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ARTICLE |

RECOGNITION

A. RECOGNITION

The County of Wood, Board of DD (hereinafter the “Board”) hereby recognizes the
Wood Lane Education Association, OEA/NEA (hereinafter referred to as the
“Association”) as the sole and exclusive representative of the Board's employees
as hereinafter defined for the purpose of collective bargaining as defined in SERB
Case No. 90-REP-05-0122.

The Board will provide a complete set of official Board minutes to the Association
President within one week of official Board approval of said minutes.

B. BARGAINING UNIT DEFINED

Whenever the term “member” or “members” is used in the agreement, it shall mean
all employees (full-time, pari-time*) within the bargaining unit as employed by the
Board in any of the following classifications:

*Part-time shall be defined as at least thirty-five (35) hours bi-weekly but less than
seventy (70) hours bi-weekly.

School and Earty Childhood Services

Instructors

Instructor Assistants

Language Development Specialists
Occupational Therapists

Certified Occupational Therapy Assistant
Physical Development Specialists
Chiildren’s Services Nurse

C. NEW POSITIONS

If the Board creates a new job classification during the life of this Agreement, the
Human Resources Department shall notify the Association within fifteen (15) days
and meet with the Association in an effort to agree upon an appropriate job
classification designation. If the parties do not resolve any disagreement, a
contested Petition for Clarification will be submitted by the Association to the State
Employment Relations Board (SERB) pursuant to Ohio Revised Code Chapter
4117 to seek the addition of the classification to the bargaining unit.

D. HIRING PROCEDURES

When the Board makes a new hire, the Human Resources Department shall notify
the Association President, in writing, within ten (10) days. Information given to the
Association shall include: Name of the new bargaining unit member; position being
filled; years of service credit to be given; salary placement and the date of hire.



ARTICLE Il

BARGAINING

A. PROCEDURES

The parties agree that Chapter 4117 of the Ohio Revised Code shall govern the
procedures of bargaining between the Board and the Association. The parties
pledge themselves to bargain in good faith and in the event of failure to reach
agreement, to utilize in good faith such dispute resolution procedures as outiined in
this Document.

1.

Directing Requests

The initial request calling for negotiations shall be made by either party ninety
(90) to one hundred forty (140} days prior to the expiration of the current
agreement.

Requests to open negotiations from the Association will be made directly to the
Superintendent. Requests from the Board will be made in writing to the
president of the Association. The written reguest shali include: date of letter,
statement of purpose for session; name, address and phone number of the
person to contact representing the requesting party to arrange a mutualiy
satisfactory time for the initial negotiations session. The requesting pary is
responsible for notifying SERB.

An agreement will be reached by the designated represeniative of the Board
and the Association within five days of the request as to the time and place of
the meeting which shall be held within fifteen (15) days after the request has
been submitted, unless both the Board’'s designated representative(s) and the
representative(s) of the Association agree in writing {o an extension of time.

Negotiations Sessions

The parties shall meet at the time and place established for the first negotiations
session. The party requesting negotiations shall submit the initial package two
weeks prior to the first session unless otherwise mutually agreed. A time and
date for the next session shall be established before conciuding the first and
each successive negotiation session. No new negotiation items will be
submitted by either side after the third negotiation session.

B. BARGAINING PROCEDURE

1.

Bargaining in Executive Session - All bargaining sessions shali be in executive
sessions, meaning: only members of the bargaining teams, consuliant as
provided for in this procedure, and others as mutually agreed to between the
bargaining teams shall be in the room in which the bargaining session is being
held. All proposals and counter proposals are to be presented in written form to
promote easier discussion of issues.
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Consultants - Either bargaining team may utilize the assistance of consultants at
any session fo assist in the process. Cost of such consultants shall be borne by
the party utilizing such consultants.

Rights of the individual - Both parties agree that no reprisal of any kind shall be
taken by or against any participant in negotiations by reason of such
participation. This provision shall not be interpreted to restrict the right of either
party to seek administrative or judicial relief for violations of law orginating from
the bargaining process.

Caucus - Upon request of either party, the negotiation meeting shall be
recessed 1o permit the requesting party a period of time, not to exceed thirty
(30) minutes, to caucus, unless an extension time is mutually agreed to.

Scheduling - After the initial package has been placed on the table, bargaining
sessions will be scheduled. An honest attempt in good faith bargaining, will be
made to complete all negotiations by June 15"

6. Media/News - Parties agree to a mutual media/news blackout until the first
session with the mediator is completed.
AGREEMENT

1.

When agreement has been reached, each issue shall be reduced to writing and
signed by members of the professional bargaining teams and presented to the
Association within ten (10) calendar days of the final session for its approval.

. Each issue shall inciude the following provisions in writing:

a. Provisions of the agreement
b. Date that said provisions are to be impiemented.

Once the issues have been approved by the Association, they shall be
submitted to the Board for their consideration at its next regular or special Board
meeting.

When ratified by the Association and the Board and the County Commissioners,
the Agreement shall be signed by the President of the Association and the
Chairman of the Board and a properly execuied copy shall be sent to SERB
within thirty (30) days.

IMPASSE

Either negotiation team may call for the selection of a mediator when it determines
an impasse has been reached in the negotiation proceedings or at the expiration of
the agreed to negotiations period.



The parties agree and will so notify the State Employment Relations Board (SERB)
that the use of a mediator from the Federal Mediation and Conciliation Service
(FMCS) shall be the parties’ mutually agreed-upon dispute resolution procedure.
The parties agree that mediation through the offices of FMCS shall supersede the
dispute resolution procedures contained in Chapter 4117. The parties will continue
mediation until agreement is reached on all issues, provided, however, that upon
the expiration of the collective bargaining agreement, the Association retains the
right fo strike in accordance with Chapter 4117. in the alternative at impasse, the
employer has the right io give a Last and Best Offer and terminate the collective
bargaining agreement 10 days thereafter.

If there are any joint costs incurred during mediation, they shall be shared equally
by the Board and the Association.

CONTRARY TO LAW PROVISION

1. If any section of this Agreement is rendered contrary to law by a court of
competent jurisdiction, that section shall be deemed null and void to the limits
prescribed by law with the remaining provisions to stay in effect. The parties will
meet to negotiate a provision in a timely fashion, then the parties will submit
their proposals to Advisory Arbitration. The Board retains the right fo implement
a new provision while the Advisory Arbitration procedure is in process.

2. In the event the determination that a section of this procedure is contrary to law
and it makes other remaining sections inoperable, this shall be reason for
immediate reopening of the bargaining procedure on that issue in an attempt to
obtain a mutually agreeable means of making the remaining sections of the
procedure operative. In the event the parties cannot agree to a new provision in
a timely fashion, then the parties will submit their proposals to Advisory
Arbitration. The Board retains the right 10 implement a new provision while the
Advisory Arbitration procedure is in process.

3. Any amendments to this Agreement shail be ratified in accordance with the
provisions stated in Section B of this Arlicle.

ASSOCIATION RIGHTS

The Association shall be granted the following sole and exclusive organizational
rights as the bargaining agent of the staff as they relate to employment.

1. All employees of the bargaining unit as described herein are entitled to all rights,
benefits, privileges of this contract unless otherwise stated.

2. To enter into coliective bargaining with the Board in accordance with provisions
of this procedure.

3. The parties shall designate one bulletin board in the staff lounge for purposes of
disseminating Association materials.



a. Any materials posted on the designated bulletin board shall be signed,
posted and removed by an OEA officer during non-work time.

b. Materials posted cannot relate to any partisan election affecting a Wood
County official.

¢. Materials posted anywhere but the designated bulletin board will be
immediately removed.

. The right to place Association communications and solicitations in the mail
boxes provided each school employee.

. The right to make Association announcements at general staff meetings,
building and total staff. Announcements to be limited to a maximum of five (5)
minutes at the end of staff meetings.

. Payroll deduction of Association dues and assessments (including those dues
and assessments pertaining to the Chio Education Association and National
Education Association). The deduction shall be made if aliowable by the Wood
County Auditor from each member’'s bi-weekly check, if approved by the
empioyee in writing, but in no event less than once each month beginning each
year in September or when the employee begins employment. The Board shall
not be liable to the Association, the OEA or the NEA for payroll deductions of
union dues and assessments for employees in unpaid status. The Board shall
be notified of any increase in the amount of payroll deduction for dues and
assessments no later than September 1% of each year, and failure to so notify
the Board shall relieve the Board of its obligation or any liability for failure to
perform a payroll deduction for the dues and assessments increase.

. The Board and the Association shall share equally in the cost of printing this
Agreement in contract form. Thirty-five (35) copies of the contract shall be
printed; the Board shall receive ten (10) copies of the contract and the
Association shall receive twenty-five (25) copies for distribution to members.

. All new policies, procedures, and all revisions will be given to the Association
President within fificen (15) days of implementation by the Board.



ARTICLE Il

MANAGEMENT RIGHTS

A. The Association recognizes and accepts the right and authority of the Board to
determine matters of inherent managerial policy which include, but are not limited
to areas of discretion or policy such as:

1. To determine the functions and programs of the Board.
2. To determine the standards of services to be delivered.

3. Ta determine the overall budget;

4. To determine how technology may be utilized to improve the Board's
operations;

5. To determine the Board's organizational structure;
6. To direct, supervise, evaluate, or hire employees;

7. To maintain and improve the efficiency and effectiveness of the Board's
operation;

8. To determine the overall methods, process, means or personnel by which the
Board's operations are to be conducted;

9. To suspend, discipline, demote or discharge for just cause, lay off, transfer,
assign, schedule, promote or retain employees;

10. To determine the adequacy of the work force;
11. To determine the overall mission of the Board as a unit of government;
12. To effectively manage the work force;

13. To take action necessary to carry out the mission of the department as a
government unit;

14. To establish work rules necessary for day to day operation.

The employer can deveiop and implement work rules. Work rules shall be
reasonable and uniform in application. Not every aspect of daily work life can be
reduced to writing. The Association recognizes that the employer must manage the
affairs of Wood Lane School on a daily basis. Work ruies shall not be estabiished
for the purpose of invalidating the specific terms of this collective bargaining
agreement. The Association will be notified before new work rules are
implemented except in an emergency.



The parties recognize that Board policies and practices not stated in this
Agreement shall remain in effect unless aitered by the employer.

The parties also recognize that federal and/or state mandates, regulations or
requirements not otherwise altered in the agreement shall have full force and effect
upon the parties.

B. All other rights not expressly restricted by this contract are retained by
Management.



ARTICLE IV

GRIEVANCE PROCEDURE

A. PURPOSE AND DEFINITIONS

1.

Purpose - It shall be the purpose of this grievance procedure to build a
satisfactory relationship between the parties and to secure at the lowest
possible administrative level resolutions to grievances.

The term “grievance” is defined to mean an allegation by a member(s) of the
bargaining unit that there has been a violation, misinterpretation, or
misapplication of express terms of this agreement. It is not intended that the
grievance procedure be used to amend or modify the express terms and
conditions of this agreement, or address matters not covered by this agreement.

A “class action grievance” shall be a grievance that affects more than one
employee in the bargaining unit.

A “grievant” is the employee(s) within the bargaining unit or Association initiating
the grievance. When the Association files a grievance for a group of
employees, or class action grievance, all employees party to the grievance shall
be notified by the Association and the President or his designee shall sign the
grievance form.

The term “days” as used in this Article shall mean work days. Work days shall
not include Saturdays, Sundays, holidays, vacation days, school breaks and
calamity days.

The term “immediate supervisor” is defined to mean the most appropriate and
lowest level administrator having the authority to make a decision resolving the
grievance.

On the first teacher work day, a list of all employees and their immediate
supervisor (and order of designees) shall be given to each bargaining unit
member. Also to be included shall be the name of the employee’s department
director, or such other individual as mentioned in B.2; and the superintendent
designee mentioned in B.3. (Appendix A)

The term “superintendent” is defined to mean the individual appointed by the
Board pursuant to Ohio Revised Code Section 5126.06 with the authority to
employ persons, approve contracts for management employees, and approve
personnel actions that involve employees in the classified civil service. The
superintendent may designate. in wrifing, anothar managemsant employee of the
Board to act in his place and stead, and the acts of the duly authorized
designee shall be binding upon the Board and its administrators.



B. PROCEDURE

Appendix B shall be compisted in duplicate with all signatures and dates being
done in blue ink to indicate original copies. Administrator, supervisor or designee
will stamp date initial receipt of form (Appendix B)

1.

Step One - Informal Procedure

An employee having a grievance shall file the grievance by using Appendix B
with the Director of Children’s Services, immediate supervisor, or designese.
Both parties shall work to resolve the grievance through verbal discussion, and
this procedure must be initiated within twenty (20) days after the time when the
grievant knew, or reasonably knew, of the incident or occurrence giving rise to
the grievance.

Step Two - Formal Procedure

a. If the grievance is not satistactorily resolved at the informal level within ten
(10) days, the formal written grievance shall be submitted to the appropriate
individual designated by the Superintendent as responsible for management
of the department within which the grievant works. Step Two must be filed
within ten (10) days of discussion date recorded in Step One.

b. The department director, or designee shall schedule, within five(5) days after
receipt of the written grievance, a formal meeting between the grievant, and
a representative of the Association 1o review and discuss the grievance.
Within five (5) days after the formal meeting, the department director, or
designee shall render a written decision as to the grievance. If the grievant
s not satisfied with the decision, the grievant and the Association may
pursue the grievance to Step Three of this procedure.

Step Three - Superintendent

No later than five (5) days after receipt of the department director's or
designee’s written decision in Step Two, the grievant and Association may
pursue the grievance by submitting the grievance to the Superintendent, or
his/her designee. The Superiniendent or designee shall schadule a formal
hearing within five (5) days following his/her receipt of the written grievance
between the grievant, a representative of the Association, and the department
director or designee.

Within five (5) days after the formal meeting, the Superiniendent, or designee
shall render a written decision as tc the grievance.



4. Step Four - Arbitration

a.

If the grievant is not satisfied with the decision of the Superintendent or
designee issued as a result of Step 3, the grievant may, within five (5) days
after receipt of the Step 3 decision request in writing of the Association's
president that it submit the grievance to binding arbitration.  The
Association's president shall, within five (5) days after receipt of the
grievant's request, review the grievance and Board responses thereto and
elect whether or not to proceed to final and binding arbitration. Only the

Association may determine whether o appeal to arbitration pursuant o this
step.

Only suspensions beyond three (3) days or terminations shall be submitted
to binding arbitration. Any other matter can be submitied to advisory
arbitration. While advisory arbitration is not binding upon the parties, the
parties will seriously consider the advisory arbitration recommendation.

If the Board and Association cannot mutually agree upon the arbitrator fo
decide the dispute within five (5) days of the written request for final and
binding arbitration, the parties agree o immediately file a joint request for a
panel of seven (7) arbitrators from the Federal Mediation and Conciliation
Service, Office of Arbitration Services, Washington, D.C. 20427, together
with a brief statement of the issue in dispute together with a copy of this
section of the collective bargaining agreement. The parties shall use the
aliernative strike method of selection uniess they can mutually agree upon
another method of selection.

The arbitrator’'s written opinion and award must be issued within 30 calendar
days after the hearing unless the parties mutually agree to an exiension.
The arbitrator's decision on suspensions beyond three (3) days and
terminations shall be final and binding on the Board, the grievant, and the
Association. The cost and expenses of the arbitrator shall be borne equally
by the parties. The expenses of any non-employee witness shall be bomne
by the party caliing the witness. The fees of the court recorder shall be paid
by the party who requests one; such fees shall be split equally if both parties
request a recorder, or reguest a copy of the transcript.

The arbitrator shall have no authority to add to, subtract from, modify,
change, alter or amend any of the provisions of this collective bargaining
agreement, not add to, subtract from, or modify the language therein in
arriving at a determination of any issue presented.

tn those instances of an employee who is suspended, discharged or
otherwise disciplined as a result of a felony conviction, inciuding any felony
sex offense conviction while in the Board's employ, such discharge or
discipline will not be a permissible subject of this grievance procedure’s final
and binding arbitration provisions. Thase employees are, however,
expressly permitited to avail themselves of the grievance procedure up to,
but not including Step 4.
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Miscellaneous Provisions

. The grievant shall have the right to be present at each step of the grievance

procedure until such time as all evidence is taken. The grievant shali also
have the right to have a union representative present at Step One's informal
procedure.

. The grievance procedure shall be the sole remedy for employees covered by

this agreement. Employees covered by this agreement shall have no appeal
rights to the State Board of Personnel Review or the Department or
Administrative Services.

. A grievance may be withdrawn at any level without prejudice and without

records, but it would be considered resolved. If a grievant permits the next
step in the grievance appeal process to elapse without perfecting an appeal
or withdrawing the grievance, the grievance shall be considered resolved on
the basis of the Board’'s written decision or response at the immediately
preceding step.

. All communications regarding grievances shall be reduced to writing and

hand delivered or mailed by certified mail, return receipt requested. The
Board shall provide the Association with copies of all communications in the
processing of grievances.

. The Association shall have the right to issue written grievance forms to

grievant where such forms are negotiated between the parties or otherwise
comport with the requirements set forth in Step 2, above.

The grievant and other Board employees who are required to attend a
grievance hearing, discussion or arbitration hearing during normal working
hours shall incur no loss of pay or benefits.

. Time limits created by this grievance procedure may be exiended by mutual

agreement of the parties in writing.

C. FAIR SHARE

1.

The Board agrees, as a condition of employment, for the payment to the
Association of a Fair Share Fee by each employee within the bargaining unit
who elects not to become a member of the Association.

The Board wilt provide a payroll deduction for professional dues upon receipt of
a list submitted by the Association each school year. Deductions shall be made
in installments consistent with the method for payroll deductions.  Staff
members choosing to be fee payers shall have the fees deducted in equal
instaliments commencing with the first pay period that follows January 15 each
year for the balance of the contract year.
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3. The amount to be deducted from the pay of all non-Association members within
the bargaining unit empioyses shall be the full dues of the Ohio Education
Association, uniess the Association notifies the Fiscal Office to the contrary, and
such deductions shall continue through the remaining number of payroll periods
for the balance of the contract year that follow the January 15 date noted above.

4. Dues rates and Fair Share Fee rates shall be transmitted by the Association to
the Business Administrator for the purpose of determining amounts to be

payroli-deducted and the Board agrees to promptly transmit all amounts
deducted to the Association.

5. The Board further agrees to accompany each such transmittal with a list of
names of the bargaining unit members for whom all such deductions were
made, the period covered, and the amounts deducted for each. Upon timely
demand, non-members may appeal to the Association the payment of the Fair
Share Fee pursuant to the internal procedure adopted by the Association or
such non-members may submit such appeals as provided by law. The Intemnal
Rebate Procedure shall provide for a rebate of expenditures in support of
partisan politics or ideological causes not germane to the work of employee
organizations in the realm of collective bargaining.
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ARTICLE V

WORK CONDITIONS

A. MEDICATION AND NURSING PRACTICES

All medication administration and delegated nursing tasks shall be in compliance
with the Ohio Revised Code, Federal Law, and all rules and regulations
promuigated by agencies provided with that responsibility under the
aforementioned State and Federal Laws.

All training for Medication and Nurse Delegations and yearly update training wilt be
given during the regular employee work day when possible. Exception may be
needed in order to accommodate parent/student schedule.

Employees who fail to pass the initial test shall have the right to request and
receive instruction from another trainer.

All current and future instructors and Instructors Assistants shall take the basic
training module as well as any of the training modules as developed by ODDD. All
members required to complete any of the modules must pass the appropriate
test(s). Members shall be allowed three (3) opportunities to pass any required
training module.

Delegated nursing tasks will be taught to those members who are assigned to take
training for a particular nursing task and pass the test for that task.

Members may refuse to perform any task, for which they have not been trained and
certified by completing Appendix C-1. Further, members may refuse to perform
any task for which they have been trained, at such fime as they believe, in good
faith, that there is a possible discrepancy between the procedure and the
requirements of either their training, the law or both, by compieting Appendix C-2.
When appropriate assurance has been received from a licensed health care
professional concerning the appropriateness of the procedure, the task shall be
resumed. Appendix C-1 and/or C-2 must be completed each time a member is
refusing to perform a task under the above conditions (Appendix C-1, C-2}.

The following list of procedures represents those procedures which cannot be
delegated to bargaining unit members other than a nurse:

Central venous catheter - dressing changes

Fistula care and dressing changes

Peritoneal dialysis and dressing changes (aseptic)
Mechanical respiration and ventilator care

Nasogastric feedings

Heparin lock flushes, dressing changes and reinforcements

2 e
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7. Tracheostomy care, saline installation, tube changes. However, trach collar,
suctioning and other regular care including replacement if dislodged, may be
delegated if child is stable and based upon the recommendations of the nurse.
If the tracheotomy tube has been replaced, the parent must be nofified
immediately.

8. Manual resuscitation bag except for first aid/life saving measures

9. Nasal suctioning - except nostril region

10. Intermitient catheterizations

11. Feedings and medication through a non-stable G or J tube or a non-stable G or
J button

12. Enemas

13. Vaginal and over the counter rectal suppositories. Rectal medications will be
administered for emergency purposes as ordered by a physician and specified
by individual protocol.

