of students and compatible
with class schedules. The following restrictions @nforced for non-breakfast/lunch
food and beverage sales:

A. Vending machines offering foods or beveragegwhko not meet the nutritional
standards established by the District may not leaipd during the school day.
The Board reserves the right to totally restriet siale of non-nutritional foods and
beverages in vending machines.

B. Bake sales and other school fundraising a®involving food and beverage
items may not be held during the school lunch gkrio

Annually, the food services superviseviews and recommends to the Board the types
of foods and beverages to be sold as part of thecdbreakfast and lunch programs.

1of2



File: EFF

Separate standards may be established for the ¢§pesd and beverages to be sold to staff
members and for special or extracurricular events.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 3313.814
OAC 3301-91-09

CROSS REFS.: EF, Food Services Management
EFG, Student Wellness Program
IGDF, Student Fundraising Activities
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STUDENT WELLNESS PROGRAM

In response to the reauthorization of the Childrilah and Women, Infants and Children Act,
the Board directs the Superintendent/designeevelole and maintain a student wellness
program.

The student wellness program:

1. includes goals for nutrition education, physasivity and other school-based activities
designed to promote student wellness;

2. includes nutrition guidelines for all foods @able in the District during the school day
in order to promote student health and reduce lobdd obesity;

3. provides assurance that District guidelinegéanbursable school meals are, at a
minimum, equal to the guidelines issued by the D&partment of Agriculture and

4. establishes a plan of implementation and etialuancluding designating one or more
persons within the District with the responsibility ensuring that the District is
compliant with Federal law.

Development of the student wellness program must ¢x@laborative effort between parents,
students, food service workers, administratorsBiba&d and the public.

[Adoption date: March 20, 2006]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: Child Nutrition and WIC Reauthorizatiéct; Pub. L. No. 108-265
(Title 1, Section 204), 118 Stat. 729
National School Lunch Act; 42 USC 1751 et seq.
Child Nutrition Act; 42 USC 1771 et seq.
7 CFR, Subtitle B, Chapter 11, Part 210
7 CFR 220
7 CFR 225
7 CFR 245
ORC 3313.814
OAC 3301-91-09
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CROSS REFS.: EF, Food Services Management
EFB, Free and Reduced-Price Food Services
EFF, Food Sale Standards
IGAE, Health Education
IGAF, Physical Education
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File: EFH

FOOD ALLERGIES

The purpose of this policy is to establish a safgrenment for students with food allergies and
to support parents regarding food allergy managémeraccordance with State law, it is the
policy of the Board to provide all students, throbugecessary accommodations where required,
the opportunity to participate fully in all schqmograms and activities.

The Board takes food allergies seriously and unaleds that food allergies can be life
threatening. Recognizing that the risk of accideexposure to foods can be reduced in the
school setting, the District administration is coitted to minimizing risks and providing a safe
educational environment for food-allergic studeBtsidents with dietary needs that qualify as
disabilities under State and Federal law are pex/igtasonable accommodation.

Substitutions to regular school meals providednayl@istrict are made for students who are
unable to eat regular school meals due to a quadifietary need when that need is certified in
writing by the student’s physician. Substitute aeae provided in the most integrated setting
appropriate to the special needs of the student.

The nature of the student’s qualifying dietary nebd reason this need prevents the student from
eating regular school meals (including foods t@btted from the student’s diet), the specific
diet prescription along with the needed substitutitust be specifically stated in the physician’s
statement. The District, in compliance with theDASChild Nutrition Division guidelines,
provides substitute meals to food-allergic studéatsed upon the physician’s signed statement.

The administration consults with parents, schoot@s and other school employees, school
volunteers, students and community members to gatfeemation for the development and
implementation of a food allergy plan. The pladludes, but is not limited to, school-wide
training programs regarding food allergy educatgiaff development regarding food allergy
identification and management, allergy emergentisdstrategies for the identification of
students with life-threatening food allergies anahagement skills including avoidance
measures, designation of typical symptoms and dasstructions for medications.