14. Medications involving hypodermic needies — except epi-pens for first aid/life
saving measures,

Forms will be developed by the Children's Services Nurse for all delegated
medication administration and delegated medical fasks.

B. MEDICAL CONCERNS

All staff members, current and newly hired, shall attend health training to include,
but not be limited to, instruction in infection control and sanitation procedures,
immunizations and tests available 10 employees.

Members shall be offered, at Board expense, Hepatitis B Immunization in
accordance with the Board's existing policy.

Board employees who have had an acute exposure io blood/body fluids shall be
reimbursed for treatment expenses in accordance with the Board's existing
procedure.

C. WORK YEAR

Calendar

School Calendar: The Association shall submit to the Director of Children's
Services a proposed school calendar for the next school year by March 1.

1. The school calendar shall not exceed one hundred and eighty-four {184) paid
contractual days and shall inciude: one hundred seventy-eight (178} student
days per year; two (2) parentteacher conference days; and four (4) teacher
days to be apportioned as foliows:

a. A full day for staff orientation and training prior to the arrival of students and
one full day after the end of the school year for teacher workday.
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b. Two (2) in-service days shail be included and scheduled by the Board and
planned by the administration. One of these two (2) in-service days may be
jointly planned by the Association President or designee and the Director of
Children's Services.

¢. Orientation for any new employee will take place per Board policy.

d. Assistants have the option of being paid up to twenty-one (21) hours in the
two weeks prior to and/or two weeks after the opening of school of each
school year for the purpose of classroom setup and preparation. (This is not
an overtime issue. An assistant cannot work more than a total of forty (40)
hours per week.)

In the event of exceeding the allowable calamity day limit, after consultation with
the Association, the Board shall decide when those days are to be made up.

Nothing herein is intended to restrict the Board from granting additional paid
times off as it deems proper.

Once a calendar has been approved by vote of the Board and if it becomes
necessary to change the calendar, the Association may give its opinion of those
changes to the Director of Children’s Services in writing, within three {3} days of
receiving a copy of the changes.

New Hires

1.

This section covers only APE/COTA/OT/lL.anguage Development Specialist/E.l
Specialists and E.l. Assistants.

o COTA/Nurse is on Range 9 — Level 2

New hires can be required to work up tc 40 days under exiended contract as
stated in job description.

New hires in these classifications must accept extended days — in job
description — told at hire.

if programmatic needs require 12 month contracts, then the Board and
Association will meet to negotiate terms and conditions. Both sides retain their
respective rights under ORC 4117 and the Association has the right to strike
during interim bargaining if agreements are not met.

If an extended contract or twelve (12) month contract is going to be offered to a
new hire, the current staff member has the option of accepting or deciining the
said contract for themselves before it is given/offered to a new hire. Notification
of acceptance must be made in writing within seven (7) calendar days.
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Early Intervention Assistant (12 month)

The Early Intervention Assistant contract is for 12 months, 70 hours bi-weekly and
includes three (3) personal days (21 hours), sick leave of .05769 or 4.03 hours bi-
weekly. The maximum year shall not exceed 262 days. The Early Intervention
Assistant (12-month position) will be paid at WLEA Instructor Assistant scale.
Vacation leave will be per Board procedure.

The Early intervention Assistant (12-month position) will not lose seniority or step
placement.

The job description for Instructor Assistant — Early Intervention, Part-Time will be
amended as follows: “Assumes duties of other Early intervention/school staff in
their absence when necessary and any other duties related to their position as
Early Intervention Assistant as assigned by the administration.

WORK DAY

Duration - The defined work day for employees shali begin at 8:30 a.m. and end at
3:30 p.m. Mondays through Fridays.

A late arrival to work is considered an unauthorized leave of absence for all
employees and is subject to corrective action. There will be a bell at 8:30 a.m. and
3:30 p.m. to indicate the beginning and ending of each workday.

An employee shall not be required to atiend more than one (1) hour per month of
meetings, in-services, and training outside of the regular employee work day.
When possible these meetings, in-service and trainings will be scheduied the 1% or
3™ Wednesdays of the month. In addition, short meetings (15 minutes or less) with
the Administration or other staff members may be scheduled outside of the
employee’'s work day. Such short meetings will only occur at the end of the school
day based upon emergency need to meet.

Mandatory general staff meetings for staff members within the home building will be
scheduled by the Director of Children’s Services. It is understood that scheduling
may not permit all Jordan Center staff (staff with full time responsibilities) to attend
staff meetings, but it is expected that at least one early intervention staff member
will attend the scheduled staff meetings. All Jordan Center staff are expected to
attend the scheduled one-hour trainings.

Breaks - Every employee will be entitled {c any combination of 30 minutes duty-free
daily break in coordination with the teaching situation, student schedules and co-
workers’ schedule. Employees will not leave the school grounds. Break schedules
will be approved by the Children’s Services Supervisor.

Calamity Days/Delayed Openings - in the event of a declared calamity day, 9
month employees are not required to report to work. In the event of a declared
school delay, 9 month employees shall be required to report at their regularly
scheduled time commensurate with the delay.
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Fiex Time - It is expected that all professional staff will make every effort to attend,
if necessary, home visits and/or student-related meetings scheduled outside of the
normal work day in order to meet the needs of families that cannot be met during
the normal work day. Early Intervention Specialists, Speech Therapist and
Occupational therapist may be granted flex time for meetings they attend outside
the regular work day. The Children’s Services Supervisor must be informed of the
meeting in advance and flex time must be taken with the pre-approval of the
supervisor.

Drug Free Policy - Agency Policy with the understanding: Testing process will
take place during employees defined work day as defined in Article V, Section (C),
Work Year and Section (D), Work Day.

STUDENT PROGRESS

According to the Ohio Department of Education Model Policies and Procedures for
the Education of Children with Disabilities, parents must be informed of their child's
progress at least as often as parents are informead of their non-disabled children’s
progress.

Student progress for enroliees in preschool and school-age programs shall be
reported at least quarterly throughout the school year. All progress shall be
completed in written report form, with originals being submitted by teachers and
specialists (OT, PT, speech, APE) to the supervisor according to the foltowing
schedule:

15 quarter — no later than one day prior to the parentteacher conferences as
scheduled on the approved schoo! calendar;

o quarter — no later than Friday of the week in which the quarter ends;

3 quarter — no later than one day prior to the parentiteacher conferences as
scheduied on the approved school calendar;

4" quarter — no later than one day prior to the tast day of school for students.
Interim reports may be required at the regueast of the supervisor,

Both parties will work together to develop the written format to be used, with final
approval resting with the supervisor. Forms will be reviewed by September 30 of
each year to determine if any changes are necessary.

Scheduling of parent/teacher conferences shall be compieted by the classroom
instructor one week in advance and shall include one evening session and a
morning session the following day, for a total of seven (7) scheduie hours (one full
school day equivalent). Scheduling of conferences shall be compieted by the
classroom instructor and a list of conference times and participants shall be
submitted to the supervisor one week prior to conferences. Conferences not
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completed during scheduled parent/teacher conference hours shall be rescheduled
during non-contact hours 1o the extent possible. If it is necessary to reschedule a
conference during contact time, pre-approval from the supervisor is required. If the
parent has not responded 1o attempts to schedule a conference after two
documented attempts, the written progress report shall replace the conference,

A conference summary form shall be completed for each parent/teacher
conference and submitted to supervisor no later than one week after the
conference. In the event no conference was held, the conference summary form
should be completed indicating the dates of attempts to contact the parents and the
resulting outcome. All conference summaries/written reports shall become a part of
the student's permanent file.

For infants/toddlers enrolied in the early intervention program, the Individual Family
Service Plan (IFSP) shall be reviewed every one hundred twenty (120) days or
more frequently if conditions warrant or at the family's request. The early
intervention specialist(s) shall ensure that a current copy of the IFSP is maintained
in the child's working file. Progress updates with parenis or primary caregivers
shall be conducied on an ongoing basis as a regular components of the early
intervention program.

SUPPLIES. MATERIALS AND CURRICULUM

Each classroom teacher and speciaiist will be provided with consumabie classroom
supplies based on available resources.

Each classroom teacher and specialist will be allowed to submit an order for
approval for special items, such as, but not limited to: switch adapted equipment,
manipulative materials, unigue art supplies, etc. All orders will need prior approval
of the Director of Children’s Services.

Based on available resources and students' needs, the Director of Children's
Services will respond, in writing, to a request within thirty (30) calendar days.

DRUG-FREE WORKPLACE

The Board's procedure will remain in effect. (Appendix D}

AGENCY WIDE SUBSTANCE ABUSE TESTING (Appendix E)
The Board's procedure will remain in effect.

FITNESS FOR DUTY

The Board's existing procedure will remain in effect. (Appendix F)
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J. BWC/TRANSITIONAL WORK PROGRAM  (Appendix G)

Agency Policy with the understanding:

« When the injury is immediately known, the employee shall contact Human
Resources to schedule an appointment with a designated Workers’
Compensation physician or Ready Works Physician at Wood County
Hospital within 24 hours.

+ Employee will receive full pay during transitional work placement regardless
of the work employee is assigned to.

e Hours worked are employees contracted hours.

+ |f employee does not wish to participate in the Transitional Work Program,
sick leave can be utilized.

o Hours worked at a ftransitional position are worked around medical and
therapy appoiniments. Clock time for these appointments are included as
part of the transitional work hours, and sick leave is not deducied for the
appointments.

+ Ready Works is preferred over going to the emergency room due to medical
services being more prompt.

» Employees are able to go to their own physician when taking the workers’
compensation package with you. Personal physician must be BWC certified.

o Employees involved in transitional work are reevaluated every two weeks.
Assignments can be based on individual progress/re- evaluation.

+ Employees must sign HIPAA form for release of information.

« The transitional work program does have an appeal process through BWC.

K. BUILDING TOURS/VISITORS

Building Tours — Whenever possible, tours shall be conducted with two day's
advance notice to the staff. The Director of Children’s Services or his/her designee
shali make reasonable efforts to minimize disruption of the educational process.

Visitors

1.

An employee who desires to bring a visitor into the school during work hours
must submit a writien request to hisfher immediate supervisor at least two (2)
days in advance of the proposed visit. (Appendix H) For unusual
circumstances, the two (2) day limit may be waived. The employes must
receive approval of the request from the Direcior of Children's Services
Supervisor before his/her visitor may enter a class. All visitors must sign in as
volunteers for liability purposes. Within twenty-four (24) hours of written
request, the immediate supervisor (or designee) will approve or disapprove in
writing fo the employee submitting the request. The supervisor (or designes)
can rescind the said approval for work necessity reasons. Said reasons shall
be in writing.

2. Whenever possible, employees will be given notice of impending visits.
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3. An employee, upon receipt of notice of an upcoming visit, may advise his/her
immediate supervisor that a visit to activities under his/her supervision would not
be appropriate at that time, and may explain his/her programmatic reasons for
such advice. Such comments will be considered by the Administration in
scheduling visitors.

4. Employees are not permitted to bring children, family members, or others to the
work place except as provided in Section 1, above.

5. Visitors may not use the pool wuntil pool orientation is completed.
(Understanding of this language means actually using the pool. Observing in
the pool area is permitted.)

ADMISSION OF NEW STUDENTS

When a new student is accepted for enroliment, the classroom staff and
specialist(s) to whom the student is assigned shall be given access to and shall
review records on file prior to the first day of attendance. Whensver possible, the
classroom teacher wili attend the intake meeting. Specialists will be notified of the
intake meeting and will attend if possible.

ILENESS ON THE JOB

When an employee is injured or ill during the workday, such injury or iliness shall
be reported to the employee’s immediate supervisor or supervisor's dasignes, as
soon as possible. The supervisor or designee will then make arrangements for the
supervision of the employee’s students. When an employee is injured he/she must
report to the Children’s Services Nurse or a supervisor to complete a U.I.R. and
worker's compensation packet.

PERSONAL PROPERTY REIMBURSEMENT/RESTITUTION

if a student damages or destroys an employee’s personal property and the involved
student has restitution addressed in an approved behavior program, restitution shall
be determined within each depariment through the chain of command. (Appendix 1)

The Board may pay 75% repairfreplacement cost for eyegiass damage to an
employee due to student involvement, not to exceed $200. If the amount changes
per Board policy over the life of the contract, Association members wili be inciuded.

COMMITTEE PARTICIPATION

Participation by employees on commitiees outside of the work day shall be on a
voluntary basis. The Director of Chiidren's Services reserves the right to appoint
staff to committees that meet during the work day.
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REQUIRED ACTIVITIES

Employees who are absent from required meetings, inservices, activities, etc.,
which are scheduled before or after the normal workday shall have responsibility to
review all information from the meeting from which they were absent.

TERMINATION OF VOLUNTEERS AND OBSERVERS

After consultation with the volunteer coordinator, and upon concurrence with the
Children’s Services Supervisor, the right 1o observe or to work as a volunteer may
be terminated if it is determined such arrangement is not in the best interest of all
parties involved.

NOTIFICATION OF SALARY AND ASSIGNMENT

Each employee wili receive the following not later than August 15 of each year:
1. Notice of salary for the year.
2. Job assignment by classroom,

JOB DESCRIPTIONS

Job descriptions will be developed by the Board and shall be issued to the
Association President. The Association shall have the opportunity to provide input,
in writing, before new and revised job descriptions are put into effect. The parties
agree that job descriptions shall not confiict with the specific terms of this collective
bargaining agreement.

The Association President shall be given a copy of any new or revised job
descriptions for all members of the Association’s bargaining unit within five (5) days
of adoption. Upon ratification of a coliective bargaining agreement, the Association
President shall be given a set of existing bargaining unit job descriptions.
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ARTICLE VI

DISCIPLINE/CORRECTIVE ACTION

JUST CAUSE

No employee shall be reduced in pay or position, reprimanded (verbally or in
writing), suspended, discharged or removed except for just cause. Further, no

other form of disciplinary or corrective action shall be taken against any employee
except for just cause.

SUMMARY STATEMENT:

The purpase of the Discipline/Corrective Action Procedure is to establish uniform
guidelines and procedures regarding necessary correction action of Wood Lane
Employees. Additionally, the purpose of a progressive disciplinary system is to
ensure that discipline (corrective action) is imposed consistently and equitably, with
a goal, not toward punishing employees, but toward correcting deficient
performance and securing compliance with working rules.

SCOPE:
All employees of the Board

DEFINITIONS

1. Association Member: Board employee represented by a collective bargaining
agreement.

2. Classified: A non-management employee who is an employee under civil
service guidelines per Senate Biill 155 (June, 1988).

3. Day: For the purpose of disciplinary action, a day is the number of hours a
person would normally have been scheduled to work on a specific date.

4. Department Director: The designated individual who by appointment maintains
the first/foremost position over one of the major administrativeiexecutive
divisions of the agency as approved on the table of organization. See Appendix
“A” (Table of Organization)}.

5. Dishonesty: Disposition to lie, cheat or defraud; untrustworthy; tack of integrity.

6. Drunkennsss: The condition of a person whose mind is affected by the
immediate use of intoxicating drinks or controlled substances; the state of one
who is “drunk” or “high”. The effect produced upon the mind or body by drinking
intoxicating liguors or ingesting other intoxicating substances to such an extent
that the normal condition of the subject is changed and his/her capacity for
rational action and conduct is substantialty lessened. State of intoxication.
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7.

10.

11.

12.

13.

14.

185.

Due Process/Due Process Conference: Pre-disciplinary procedures mandated
by a collective bargaining agreement, statute-including Section 5126.23 of the
Ohio Revised Code, or the United States Constitution to assess whether there
is probable cause to suspend, reduce or terminate an employee. Due process
entitles the employee the right to receive oral or written notice of the charges
against him/her; an explanation of the employer's evidence; and an opportunity
to present his/her side of the story.

Exempt Employee: A position of employment which is paid to the employee on
a salary basis for duties and responsibilities in accordance to The Fair Labor
Standards Act and the administrative regulations established by the Wage &
Hour Division of The U.S. Depariment of Labor. Exempt positions must be
classified as “Executive”, “Adminisirative”, or “Professional’. An employee
holding an Exempt position is not compensated at premium rates for excessive
hours worked in a work week.

. Incompetency: Lack of ability, quaiification, or fitness tc do things required of an

employee.

Inefficiency: Quality of being incapable or indispesed to do the things required
of an employee within reasonable standards

insubordination: State of being unwilling to do the things required of an
employee. Refusal to obey an order issued by the employee’'s immediate
supervisor or other staff person having authority to direct the employee.

Malfeasance: s a wrongful act which the employee has no legal right to do, or
any wrongful conduct which affects, interrupts, or interferes with performance of
official duty, or an act for which there is no authority or warrant of faw or which a
person ought not to do at all, or the unjust performance of some act, which party
performing it has no right or has contracted not 1o do.

Misfeasance: The improper performance of some act which a person may
lawfully do.

Moral: {conduct) Pertains to character, conduct, intention, social relations, etc.
Pertains io or relates to the conscience or moral sense or to the general
principles of right conduct. Cognizable or enforeceabie only by the conscience
or by the principles of right conduct, as distinguished from positive law. All
governmental employses are expected to conduct themselves both on and off
the job in a manner which will elicit pride, confidence and respect from citizens.
[Reference ORC 124.34]

Neglect of Duty: To omit or fail to do a thing that can be done, or that is
required to be done. An absence of care or attention in the doing. An omission
of a given act. A designed refusal or unwillingness to perform one’s duty.
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16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

Non-Exempt Emplovee: A position of employment which does not qualify for an

overtime exemption as defined by The Fair Labor Standards Act and the
administrative regulations established by the Wage and Hour Division of The
U.S. Department of Labor. An employee holding a non-exempt position shall be
compensated for all actual worked hours in excess of 40 hours per week.

Nonfeasance: Non-performance of some act which ought to be performed,

omission to perform a required duty at all, or total neglect of duty.

Pre-Disciplinary Hearing Officer (classified): @A person selected by the

Appointing Authority who conducts the conference and submits results of the
hearing along with his/her recommendation to the Superintendent. The Hearing
Officer need not be under the jurisdiction of the Board of DD.

Pre-Disciplinary Hearing Officer (unclassified): In situations where discipline is
directed against a management employee the conference shall be held by the
Superintendent.  If discipline is directed against the Superiniendent the
conference shall be heid by the members of the Board or their designee.

Reduction: A change in classification to one having a lower base pay range or

change to a lower step within the pay range for a given classification or any
decrease in compensation. |If department/division is governed by a union
contract, the procedures outlined in the contract shall be foliowed.

Removal: The termination of an employee’'s employment for the reasons
outlined in section 124.34 or section 5126.23 of the Ohio Revised Code.

Supervisor: The individual who has been authorized by the Superiniendent to
oversee and direct the work of certain employees on a daily basis and who
effectively recommends actions such as hiring, transfers, suspensions,
promotions, discharge, rewards, lay off, recall or discipline. If
department/division is governed by a union contract, the procedures outiined in
the contract shall be followed.

Suspension: Reiieving an employee from duty with or without pay.

Theft: The act of stealing; robbery; farceny. This shall include the theft of
compuier data.

Unclassified: A management employee as defined by SB 155 (June 1988)
whose employment is not governed by civil service guidelines in relation to
disciplinary hearings or contract status. Employees in management positions
prior to June 1988 are grand fathered unclassified employees with continuing
contract status. Those management employees hired after passage of SB 155
are unclassified employees under limited contract terms.

Verbal Reprimand: This is a disciplinary action. A formal reprimand{reprove)
given verbally to an employee in fault and documented in which an offense is
reviewed and discussed with the employee and is a statement of formal censure
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27.

imposed by the immediate supervisor., The documentation for the verbal
reprimand will be placed in employee’s personnel file.

Written Reprimand: This is a disciplinary action of a greater magnitude thant a

verbal reprimand. A formal reprimand for an offense which is reviewed and
discussed verbally with an employee in fault and also presented to employee in
written form. The documentation of written, formal censure (the written
reprimand form) will be placed in employee’s personnel file.
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PROCEDURE:

DISCIPLINARY PRINCIPLES

The Board believes that certain basic
principles, set forth  below, must
consistently be applied in order fo
effectively and fairly correct unsatisfactory
job performance or conduct.

1. Employees shall be advised of job
expectations, the type of conduct that
the board has determined to be
unacceptable, and the penalties for
unacceptable job performance or
conduct.

2. Immediate attention shall be given to
policy/procedure infractions.

3. Discipline shall be applied uniformly
and consistently.

4, Each offense shall be dealt with
objectively.

5. Discipline shall usually be progressive,
but depending on the severity and type
of the offense, may  procesd
immediately to termination.

6. An employse's immediate supervisor,
component supervisor, department
director, and the Superintendent shall
be responsible for
administering/processing discipline.