[Adoption date: October 15, 2012]
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LEGAL REFS.: Child Nutrition and WIC Reauthorizatiédct; Pub.L.
No 1.08-265 (Title I, Section 204), 118 Stat 729
National School Lunch Act; 42USC 1751 et seq.
Child Nutrition Act of 1966; 42 USC 1771 et seq.
Americans with Disabilities Act Amendments Act2f08; 42 USC 12101 et

seq.
Rehabilitation Act of 1973, 29 USC 794
ORC 3313.719; 3313.81; 3313.812; 3313.813
3314.03
3326.11
OAC 3301-91-01 through 3301-91-08

CROSS REFS.: ACB, Nondiscrimination on the BasiBishbility
EF, Food Services Management
EFB, Free and Reduced-Price Food Services
EFF, Food Sale Standards
EFG, Student Wellness Program
IGBA, Programs for Students with Disabilities
JHCD, Administering Medicines to Students
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COPYRIGHT

The Board conforms to existing Federal copyrightsand maintains the highest ethical
standards in the use of copyrighted materialsrfstructional purposes.

The Board encourages its staff to enrich the legrprograms by making proper use of
supplementary materials. It is the responsibdityhe staff to abide by the copying procedures
and obey the requirements of Federal law. Undaincamstances may employees of the
District violate copyright requirements in ordemerform their duties properly. The Board is
not responsible for any violations of the Copyrigat by its employees.

The Copyright Act affects all employees becausets$ guidelines regarding the duplication and
use of all copyrighted materials — print, nonprintjsic, computer software and others. The
Superintendent is responsible for disseminatinggthéelines for duplication and use of
copyrighted materials to all employees.

Any employee who is uncertain as to whether theouseproducing of copyrighted materials

complies with federal guidelines or is permissimeler Federal law shall contact the
Superintendent/designee.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: U.S. Const. Art. I, Section 8
Copyright Act; Pub. L. No. 94-533; 17 USC101 &i.se

CROSS REFS.: 1A, Instructional Materials
IIAC, Library Materials Selection and Adoption
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File: EGAAA-E

COPYRIGHT

Educational Use of Copyrighted Print Materials

1. Fairuse
The fair use of copyrighted work for purposeshsas criticism, comment, news
reporting, teaching (including multiple copies &assroom use), scholarship or
research is not an infringement of copyright. étedmining whether the use made of a
work in any particular case is a fair use, thedesto be considered include the:

A. purpose and character of the use, includingtméresuch use is of a commercial
nature or is for nonprofit educational purposes;

B. nature of the copyrighted work;

C. amount and substantiality of the portion usetklation to the copyrighted work
as a whole and

D. effect of the use upon the potential markewiovalue of the copyrighted work.
2. Single copying for teachers

A single copy may be made of any of the followbygor for a teacher at his/her

individual request for his/her scholarly researchige in teaching or preparation to

teach a class:

A. achapter from a book;

B. an article from a periodical or newspaper;

C. ashort story, short essay or short poem, venethnot from a collective work or

D. achart, graph, diagram, drawing, cartoon otuyoe from a book, periodical or
newspaper.
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Multiple copies for classroom use

Multiple copies (not to exceed more than one qugrystudent in a course) may be
made by or for the teacher giving the course fassioom use or discussion, provided

that:

A. the copying meets the tests of brevity, spositgrand cumulative effect as
defined below and

B. each copy includes a notice of copyright.
1) Brevity

Poetry: (a) a complete poem if fewer than 25@ds@nd if printed on not
more than two pages or (b) from a longer poem xaergt of not more than
250 words.

Prose: (a) a complete article, story or es$dgveer than 2,500 words or (b)
an excerpt of not more than 1,000 words or 10%eftork, whichever is
less, but in any event a minimum of 500 words.

Each of the numerical limits stated in “poetayid “prose” above may be
expanded to permit the completion of an unfinisle of a poem or of an
unfinished prose paragraph.

lllustration: one chart, graph, diagram, drayyicartoon or picture per book
or periodical issue.

Special work: certain work in poetry, prosé'moetic prose", which often
combines language with illustrations, of fewer t2a8600 words.

A "special work" may not be reproduced in itsirety. However, an excerpt
comprising not more than two of the published pafesspecial work, and
containing not more than 10% of the words founthatext thereof, may be
reproduced.

2) Spontaneity
The copying is at the instance and inspiratibtne individual teacher.
The inspiration and decision to use the workl, e moment of its use for

maximum teaching effectiveness, are so close ia thmt it would be
unreasonable to expect a timely reply to a redioegiermission.
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3) Cumulative effect

The copying of the material is for only one a®im the school in which
copies are made.

Not more than one short poem, article, storgssay, or two excerpts, may be
copied from the same author, nor more than thaza the same collective
work or periodical volume, during one class term.

The limitations stated in the preceding two gesiphs shall not apply to
current news periodicals and newspapers and curesvd sections of other
periodicals.

The limitations as to single copying for teach&nd multiple copies for
classroom use are applicable.

4. Prohibitions

A. Copying shall not be used to create, replacgubstitute for anthologies,
compilations or collective works. Such replacersemtsubstitutions may occur
whether copies of various works or excerpts therafare accumulated or
reproduced and used separately.

B. There shall be no copying of or from works ided to be “consumable” in the
course of study or teaching. These include workbpexercises, standardized
tests, test booklets, answer sheets and similaucoable material.

C. Copying shall not:
1) substitute for the purchase of books, pubtshreprints or periodicals;
2) be directed by higher authority or
3) Dbe repeated with respect to the same iterhdgame teacher from term to
term.

D. No charge shall be made to the student beyomddtual cost of the
photocopying.

Educational Use of Copyrighted Music

1. Permissible uses

A. Emergency copying may be done to replace pseghaopies which for any
reason are not available for an imminent perforraapoovided purchased
replacement copies shall be substituted in dueseour
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B. For academic purposes other than performamugiesor multiple copies of
excerpts of works may be made, provided that tlvergats do not comprise a part
of the whole which would constitute a performalh& gsuch as a section,
movement or aria, but in no case more than 10%ehole work. The number
of copies shall not exceed one copy per student.

C. Printed copies which have been purchased madibed or simplified, provided
that the fundamental character of the work is m&tbded or that lyrics, if any, are
not altered or added.

D. Asingle copy of recordings of performancestydents may be retained by the
educational institution or individual teacher.

E. A single copy of a sound recording (such aspa,tdisc or cassette) of copyrighted
music may be made from sound recordings owned ®danational institution or
an individual teacher for the purpose of constngctiural exercises or
examinations and may be retained by the educatins@ution or individual
teacher. (This pertains only to the copyrightref music itself and not to any
copyright which may exist in the sound recording.)

2. Prohibitions

A. Copying shall not be used to create, replacgubstitute for anthologies,
compilations or collective works.

B. Copying of or from works intended to be “congibie” in the course of study or
of teaching such as workbooks, exercises, starmatdests, answer sheets and
similar material is prohibited.

C. Copying shall not be used for the purpose dbp@ance except as previously
stated.

D. Copying shall not be used for the purpose bsstuting for the purchase of
music except as previously stated.

E. Copying without inclusion of the copyright regiwhich appears on the printed
copy is prohibited.

Educational Use of Copyrighted Audiovisual Material

1. Before reproducing small portions of sound réews, filmstrips, slide sets,
transparencies or motion pictures, or videotapommercial television broadcasts,
employees shall consult with the principal to detiee whether the proposed action
complies with the “fair use” principles of the Cojuht Act.
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School recordings may be made of certain ingtmal television programs telecast by
the local Public Broadcasting Systems educatiaiaVision station. Before recording
the telecast, the following conditions shall bessitd.

A.