7. Supervisors are encouraged to coach
or counsel their respeclive
stafi/employees as issues/concerms
arise. This should be deemed as
normal supervisor/empioyee
assistance/growth. The use of the
correciive action guidelines needs to
be considered based on severity and
type of alleged infraction.

if. UR/EIR

A. Based upon the circumstances an
Unusual incident Report may be
generated by a Board employee if
an action is considersd unusual
according to & poiicy/procedure,
work ruie and/or defined by UIR
Procedure #02-ALL-ALL-0054.
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1. If the UIR is based within the Preferably by the end of the
department: employee’s shift
a. The UIR upon compietion is
forwarded to the reporter's
immediate supervisor.
b. The immediate supervisor Immediately
will process the UIR to
his/her  supervisor  and
recommendations stated in
the designated area.
2. 1f the UR involved an
employee from another
department:
a. The UIRis forwarded up the Immediately
chain of command io the
department  director for

his/her review and
recommendation.
B. Upon an incident where an action in a timely manner preferably
is considered inappropriate, and/or within the same day of such
contrary o governing an incident.

policy/procedure, work rules, an
Employee Incident Report (EIR)
may be initiated by the employee's
immediate  supervisor. The
immediate supervisor compistes
Section 1 of the EIR.
Administrative leave with pay may
be authorized by the
Superintendent based on the
severity of the incident and
pending results of evidence.

C. A meeting with the employee will As s00n as possible.
be conducted in person. The
immediate supervisor will restate

the alieged incident. The
employee has the opportunity to
agree/disagree/receive without

comment with the report as writien
both verbally as well as in a written
format {Section II).
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D. Following the meeting, the As s00n as possible.
immediate supervisor completes
Section Il and V. Section is
based on the Standard Guidelines
for Progressive Corrective Action.
The EIR is then forwarded up the
chain of command.

1. Each supervisor reviews the As soon as possible

EIR and states in a written
fashion their recommendation
in Section IV or V based on
where they lie on the Table of
Organization. This continues
up the chain of command to the
Superintendent.

2. If progressive corrective action
is recommended the
progressive corrective
guidelines will be utilized.

E. The Superintendent (Appointing As s00n as possible.
Authority} has the responsibility
and the authority (per the Ohio
Revised Code 124.10) to make the
final decision.

F. The report is forwarded back down As soon as pessible.
the ranks to the department
director who communicaies the
decision to the immediate
supervisor, unless a pre-
disciplinary/fact-finding conference

is ordered.

G. The immediate supervisor informs As soon as possible.
the employee of the decision
rendered:
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If a verbal or written reprimand is ordered,
the immediate supervisor will complete the
form and meet with the employee to
discuss proactive measures that will
prevent the offense from reoccurring.

. FOR ASSOCIATION MEMBERS

Association members of bargaining
unit(s) shall be entitted to a pre-
disciplinary meeting with supervisor
before any disciplinary action is
recommended. Association members
shall be entitled to representation at
said meeting. The purpose of the
meeting is to allow the employee an
opportunity to refute the charges
against him/her.

V. FOR ALL EMPLOYEES

A. At any time through this process
honest and direct discourse is
encouraged. Pre-disciplinary
conferences are designed for the
benefit of employees.

B. The original EIR, the reprimand or
any other course of discipline (if
initiated) are placed in the
employee’s personnel file.

C. The empioyee may choose to
request an expungement of certain
records according to Procedure
#02-ALL-ALL-0325 HR.
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REFERENCES:

UIR Procedure #02-ALL-ALL-0054
Policy #01-ALL-ALL-Q064 Progressive
Correction Action

Ohio Revised Code - 12:34, 5126.23
SB 155

Expungement Procedure #02-ALL-
ALL-0325 ADM

Black's Law Dictionary

Drug Free Work Place Procedure #02-
ALL-ALL-0287

Med Error Procedure #02-RES-ALL-
0323

Ohio Attorney General's Office
"Employment Law News”, Fall 1996
Substance Abuse Testing Policy #01-
ALL-ALL-0082

Substance Abuse Testing Procedure
#02-ALL-ALL-0499
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EMPLOYEE INCIDENT REPORT
SECTION |

Employee'sName:

Employee’s Classification/Title:

Place/lLocation of Incident:

DateandTimeofincident:

Persons involved {other than the employee) and/or withesses:

Description of the Incident:

Circumstances that may have lead to the incident.

Signature of person making the report Date
SECTION I

Empioyee Statement:
{ have read the above statement and:

[ JAgree with the report as written
[ IDisagree with the report and wish to make the following statement;
[ JReceived without comment

Empioyes Signature Date
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SECTION lli: Review of Employse Incident Report and Minuies of Meeting

Date and Time of Review:

Summary of Discussion:

SECTION IV: Post Meeting

Supervisor/Supervisors Conclusion and Recommendation (cite poiicy, rule or law violated):

List all previous corrective action(s):

X
Signature Date
Signature Date

SECTION V: Department Head Comments and Recommendation

X

Signature Date

Signature of Superintendent Date
Approved Disapproved

Comments;

Section VI: Pre-Disciplinary Conference
Daie and Time of Pre-Disciplinary Conference:

in Attendance:

Hearing Officer's Recommendation:

Fina! Disposition:
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WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES

Standard Guidelines for Progressive Corrective Action

AND

NEGLECT OF DUTY

QOFFENSE CORRECTIVE ACTION

FAILURE TO FOLLOW 1% QFFENSE 2" OFFENSE 3 OFFENSE
POLICY OR PROCEDURE. Verbal reprimand Written reprimand 1-3 day suspension
A failure that is not 4" OFFENSE 5" OFFENSE

deliberate, to follow Board 4-20 day suspension Removal

policy or procedure, or any

othar administrative

regulation or law.

WILLFUL  FAILURE TO 1 QFFENSE 2" OFFENSE 3" OFFENSE
FOLLOW POLICY CR Written reprimand 3-10 suspensicn 10-20 day suspension
PROCEDURE. A deliberate 4" OFFENSE

or williul fallure to follow Removal

Board policy or procedurs, or

any other administrative

regulation or law.

ENDANGERMENT BY 1% OFFENSE 2™ OFFENSE 3" OFFENSE
FAILURE TO FOLLOW 3-10 suspension of 3-20 day Removal
POLICY OR PROCEDURE. removal suspension

A deliberate or willful failure

io foliow Board policy or

procedure, or any other

administrative regulation or

law whereby the safety of

other persons is thereby

endangered

WILLFUL 1% OFFENSE 2" QFFENSE 3 OFFENSE

IDLENESS/LOAFING.
Deliberate faiture 10 work or
complete assigned duties.

Written reprimand

3-10 suspensicn

10-20 day suspension

SLEEPING ON DUTY

1% OFFENSE
3-20 day suspension

2™ OFFENSE
Removal

INEFFICIENCY.  Falflure to 1¥ OFFENSE 2™ OFFENSE 3" OFFENSE
carry out and complete work Verpal reprimand Written reprimand 1-3 day suspension
assigned as directed, in an 4" OFFENSE 5" OFFENSE

appropriate mannsr. 4-20 day suspension Remaoval

Employee’s work guality and

quantity of work is poor.

INCOMPETENCY. An 1% QFFENSE 2" OFFENSE 3" OFFENSE
inability on the part of the Verbal reprimand Written reprimand 1-3 day suspension
empioyee 10 pertorm 4" OFFENSE 5" OFFENSE

assigned work, as reguired
by the job description,

4-20 day suspension

Removal
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WQOOD COUNTY BOARD OF DEVLOPMENTAL DISABILITIES
Standard Guidelines for Progressive Corrective Action
NEGLECT OF DUTY, continued

OFFENSE

CORRECTIVE ACTION

TARDINESS. Occurs when empioyee repens to
their work site one (1} to five (5) minutes after the
scheduled start of his/her shift/day and/or has
returned frem an approved break peried one (1) 1o
five (5) minutes after the
scheduled/appointed/appropriate  return to work
time.

Tardiness will influence work history and will be
monitored and cited in combination with other
offenses necessitating corractive action.

LATE ARRIVAL. Occurs when an employee
reports to a work shift six (8} or more minutes
after the scheduled appointed/appropriate return
to work time.

More than four (4) tate arrivals in a calendar year
OR more than 120 minutes in a calendar year
(whichever comes first} OR any late arrival of 60
minutes or more constitutes first offense.

if an employee has met or exceeded the above
stated criteria for late arrivals within a calendar
year, the late arrivals will become a permanent
part of the work history and may be used in
connection with future corrective actions.

1% OFFENSE 2nd OFFENSE 3™ OFFENSE
Verbal reprimang Written repri- 4-20 day sus-
or wrilten repri- mand or 1-3 pension or
mand. day suspension  removal.

4" GFFENSE

Removal

ABSENCE WITHOUT LEAVE (AWOL). Occurs
when en employee does no! rezpori to work for
regularly scheduled shift and does not call in ior
one (1) or two (2} days (no show/no cali).

Occurs when an employee doss not report to
work habitually for reguiarly scheculed shift or
does not call in for 3 or more wotk days in
suecession (no show/no call).

Any emploves who absents himself/nersell from duty, habitually or for three or more successive duty days, without
leave without notice to his supervisor of the reasons for such absence may be subject to removal for Neglect of Duly

under provisions of Section 124.34 ORC.

This ruie does not require an Appointing Authority to initiate rernoval action if he/she determines it unwarranted nor
does preclude removal action for a shorter period of absence if the absence is of sufficient sericusness.
determination as to what constitutes g seriocus situation shall be made by the Appaointing Authority of the Agency

1% OFFENSE
Written reprimand
Or 1-20 day sus-
pension or removal.

2" OFFENSE
Remaoval

3" OFFENSE

1* OFFENSE
Removal

concerned based upon the conference/hearing. [Reference Ohio Administrative Code: 123:1-31-03].

PRIVACY VICLATION

Any use of disciosure ot Protected
information not allowed by policy — a
Viotation of HIPAA Privacy Reguiations

2"° OFFENSE
1-10 day suspension

15T OFFENSE
Written reprimand
1-3 day suspension
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WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES

Standard Guidelines for Progressive Corrective Action
NEGLECT OF DUTY, continued

OFFENSE CORRECTIVE ACTION

PATTERNED USE OF SICK LEAVE: whereby 1" CFFENSE 2"Y OFFENSE 3™ OFFENSE

A pattern is established over a given period of Verbal or written Writtan reprimand 1-3 day suspension
Time regarding frequency, days, or shift of reprimand

Repoeried illness/injury that cannot be corroborated

EXCESSIVE USE OF SICK LEAVE: whereby 4" OFFENSE

the amount of 1otal scheduled time not worked 4-2C day suspension

due to reported iliness/injury (exciuding or removal

Workers Comp; Family Medical Leave Act,
approved leaves) generally exceeds 5% in a
given quarter.
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WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES
Standard Guidelines for Progressive Corrective Action

INSUBORDINATION

OFFENSE CORRECTION ACTION

imprapar conduct. Failure to accept autherity or 1% OFFENSE 2" OFFENSE 3" OFFENSE
supervision; disobedience {abusive language, Written repri- 1-10 day 10-20 day sus-
lack of cooperation argumentative, disrespect of mand or 1-3 suspenston pension or
authority), where safety of persens/property is not iﬁyggg’éeN”SS'EO” removal

thereby endangered. Removal

1" OFFENSE 2™ OFFENSE
ENDANGERMENT BY IMPROPER CONDUCT 3.20 day sus-  Removal

Failure to accept authority or supervision; pension
disobedience (abusive language, lack of

cooperation. argumentative, disrespect of

authaority) whereby the safety of persens or

propenty is endangered.
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WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES
Standard Guidelines for Prograssive Corrective Action

ENROLLEE ABUSE/NEGLECT

OFFENSE

CORRECTIVE ACTION

VERBAL  ABUSE/PHYSICAL  ABUSE OR
MISTREATMENT/NEGLECT OF ENROLLEES,
including failure to report such acts of other
empicyeas whsther or not the heatlth, safety and
welfare of enrolless is jeopardized.

Definitions to reference offense

1 OFFENSE 2" OFFENSE 3" OFFENSE
writien reprimand 20 day suspen-  Removal

or 1-20 day sus-  or removal

pension or

removal

ABUSE, may include, but is not limited to:
physical, verbal, emotional, neglect, viclation of
individual rights, and ioss of dignity.

PHYSICAL ABUSE - Any physical action sexual
assault which results in the physical or mental
injury of an individual. Any use of physical force
necessary to prevent an individual from injuring
himself/herself or ancther person shall constitute
physical abuse.

VERBAL ABUSE - Any verbalization DIRECTED
toward an individual which is inappropriale and
unnecessary for programmatic and therapeutic
use and/or subjects the individual to humil:ation or
degradation.

EMOTIONAL ABUSE - Creating a fearful and
ithreatening environment around an individual in a
varbal or nonverbal manner shall constitute
emoctienal abuse.

NEGLECT - Abuse of any sort this caused or
premoted by the absence of action.

VIOLATION OF RIGHTS - Undue restrictions
and/or unreasonable denial or privileges, activities
of rights of an individual.

UNAUTHCRIZED USE OF MEDICATICN ~ Any
use of medication which has net been authorized
by a licensed physician or DDS, or the
prescription of any madication by a physician
which does not improve the therapeutic levels of
medication, and which is not in accordance with
reasonable standards of the profession.

AGGRAVATION OF ABUSE - Any withholding of
knowledge conceming an incident of alieged abuse
and/or neglect.

UNAUTHORIZED USE OF RESTRAINT - Viclations of
the use including restraints as outlined in the Behavior
Management  POLICY/PROCEDURES and the
Restraint Procedure.
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WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES
Standard Guidelines for Progressive Corrective Action

FAILURE OF GOOD BEHAVIOR

OFFENSE CORRECTIVE ACTION
DISCOURTEQUS TREATMENT OF THE PUBLIC  * OFFENSE 2" OFFENSE 3™ OFFENSE
— Employee acls or reacts inappropriately in a  Written reprimand 10-20 day sus- Removal
public setting or situation g;:':i day suspen- pension
WNTENTEONAF FAL_SIFJCATFON - gtglements o 4% oFFensE 2™ OFEENSE
supervisors, investigators, or officials.  Any  5.55 gay suspension Remaval
falsification of record, or fraud on applicalions or  or Removal
timesheets
BRINGING ON TO BOARD PROPERTY AND 1% OFFENSE 2" OFFENSE
ORDNANCE (weapons, ammunition, equipment) 30 day suspension Removal
or any other item which could be interpreted as a
deadiy weapon that could endanger the safety of
persons or property (or e used to inflict bodily
injury).
LOSS OR SERIOUS DAMAGE TO PROPERTY 1% OFFENSE 2" OFFENSE 3 OFFENSE
Through employee’s negligence Written reprimand or 4-20 day suspension  Removal
1-3 day suspension may includé emplayes may include

may include emplovee

rastitution

restitution

employee resti-
tution

INTENTIONAL DESTRUCTION COF PROPERTY

157 oFFENSE

3-20 day suspension
or Removal may in-
clude employee
restitution

2" OFFZNSE
Removal may inciuge
empiocyee restitution

THEFT — any act of thievery {Stealing, robbery,
larceny).

1% OFFENSE

3-10 day suspension
or Removal may in-
clude employee
restitution

2™ OFFENSE
Remaoval may include
employee restitution

SQOLICITATIONS - any soiicitations made by

1% OFFENSE

2™ OFFENSE

3™ QOFFENGE

taff to enrcliees for personal gain. Writien reprimand 4-20 day suspension Removal
1-3 day suspension
FIGHTING - any act of physical violence 19 OFFENSE 2™ OFFENSE
3-20 day suspension Removal
or Removal
_ 1% OFFENSE 2™ OFFENSE 3" OFFENSE
CREATING A DISTURBANCE among fellow Written reprimand or  4-20 day suspension Removal
Empioyees (harassment, threats, or abusive 1.3 day suspensicn
language).
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WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES
Standard Guidelines for Progressive Corrective Action

FAILURE OF GOOD BEHAVIOR, continued

OFFENSE

CORRECTIVE ACTION

IMMORAL CONDUCT - Any act or deed
contrary 1o good morals and which is harmful
or adverse to public welfare according to
standards of a given community as
expressed in law or otherwise,

1% OFFENSE

20 day suspension

or Removal

DEFINITIONS/BASE TO REFERENCE OFFENSE:

2™ OFFENSE
Removal

IMMORAL: Contrary to good morals, inconsistent with the rules and principles of morality, inimical to
public weliare according to the standard of a given community.

IMMORAL CONDUCT: That {conduct) act or deed which is wiliful, flagrant, or shameless, and which
shows a moeral indifference to the opinions of the good and respectable members of the community 124

O.R.C.

SEXUAL HARASSMENT VIOLATIONS — initiating
or creating specific activilies consiituling sexual
harassment in the workpiace as prohibited by Titie
VY and state fair employment laws.

Definitions fo reference offense:

SEXUAL HARASSMENT

Unwelcome sexual advances, requests for sexual
tavors and cother verbal or physical conduct of a
sexual nature.

HOSTILE ENVIRONMENT HARASSMENT
Behavior that creates an intimidating, abusive,
hostile, or offensive working environment or
inierferes with job periermance.

"QUID PRO QUQO" HARASSMENT
Conditioning job benefits or detriments on
submission or resistance {0 sexual advances,

1% OFFENSE
Written reprimand

Cr 1-3 day suspen-

sicn or Removal

2™ OFFENSE 3" OFFENSE
4-10 day suspension Removal
or Removal
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WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES

Standard Guidelines for Progressive Corrective Action

FAILURE OF GOOD BEHAVIOR, continued

OFFENSE

DRUG/ALCOHOL VIOLATIONS

In conjunction with corrective action the appointing authority may require the employee whe violates the terms of the

CORRECTIVE ACTION

pclicy/procedure to satisfactorily participate in a drug/alcohol, rehabilitation program approved by the Board andfor
Appainting Authority at the employee’s expense.

1.

Bringing onto Board operated property any controlied
substance as definad by law (narcotic or alcohal).

Drinking intoxicating beverage or using controlled
substance while on duty or on Beard premises/property.

Reporting to duty intoxicated or under the tnfiuence of a
controlled substance.

Any sale or distribufion of any contrelled substance on
Board premises.

Failure of abiigation to report drug or alcohol convictions,

per procedure #02-ALL-ALL-0287 (ADM), 01-ALL-ALL-047.

Failure to satisfactoriiy complete a mandated, rehabilitation
program.

Inefiiciency and/or incompatency due to faliure to be fit for
duty due to residual effects of use/abuse of alcohol ar
arugs.

Failure to follow policy/procedure for prescription/nen-
prescription drug use.

Convictions outside the workplace: drug and aleohol/any
controlied substance.

Open container

DUIIPAC
Driving Under the influence
Prohibited Alcohol Content

FPossession

I 15 OFFENSE

1-20 day suspension

20 day suspensicn
or removal

20 day suspension
or removal

Remaoval

1-20 day suspension

Removal

Written reprimand
Or 1-3 day suspen-
sion.

Written reprimand or
1-3 cay suspension

Written reprimand,
QOr 1-3 day suspen-
sion.

Written reprimand,
OCr 1-3 day suspen-
sion.

Written reprimand,
Or 1-3 day suspen-
sion.

2" OFFENSE
1-20 day suspension

Removal

Removal

Removal

1-20 day suspension

1-20 day suspension

1-10 day suspensicn
Qrf removal

1-20 day suspension
or removal

1-20 day suspension
or removal

3“OFFENSE

Removal

Removal

Removal

Removal

Removal

Removal
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WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES

Standard Guidelines for Progressive Corrective Action

FAILURE OF GOOD BEHAVIOR, continued

OFFENSE

CORRECTIVE ACTION

DRUG/ALCOHOL VIOLATIONS, continued
Manufacture
Trafficking/sale/distribution

Hlegal age for consumption

Fictitious 1D

Disorderly conduct while intoxicated

Contributing to underage consumption

1 OFFENSE
Removal
Removal

Written reprimand
Or 1-3 day suspen-
sion.

Written reprimand,
Or 1-3 day suspen-
sian.

Written reprimand,
Cr 1-3 day suspen-
sion.

Writtan reprimand,
Or 1-3 acay suspen-
sion.
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2™ OFFENSE

1-20 day suspension
or removal

1-20 day suspension

1-20 day suspension
or removal

1-20 day suspension

3 OFFENSE

Removal

Removal

Removal

Removal

FORM ALL-ALL-01-43



VERBAL REPRIMAND RECORD

Employee:

Date:

Offense:

Violation of:

Action to be taken to correct offensa:

Corrective action taken - Verbal Reprimand

Employee's Signature Daie

Supervisor's Signature Date

cc: Superintendent
Personnel File

Form #03-ALL-ALL-0144
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WRITTEN REPRIMAND
SAMPLE LETTER OF REPRIMAND

TO: Name of Employee Date
FROM: Supervisor
Department Head
RE: Letter of Reprimand for
Offense
on (date) " {explain offense in detail}
. This is a violation of (cite the ruie, regulation. policy, etc.)

You previously received correction action on the following dates:

{if appropriate)

After giving full consideration to all of the facts in your case, you are hereby
reprimanded for this current infraction.