The monthly list of programs not licensed fecording shall be consulted. Any
program listed shall not be recorded.

Recordings may be used in classroom or instnal settings as an educational
activity or at a PTA meeting, Board meeting or $amactivity.

Recordings shall be used only in the facilibéthe District and shall not be
loaned or made available outside of those fadilitie

Recordings made from evening programs, whici oeacopied, shall be retained
for no more than seven days following the telecastss an extension is received
in writing in advance. Daytime telecasts may lwréed and retained
permanently unless otherwise notified.

Educational Use of Copyrighted Library Material

1.

A library may make a single copy of unpublisiextk to replace a damaged,
deteriorated, lost or stolen copy, provided thatiansed replacement cannot be
obtained at a fair price.

A library may provide a single copy of copytrigth material at cost to a student or staff
member.

A.

The copy must be limited to one article of aipgical issue or a small part of
other material, unless the library finds that tbpyighted work cannot be
obtained elsewhere at a fair price. Under thedaircumstances, the entire work
may be copied.

The copy shall contain the notice of copyrigirtd the student or staff member
shall be notified that the copy is to be used doyprivate study, scholarship or
research. Any other use subjects the persontithtyefor copyright infringement.

At the request of the teacher, copies may bderfar reserve use. The same limits
apply as for single or multiple copies as previgsshted.
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Copying Limitations

1. Circumstances arise when employees are uncevtether or not copying is
prohibited. In those circumstances, the Superdeatshall be contacted. If the
Superintendent is uncertain, he/she shall consthttive District’s legal counsel.

2. The following prohibitions have been expressated in federal guidelines.

A. Reproduction of copyrighted material shall hetused to create or substitute for
anthologies, compilations or collective works.

B. Unless expressly permitted by agreement wighptihblisher and authorized by
District action, there shall be no copying from yoghted consumable materials
such as workbooks, exercises, test booklets, argvests or similar materials.

C. Employees shall not:

1) use copies to substitute for the purchaseoks, periodicals, music
recordings or other copyrighted material, excegiasitted by District
procedure;

2) copy or use the same items from term to teitnowt the copyright owner’s
permission;

3) copy or use more than nine instances of maltppying of protected
material in any one term;

4) copy or use more than one short work or tweegxs from works of the
same author in any one term or

5) copy or use protected materials without intigda notice of copyright. The
following shall constitute a satisfactory notice:

NOTICE: THIS MATERIAL MAY BE PROTECTED BY
COPYRIGHT LAW.

3. Employees shall not reproduce or use copyribhitaterial at the direction of a District
administrator without permission of the copyriglatreer.

Computer Software Copyright

The Board recognizes that computer software pilgeymajor problem for the industry, and that
violations of copyright laws contribute to high@sts and lessen incentives for publishers to
develop effective educational software. Thereforgn effort to discourage software piracy and
to prevent such illegal activity, the District takine following steps.

1. The ethical and practical implications of safter copyright violations are provided to
all employees and students using District comphatglities and software.
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N

Employees and students are informed that treegygpected to adhere to the Copyright
Act and all subsequent amendments thereto govethéngse of software.

3. Wherever possible, efforts will be made to prévsoftware from being duplicated from
compact disks, hard drives or networked systems.

4. lllegal copies of copyrighted software shalt be made or used on District equipment.

5. District administrators are designated as thig individuals who may sign license
agreements for educational software used on Distoimputers.

6. Documentation of licenses for software use®wtrict computers is located at the site
where the software is being used.

Unsupervised Copy Equipment

The following notice, in large type, shall be aéftkto all District copying equipment (Xerox,
Thermofax, audio recorder, video recorder and aapyera):

NOTICE: THE COPYRIGHT LAW OF THE UNITED STATES GABRNS THE
MAKING OF COPIES OF COPYRIGHTED MATERIAL. THE PERIN
USING THIS EQUIPMENT IS LIABLE FOR ANY INFRINGEMENT

Library Copying for Students or Staff

1. The following notice, in large type, shall besped prominently where copies are made
available to students or staff:

NOTICE: THE COPYRIGHT LAW OF THE UNITED STATES@/ERNS THE
MAKING OF COPIESFF@OPYRIGHTED MATERIAL.