Please be advised that this is a serious violation and must be corrected
immediately to prevent more severe disciplinary action. It is your responsibility to be
aware of the current rules, regulations, policies and procedures and comply with
them.

You may improve by: (atve suggestions here)

A copy of this ietter of reprimand is being placed in your personnsal fiie.

Received By

Date
cc: Superintendent
Personnel File
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ARTICLE VII

LAYOFF - BUMPING RIGHTS - RECALL

. The procedures in the Article supersede those in the Ohio Revised Code Section

124.321, et.seq. Layoffs and recall shall be conducted solely in accordance with
this Article.

. When it becomes necessary, due to a lack of work or funds, the abolishment of
positions, or the abolishment of positions as the result of reorganization of the
program, to reduce the number of positions in the Bargaining Unit, Management
shall determine in which classification the layoffs are o occur.

. Layoff is a decision o reduce the present number of empioyees in their existing job
classifications. Layoffs are not a form of discipline. Job reassignments and other
temporary actions by the Board are not layoffs. A layoff becomes effective at the
end of the working day named in the written layoff notice.

. The Board agrees to provide a tweniy-one (21) day written advance notice to the
Association prior to the effective date of layoff.

1. In the event of a layoff, the affected employzes shall receive a nofice fourtesn
(14) calendar days prior to the effeciive date of layoff.

. It is understood that if layoffs are occurring within an extended contract position (i.e.,
a twelve-month pasition), such affected employees, according to seniority, shall
have the right to bump into a nine (9) month position they are qualified for. Layoffs
will be made only within the following affected classifications according to seniority.

instructors.

instructor Assistants

Language Development Specialist
Occupational Therapist

Certified Occupational Therapy Assistant
Physical Deveiopment Specialist
Children’s Services Nurse

N ko=

. If an employee is laid off, he or she shall retain accumulated seniority for eightean
(18) months from the time of actual layoff provided he or she has completed the
initial probationary period.

. Seniority is defined as the uninterrupted length of continuous service with the Board
compuied from the first paid day of work. An empioyee shall have no seniority for
the probationary period, but upon completion of the probationary period seniority
shall be retroactive to the first paid day of work.

1. An employee’s seniority becomes frozen at the time the layoff becomes
effective.
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2. An empioyee whose employment is terminated by resignation, retirament or
removal shall cease to have any seniority rights under this collective bargaining
agreement thirty days (30) after receipt of notice by the employer.

3. An employee on an authorized leave of absence without pay will have their
seniority frozen at the time the leave of absence bascomes effective. An
employee can be granted up to a maximum of one (1) year's seniority credit
under this Article for any combination of use of accrued sick leave, approved
leave without pay for sick leave purpcses and exiended professional ieave.

H. If two or more staff members are equal in seniority within the same classification,
the following criteria will be applied in numbered sequence uniil the tie is broken.
The more senior staff member is:

1. The date of letter sent by superintendent/appointing authority confirming
employment.

2. The one who has the greater number of years of actual classroom experience in
that classification in Ohio’s accredited and/or chartered schools.

3. The one who has the greater number of years of actual classroom experience in
non-Ohio accredited and/or chartered schools.

4. The flip of the coin.

. Empioyees may displace (bump) the least senior employee in the same
classification provided that the empioyee has more seniority than the employee
displaced and is presently qualified to perform the work and can perform all duties,
functions and responsibilities of the job description immediately. This will continue
until the last employee in the classification has been reached.

1. Employees who wish 1o displace (bump) into another position in accordance with
this section must notify the Employer, in writing, of such intent within five (5)
calendar days of receipt of the layoff notice.

J. All laid off employees who qualify for substitute employment shall be piaced on the
agency's roster. This list may only be used for periods of employment not expected
to last more than thirty (30) consecutive days. For employment expected to last
more than thirty (30) consecutive days, the Employer shall use the recall procedure.

K. While on layoff, an employee will have the option to remain an active participant in
the State Teachers Retirement System (STRS) or the Public Employse Retirement
System (PERS).

L. When Management decides 1o fill 2 position vacated by layoff, eligibie Bargaining
Unit members shall be recalled in the inverse order in which they were laid off. Itis
the responsibility of the laid off Bargaining Unit members to keep the Board
informed of his current mailing address and telephone number (Appendix G, pags
92).
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M. Employees who fail to respond to a written notice of recall sent to the Bargaining
Unit member's last known address as listed with the Employer, sent by certified
mail, return receipt requested, within seven (7) days shall be terminated. Failure
of a Bargaining Unit member to notify the Board within seven (7) days of the
returned receipt or notice of refusal of the ceriified mail shall constitute a
forfeiture of that Bargaining Unit member's right to recall.

In the event of a certified iliness or certified injury, the employer will grant an
additional thirty days before requiring the recalled employse to report to work.

. If recalled, the employze shall have the right to the same contract status, seniority
level, total sick ieave accumuiation, and any other benefits of employment that had
accrued to the employee prior to layoff (minus any hours paid through a severance
program).

. The employee shall have the right to any and all insurance benefits provided for by
COBRA.
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ARTICLE VI

INDIVIDUAL RIGHTS

A. EMPLOYEE PROBATIONARY PERIOD

Instructor Assistants hired at any time after the signing of the initial coliective
bargaining agreement must serve a one (1) year probationary period. Said
probationary period shall be defined as 184 contractual days. Unpaid leaves of
absence for any purpose during said 184 contractual day time period shall be
excluded from time computations.

Instructor Assistants can be removed during their probationary period from
employment without just cause and without recourse or rights under this collective
bargaining agreement.

Instructors, Specialists, Nurses, or other certificated/licensed staff hired at any time
after the signing of the initial collective bargaining agreement must serve a two (2)
year probationary period. Said probationary period shall be defined as two (2)
complete academic school years incorporating a minimum of 120 school days in
each academic year.

Instructors, Speciaiists, Nurses, or other ceriificated/licensed staff can be removed
from employment without just cause and without any recourse or rights under this
collective bargaining agreement during or at the conclusion oi the first academic
year.

instructors, Specialisis, Nurses, or other ceriificated/licensed staff can be removed
during or at the conclusion of the second academic year for just cause.

B. TRANSFERNACANCY/PROMOTION

The term promotion, for the purposeas of this Articie, shall mean the act of placing an
individual in a position within the bargaining unit which carries higher salary than that
previously held.

Whenever the employer determinges a job vacancy exists and the employer
determinas to fill said position, then the empiloyer will both post and advertise for
said opening according to Board practice. The employer can re-post and/or re-
advertise as necessary. The vacancy(ies) shall be included in all emplovee's pay
envelope during all school recesses so long as this does not delay or alter the
posting process. The following factors can be utilized in considering applicants:

Education and training

Experience

Work Record

Disciplinary Record

References and Recommendations

LN~
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6. All Appropriate Requirements & Minimum Qualifications
7. The ability to perform the job.

The position shall be awarded to the individual who best meets the criteria outlined
in the above.

No employee within the Bargaining Unit shall be temporarily assigned to duties of a
position with a higher pay range unless they volunteer, are gualified, and paid at the
higher rate they are entitlied to. Once such a person fills a vacancy at the higher
raie of pay,that employee remains at that rate of pay during the duration of that
assignment and has all other contractual rights for that position. This applies only to
long-term substitute positions of more than fifteen (15) schoal days.

During the term of this contract, a temporary or substitute employee shall not be
utilized to permanently replace a Bargaining Unit employee.

if the employee is temporarily assigned {o the duties of a position with a iower pay
rate, in no event shall he be paid at a rate less than his permanent classification.

Involuntary transfer shall not mean a permanent change in an employee’s
classification without the employee’'s consent. The employee may request, in
writing, a meeting with the Director of Children’s Services or his designee to discuss
the reason for the transfer, No employee shall be involuntarily transferred to a
position for which the employse does not hold certification/licensure.

The Association President will be given & copy of any posting of Bargaining Unit
positions at the time of posting.

Not later than July 1, Bargaining Unit empioyees will be given, in writing, their
tentative assignment for the next academic year. Said assignments are tentative
due to changing enrollee demographics, staff resignation, and other circumstances.
It is required the Bargaining Unit employees give wrilten notice to the Director of
Children's Services of their non-return to the school for the next academic year.
Lack of notification by a Bargaining Unit empioyee by July 10 of non-return or the
employee does not return, the Board may recommend to the appropriate Body, the
suspension of all teaching certificates and licenses for a period of one (1) year.

. EVALUATIONS

The purpose of a performance evaluation is to provide a systematic and routine
method of communicating to the employee the judgment of his/her supervisor as to
the guality of the employee’s job performance. This process should be directed
toward reinforcing good periormance and effectuating improved performance.

Evaluation of an employse shall be conducted by a supervisor. In the event an
employee performs work under the supervision of more than one supervisor, one
supervisor shall be designated as the evaluating supervisor. Any and all information
gathered over the course of a yzar will be used to complete the performance
evaluation.
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Each bargaining unit member will receive a copy of the current evaluation
instrument and self-appraisal form during the first week of school. The criteria and
methods used by the Board to evaluate an employee’s work performance shall be
relevant to the responsibilities and qualifications set forth in the employee’s job
description and the standards of conduct required by the Board.

Observations/Evaluations of Employees shall use the following techniques.

1. a. The performance of all continuing employees shall be evaluated annually.
Evaluation procedures shal! include one formal and any number of informal
observations of classroom or work station performance by the evaiuating
supervisor. Other factors that shall be considered in the evaluation process
may include: attendance record, cooperative working relationships with
staff and parents, required paperwork, written input from the teaching
partner .and other significant events associated with job duties. The
evaluation shall also include a self-appraisal piece. This form, which allows
the employee to provide positive input regarding their accomplishments,
trainings, and goals, will be attached to the evaluation form and will become
a part of the employee’s personnel file. The contents of the self-appraisal
will not be negatively reflected in the evaluation. (Appendix J) Each
employee will meet with their supervisor to discuss the performance
evaluation by April 15th unless extenuating circumstances exist.

b. Employees in their initial year of employment shall b= formally observed
twice during the school year, prior {0 the midpeint and prior to the end of
their probationary period. Follow-up conferences shall be held after gach
observation. The evaluation shall consist of these two formal observations
and the other components as described in 1a.

2. The employee shali be notified of the formal observation no later than twenty-
four (24) hours prior to the day of the observation. Classroom teachers and
specialists shall provide the supervisor with a schedule for the day, including
lesson pians, goals, and objectives by 9:00 AM on the day of the formal
observation.

3. Formal or informal observations shall be conducted at the job site during the
hours on duty.

4. Written reports based upon formal observation are to be given io the employee
for review within ten (10) working days following the formal obsearvation. A follow-
up conference shall be conducted after the written report is received if either
party requests such a meeting.

5. All Performance evaluations shall note strengths and areas for growth. Any area
which is deemed unsatisfactory/in need of improvement shall include supporting
rationale. Such items shall be discussed during the evaluation conference and
the supervisor and employee will work together to develop a pian of action.
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6. The employee shall have opportunity to submit written objections to the contents
of his or her evaluation within five (5) working days after the empioyee has
received a copy of the evaluation. The written objections are to be attached to
the evaluation.

7. Audio and/or video recordings can be used as evaluation/observation tools with
24 hour prior notice {o the employee.

8. Unannounced observations may be conducted by the supervisor or the Director
of Children's Services. A follow-up conference may be requested by either party
but is not required.

9. All evaluations shall be confidential. This does not preclude the use of
evaluation documentation for purposes of disciplinary action.

10. Only procedural compliance with this Aricle, and not the contents of any
evaluation, is subject to the grievance procedure, save and except where the
Board may initiate a progressive corrective action (2.g. verbal or written warning,
suspension, etc.} based upon inefficiency, incompetency or any other offense
charged as a result of unsatisfactory performance derived from the evaluation
process.

D. EVALUATION RECORDS

All evaluation records, including the results of observations and follow up
conferences shall be in triplicate. An original is to be placed in the employee’s file.
A copy is to be retained by the employee and supervisor. All records are to remain
confidential to the extent permitted by law.

All written evaluation records shall contain the date and signatures of the evaluating

supervisor and employee. The employee’s signature shall be prefaced by the
following: “I hereby acknowiedge receipt of this document.”

E. CERTIFICATIONS/LICENSURE

in order to be eligible for employment, an empioyee must possess any valid
certificate(s), registration(s) or license(s) required for his/her position by the Ohio
Department of Education, Ohio Department of Mental Retardation and
Developmental Disabilities, or other appropriate ceriifying bodies. Each empioyes is
responsible for maintaining a valid certificate(s), registration(s) and/or license(s) on
file with the Superintendent’s office.

Any employee shall be provided with the requested information within twenty-four

(24) hours of access to any and all certificates registrations or licenses the
employee has on file with the Board.
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F. LOCAL PROFESSIONAL DEVELOPMENT COMMITTEE

1.

The Committee will consist of all professional staff required to hold a five (5) year
professional license issued by the Ohio Department of Education for their current
teaching position. Those members would include the following: instructors in
Preschool, Primary, Intermediate, Junior and Senior classrooms, the Adapted
Physical Education specialist, the Director of Children's Services and the
Children’s Services Supervisor.

The Director of Children's Services or hisfher designee shall serve as the
Chairperson. The LPDC shall establish the scope of the committee. The
Director of Children's Services shall determine the frequency, time, and place of
meetings. Each member shall have equal voting privileges.

implementation of any professional development plan shall be the responsibility
of the individual bargaining unit member.

The responsibility of the Local Professional Development Committee will be to
fully implement S.B. 230 and H.B. 770. The LPDC will review coliege course
work, continuing education units (CEUs), workshops, in service, or any activity
that could be used for professional growth credit which will apply to certification
and license renewal using the current licensure requiremsants. individual
Professional Development Plans and any other activities related to
Certification/Licensure are not related to teacher evaluation.

Whenever an administrator’s course work plan is being discussed or voted upon,
the Loca! Professional Development Committee shall, at the request of one of its
administrative members, cause a majority of the commitiee to consist of
administrative members by reducing the number of teacher members voting on
the plan.

After educators have exercised their grace renewal under the 1987 Standards,
they must begin to work with the LPDC to develop an approvad Individual
Professional Development Plan (LPDP) to complete the requirements needed
when transition to a five year professional license is in order.

As found in Ohio’'s Teacher Education and Licensure Standards, the educator
will be allowed to appeal the decision of the LPDC. This process will aliow the
educator the opportunity to meet with the LPDC in person to discuss the {PDP
and 1o discuss his/her case.

After the reconsideration process has taken place, if the LPDC and the educator
are still unable to come to an agreement, a three person appeals panel wilt be
developed. This panel will consist of one licensed educator mutually selected by
the LPDC; one licensed educator selected by the appealing employee, and one
licensed educator agreed upon by the above two will review the LPDC decision
and either uphold it or overturn it. If a state appeal process is in existence, the
employee will also have the right to use the state appeal process.
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5. The committee will adopt standards and bylaws/governance by majority vote and
shall establish the number of continuing education units to be awarded to each
member serving on the LPDC. The initial assumption will be hour for hour CEU
credit for serving on the LPDC.

G. ENTRY YEAR PROGRAM

Wood Lane School is a part of the Wood Couniy Entry Year Program and will follow
all guidelines of that program for Entry Year Teachers (EYT) and Mentors. The
program and assessment examination utilized in the Entry Year Program is used
exciusively for Ohio Department of Education licensure purposes and does not
replace the Board evaluation procedure described in Article VIII C (Evaluations).

A gqualified Mentor will be paid $600 when mentoring an EYT employed by the
Board. The EYT and Mentor must participate in all trainings required through the
Wood County Entry Year Program. The Board will assume the cost of thesse
trainings, including release time.

Within eight (8) weeks of the initial start of the Entry Year Program, an Entry Year
Teacher will be granted another Mentor if such request is made. A new Menitor, if
available, will be assigned within two weeks of such a request.

The Mentor may work with only one EYT at a time. Consideration may be given to
allow the Mentor to work with more than one EYT if that EYT is a Board employee
and there is no other qualified Mentor available. This will be considered on a cass
by case basis and requires the approval of the Director of Children’s Services. In
the event the Mentor does work with more than one EYT, he/she will be paid an
additional $600.

The Mentor shall maintain confidentiality in all interactions, written or verbal, with the
EYT. No information will be given o Admintistration regarding the EYT assessment
and the Mentor shall not participate in any formal or informal Board evaluation of an
EYT. Whatever the outcome of the Entry Year Program assessment, the Board
may exercise its rights under Article VIII A (Employee Probationary Period).

If the Wood County Entry Year Program ceases to exist, the parties will meet o
explore alternatives.

H. PERSONNEL FILES

An official personnel file shall be maintained for all bargaining unit employees. The
official personnel file shall be used for all purposes under this collective bargaining
agreement. Such files shall inciude, but not be limited to:

1. Name
2. Permanent and current address, phone number and person to notify in case of
an emergency.
3. Job description, classification and title as established by the Board.
4. Cumulative records of sick leave and vacation if applicable.
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Record of permanent or temporary certification/license as applicable.

Record of physical examinations.

Record of inservice training.

Personnel action forms (disciplinary and corrective actions).

Annual performance evaluations signed by the Children's Services Supervisor
and Director of Chiidren’'s Services and by the empioyee indicating the
employee’s awareness of the evaluation.

©E oW

All medical records shall oniy be released pursuant to applicable law and regulation.

Each item in the file shall be dated as {0 its entrance therein and as to the date
when such item was made, if known, except rouiine financial or demographic
material. The member shall receive a copy when the entry is made. No anonymous
letter, report, or communication shall be included in the employee’s personnel file.

Suspensions of three (3) days or less shall be expunged after twenty-four (24)
months. All other disciplinary documents placed in the file shail be automaticalty
expunged upon employee request per Board procedure. (Appendix K)

Any disciplinary action taken related to client neglect, abuse or an alcohol/drug
offense will not be removed from the disciplinary file.

The examination of a bargaining unit empioyee’s file shall be iimited to authorized
administrative personnel. Each file shall contain a record indicating who has
reviewed it, the date reviewed, and the reason for such review. Routine file
maintenance shall not require any sign-off.

Upon written request to the Human Resources Coordinator or her/his designee, and
a courtesy copy to the Children’s Services Supervisor, each membsar of the
bargaining unit shall be granted full access to her/his personnel file within twenty-
four {24) hours. During such examination the employee may be accompanied by a
person of her/his choice. A management representative shall be present during the
review of the employee’s file. If the membear so desires, he/shs shall be provided
with one (1) copy of any item in her/his fiie, except: references and transcripts.

Copies Provided: At the time of issuance, the bargaining unit member shall be
given a copy of any disciplinary action, evaluation, complaints, letiers of merit, or
commendations which are placed in the personnel fiie.

Disputes: If a unit member disputes the accuracy, relevance or timeliness of any
materiat in his/her file, he/she may request that it be removed by the Superintendent
or designee. If the Superintendent does not authorize the removal of the document,
then the employee may attach a written rebuttal to the questioned maierial.

Confidentiality: Unless otherwise provided by law, personnel files and information
shall be confidential and may not be used or divuiged for purposes not connected
with the Board's management system, except with the written consent of the
employee affected.
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Non-discrimination: The Board and the Association are cognizant that professional
qualifications are not impaired by virtue of religious beliefs, race, color, creed,
national origin, sex, marital status, sexual orientation, or handicap Therefore, the
Board and the Association shall not engage in any discriminatory practices
regarding employment, conditions of employment, ftransfer, promotion, or
compensation on the basis of religion, race, color, creed, national origin, sex, marital
status, sexual orientation or handicap.

The Board shall not discriminate against employees because of membership or non-
membership in the Association or participation in Association activities, and the

Association agrees to fairly represent all employees regardless of Association
membership.

No reprisal shall be taken against an employse by reason of his utilization of any
procedure or activity provided for in this agreement or in any existing personnel
policy.

PAY PERIODS AND PAY CHECK AND/OR PAY STUBS DISTRIBUTION

There are normally twenty-six (26) pay periods per yzar, except in years in which a
twenty seventh (27) pay period is in effect. All employees are paid every other
Friday under a two (2) week delayed pay system. Employees will be advisad of any
deviation of the payday (ex. due o a holiday).

Paychecks shall be distributed no later than 1.00 p.m. Paychecks and stubs not
picked up at the end of the business day of pay day will be mailed at no cost.

Employees who designate someone other than themseives to pick up their
paycheck must provide a written, signed statement for the release of the paycheck.
The individual designhated to pick up an employee’s paycheck will be requested to
produce proof of their identification, together with the written statement from the
employee.

Direct deposit of payroll is an option available to empioyees in accordance with the
Auditor's policy. Direct deposit stubs will be mailed at no cost o the employse.

in the event a scheduled pay day falls on a holiday or day the school is cicsed, the
pay checks shall be disiributed or mailed, as provided above.

Pay advances of any kind are not permitted.

Questions regarding an employae’s paycheck are to be referred to the payroll office
for resolution.