2. The following notice, in large type, shall besped prominently where print copies are
made available to students and/or staff:

WARNING CONCERNING COPYRIGHT RESTRIMNS

THE COPYRIGHT LAW OF THE UNITED STATES GOVERNS THE
MAKING OF COPIES OR OTHER REPRODUCTION OF COPYRIGED
MATERIAL.
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UNDER CERTAIN CONDITIONS SPECIFIED IN THE LAW, LIBRRIES
AND ARCHIVES ARE AUTHORIZED TO FURNISH A PHOTOCOP®R
OTHER REPRODUCTION. ONE OF THESE SPECIFIED CONMNS IS
THAT THE PHOTOCOPY OR REPRODUCTION IS NOT TO BE “BB FOR
ANY PURPOSE OTHER THAN PRIVATE STUDY, SCHOLARSHIPRO
RESEARCH.” IF A USER MAKES A REQUEST FOR, OR LATHBSES, A
PHOTOCOPY OR REPRODUCTION FOR PURPOSES IN EXCESSKEMR
USE,” THAT USER MAY BE LIABLE FOR COPYRIGHT INFRINEMENT.

THIS INSTITUTION RESERVES THE RIGHT TO REFUSE TO 8&EPT A
COPYING ORDER IF, IN ITS JUDGMENT, FULFILLMENT OFHE ORDER
WOULD INVOLVE VIOLATION OF COPYRIGHT LAW.
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TELEPHONE SERVICES

District telephones are provided for official schase. In order to permit staff members to make
necessary personal calls with minimum loss of tioegtain telephones may be used for personal
calls. Staff members making personal calls anearsible for and shall pay any long distance
and/or toll charges.
Students are not to use the school office telephameept in cases of emergency.
Cellular telephones may be provided to certairf st@imbers who have:

1. administrative authority;

2. supervision of students during field trips or

3. supervision of students during athletic ancep#xtracurricular activities, practices or
events that meet away from District buildings.

The Board authorizes the Superintendent or higlesignee to develop administrative guidelines
for the proper handling of use and charges.

[Adoption date: October 15, 2012]

LEGAL REFS.: ORC 3313.20
OAC 3301-35-06
3301-83-20(M)

CROSS REFS.: JFCK, Use of Electronic Communicatieqsipment by Students
Staff Handbooks
Student Handbooks
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TELEPHONE SERVICES
(Version 3)

The administration has established the followinglglines for the appropriate use of District-
owned cellular telephones and other communicatemiceés. It also defines guidelines for
reimbursement of personal cellular calls and ses/tty the employees of the District.

Cellular telephone services may be provided to eygals who, because of job-related activities,
must have easy access to a telephone. AnnuahBuperintendent/designee develops a list of
the positions that need cellular telephones. Eysale may apply for telephones through the
Treasurer's office. Once processed, the empl@aaves the telephone and guidelines for use.

Plans

The Treasurer/designee contracts with a compamy#sd meets the needs of the District. An
employee wishing to have features other than tbfseed in the District's plan must have
approval of the Treasurer/designee.

Damage, Loss or Theft

Cellular equipment that is damaged in the courdmusiness should be brought to the Treasurer's
office to be sent to the cellular plan administrdto repairs. Lost or stolen cellular equipment
must be immediately reported to the employee'srsigme and to the Treasurer's office so that
service can be cancelled. All costs incurred émlacement or repair are the responsibility of the
District and/or the employee.