Checks will not be held in the payroll office beyond thirty (30) days from issuance.
Checks will be returned 1o the County Auditor’'s office after thirty (30) days.
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J. PAY STUB INFORMATION

The pay stub of each employee shall reflect, in addition to all required deductions for
city, state, and federal taxes, including withholding taxes:; deductions for Association
dues and assessments; and, any payroll deductions, upon individual written
authorization, for the Wood County Credit Union, tax-sheltered annuities, and any
other deductions permitied by law.
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ARTICLE IX

LEAVE POLICIES

A. SICK LEAVE

1.

Employees shall be eligible for a maximum of eleven (11) days of sick leave per
academic year based upon actual contract days and shall be credited for hours
actually worked and/or in active pay status. Unused sick leave shall be
cumulative without limit. Sick leave for 224 days and 12 month employees will
be accrued per Board procedure.

Each newly hired employee is eligible for a total of 5 days of advanced sick leave
during the first 120 calendar days of employment. During this 120 calendar day
period an employee may request sick leave based upon the 5 day advance
amount however, the aliowable amount which is advanced will be pro-rated to
allow for the employee's accrued sick leave eamed and the sick ieave which has
been requested ad/or previously used. Sick leave which has been advanced will
be deducted from the employee’s subsequent accumulation. An employee who
separates with an advanced sick ieave balance shall have that monetary amount
which was advanced deducted from their last paycheck. Should the employee’s
final paycheck be less than the amount owed to the Board for advanced sick
leave reimbursement in full will be reguired upon separation.

Uses - Upon approval of The Director of Children’s Services or the Appointing
Authority, the employee may use sick leave for the foliowing reasons:

a. A stated iliness, injury, or a medical condition of the employee.

b. lliness, injury, or a medical condition of a member of the employee's
immediate family whereas the employee’s presence is reasonably necessary
for the health and welfare of the affected family member.

Definition of immediate family: mother, father, brother, sister, child, spouse,
grandparent, grandchild, mother-in-law, father-in-law, daughter-in-law, son-in-
law, sister-in-law, brother-in-law, step mother, step father, or step children,
foster children, legal guardian, or person who stand in place of a parent (loco
parentis).

¢. Death of an immediate family member;, Sick ieave shall be iimited to 5
working days, unless approved by the Appointing Authority.

Death of a friend; Bargaining unit members may use available personal leave
days to attend the funeral of a friend or a family member excluded from the
contractual definition of a family member. in the event personal leave has
been exhausted, up to three (3) sick leave days total per school year can be
used to attend the funeral of a friend or a family member excluded from the
contractual definition of a family member.
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d. Sick leave use which has been recommended in writing to the employer by a
icensed physician for exposure of an employee to a contagious disease
which could be communicated and jeopardize the health of other employees
and consumers.

e. Examination and/or treatment of the employee or his/her immediate family,
including medical, psychological, dental, or optical examination by an
appropriate licensed practitioner.

. An employee who is absent for more than three (3) consecutively scheduled
work days or seven (7) calendar days (whichever is less) shall have their
physician complete a Fitness for Duty form before returning to work. However,
the Director of Children's Services and/or the Appointing Authority reserve the
right to request a Fitness for Duty form justifying the use of any sick leave per
Section (b) below.

a. Falsification of either a written signed statement of sick leave use or
physician’s statement for use of sick leave shall be grounds for disciplinary
action, including removal.

b. The employer may require medical verification and/or take disciplinary action
if chronic use of sick leave, excessive use of sick leave, or abuse of sick
leave is suspected. Examples would be patterned use of sick leave,
consistent one day sick leave usage, limited amount of sick leave on books
without prior medical verification. The employer will counsel employees and
notify the Association President before taking any disciplinary action per this
Section.

Another example would be patterned use of sick leave used the day before,
or the day after a Personal Leave Day/Holiday/School Closing.

. For each day an empioyee is unable to report to work and who is not on a
previously approved day of vacation, sick leave, personal leave, or other leave of
absence, he/she shall be responsibie for notifying his/her school supervisor or
designees one and one-half {(1-1/2) hours prior to the employee’'s scheduled
work time, unless a bona fide emergency condition prevents such notification in
which case notification must be made as soon as practical {o do so.

. When an employee is injured, ill, or has a family illness, death or other
emergency during the workday, such illness/injury shall be reported to the
employee’s school supervisor. If necessary, arrangements for substitution of
employee responsibilities will be made available.

. For each day or half of a day that a teacher or teacher assisiant is absent, a
reasonable attempt to hire a substitute will be made.

. A reasonable attempt will be made to scheduie non-emergency medical and
dental appointments outside of the work day.
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B. SICK LEAVE DONATION

Board Sick Leave Donation Procedure. (Appendix L)

C. PERSONAL LEAVE

After ninety (90) days of service, an employee is eligible for personal leave
according to the foliowing: 1) nine month employees — 2 days; 2) twelve month and
224-day contract employees — 3 days.

Eligible empioyees hired between November 1 and February 28 (29 in leap year) of
the fiscal year shall have their personal leave time prorated. Twelve month
employees and 224-day coniracted empioyees shall have two (2) days and nine
month employees shall have one (1) day.

Eligible employees hired between March 1 and March 31 of the fiscal year shall
have their personal leave prorated. Twelve month employees and 224-day

contracted employees hall have one (1) day and nine month empioyees shall have
no (0) days.

Personal ieave is a benefit, not an entitement and members are encouraged to use
it as needed throughout the year, being mindful that it is important for regular staff to
be present in the classroom during IEP times and end-of-the-year activitias.

A personal leave day which occurs on a calamity day declared by the
Superintendent of the Board will not be charged 1o the employee.

A personal leave day may be used in “whole, half day or hourly” increments,

The Director of Children's Services reserves the right to restrict the number of
employees in a classification from using personai leave on any given day.

Personal leave shall not be cumulative. Any personal leave which has not been
used during an academic year shall no longer exist.

Employees who have exhausted all available sick leave shall have personal leavs
time automatically deducted to prevent a leave without pay status.

The use of a personal leave day will require a minimum seven (7) calendar days'
notice and approval by the Director of Children’s Services. In an emergency, the
Director of Children's Services may waive the seven (7) days advance notice
requirement.

D. PROFESSIONAL LEAVE DAYS

1. Emplioyees may be granted a maximum of three (3} days of professional leave
with pay per academic year, one of which may be used for Association Leave.
The employer reserves the right to approve additional professional leave days.
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. Employees are granted professional leave so that the level of program standards
are continually challenged by new ideas, concepts, etc. An employee may
request professional leave for those conferences, workshops, seminars which
both employer and employee agree will be an enriching/enhancing experience.

. The employer may require an employee to attend conferences, workshops,
seminars, which are felt to be in the best interest of the employee, as well as
beneficial and/or necessary for the continuation of programming excellence.
Registration fees for conferences which are required by the employer will be fully
reimbursed.

. Employees shall provide a seven (7) calendar days request to atiend any
conference, workshop, efc., which is {0 be considered for a Professional Leave
Day.

. Reimbursement shall be based upon the foliowing schedule:

a. Registration fees shall be limited to $100.00 per elective conference,
workshop, or seminar. However, additional amounts may be approved.
Registration fees for conferences which are required by the employer will be
fully reimbursed. Registration fees may be prepaid by Board Purchase Order
if requested by the member and accepted by the provider agency.

b. Lodging expenses may be reimbursed if conferance, workshop, or seminar is
two (2) days in length and the location is more than eighty-five (85) miles
from Bowling Green, Ohio. Lodging which is shared will be pro-rated to
reimburse only the empioyee's shared cost. Lodging may be prepaid by
board purchase order if requested by the member.

c. Meal expenses shall be reimbursed at the Board rate. if the amount changes
per Board policy over the life of the contract Association members will be

inciuded.

Breakfast $ 7.00
Lunch $10.00
Dinner $20.00

Reimbursed meal expenses shall be for the employee only, and shall not
include alcoholic beverages, food and/or sales tax, tip or gratuity.

d. Auto mileage may be reimbursed at the Board rate. If more than one
employee is attending the conference, workshop, seminar, etc., only one (1)
employee shall be reimbursed for mileage per full vehicle. Shared ride
arrangements are to be made between the affected employees.

e. Within ten (10) calendar days of return from a conference, workshop,
seminar, etc., the employee shall file a summary report and expense report
with their supervisor for approval by The Director of Children’'s Services. Any
reimbursable expense which does not include a detailed receipt wili not be
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processed according to the established practices of the Wood County
Auditor.

f. If an employee is a presenter at a conference, etc., and a stipend is offered,
the employee shall give the stipend 1o the Board unless the employee is on
an approved personal leave day, leave without pay, or non-work day. Rather
than receiving a stipend, an employee can negotiate the stipend in return for
the cost of registration and/or hotel/motel accommodations.

g. The Board shall not reimburse expenses incurred by an employee granted
Professional Leave o attend Association meetings, conferences or functions.

h. Deviations of the above may be approved by the Superintendent upon written
request.

E. EXTENDED PROFESSIONAL LEAVE

1.

An unpaid ieave of absence, if requested, may be granted to any bargaining unit
member for any unusual professional opportunity, subject to the approval of the
Superintendent, if all of the following conditions are satisfied:

a. The employee will have held a professional position with the Board for a
minimum of five {5) consecutive years.

b. The employee shall submit a detailed plan for such unusual professional
opportunity, in writing, indicaiing how the leave is to be spent, including an
explanation of how it will improve the employee’'s professional effectiveness
and contribute to his/her professional growth within the Wood Lane School.

c. The Superintendent approves the plan as submitted after determining ths
plan serves the best interests of the Board and the employee for professional
growth and development.

Maximum leave shall be for one (1) calendar year, beginning with the first day or
after the Board adopted calendar and ending before or on the last day of the
same Board adopted calendar year.

No more than two bargaining unit employees will be permitied to be on extended
professional leave at any one time unless approved by the Board.

The same employee may utilize this leave oniy once every seven (7} years.
Employees returning from extended professional leave shall be returned to the
same or similar assignment and classification they held prior to taking such
leave.

A bargaining unit member returning from extended professional leave shall be

placed on the salary scale he/she should have attained had he/she remained in
the Board's empioy without leave.
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F. UNPAID LEAVES OF ABSENCE

if an employee has exhausted all avaitable leave, the Superintendent may grant a
leave of absence to an employee for a maximum duration of six (6) months for any
personal reasons of the employee. Such leave may not be renewed or extended
beyond six months.

A leave of absence due to a disability may be granted up to two (2) years. The two
(2) year limitation on an approved leave of absence shall begin the first day of injury
and/or illness without regard to pay status. Disability leave requests shall be
accompanied by a letter from the employee’s physician who has recommended the
disability leave.

An unpaid leave of absence may be granted for a maximum period of one (1) year
for the purpose of education, training, or specialized experience which would be of
benefit to the Board by improved performance at any level.

The authorization of a leave of absence without pay is a matter of administrative
discretion. The Superintendent will decide in each individual case if a leave is to be
granted.

Except for emergencies, employees will submit their request to the Director of
Children's Services sixty (60) days prior to commencement of the desired leave.
The granting of any leave of absence is subject to the approval of the
Superintendent with the exception of educational leave which aiso requires approval
of the Board.

No leave, which is a combination of paid and unpaid leave of absence shall at any
time exceed two (2) years.

Upon completion of a leave of absence, the employee may be returned to their
former position, or to a similar position if available. If the employee’s former position
no longer exists RIF (reduction in force) shall be initiated upon reinstatement of the
employee from leave.

An employee may return io work before the scheduled expiration of leave if
requested by the employee and approved by the Superintendent. An employee who
fails to return to work upon expiration of their leave will be subject to disciplinary
action, up to and including removal.

An employee on leave of absence without pay does not earn sick leave.

For purposes of longevity, time spent on an unpaid leave beyond thirty (30) days
shall not count in determining length of service.
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An employee requesting an unpaid leave of absence may choose three (3) options
relevant to their health and/or dentai insurance:

a. Cancellation of health and/or dental insurance coverage with an option for
reinstatement in accordance fo reinstatement guidelines of the Board’s
insurance(s) contract.

b. If the employee elects to keep their insurance coverage, he/she shall pay the
Board in advance for 100% of their Health, Dental and/or Life (per the
regulations of Insurance Carrier) insurance monthly premium (based upon a pro-
rated daily rate). Failure by the employee to pay in advance constitutes
administrative authority {0 cancel covarage immediately. If a cancellation of the
employee’s insurance occurs due to employee negligence the employee may not
re-enroll until the Board's next open enrollment period provided the employee
has rectified any indebtedness.

¢. For an unpaid leave of more than thirty (30) days the employee may elect to
continue coverage(s} through COBRA. If the employee fails to pay their
premium to the Administrator of COBRA their insurance will be automatically
canceled.

. MILITARY LEAVE OF ABSENCE

Upon receipt of a written request and a photostatic copy of an employes’s military
service orders, an employee officially calied to duty in the Armed Services of the
United States, or the auxiliaries thereof, shall be granted an unpaid miiitary ieave of
absence.

For the purposes of seniority and placement on the salary schedule, absence in the
service of the armed services of the United States or the auxiliaries thereof, shall
count as though service to the agency has been performed.

Within ninety (90) days of an honorable discharge the employee must apply in
writing to the Superintendent for reinstatement of employment. Reguests for
reinstatement must be accompanied by a photostatic copy of the employee’s
honorable discharge/release. Within thirty (30) days of receipt of an acceptable
reinstatement request, the employee shall be reinstated 1o their previous position.

An employee on an unpatid military ieave shall not earn sick leave.

. COURT LEAVE

Court ieave with pay shall be granted to an employee summoned for jury duty during
normal working hours by a Federal, State, or any other local court of competent
jurisdiction.
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Court leave with pay shall be granted to employees subpoenaed to appear bsafore
any court or other body authorized by law to reguire attendance of witnesses during
normal working hours where the employee is not a party to the action.

Employes must present proof of reguired attendance for court leave with leave
request. Absence for court leave shall not be charged to sick leave or personal
leave time.

Any compensation or reimbursement, except food/lodging allotments, received
related to this section (i.e., Court Leave) must be remitted to the Personnel Services
Department when such duty was performed during normal working hours.

Return to work is mandated when the services of an employes is not required for the
employee’s entire work day/schedule.

BWC HEARINGS

An employee who is the claimant before the Bureau of Worker's Compensation for a
Board-related claim, and who is scheduled to work at the time of the scheduled
hearing or examination, shall be granted leave with pay for purposes of attending
such hearing or examination during normal working hours.

. ASSAULT LEAVE

The purpose of assault leave is to provide benefits and resfitution, inciusive of
compensation to those employees of the Board who have been physically injured by
a consumer in an assault and balery incident and to establish rules for the
entitlement, crediting and use of assault leave.

Association members shall be entitled fo assault leave according to Board
procedure. {(02-ALL-ALL-0315 [HR]; Assault and Battery Leave — Appendix M)

. FAMILY AND MEDICAL LEAVE ACT

Bargaining unit members shall be entitled to a leave of absence under the Family
and Medical Leave Act of 1993 in accordance with Board policy current as of July 1,
2008. The Board portion of the insurance premiums will continue to be paid by the
Board whenever the employee is on active pay status (Physician Certification -
Appendix N)
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ARTICLE X

FRINGE BENEFITS

. The parties agree that all eligible Association members will have the benefits of
health, dental and life insurance as offered to the Agency by the Board.

. It is agreed that all terms, conditions and provisions as applicable to all eligible
Board employees will be the same for all eligible WLEA members.

. It is agreed that the Board will provide an informational mesting for WLEA members
regarding insurance coverage.

. SECTION 125

The bargaining unit members are eligible to participate at their own cost in this
benefit in the identical manner as all other agency employees.

. LIFE INSURANCE SCHEDULE OF BENEFITS

Agency Policy

. LIABILITY POLICY

Agency Policy

. EMPLOYEE ASSISTANCE PROGRAM (EAP)

The Board shall provide and members shall be enrolied in a Board provided
employee assistance program, for members and their dependents. Confidential
counseling may include alcohol/drug dependency or abuse, financial or legal
difficulties, family or marital conflicts, increased personal stress, emotional or
behavior difficulties. The employee assistance program is intended to heip
employees and their families obtain confidential and professional guidance with
personal problems that may affect their health and/or job performance. The EAP
shall provide initial short-term counseling at no cost to the employee. If more
intensive services are needed, the employee assistance program will refer
individuals to service providers who offer long-term treatment.

. TUITION REIMBURSEMENT
Per Board Procedure — See Appendix O
SICK LEAVE/SEVERANCE/RETIREMENT

Per Board Procedure — See Appendix P
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A,

ARTICLE Xl

SALARIES

INSTRUCTOR/SPECIALIST SALARY PLACEMENT

1.

Level | relates to instructor/specialist with a bachelor's degree and appropriate

certification/licensure.

Levet Il relates to instructor/specialist who has completed 150 semester hours or
225 quarter hours of cumulative coursework and holds a bachelor's degree.

. Level lll relates to instructor/specialist with a master's degree from a recognized

college or university.

Level IV relaies 1o instructor/specialist with a master's degree and 24 semester
hours which are related to the instructor/specialist position description.

Each new instructor/specialist shall be cradited with placement upon receipt of
satisfactory evidence on the appropriate academic training level.

All credited training shall be from an accredited college or university.

. Instructor/specialist who wish to take additional training which would qualify

him/her for salary Level IV must have those hours meet the following criteria. All
hours must be graduate ievel courses unless otherwise approved by the Director
of Children's Services. Classes taken for credit on the salary schedule must be
job refated, in the field of education or education administration and approved by
the Director of Chiidren’s Services.

Instructor/specialist who have completed additional training which would gualify
him/her for a higher salarﬂ\: leve! shall provide satisfactory evidence of compietion
of such training by the 15 day of September.

a. Instructor/specialist who provide satisfactory evidence by the 151 day of
September will have their salary adjusted appropriately retroactive to their
first day of service of the current school year.

instructor/specialist who have completed additional training after the 15" day of
September but on or before the 31 day of December of a calendar ysar, which
would qualify him/near for a higher salary level shall provide satisfactory evidence
of completion of such training no later than the 15" day of January.

a. Instructor/speciaiist who provide satisfactory evidence by the 15™M day of

January will have their salary adjusied appropriately at the beginning of their
14™ pay period of the current schoo! year.
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10.

Satisfaciory evidence shall mean an official transcript verifying completion of
academic training from a recognized college or university. The transcript shall be
sent directly to the payroll department coordinaior.

11. Newly empioyed instructor/specialist shall be given a total of not more than ten
(10) years of service in accordance to ORC Section 3317.13 and 5126.05. The
Superintendent may approve additional years of service.

12. Instructor/specialist will be given credit for salary purposes with full school years
of experience. A full school year is at least one hundred twenty (120) days.

13. All personnel actions and salary placements are based on the review of the
Superintendent.

14. The nurse will be paid at Agency scale — Range 9 — Level Il. The contract is for
12 months, 70 hours bi-weekly and includes 3 personal days (21 hours).
Vacation and sick leave will be accrued per Board procedure. The maximum
year shall not exceed 262 days.

15. COTA will be paid at Agency scale — Range 9 — Level 2.

B. SALARY
1. All current bargaining unit members will receive a 2% increase on their current
salary for the 2009-2010 school year.

2. All bargaining unit members will receive the agency increase, as determined by
the Board, for the 2010-2011 and 2011-2012 school year.

3. The starting salary schedule for new staff (see Attachment A) will be in effect

through the 2009-2010 school year.



ARTICLE Xl

NO STRIKE/NO LOCK OUT

The employer agrees not to lock out empicyee per Ohio Revised Code 4117,

The Association and its members agree that there shall be no strike, slow-down, work
interruption or other job action during the life of this Collective Bargaining Agreement.

Both the OEA as an organization and the local union president shall take responsibility

to immediately enforce this Articie and get bargaining unit empioyees back to their job
duties.
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ARTICLE Xill

TOTAL AGREEMENT

The parties agree that this agreement represents the total understandings between the
parties subject to management’s rights protected under Article 1l of this Agreement.
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ARTICLE X1V
DURATION
This Agreement Shall be in effect from 12:00 am,, July 1, 2012, to 12;00 midnight,
June 30, 2015, Either party can re-open the contract no sooner than 90 days prior

the expiration.

The parties agree by signature and official action of the two sides that this Agreement
shall be in effect for the above-mentioned time constraints,

é’{/}f}’/’?— 5/4/im.