Usage Monitoring

The Treasurer/designee is responsible for:

1. educating employees regarding appropriatelaellelephone procedures and providing
monitoring for their usage. (In emergency situagiosupervisors may grant exceptions
to usage. In such circumstances the employee meinsburse any charges incurred for
personal use.);

2. instructing employees not to use District-owneliular telephones while operating any
vehicles;

3. explaining to employees their responsibility Ifust, stolen or damaged telephones;
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4. explaining to employees that telephones abetosed for District-related business and
that the telephones may not be used to operatesarz business and

5. monitoring of monthly bills and employee reimdements for personal use.
Personal Calls

The District provides cellular telephones to empksy/for the purpose of conducting District
business. The use of District-owned cellular eopépt to make or receive personal calls is
discouraged, although it is understood that usagpdrsonal reasons may be necessary in
emergency situations. All minutes and long distameaming or other charges incurred by the
employee for personal calls are the responsilbfithe employee. It is the employee's
responsibility to review his/her monthly bill, donent personal calls and charges and reimburse
the District.

Bill Payment Procedure

The Treasurer/designee receives and reviews théardbills on a monthly basis. It is the
Treasurer’'s/designee’s responsibility to reviewlliefor the employee's personal usage and to
enforce reimbursement to the District at the esthbd rate.

(Approval date: October 15, 2012)
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DATA AND RECORDS RETENTION

All recordd are the property of the District and are not rendgestroyed, mutilated, transferred
or otherwise damaged or disposed of, in whole qairt, except as provided by law or under the
rules adopted by the District Records Commissi®uach records shall be delivered by outgoing
officials and employees to their successors antll sbiabe otherwise removed, transferred or
destroyed unlawfully.

The Records Commission is composed of the Boarsid&net, the Treasurer and the
Superintendent and meets at least once every 1thmon

The function of the commission is to review apgiimas for one-time records disposal and
schedules of records retention and disposition gty any employee of the District.
Records may be disposed of by the District purstatite procedure outlined below. The
commission may at any time review any schedulastpreviously approved and may revise that
schedule.

The Superintendent designates a Records Officesiech department/building who is responsible
for all aspects of records retention, includingglenic mail, within that department/building.

When District records have been approved for dslptise Records Commission sends a list of
such records to the Auditor of State. If he/stsapproves the action by the commission, in
whole or in part, he/she so informs the commissidhin a period of 60 days, and these records
are not destroyed. Before public records are dispof, the Ohio Historical Society is informed
and given the opportunity for a period of 15 dayselect for its custody such public records as it
considers to be of continuing historical vatue.

Electronic Mail

Electronic mail sent or received by the Board anbistrict employees may be considered a
public record subject to public disclosure or irgjma under the Open Meetings Act (Sunshine
Law). Upon sending or receiving electronic mdiluaers shall segregate or store public
electronic mail records.

All Board and District electronic mail communicatsare monitored in accordance with the
attached regulation to ensure that all public ebmit mail records are retained, archived and
destroyed in compliance with State law.

District employees are subject to disciplinary @aetior violation of this policy and regulation.

[Adoption date: October 15, 2012]
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LEGAL REFS.: Family Educational Rights and Privdat; 20 USC 12329 et seq.
ORC 9.01
149.35; 149.41; 149.43
3313.29
3319.321
3701.028
Auditor of State Form RC-2

CROSS REFS.: DI, Fiscal Accounting and Reporting
GBL, Personnel Records
JO, Student Records
KBA, Public’s Right to Know

1Records include documents, devices or items, réggadf physical form or characteristic,
created or received by or coming under the jurtgzhcof the District which serves to document
the organization, functions, policies, decisiorrscpdures, operations or other activities of the
District. ORC Section 149.011

2The Historical Society may not review or selectifsrcustody the records set forth in ORC
Section 149.41(A) and (B) .
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DATA AND RECORDS RETENTION
(Electronic Mail)

The Ohio Electronic Records Committee has estaddishe following guidelines for managing
electronic mail (email).

Retention or disposition of email messages muselaged to the information they contain or the
purpose they serve. The content, transactionainmtion and any attachments associated with
the message are considered a record (if they ntat I8w criteria). Because the content of
email messages may vary considerably, the contast be evaluated to determine the length of
time messages must be retained.