Date Dale

For the Board For the Association
MG S p—
President

20U

ions Commitiee
Director of Chi]%n’s Services Negotiations Committee Member
MM HWL,W
ChildPen’s Services Coordinator Negotiations Committee Member

iidren’s Services Early Intervertion

Coordinato .
%/\.—l %‘h

Board Labor Relations @onsultant
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Level 1
Nine Month

Years of Experience

BASE 0-4 years
MID 5-9 years
MAX 10+

Level 2
Nine Month

Years of Experience

Base 0-4 years
MID 5-9 years
MAX 10+

Level 3
Nine Month

Years of Experience

BASE 0-4 years
MID 5-9 years
MAX 10+

Level 4
Nine Month

BASE 0-4 years
MID 5-9 years
MAX 10+

RANGE 1
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Starting Wage

$30,505
$36,301
$42,097

Starting Wage

$31,664
$38,223
$44,781

Starting Wage

$33,403
$40,724
$48,045

$34,166
$41,792
$49,418



Level 1
224 Days

Years of Experience

BASE 0-4 years
MID 5-9 years
MAX 10+

Level 2
224 Days

Years of Experience

BASE 0-4 years
MID 5-9 years
MAX 10+

Level 3
224 Days

Years of Experience

BASE 0-4 years
MID 5-9 years
MAX 10+

Level 4
224 Days

Years of Experience

BASE 0-4 years
MID 5-9 years
MAX 10+

RANGE 1
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Attachment A-2

Starting Wage

$37,137
$44,192
$51,248

Starting Wage

$38,548
$46,532
$54,517

Starting Wage

$40,664
$50,877
$58,491

Starting Wage

$41,593
$50,877
$60,161



RANGE 3
Level 1
Years of Experience
BASE 0-4 years
MID 5-9 years
MAX 10+
RANGE 9
Level 2
Years of Experience
BASE 0-4 years

MID 5-9 years
MAX 10+
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Starting Wage

$11.90
$12.84
$14.20

Starting Wage

$16.51
$17.96
$19.41



Appendix A

TABLE OF ORGANIZATION
per
CURRENT TABLE

This table is to be updated yearly and passed out on the teachers’
first work day.
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APPENDIX B-1

WOOD LANE GRIEVANCE PROCEDURE

Grievance # WLEA

Submit copies to:

1. Administration

2. Asscciation Representative
3. Grievant

GRIEVANCE REPORT

STEP 1
INFORMAL PROCEDURE

Date recaived:

Signature of person receiving grievance form:

A. Name of Grievant
B. Date Gn‘evancé Discussed
C. Date of incident giving rise tc grievance
D rF’erson(s) who discussed at Step 1
STEP 2
FORMAL PROCEDURE

A. Date written grievance submiﬁed ta department director/component director:
B. Written grievance submitted to
C. Name of Grievant

Job Title Ciass Grievance (yes or na)

Department Immediate Supervisor
D. Aricle(s) or Section(s) viclated
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E. Brief statement of facts involved in the grievance

APPENDIX B-2

F. Remedy Sought

G. Signature of Grievant

Date Signed

Signature of Asscciation Representative

H. Date of Formal Meeting

I. Person(s)inattendance

J.  Department Director's Decision

Department Director's Signature

Grievant: Date Heceived Directer’s Decision:

Date

Grievant’s Signature:
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APPENDIX B-3

STEP 3
SUPERINTENDENT

A. Date grievance submitted in writing to the Superintendent

B. Date formal grievance hearing scheduled for

C. Date Superintendeht’s written decision submitted o grievance

Superintendent’s Comments/Decisicn:

Superintendent’s Signature Date

STEP 4
ARBITRATION

A. [Cate Assocization Prasident submitted grievance for Arbitration

B. Signature of Asscciation President

C. Advisary Sinding
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APPENDIX C-1

REFUSAL TO PERFORM DELEGATED NURSING DUTIES

APPENDIX C-1 SHALL BE COMPLETED IN DUPLICATE WITH ALL SIGNATURES

AND DATES COMPLETED. BARGAINING UNIT MEMBER SHALL RETAIN ONE

COPY, ADMINISTRATION SHALL RETAIN THE OQTHER COPY.

l, pelieve in good faith that

(staff name)

| have not been trained and certified, therefore | am recording my belief that there is a

problem in giving medication to or performing the following task/procedure on
on ior the reasons listed below:

(student's name} (date/time)

Task/procedure not performed:

Explanation of reasons:

{staff signature/date/time}

INTERVENTION PROCEDURE OF NURSING STAFF:

(nurse signature/date/time)

ADMINISTRATIVE INTERVENTION:

(Administrative Supervisor signature/date/time)
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APPENDIX C-2

APPENDIX C-2 SHALL BE COMPLETED IN DUPLICATE WITH ALL SIGNATURES
AND DATES COMPLETED. BARGAINING UNIT MEMBER SHALL RETAIN ONE
COPY, ADMINISTRATION SHALL RETAIN THE OTHER COPY.

I, believe in good faith, that there is/has

been a possible discrepancy between the procedure and the requirements of either g

fraining, the law or both on on for the
(date/time) {student’'s name)

reasons listed below:

(staff signature/date/time)

INTERVENTION OF NURSING STAFF:

(nurse signature/date/time)

ADMINISTRATIVE INTERVENTION:

(Administrative Supervisor signature/date/time)
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Appendix D-1

Wood County Board of Developmental Disabilities

POLICY
Policy #: 01-ALL-ALL-0047 Subject: Drug Free Workplace
Effective Date: 10-10-89 Last Revision: 09-91-09
Person Responsible: Human Resourges)Coordinator

Dhera
SusSmtendent \

o (v i'hi‘%i’ué// F%Ma/ G-y-07

Déte Board President, WCBDD Date

Approvals/Date:

The following definitions will apply:

Controlled Substance - Including but not iimited to any narcotic drug, cocaine, or any of its derivatives, halluginogenic drug,
amphetamine, barbiturate, marijuana and alcehol, or any other substance defined as such in Chapters 3719 and/or 2925 of the Ohio
Revised Code and specifically ORC. 3719.01 (D), 3719.40 and 3719.41 as may be amended from fime fo time.

Conviction - For the purposes of this policy, when any person has been found guilty of a misdemeanor or felony violation in any alcoho! or
drug related area, whether or not they appear in a court.

Crime - Includes both misdemeanors and felonies in violation of any federal, state or locai laws.

Drug - In this context, any controlled substance and alcohol.

Extended Work Place - Any site or location of a Board approved activity which is not directly owned/operated by Board but where
services are rendered by employeesivolunteers, i.e., parks, consumer’s fiving facilities, recreational facilities, public buildings, etc. The
extended workplace shall also include the transporiation vehicles, bus, bans, autos, used in the provision of services, program activities,
athletic events and/or field trips, where consumers are under jurisdiction of the Board whether or not work on a federal grant is performed.
Notice/Publish - The statements as contained in this policy, and the related procedure, shall serve as “notice” and “publication” to all
employees and volunteers and duly notifies same that the work places, shall be drug and alcohol free, and all controlled substances
identified by law are prohibited. An acknowledgment and sign-off shall be executed by each employeelvolunteer upon receipt of a copy of
policy and procedurs. Such action consfitutes formal employee notification regarding Drug Free Workplace.

Qbligation of Reporting - “If an employee becomes aware in the course of his employment of a violation by a fellow employee of any
state or federal statute, any ordinance or regulation of a political subdivision, or any work rule or company policy of his employer and the
employee reasonably helieves that the vilation either is a criminal offense that is likely to cause an imminent risk of physical harm to
persons or a hazard to public health and safety or is a felony, the employee orally shall notify his supervisor or other responsible officer of
his employer of the viclation and subsequently shall file with that superviscr or officer a written report that provides sufficient detail to
identify and describe the violation”. ORC 4113.52 Section A (3). Therefore, each employee of the Board shall be required to bring forth, to
the attention of his/her immediate supervisor, department head, and the appointing authority any knowledge, factual information at hisfher
perusal during the course of employment as set forth in ORC 4113.52 Section A (3), and for purposes of this policy as it relates to
violations regarding controlled substances in the workplace by any other employee or volunteer of the Board. The informant shall be
immune from punitive action, unless directly involved and also guiity of abuse/use, and any or all information shall be treated by the
supervisor, department head, and the Appointing Authority in strictest confidence. The employee further shall be responsible to notify the
employer of any personal criminal drug statute conviction for a viclation cccurring inside or outside the workplace no later than five (5) days
after such conviction.

It shalt be the policy of the Wood County Board of Developmental Disabilities to prohibit the unlawful manufacture, distribution,
dispensation, possession or use of controlled substance in the work place, extended work place or location of every Board approved
activity. The employees and volunteers shall be subject fo the “Fit for Duty” 01-ALL-ALL-0048 requirements at all tmes. In addition, all
employees shall be subject to the Corrective Action Guidelines pertinent to offenses of this nature and the specified action that will be
taken against employees for violation of such prohibiions. A Drug Free Awareness Program shall be established to inform employees
about: 1) The dangers of drug abuse in the workplace; 2) The Board policy of maintaining a drug free workplace; 3) Any available drug
counseling, rehabilitation and employee assistance programs; and 4} The penalties that may be imposed upon employees for drug abuse.

The Board shall satisfy mandates to “publish” and/or "give notice” to all employees by disseminating this policy/procedure to all siaff, new
hires and volunteers. With the “publication” of this policy/procedure a condition of employment is hereby activated and set in force, 1e., as
a condition of employment each employee (and volunteer) must agree to. 1} Abide by terms of this policy and related procedure in all
respects; 2) Notify the employer of any personal criminal drug or aicohot statute conviction for a vialation occurring in the wark place or
outside the work place no later than five (5) days after such conviction, or; 3) Abide by ORC 4113,52 Section A (3} (see definiticns -
Obligation of Reporiing). L ,

With tne adoption of this policy, the Board shall comply with the laws and notify federal contracting agencies or grant sources within ten
{10) days after receiving notice from the convicted employee; or otherwise receiving notice of the canviction {such as court/police reporis),
providing employee convicted is engaged in performance of a federal grant.
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Any employee violating this palicy is subject to discipiine, up to and including removal. As an alternative to disciplinary action, orin
conjunction with disciplinary action, the Appointing Authority may require the employse who viclates the terms of this policy to satisfacterily
pariicipate in a drug/alcohol rehabilitation program, approved by the Board, at the employee's expense. If the employee fails to
satisfactorily participate in such a program, the émployee shall be non-renewed or terminated at the discretion of the Board andfor
Appointing Authority in accordance with prescribed administrative requlations and procedures.

This poiicy places an cbligation of reporting on all empioyees and requires employees who are aware of a fellow employee's conviction of
controlled substance inside the workplace fo so notify the employer. If an employee fails to adhere tc this obligation he/she shall be
subject to disciplinary acfion in the same manner as if the individual were guilty of committing the act themselves. Obligation of reporting
conviciions is also applicable for all volunteers,

For any and all incidents/cancems relevant to drug/chemical usefabuse within the program, confidentiality of all matters will be kept.
However, any legal documentation of conviction, in house disciplinary actionsfinvestigation shall be an integrai par of an employees’
permanent, personnel record, as established and maintained per policy 01-ALL-ALL-0024 and procedures 02-ALL-ALL-0139 and
02-ALL-ALL-0054,

References: Drug Free Wark Place Act of 1988, Section 4804
Anti-Drug Abuse Act of 1988
Federal Drug Free Act of 1989, 54 CFR. 4946 (1989)
Ohio Revised Code 5126.05 (A)
Office of Wood County Prosecufing Attorney 87-126 and 89-094
Ohio Revised Code 4113.52 Section A {3)
Biack’s Legal Dictionary

kmmipolicy\0047
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Wood County Board of Developmental Disabilities
PROCEDURE

Procedure #: 02-ALL-ALL-0287 (HR) Subject: Drug Fres Workplace
Effective Date: 10-10-89 Last Revision: 09-01-09

Person Responsible: Human Rescurceg Cpordinator
/
Mq_af Otesrs 11309
~——Superintendent, \Z@CBDD ) S _Datt Department Ditgctor Date

Approvals/Date:

The foliowing definitions will apply:

Confrolled Substance- Including but not limited to any narcotic drug, cocaing, or any of its derivatives, hallucinogenic drug, amphetamine,
barbiturate, marijuana and alcohal, or any other substance defined as such in Chapters 3719 and/or 2925 of the Ohio Revised Code and
specifically ORC 3719.01 (D), 3719.40 and 3719.41 as may be amended from time-to-time.

Conviction - For the purposes of this precedure, when any person has been found guilty of a misdemeancer or felony violation in any
alcohol or drug related area, whether or not they appeared in court.

Crime - Includes both misdemeanors and felcnies in violation of any federal, state or iocal laws.

Drug ~ in this context, any controlled substance and alcohol,

Extended Work Piace- Any site or location of 2 Board approved activity which is not directly owned/operated by Board but where services
are rendered by employeesivelunteers, i.e., parks, CONSUMER'S LIVING FACILITIES, recreafional facilities, public buildings, etc. The
extended work place shall also inclugde the transportation vehicles, bus, vans, autos, used in the provision of services, program activities,
athletic events and/or field trips, where consumers are under jurisdiction of the Board whether or not work on a federal grant is performed.
Fit for Duty - The ability to perform tasks as outlined in the job description in a responsible manner.

Notice/Publish — The statements as contained in this procedure (and the related policy) shall serve as "notice” and “pubfication” fo all
employees and volunteers and duly notifies same that the work places shall be drug and alcohol free, and all controlled substances
identified by iaw are prohibited. An acknowledgement and sign off shall be executed by each employse/volunteer upon receipt of a copy of
Folicy and Procedure; and such policy shall be posted in all facilities. Such acticn constitutes formal employee notification and proper
publication of Board's statements regarding Drug Free Work Place.

Obligation of Reporting - "If an employee becomes aware in the course of his employment of a violation by a feliow employee of any state
or federal statute, any ordinance or regulaticn of a political subdivision, or any work rule or company poiicy of his employer and the
employee reascnably believes that the violation either is a criminal offense that is likely to cause an imminent risk of physical harm to
persons or a hazard to public health or safety or is a felony, the emplayee orally shall notify his supervisor or cther respansible officer of his
employer cf the violation an¢ subsequently shall file with that supervisor or officer a written report that provides sufficient detail to identify
and descrice the violation.” ORC 4113.52 Section A (3). Therefore, each employee of the Board shall be required to bring forth, to the
attention of histher immediate supervisor, department director and the Appeinting Authority any knowledge, factual information at hisfher
perusal during the course of employment as set forth in ORC 4113.52 Section A (3), and for purposes of this policy as it relates 1o violations
regarding controlled substance i the work place by any other employee or volunteer of the Board. The informant shatl be immune from
punitive acfion, unless directly invalved and also guilty of abusefuse, and any or all information shali be treated by the supervisor,
department director and the Appointing Authority in strictest confidence. The employee further shall be responsible to notify the employer of
any personal criminal drug statute conviction for a violation occurring inside or outside the work place no later than five (5) days after such
conviction.

Work Place - Is defined to mean the site for the performance of work done in connection with a Federal grant. And, more specifically work
piace is defined as any fagility, building or office which the Wood County Board of DD owns or leases or operates in its daily business
functions or operates for the sole purpose of providing services to consumers with mental retardation and other developmental disabilities.

1. All current and new empioyees will be given a copy of this Drug Free Work Place procedure.

2. This procedure will be posted in each facility in a conspicuous place and remain as a permanent posting.

3. The work piace will be free of evidence of any illegal drug or alcohoiic substance. The possession, and/or the suspect use of any drug or
alcohol will be immedialely subject fo corrective action guidelines. The procedure shall be enforced while on Board time and on work piace
or extended work piace premises.

4. If a supervisor believes, based on observable behaviors and/cr through investigation determines that the employee is not it for duty”,
the supervisor shall relieve the employee of duties (sign out) and request the person remain on the premises until the employee can be
escorted to the testing site, tested and a pre-disciplinary conference with an appropriate manager can be arranged.

5. If the employer, as a result of an investigation, determines the employee is “unfit for duty”, the employee will be immediately placed on
the appropriate leave. An Unusual incident Report and Employes Incident Report should be filled out and forwarded to the appropriate
persons.

6. !f an employee is determinad to be in possession of or under the infiuence of illegal drugs or alcohet during werking hours or on board
premises the appropriate disciplinary decisions shall be rendered within 30 days from the netification of the incident to appropriate authority.
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7. The employee may be mandated to satisfactorily participate in a drug/alcohcl rehabilitation program, at the employee’s expense. Upon
completion the employee must present proof of safisfactory completion of program prior to approval to return to work.  |f employee fails o
present proof of completion within the predetermined time frame, the employee shall be non-renewed or terminated by the appointing
authority.

8. Ali employees are obligated to report to their immediate supervisor, in writing, of any personal criminal drug statute conviction within five
days after the convicticn.

9. Every employee and volunteer shail notify their immediate supervisor, in writing, of the knowledge of any criminal drug or alcohol statute
conviction by any other employee or volunteer of the Board occurring in the work ptace. The informant shall be immune from comective
action, uniess directly involved.

i0. The obligation of reporiing shall also include reporting, in writing, of any usefabuse or any ilegal drug or alcohol when employee
reasonably belisves such use/abuse occurred in the woerk place.

11. Adrug and alcohol free awareness program will b a part of ongoing education for the employees.

12. Prescription and non-prescription drugs are not banned from the work place. However, employees are sirongly advised o report the
usage of medication to yeur supervisor especially if the employee is operating a Board cwned or private vehicle to transport consumers. A
supervisor may request more specific informatian on the involved prescription and request & “fit for duty” slip. This is in accordance with
pracedure 01-ALL-ALL-0048.

13. Any employae who feels their functioning is impaired as a result of a non-prescription or a prescription drug, hafshe shall make such
fact known to the appropriate Supervisor. The appropriate Supervisar shall determine if the employee is fit-for-duty and shall document

his/her decision and place in the Perscnne! File. [f the employee determines they are not fit-for-duty, they may notify their employer that
they are sick.

References: 01-ALL-ALL-D048
Drug Free Work Place Act of 1988, Section 4804, Anfi-Drug Abuse Act of 1988; Federal Drug Free Act of 1983, 54
CF.R. 4946 (1989); Ohic Revised Code 4113.52 Section A (3), and Section 5126.05 {A); Cffice of Wood County
Frosecuting Attorney 87-126 and 89-094; and Black’s Legal Dictionary

Forms: 03-ALL-ALL-0078
03-ALL-ALL-0079
kmmiprocedurethri287
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03-ALL-ALL-0078
Revised: 09-01-09

DRUG FREE WORK PLACE AND SUBSTANCE ABUSE TESTING

I, , hereby acknowledge that my permanent and

continued employment in the position of for the Wood

County Board of Developmental Disabilities is contingent upon my abiding by the terms of the
policy and procedure of the Drug Free Work Place and Substance Abuse Testing, and is also
contingent upon my notification to the Board of any personal criminal drug statute conviction for
a violation occurring in the work place or outside the work place. 1 understand that, among
other things, the Substance Abuse Policy requires employees to submit to tests to be analyzed
for the presence of unauthorized substances; that the presence of a detectable trace of any
unauthorized substance is grounds for termination of my employment; and, that my cooperation

is voluntary, but that refusal to submit a specimen for testing is grounds for my termination.

This is to affirm that I have received, read, or have had read to me, and have had an
opportunity to ask questions about the policy and procedure, and I understand the requirements
of the policy and procedure for Drug Free Work Place and Substance Abuse Testing is presented

on and agree to abide by such policy and procedure.

I acknowledge that failure to follow such policy/procedure may result in corrective action. I
understand that noncompliance with the Drug Free Work Place and Substance Abuse Policy shall

result in disciplinary action up to and including termination.

Employee’s Signature: Date:

Witness's Signature: Date:
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03-ALL-ALL-0079
Revised: (9-01-09
Wood County Board of DD

CONTINGENCY/CONDITION FOR VOLUNTEER SERVICES

DRUG FREE WORK PLACE

I, , hereby acknowiedge to the Wood

County Board of DD that permanent and/or continuing volunteer service is contingent upon my
abiding by the terms of the policy and procedure for a Drug Free Work Place, and is also
contingent upon my notification to the Board of any personal criminal drug statute conviction for
a violation occurring in the workplace or outside of the work place.

NOTE: If 3 volunteer is @ minor, parent or quardian must sign and acknowledae.

Signed:
Vounteer
Signed:
Parent/Guardian (if volunteer is & minor)
Date:
CONTINGENCY/CONDITION FOR VOLUNTEER SERVICES
I , hereby acknowledge to the Wood County

Board of DD that permanent placement as a volunteer is contingent upon the receipt of an
acceptable County Sheriff's records check and, when required, a driver's abstract and a Bureau

of Criminal Identification records abstract.

Waivers for the acquisition of these legal documents, as well as this acknowledgement are freely
signed and submitted and recognizes such procedure as standard Board policy for volunteer

placement purposes.