There are two categories of email retention: naonmd messages and official record messages.

Non-Record Messages

Email messages that do not meet the criteria oOte Revised Code definition of a record may
be deleted at any time, unless they become padrog official record as a result of special
circumstances. These items may be immediatelyatkler maintained in a "Non-Record" mail
box and deleted later, just as you might trashutiveanted publications or promotional flyers.
Types of messages may include:

1. Personal Correspondence: Any email not redeivereated in the course of state
business may be deleted immediately, since itianofficial record. Examples
include, but are not limited to, the "Let's do Ibhénot a business lunch) or "Can |
catch a ride home" type of note.

2. Non-State Publications: Publications, prommianaterial from vendors and similar
materials that are "publicly available" to anyone ot official records. In the
electronic world, this includes list serve messdgéser than those you post in your
official capacity), unsolicited promotional matérfaspam"), files copied or
downloaded from Internet sites, etc.
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Official Record Messages

Email messages that meet the definition of a repotide ORC are official records and must be
scheduled, retained and disposed of as such. Difiésal records fall into the following
categories:

1. Transient Messages: This type of email hasrahmited administrative value.
Transient messages do not set policy, establisteioes or procedures, certify a
transaction or become a receipt. The informal wirteansient messages might be
compared to a communication that might take placend a telephone conversation in
an office hallway.

Transient Documents: Include telephone messdgaits and other limited
documents which serve to convey information of terapy importance in lieu of
oral communication.

Retention: Until no longer of administrativduwea then destroy

2. Intermediate Messages: Email messages thatrhave significant administrative,
legal and/or fiscal value but are not scheduledlaassient or permanent should be
categorized under other appropriate record seftesse may include (but are not
limited to):

A. General Correspondence: Includes internalespondence (e.g., letters, memos);
also, correspondence from various individuals, camgs and organizations
requesting information pertaining to agency ana@ll@gerpretations and other
miscellaneous inquiries. This correspondence @métive (it does not attempt
to influence District policy).

Retention: 1 year, then destroy

B. Routine Correspondence: Referral letters, @stpufor routine information or
publications provided to the public by the Distticat are answered by standard
form letters.

Retention: 6 months, then destroy

C. Monthly and Weekly Reports: Document statusrgjoing projects and issues;
advise supervisors of various events and issues.

Retention: 1 year, then destroy
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D. Minutes of Agency Staff Meetings: Minutes aupporting records documenting
internal policy decisions.

Retention: 2 years, then transfer to State Areshfor their possible
retention or destruction

3. Permanent Messages: Email messages that igaifecant administrative, legal and/or
fiscal value and are scheduled as permanent ataddshe categorized under the
appropriate record series. These may include, ieut@t limited to:

A. Executive Correspondence: Correspondencerdgaiith significant aspects of
the administration of executive offices. Correggemce includes information
concerning policies, program, fiscal and personmatters.

Retention: 2 years, then transfer to State ikesh

B. Departmental Policies and Procedures: Inclydédished reports, unpublished
substantive reports and policy studies.

Retention: Retain until superseded, obsoletegaced, then transfer to
State Archives for their possible retention dedtruction

(Approval date: October 15, 2012)
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INSURANCE MANAGEMENT

The Board has the responsibility to maintain argadée and comprehensive insurance program
covering its buildings and grounds, fleet of schmdes and individuals discharging
responsibilities for the District.

The Treasurer administers the total insurance progr

The District makes efforts to obtain insurancehatrmost economical cost, consistent with
required coverage and service, through obtainirgagions or bids.

[Adoption date: October 20, 1997]
[Re-adoption date: October 15, 2012]

LEGAL REFS.: ORC 9.83
9.90
3313.201; 3313.202; 3313.203
3327.09
3917.01; 3917.04

CROSS REFS.: DH, Bonded Employees and Officers
GCBC, Certificated Staff Fringe Benefits
GDBC, Classified Staff Fringe Benefits
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