Signed:

Date:

Witness:
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Wood County Board of Mental Retardation and Developmental Disabilities
PROCEDURE

Procedure #: 02-ALL-ALL-0499 (AD) Subject: Substance Abuse Testing
Effective Date: CDL Holders: 01-01-96; Other employees: 3-1-85  Last Revision:  01-01-09

Person Responsible: Superintendent
%w&A ,
o, Ve Y /J/gx.ﬁ« 1A/5118
erintendent, WQ\BMR@E ~_Dai?  Department Wectér Dafe

Approvals/Date:

The following definitions will apply:

Commercial Motor Vehicle (CDL Holders Onfy) - Commercial motor vehicle maans & motor vehicle or combination of motor vehicles used
in commerce to transport passengers or property if the motor vehicle: 1) Has a gross combination weight rating of 26,001 or more pounds
inclusive of a towed unit with a gross vehicle weight raiing of more than 10,000 pounds; or 2) Has a gross vehicle weight rating of 26,001 or
mere pounds; or 3) Is designed to transport 16 or more passengers, including the driver; or 4) 1s of any size and is used in the transportation
of materials found to be hazardous for the purposes of the Hazardous Materials Transportaticn Act and which require the motor veficle to bs
placarded under the Hazardous Materials Regulations (49 CFR part 172, subpart F),

Driver - Driver means any person who: 1} Operates a commercial motor vehicle; 2) Has ariving as an essential function of hisfher job; and 3)
Management employee. This includes, buf is not limited to: full time or part-time, regularly empioyed drivers; casual, intermittent, seascnal or
occasional drivers; leased drivers and independent, owner-operator contraciors who are either directly employed by or under lease io an
employer or who operate a commercial moior vehicle at the direction of or with the consent of an empioyer. For the purposes of pre-
employment testing only, the term driver includas & person applying to an employar 0 crive a commercial motor vehicle and aides for pre-
school and special needs children.

Refusal to Test - Refuse fo submit {to an alcohol or controiled substances test) means that an employse: 1) Fails to provide adequate breath
for testing without a valid medical explanation after he or she has received nofice of the requirement for breath testing in accordance with the
provisions of this part; 2) Fails to provide adequate urine for controiled substances testing without a valid medical explanation after he or she
has received notice of the reguirement for urine tesfing; or 3) Engages in conduct that clearly chstructs the testing process.

Reportable Accigent - When a vehicle, during exact time of accident, was in motion, either the motor was propelling the vehicle or the vehicle
was being moved through other means such as being pushed by another car or person, rolling while in neutral. This does not involve a
vehicie that was parked in a stationary position in the “park” gear, as long as the vehicle was parked in a properly marked parking zcne.

PURPOSE
1. This procegure is to assure driver fitness for duty and to protect Board and Residential employees (hersinafter employees unless otherwise
stated), consumers, and the general public from the risks posed by fhe use of aicohol and prohibited drugs on the job while:

A. Operating equipment requiring 2 Commercial Driver's License (hereinafter CDL);

B. Transporting consumers while on guty,

C. Operating a Board owned or operated vehicle at any lime;

D. Driving a personal vehicle while on duty.

2. This procedure is also intended to comply with all applicable Federal regulations governing workpiace anii-drug programs.
3. This procedure covers the following employees as shown:

A Effective January 1, 1996, this procedure applies to alt employees in posifions requiring a COL and aides. All such amployess will be
subject fo alcohol and controlled substances testing in the fotlowing circumstances:

1) Pre-emptoyment testing; 2) reasonabie suspicion testing; 3) post-accident tesling; 4) return-to-duty testing,

B. Effective March 1, 1996, this procedure applies to all employees if the position requires driving as an essential function of their job,
management employees defined by Range 6 on the pay scale and upper management. All such employees will be subject to alcono! and
controlied substances testing in the following circumstances:

1) Reasonable suspicion testing; 2) post-accident testing; 3) return-to-duty testing.

C. Ali employees will be subject to alcohol and coniralled substances testing in the following circumstances:

1) Reasonable suspicicn iesting; 2) return-to-duty testing (Form 03-ALL-ALL-0248); 3) foliowing a reportable accident while on Board
owned or leased proparty.

PROHIB[TED CONDUCT FOR EMPLOYEES PERFORMING “SAFETY SENSITIVE FUNCTIONS" INCLUDE THE FOLLOWING:

1. Perform a safety-sensifive or other driving function within six (8) hours after using alcohot. No supervisor having actual knowledge that an
employee has used alcohol, within six (6) hours shall permit an employee to perform or continue to perform safety-sensitive or other driving
functions.

2. Possess any guantity of alcohol while cr duty unless the aicohol is manifested and transported as part of the load. This inciudes any
medicines, both prescription and over-the-counter, that contains alcahol, uniess the packaging seal is un-broken.

3. Use alcohol while on duty a3 well as lunch periods and breaks.

4. Report for or remain on duty when his/her ability to perform assigned functions is adversely affected or when histher blod alcofiol
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concentration is 0.02 or greater.

5. When involved in an accigent that requires a post-accident alzohol test, use alcohe! within eight {8) hours afier the incident or prior to
subrnitting for the post-accident test, whichever comes first.

8. Use any substance thal indicates that mental functioning, motor skills or judgment may be adversely affected without reperting such to
his/her supervisor, as per the Drug Free Workplace Procedure.

7. Perform & safety-sensitive function or other job duties when the employee uses controlled subsiances, except when prescribed by a
physician who has determined that the substance will not adversely affect the employee's ability to safely perform his/her work duties.

8. Perform a safsty-sensifive function or any other job dufies, if the employee has tested positive for controlled substances or elcohol.

SUPERVISOR’S DUTY TC IMPLEMENT POLICY AND REPORT CRIMINAL DRUG CONVICTIONS

1. Supervisors of employees subject to this procedure shall apply this procedure in an unbiased and impartial manner. Any
supervisor/manager who knowingly disregards the requirements of this procedure, or who deliberately misuses the procedure shall be subject
to disciplinary aciion, up to and including termination.

2. Supervisors shall report violations of this procedure to the respective depariment director.

3. All criminal crug convictions for employees covered by this procedure shall be placed within the employee's corfidential personngl file,

TESTING FOR PROHIBITED SUBSTANCES
1. General Procedures:

A. All employees required ic hold a CDL endorsement and aides and therefore subject to this procedure shall b subject to pre-
employment, post-accident, reasonable suspicion, random and return-to-duty testing.

B. Aliemployees as defined in this procedure shali be subject to post-accident, reasonable suspicion, & retumn-to-duty tasting.

C. Any employee who is reasonably suspected of being intoxicated impaired, under the influence or not fit for duty shall be placed on
admiristrative leave with pay from his/her job duties pending an investigaiion and verification of his/her condition.

D. The Board will ufilize the services of the authorized tesling facility to comply with the testing reguirements of the DOT reguiations and
Board mandates. Procedures, instructions and training for all applicable supervisors and employees will be proviced by the authorized testing
facility.

E. Testing will be conducted to assure a high degree of accuracy and reliability and will use techniques, equipment and laboratery facilities,
which have been approved by the U.S. Department of Health and Human Services (DHHS). All testing will be corducted consistent with the
« procedures set forth in 48 CFR Part 40, and as amended.

F. Tests will be conducted for marijuana, cocaing, opiates, amphetamines and phencyclidine. Upon reasonable cause, the Board will test
for other illegal drugs. In such event, the employee wilt provide a second urine samgle.

. Aninitial drug screen will be conducted on each specimen. For those specimens that are not negative, & cenfirmatory gas
Chromatography/Mass Spectrometry {GC/MC) test will be performed. The test will be considered positive if the amounts presant are above
the minimum threshoids establishad in 46 CFR Part 40, as amended.

H. Tests for alconol concentration will be conducted utiiizing a National Highway Traffic Safety Administration (NHTSA) - approved
evidential breath testing device (EBT) oparated by a trained breath alcohol technician (BAT). If the initial test indicates an alcohol
concentration of 0.02 or greater, a second test will be performed to confirm the results of the initial test:

1) An employee whe has confirmed alcohal concentraticn of greater than 0.02 will resull in Administrative Leave With Pay from his/her
position pending an investigation, unless & re-test resuits in a congentration measure of less than 0.02;

2} If the employee has a confirmed alconol concentration of greater than 0.02 on any subsequent aicohol test, then he/she may be subject
tc termination.

. An aicohol concentration of 0.02 or greater wili be considered a positive alcohol fest and in viclation of this procedure. Any employee who
has a confirmed positive drug or alcohot {0.02 or greater) test will be placed on Administrative Leave with Pay from his/her position, pending
an investigation, informed of educafional anc rehabilitation programs availablz and evaluated by a substance abuse professional (SAP).
Employee assessment by & SAP is datailed in this procedure. (Refer to Prograssive Corrective Action Procedure and Employee Assistance
Program Policy).

2. Procedures for Specific Types of Tests/Tesiing Events

A Pre-Employment Testing (All Emplcyess).

1) Pricr 1o the first time an employse performs safety-sensitive functions for the Board, the driver or aide shall undergo testing for alcohol
and controlled substancas. No driver or aide shall perform safety-sensitive functions unless the driver ¢r aide has been administered an
aicohol fest with the result indicaiing an alcohol concentration less than 0.02, and has received a controlied substances test result from the
medical review office indicating a verified negative test result;

2) Exceptions to pre-employment testing shall be granted in accordance with 49CFR section 382.301.

B. Post-Accident Testing (ALL):

1} Any reportable accident will resuit in alcohol and controlied substance testing if the employee 15 driving any vehicie whiie on Board iime
- or Board property.

2) Following any reportable accident, the driver must contact as soon as reasonably possible:

a) Local law enforcement;

b} Immediate supervisor or administrator on-call;

3) immediately following notificaticn of the reportable accident, the immediate superviser or administrator on-calt will contact;

a) Maintenance on-call;
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by Authorized testing facility,

4 If an accident occurs outside a sixty-mile radius, the driver shall go to the nearest hospital and submit an alcohol and controlied
substance test. The employee must sign the release of information prior to coniinuing their current job dutiss. A copy of a release of
information form will be kept in each vehicle in order for the hospital io release the results of the test to the authorized testing facility;

5} All driving duties will cease until the results of the alcoho! and substance abuse tests are verified by the authorized testing facility if:

a) First aid is administered off site;
b) A fatality cccurs as a result of the accident,
¢} A citation is issued to the driver,
d) Towing of a vehicle occurred as a result of the accident;
6) All driving duties may continue if the following criteria are met.
a) The driver did not meet any of the four (4) provisicns as set forth in this procedure;
! b) The driver arranges for testing within the two {2) hour prescribed period, unless otherwise authorized by the supervisor or
| administrator on-call;
¢) The alcohal test reveals negative results in accordance with this procedure;
d) The driver signs a statement indicating he/she has not taken any illicit drugs within the last 30 days;
7y All accidents will adhere to drug and alcchal tests in accordance with DOT rules and regulations. Uniess otherwise indicated, drug and
» alcohol testing will occur through the authorized testing facility;

8) Local law enforcement, Maintenance On-Call, Administrator On-Call, the authorized tesiing facility daytime and after hours telephone
numbers will be updated and posted in al! County vehicles, and sent to cn-calf personnet;

I 9) Employaes who transport consumers in their persenal vehicle must have in their possession the felephone numbers identified above;

10) A driver will be tested for alcohol and controlled substance within two {2) hours of an accident. |f an alcohal and controlied substance
tests are not accomplished within two {2) hours of an accident, then a written recerd shall be made stating the reasons the alcohol and
controlled substance tests were not prompily administered. if the alcohol test has not been accomplished within eight (8) hours folawing
nofification, the Board shall stop its attempt to agminister the alcohal test and it shall make ang retain in the file a record of the reasons the
alcohol test was not properly administered. Please refer to Refusal To Test, within this procedure, if the employees does not follow the
prescribed protocot;

11} A driver who is involved in an accident must refrain from aicohol use for eight (8) hours following an accident or until hefshe undergoes
a post-accident alcohol test. Drivers who leave the scane of an accident without a justifiable explanation prior to submission to drug and
alcohol testing wili be considerad to have refused the test, and they will be subject to discipline up fo and including termination.

12} A driver who is seriously injured and cannot provide a specimen at the fime of the accident, shall provide the necessary authorization
for obtaining medical reports and other documents which would indicate whether there were any alcohol or controlled substances in his/her
system at the time of the accident;

. 13) The Board can use, by permission from the Federal Highway Administration, post-accident tests conducted by federal, state and local
officials as meeting the requirements of this section under the following conditions:
a) The official must have independent authority to conduct the test;
b) The test must conform to federal, state of local requirements;
¢} Alcohaol tests reguire blood or breath samples;
d) Coniroiled substance tests require a urine sample;

14) Excepticn to alcoho! and substance abuse testing: If the law enforcement enfity issues an immediate citation to the other driver,

and/or indicates in writing the accident was no fault of the employee, the employes does not have to submit to the test.
C. Randem Testing {CDL Holders ancd Aldes  Dnly):

1) Except as may be charged by the Federal Highway Administration, the minimum annua! percentage rate for random alcohol testing
| shall be 50 percent of the average number of COL driver pesitions. The minimum annual percentage rate for random controtlad substancas
testing shalf be 50 perceni of the average number of driver positions;

2) Employees wili only be tested randomly for controliad substances and/or alcohel when they are performing safety-sensitive functions,
immediately pricr to, or after performing safety-sensiiive functions.

D. Reasconable Suspicion Testing (CDL Holders and Aides Only):

1) Alcohol: A driver must submit to urine andior breath testing when reascnable suspicion exists that the driver has an alcohol
concentration of 0.02 or greater, or has consumed alcohol within four hours of performing a safety-sensitive function. The Board's ‘reasonable
- suspicion” must be based on specific, contemperaneous arficulable observations conceming the appearance, behavior, speech, or body odors
' of the driver;

2} Controlied substances: A ariver must submit to a controlled substance test upon “reasonable suspicion” tha: a driver has used or is
under the infiuence of controlled substances, The Board's ‘reasonable suspicion” must be based on specific, contemporaneous, articulable
observations concerning the appearance, behavior, speech or body odars of the driver and may inciude indications of the chronic and
withdrawal effect of coniroiled substances;

3} Alcohcl testing is authorized by this section only if the observations required are made during, just preceding, or just after the period of
: the workday that the driver is required o be in compliance with this part. A driver may be directed by the employer to only undergo reasonable
suspicion testing while the driver is performing safety-sensitive funclions, just before the driver is to perform safety-sensitive functions, or just
‘ after the driver has geased perferming such functions;
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- suspicion test and must be signed by the supervisor or official who observed the behavior. :

- employee has been randomly selected for a test, the employee must immediately proceed fo the testing site upor. notification of being

 functions. For non-CDL employess. follow-up testing shall be conducted when the employee is performing the essential funcfions of their job;

- as the criginal sample. All costs for such testing are paid by the employee, unless the second test invalidates the criginal test;

4} Once an empioyee has been nofified that a reasonable suspicion test will be conducted it must take piace within two (2) hours of the
nefification. If the test is net accomplished within two (2) hours, a written record shall be mada stating the reasons the alcohol andior
confrolled substance test were not promptly administered. if the test has not been accomplished within eignt (8) hours following netification,
the Board shalt stop its attempt to administer the test and make and refain in file a record of the reasons the aicohol andior substance abuse
test were not properly administerad;

5} A written record shall be made documenting the empioyee's conduct with respect to an alcshol and/or controlled substance reasonable
suspicion test and must be signed by the supervisor or official whe observed the behavior,

E} Reasonable Suspicion Testing for All Employees:

1) Alcohol: An employee must submit to uring and/or breath festing when reasonable suspicion exists that the employee has an alcohol
concentration between 0.02 and 0.04 or greater. The Board's “reasonable suspicion” must be based cn specific, contemporaneous,
arficulable observaticns concerning the appearance, behavior, speech or body odors of the employee;

2; Controlied substances: An employee must submit to a controlied substance test when reasonable suspicion exists than an employee
has used or is under the influence of controlled substances. The Beard's “reascnable suspicion” must be based on specific,
contemporaneous, arficulable observations concerning the appearance, behavior, speech or body odors of the employes and may include
indications of the chronic and withdrawal effect of controlled substances.

3} Alcohol testing is authorized by this section only if the observations required are made during, just preceding. or just after the period of
the work day;

4j Once an employee has been nofified thal a reasonabie suspicion test will be condusted it must take place within two (2) hours of the
nctification. If the test is not accomplished within two (2) hours, a written record shall be made stating the reasons the aicohal test was not
properly administered. If the test has nol been accomplished within sight (8) hours following notification, the Board shall stop its atiempt to
administer the test and retain in a file a record of the reasens the alcohol test was not properly administered:

5] A written record shall be made documenting the employee's conduct with respect to an alcohel and/or controlled substance reasonable

F) Random Testing for All Newly Hired Employees (Effective date 3-1-96):
1) The minimum monthly percentage rate for random controlled substance and alcoiol testing shall be 10% of the newly hired employees;
2) All new employees effective March 1, 1996, will be randomly testing during the menth following their initial employment date. After an

selected.
G) Return-To-Duty Testing for All Applicable Employees:

1) Before an empioyee returns to duty requiring the performance of a safety-sensitive funcfion after engaging in conduct pronibited
concerning alcohol, as stated within this procedure, the employee shall undergo a return-to-duty test with a result indicaiing an alcohol
concentration of less than 0.02;

2) Before an employee returns 1o duty requiring the performance of safety-sensitive furction after engaging in conduct prohibited, as
stated within this procedure, the employee shall undergo & return to duty controlied substances test with a result indicating a verified nagative |
result for controlled substances use. |

H) Foliow-up Testing for All Employess:

1) Following a determination thal an employee is in need of assistance in resoiving problems associated with alcohol misuse anfor use of
controlled substances, that employee is subject to unannounced follow-up alcohol andfor controlled substances testing as directed by a
substance abuse professional; e

2) Foltow-up alcohol testing for (CDL Holders and Aides Only) shall be conducted onty when the employee is performing safety-sensilive
functions, just before the employee is to perform safety-sensitive functions, or just after the employee has ceased perferming safety-sensitive |

3) There will be a minimum of six foliow-up controlied substance and/or aicoho! tests in the first 12 months foliowing re-entry fo the job.
Follow-up testing may be extended for up to 60 months foliowing an employee’s return 1o duty.
l} Employee Requested Split Sampie Test:
1) Any employee who questions the result of & required drug test may request ihat an additional test be conducted. This test must be
conducted at a different testing DHHS-certified laboratory. The test must be conducted on the split sample that was providad at the same fime

2} The employee's recuest for a split sample test must be mace within 72 hours of notice of the initiai test resuli. Requesis atter 72 hours
will only be accepied if the delay was due to documentaf facts that were beyond the contret of the empioyee.
J) Low Creatinine. {f oniginal drug screen indicates a uring creatinine value less than 20 mg/dt per Chio Department of Transportation
(ODQOT] this constitutes an invalid drug screen. Employees will be subjested to an additional drug screen.

- terminafion.

REFUSAL TO TEST
1. Any empioyee who refuses to comply with a request for testing, who pravides false informafion in connection with a test, or whe attempts to |
falsify the test results through tampering, contamination, aculteration or subsfitution shall be subject o discipline up to and including |

EMPLOYEE ASSESSMENT AND TREATMENT
1. Any employee who tests positive for the presence of controlled substances or alcoho! above the minimum threshoids set forth in 49 CFR
Par! 40, as amended, will be evaluated by a Substance Abuse Professional (SAP). The SAP will evaluate each employee to determine what |
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L of termination the first time that they have a positive result on an alcohcl or controlled substance test. However, rehabilitation in lieu of

assistance, if any, the employee needs in resolving problems associated with prohibited substance abuse or misuse. SAP sarvices will be
provided by an appropriate certified professional who implements an employee assistance program for the Board.

2. The Board will consider emplovees who test positive to be medically unqualified and they shall be disquaiified from working for the Board
until they have been released fo return {o duty by the SAP. Employess may be allowed io elect rehabilitation through available sources in lisu

termination may not be available where the cffense-giving rise {0 the discipling is so severe as to make the employee ingligible for continued
employment.

3. For those seeking treatment, whether voluntarily or by reason of mandatory rehabilitation in lizu of termination, the employee benefits that
wouid otherwise be available to the employes shall continue - for example, sick leave, leave of absence, vacalion leave, personal leave,
compensatory leave, Family Medical Leave and group health insurance benefits.

4, 1f an employee is allowed to return to duty, he/she must follow the rehabifitation program prescribed by the SAP. The employee must pass
return to duty drug and alcohol tests and unannounced fallow-up tests for a period of one to five years. The costs associated with any
treatment for rehabilitation services shall be paid directly by the employee or hisfher insurance provider.

5. Assessment by SAP does not shield an employee from disciplinary action or guarantes employment or reinstaterment with the Board.

. EMPLOYEE DISCIPLINE ;
' 1. An emplcyee with alcohol concentration mere than 0.02 or greater or a posttive contrelled substance test will be subiject fo discipline up to

an inctuding termination.

2. An employes who is eligible for assessment and treatment in lieu of termination will still be subject to discipline.

3. An employee who refuses to test for alcohal or controlled substances will be terminated.

4. Anemployee who refuses or fails to comply with Board requirements for treatment, after care, or return to duty shall be subject to
termination.

5. !f an employee is permitied to undergo freatment in ieu of termination and he/she subsequently tests posifive on any alcohol or controlled
substance test, he/she will be terminated.

' 8. The annual caiendar year summary of the results of the alcohol and drug testing programs must be completed by March 15% of e
- follwing year. This will be compieted by the Board of Mental Retardation and Developmental Disabilities or its aesignee.

RECORD RETENTION AND RELEASE
1. A Medical Review Officer [MRO) will serve as the sole custodian of individual test results and will retain individual fest results for the time
periods &s shown:
A Records maintained for a minimum cf five (5} years:
} Records of an employee's alcohol test rasults;
) Records of an empicyee’s verified controlied substance test resuits,
]
)

|

Documentation of refusals to teke required alcohol and/or controlied substances tests;
Employee evaluations and referrals; !
} Annual calendar year summaries of the results of alcohol and confrolied substances testing programs.
B. Records maintained fer a minimum of two (2) years:
1) Records refated to the aicchol and controlled substances collection process and training.
2. The Board will retain perscnnef recerds of only the following information:
A Circumstances prompting test {random testing, post-accident, reasonable suspicion).
B. The date of the test :
C. The location of the test. |
D. The igentity of the person or entity conducting the test. ;
E. Whether the test finding was posilive or negative.
3. The Board will notify an employee of the results of pre-employment alcohol and/or controfied substance tests, provided the empioves
requests said test results within 60 days of being notified of the Board's decision as to whether or not it will enter into emgloyment oriease |
contract with him/her. "
4. The Board will notify incumbent employees of the resulis of random, reasenable suspicion, and post-accident aicohal and/or controlied
substance tests, provided that the results are positive and wil! aise advise the employee what controlled substance was detected or the
alcohol level that was discovered,
5. The Board will not release employee testing information retained in this section except upon the written consen! of the employes and
except:
A, When requested by the Department of Transportation or any state or local officials with regulatory authority over the Board or its
employees.
B. Inthe event an employee initiates a grievance, hearing, fawsuit or ofher action as a result of an aicohol andfor controlled substance
test conducted pursuant to this policy. |

1
2
3
4
5

INFORMATION FROM PREVIOUS EMPLOYERS ‘
1. The Board may obtain, pursuant to a driver's written consent, any of the information concerning the driver, which is maintained under this ‘
cart by the driver's previous employers. ‘
2. The Board shall obtain, pursuant to a driver's consent, information on the driver's alconol tests with 2 concentration result of 0.04 or |

- grealer, positive controlied substances test resuits, and refusals to be tested, witnin the preceding two years, which are mainiained by the I
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' driver's previous empioyers under Section 382.40 (b {1) (i) through ).

! 3. The information in paragraph (B) of this section must be obtained and reviewed by the Board ne later than 14 calencar days after the first
time a driver performs safety-sensitive functions for the Board, if it is not feasible to obtain the information prior fo the driver performing safety-
sensitive functions. The Board will not permit a driver to perform safety-sensitive functions after 14 days without obtaining the information.

4. If the driver stops performing safety-sensitive functions for the employer befors expiration of the 14 day period ¢r before the Board has
obtained the information in paragraph (B) of this section, the employer must stili obtain the information.

5. The release of any information under this part may take the form of personal interviews, telephene interviews, tetters, or any other mathod
of abtaining infermation that ensures conficentiglity. The Board will maintain a written, confidential record with respect to each past employer
contacted.

6. The Board will not use a driver to perform safety-sensiitve functions or other driving functions if it obtains information on the driver's aicohol
test with a conceniration of 0.04 or greater, verified posifive controlled substances test result, or refusal to be tested, by the drivar, without
obtaining information cn a subsequent substance abuse professional evaluation and/or determination under Section 382.401 (¢) (4} and

- compliance with Section 382.309, '

References: 01-ALL-ALL-0047
01-ALL-ALL-D064
01-ALL-ALL-0082
02-ALL-ALL-0287
02-ALL-ALL-0337
02-ALL-ALL-0356

Forms: 03-ALL-ALL-0746
03-ALL-ALL-0591

mmgsiprocedurelad0499
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03-ALL-ALL-0591
Revised: 09-01-09

To Whom It May Concern:

The individual presenting this document ts an employee of the Wood County
Board of Developmental Disabilities, Bowling Green, Ohio. In accordance
with the employer’'s substance abuse testing policy, the following tests need
to be administered:

<+ Alcobol Screening

< NIDA 5 Panel Test including:
o Marijuana

Opiates

Amphetamines

PCP

Cocaine

o 0 0 0

This document also serves as an assurance that the Wood County Board of
DD will guarantee payment for the tests. If additional information is needed,
please contact Donna Beam, Director of Operations at (419) 352-7765 (w)
or (419) 266-2566 (c).

The employee’s signature , hereby
releases the results of the test to the following agency:

Wood County Hospital
Ready Works

950 West Wooster Street
Bowling Green, Ohio 43402
(419) 373-4162

Sincerely,

Donna J. Beam
Director of Operations
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Wood Coilnty Board of Developmental Disabilities

PROCEDURE
Procedure #: 02-ALL-ALL-0294 (HR) Subject: Fitness for Cuty
Effective Date: 02-26-90 Last Revision:  06-26-09
Person Responsible: Human Resources &ouopdinator
| Y 409
Approvals/Date: AJAMH'.'L

Date

The following definitions will apply:
Fitness for Duty - The ability to perform the tasks as outlmed in J»wb description in a respons:ble manner,

% Jﬁ%"‘rrmrm AT M e S

SHEINPrOVISIONS and EXCApHiOns 1o finess for auty rilewhen

Return to Work Record Form which is completed by physician stated diagnosis, ability to lift/carry enroltees, andiar resirictiens refated
to injury/illness, and professional release of employee to refurn to work as fit for duty.

1. An immediate supervisor upon first knowing or being apprised of an employee's medical problem limiting his/ner ability to lift, or
otherwise perform job duties as assigned, shall inform employee he/she is released from duty until such time as the physician's form is
received indicating there are no restriction, Form 03-ALL-ALL-)082.

2. 'n those instances where employees, by job description, provide direct care services and administrative/office duties, the supervisor
may recommend employee fulfil administrative/office duties ONLY, during time of disakbility/restricted activities. Such recommendation for
accommodation shall be made in writing to the SUerintendent. No accommodation shall be set in motion, until the SUpETATeRAENt has
reviewed and approved this action.

3. The Fitness for Duty procedure and associated restrictions shail be effective when the physical/medical problem arises from an incident
in the work place or outside of the work place.

4. Applicable rules for use of sick leave and/or industrial Compensation shall prevail any time an employee is unable to perform the {asks
as outlined in job descripfion.

Forms: 03-ALL-ALL-0082

kmmiprocedureihr0294
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03-ALL-ALL-0082
Revised: 06-26-09

WOOD COUNTY BOARD OF DD
ATTENDING PHYSICIAN’S FITNESS FOR DUTY
RETURN TO WORK RECOMMENDATIONS RECORD

To be completed by the attending physician — Please Check

PATIENT'S NAME (FIRST) (MIDDLE) (LAST) DATE OF INJURY OR ILLNESS

DIAGNOSIS:

I saw and treated this patient on and:
(DATE)

Understand that:
This individual's position/femployment includes duties that involve lifting, carrying and moving individuals;
This employee performs direct and personal care to individuals and must be free from contagion;
The employee’s functioning shall not be impaired by prescription or non-prescription drugs.

PHYSICIAN TO COMPLETE SECTION I, IT OR III AS APPLICABLE

I. Recommend his/her return to work with no restrictions.
II. Patient has the following restrictions:
These restrictions are in effect until or until patient is reevaluated on
Date Date

*As a result of these restrictions (check one)

Employee cannot currently return to work.

Employee should contact employer to determine if restriction might prohibit/restrict job duties.

III. Patient is totally incapacitated at this time. Patient will be reevaluated on

Physician’s Signature: Date:

Physician’s Stamp with Address:
- OVER (EMPLOYER ONLY) -
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ACTION

SUPERVISOR’S COMMENTS:

NAME: DATE:
RECOMMENDATIONS:

INDUSTRIAL COMP CLAIM: —  YES — NO
ASSAULT LEAVE:  YES — NO
REQUEST FOR REASONABLE ACCOMMODATION: ~ —3  YES L~ no
EXPLAIN:

SIGNED TITLE

Sk 3k 3 e kR 3R 5k 3R 3k oK KK K 3K Sk 3K 3K oK o K 3K 3K Sk 3Kk ok 3 5K sk oK 3K 5K 3K oK 5K K 3k 358 3k 3K st oF ok 3K 3K 3K 31 S K 3 3K 3K 3K K oK S SK oK SR SR K 3 o8 3K KK 3 3K K K oK 3K K

APPROVALS ~ A-APPROVED — D-DISAPPROVED

A D A D
Supervisor Date Supervisor Date

Department Director Date Appeinting Autharity Date

REMARKS:

DATE RECEIVED IN PERSONNEL:

DATE RECEIVED IN PAYROLL:
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03-ALL-ALL-0246
09-01-09

Wood County Board of DD
1921 E. Gypsy Lane Road
Bowling Green, OH 43402

POST ACCIDENT FITNESS FOR DUTY STATEMENT

On, I,

(Accident Date) (Print Employee Name)

was involved in a vehicle accident. So that I may continue my employment
duties and responsibiiities during the necessary period of drug testing, I hereby
affirm that in the thirty (30) days prior to the date of this accident I have not
engaged in the usage of any illegal or controlled substance.

Further, T do hereby affirm that I am not currently using any prescription
medication having an affixed warning label that my supervisor has not been
made aware of and approved. I do hereby declare that I am fit for duty and
able to carry out all duties of my job.

Employee Signature Date

Witness Signature Date

Original: Personnel

Copies to: Supervisor, Employee
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Wgod County Board of Developmental Disabilities

PROCEDURE

Procedure #: 02-ALL-ALL-0580 (HR) Subject: Transitional Work Program
Effective Date: Last Revision:  08-25-09

Person Responsible;
/\//}MA, élw L/ 50/&5

Approvals/Date:
Department Birector Date

1. Afier a job related injury/iiness, the employee shall contact Human Resources to schedule an appointment with our designated
Workers' Compensation physician or Ready Works Physician at Wood County Hospital, no later than 24 hours.

2. If the employee is physically able to perform his/her current pesition based on the job description with siight modificafion, (s)he may be
returned to that job, based upan approval for accommodation by ihe AppaintingzAuthorily, as applicable.

3. f the employes is unabie to return to his/her regular duties, the physician will refer to the OUR System® manual to determine what
bridge assignment within tHEAGEACY can be performed by the employee considering histher injury. If there is no medically compatible

assignment available within the system, a temporary placement within the county may be arranged.

4. If the employee is unable fo retumn to his/her job, a joint consultation with the doctor and Human Resources will determine the bridge
assignment, within 24 hours. Human Resources will assign the injured empioyee to an assignment based upon the availability of work,
approval of physician, the esfimated iength of the employee’s healing period, or the need to move 1o a more physically appropriate
assignment untif being released with no restrictions, back to histher regular job. More than ore bridge assignment may need to be
assigned to allow for maximum fiexibility.

5. Upon release from the physician io return to an assignment, the employee shall receive a briefing by the supervisor and Human
Resources on the duties of the assignment. This shali include discussion of doctor and phystcal therapy appointments. Both the
supervisor and employee may determine the most appropriate of specified duties encompassed in the assignment, using a written
aescription, verbal instructions, photographs and tapes. Caution is to be observed to make sure all work is within the physical limitations
set by the physician.

6. If an employee refused to accep! any assignment, this action will jeopardize his/her workers' compensation wages, immedialely.

7. Employee will need to be seen by the Board's Workers' Compensation Physician or Ready Works Physician and reevaluated for
assignments, at regular intervals, approximately every two (2) weeks., New assignments are recommended 50 as to coincide with recovery
and ability to work progressively mare demanding assignments on the Bridge Assignment Mafrix with physmtan and employer approval.
The employes's movement toward his/her job-at-injury will be moderated to meet the needs of the employee, hEEmplover and temparary
assignment availability.

8. A briefing will occur on hew assignment responsibilities and expectations

8. The physician's assignment for the injured worker is considered to be similar to a prescription for medication and it can only be changed
by the physician. If the injured worker's supervisor desires to change the worker's assignment from these approved by the physician, {s)he
must contact Human Resources who will be in touch with the physician. Any changes in the employee's medicai status must be reported
to hisfer supervisor and the Human Resources Department.

10. Records will be maintained by the Human Resources office, including a Vocational Rehabilitation Log.

11. If the WC physician determines that an empioyee will never be able to return 1o his/her regular duties, an assessment his/her
employment status will be made after a complete review of the case and consideration of a formal vocational rehabilitation plan for the
empioyee.

kmmiprocedurethrG560
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WQOD LANE EDUCATION ASSOCIATION

BUILDING VISITOR REQUEST FORM

Date Submitted:

APPENDIX H

Date Expecting:

Name of Visitor:

Reason Visiting:

Employee Signature:

Approved:

Supervisar (or Designes)

Not Approved:

*Form is to be duplicated in blue ink for each party to have an original in hand.
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WOOD LANE EDUCATION ASSQOCIATION

PERSONAL PROPERTY REIMBURSEMENT/RESTITUTION

Employee:

Damaged or Stolen ltems:

Date of Occurrence:

Details of Incident:

Date Submitted to Immediate Supervisor with Duplicate to Superintendent:

Signature of Employee:

*Farm is to be duplicated in biue ink for each party to have an ariginal in hand.
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APPENDIX J

SELF-APPRAISAL

List areas of accomplisnment: {including personal job expansion, professional develop-
ment, extra duties related ic position, exira duties for the Board, community projects,
and other leadership respensibilities)

List additional training you have received/obtained in the last rating period:

List your sirengths:

Additional comments:

Signature Cate
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Appendix K-1
Wood County Board of Developmental Disahifities
PROCEDURE

Procedure #; 02-ALL-ALL-0325 (HR) Subject; Expungement of Records
Effective Date: 01-01-81 ft)f Last Revision:  08-26-09

Person Responsible; _Human Resources Cog 23 /D(.i
D sy Yo 1uafs

(- Cepartment Hirector Dafe

inator

Approvals/Date:

- Superintendent, WCEDD

—

1. In conjunction with the purpose of a progressive disciplinary system and the inherent principte that discipline imposed corrects geficient
performance and secures compliance with working rules, employees may have certain disciplinary action records cease 1o have force and
effect in their personnel flles in accordance with the guidelines as herein specified.

2. Each disciplinary action shall remain effective and in the employee's personnel file for twenty-four (24) months after issuancefresolution.

3. Thereafter, the action may cease to have force and effectin the file, provided that the same or a related offense did not occur within the
twenty-four month peried, following disciplinary action.

4. The employee shall be responsible for reguesting expungement of specific disciplinary acticn on Form 03-ALL-ALL-0127. This writlen
request will be directed to the Superiniendent, as soon as desired after 24 months, and his/ner writien approval shall be documented in
Human Resources prior to any removal of records with Form 03-ALL-ALL-0128. The Superintendent has complete authority for approval
or disapproval.

5. Expungement/cease to have force and effect of any disciplinary records applicable to or related to any removals or suspensicns will not
be approved.

6. Expungement/cease fo have force and effect of any disciplinary records for major/minor offenses related to enrolliee abuse will not be
| approved.

7. Expungement/cease to have farce and effect of any disciplinary recards refated to loss or serious damage lo property resulting in an
insurance claim or drug/alcoho! offenses will not be approved.

8. As a Human Resources procedure, there shall be instances where certain/specified decuments, may be expunged from or cease to

have force and effect in an individual's personnel file folder.

A Al necessary employment forms (insurances, taxes, PERS, applications, wage and hours, elc.) shall not be subject to deletion
from any personnei file.

B. Those formsfwritien communications eligible FOR CONSIDERATION for such an action shall include, but not be limited fo:
correction action/disciplinary forms/letters; correspondencesicommunications containing errenecus/myalid information.

C. Forms will be expunged accerding to Board policy, upon approval.

C. Before any consideration of cease to have force and effect action a formfwritten communication from a person’s file, the
employee shall present a written request to the Superintendent that he/she conduct an investigation of the record as identified in

1 accordance with Chio Revised Code 1347 08,

I E. !farecordis to be expunged after the investigation process, the Superintendent shall so notify the Human Resourges

| Coordinator in writing and stiputate the date for cease to have force and effect action. Human Rescurces Coordinator will then

' be authorized 1o seal specified record from file on date as stipulated by notice. Employee will be so notified as well.

F. Al written communications addressing the cease to have force and effect action of a record shall be copied for placement in

| employee’s file, upon receipt.

G.  The procedure for cease 1o have force and effect action of a record from a personnel file shall not be applicabie for any individual
who is not a current, active status empicyee, i.e., no records will cease to have force and effect in “in-active” files nor will records
cease to have force and effect in a file of an employes who is ne fonger employed prior to the date of notice to expunge.

H. There will be no internal appeal process relevant to the cease to have force and effect action of records,

Forms: 03-ALL-ALL-0127

kmm'procedurethr0325
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TO:

FROM:

DATE:

RE:

|

Appendix K-2

03-ALL-ALL-Q127
Revised: 06-29-09

Wood County Board of Developmental Disabilities

EMPLOYEE REQUEST FOR
EXPUNGEMENT OF RECORDS FRCM PERSONNEL FILE

MEMORANDUM

Superintendent
Wood County Beard of DD

Employee (Please Print) Position

Department

Request for Expungement of Disciplinary Action

, am hereby requesting your consideration

and approval to seal the disciplinary action record(s), as described baiow, from my personnel file. | fully
believe this request meets the guidelines as stipulated in Procedure #02-ALL-ALL-0325 {HR).

Type of action was

Date of Incident

(verbal reprimand, written reprimand, other)

Action documented on EIR

Thank you.

Employee Signature Date

Record for Consideration [ ] meets procedure guidelines [ ]does not meet procedure guidgelines
Human Resources Coordinator Date

Approval

Superintendent Date
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PROCEDURE

Procedure #: 02-ALL-ALL-0528 (HR) Subject: Paid Leave Donation
Effective Date: 10-18-96 Last Revision:  08-25-0%

Person Responsible: Djrector of Operalidng L /33 {
) Nyt sl

) v T Ad G
aperintendent, WGADD ) ~~__Dale  Department Director Date

Approvals/Date:

The following definitions will apply:

Eligibility - Any employee who is in a position with set bi-weekly hours and has been employed by Wood Lane for at least six (8) months.
Critical Need - lliness/injury of employee or immediate family member requiring leave greater than one week either continuously or over
an extended period of time in segments.

Immediate Family - A spouse or domestic partner; mother, father; brother; sister; chiid; grandparent; grandparent-n-faw; grandchild;
father-in-law, mother-in-law; daughter-in-law; son-in-law; sister-in-law; brother-in-law; step-mother; step-father; step-child; foster child; iegat
guardian or other person who stands in place of a parent (joce parentis).

1. Employees may receive donated leave from co-workers for a critical need for self or their immediate family member. Employse must
have exhausted all of their available leave and have appliec for other benefits programs for which he/she is eligibie. {Eligibility ceases if
employee becomes eligitle for any other retirement or disability program).

2. An employee or their representalive must submit a letter to the Superintendent requesting leave donation. Human Rescurces will nofify
the direct superviscr of approval and a memo may go out to potential donors.

3. Empioyees may voluntarily danate sick, vacation and personal ieave to co-warkers working for the same employer by completing the
Donor Application Form 03-ALL-ALL-0381. Employees who donate must retain a combined balance of eighty(80) hours of sick leave and
vacafion leave. Donations must equal no less than the donor's average hours per day, donated in whole hour increments

4. Any type of leave donated will become sick leave for the receiving employee. If needed, this leave will be permanently retained by the
employee receiving the donation but may never be cashed in. Leave donations will be date and time stamped in the order the Human
Resources Department received them. Donated leave will be utilized as needed and deducted from the donor's balance at time of
utifization. Eligibility for the Board's Sick Leave Incentive Program will not be affected by employee’s donating leave.

5. Leave time while on paid leave denation will not count toward an employee's probationary period or days worked for annual salary
increases.

6. No management or supervisory employee, inclusive of the Superintendent, will directly solicit leave donations from employees and will
ensure that no empioyee is forced to donate leave.

7. The Superintendent retains the right to evaluate the status of an employee’s request for donated leave time bi-weekly.

References; ORC 124.391 (A) ang {B)
Administrative Code 123;1-46-05 (E)
02-ALL-ALL-0190
03-ALL-ALL-0381

kmmiprocedure\hr528
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03-ALL-ALL-038]
Revised: 09-01-09

WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES
LEAVE DONATION PROGRAM - DONOR APPLICATION FORM

I. DONOR INFORMATION:

Donating Employee: (Last Name, First Name)

I

3

Department: Facility:
| NUMBER OF HOURS DONATED TYPE OF LEAVE DONATED
— Vacation
Sick Leave

Personal Leave

TOTAL HOURS DONATED
(Must equal at least donor’s average hours per day total)

II. PERSON TO RECEIVE LEAVE:

Person Receive Leave: (Last Name, First Name)

Department: Facility:

IH. CERTIFICATION:

[ hereby certify that this request is made voluntarily. [ was not coerced. intimidated or
financially induced into donating leave. By signing I hereby relinquish all rights to the leave
shown and the benefits accruing to or attached to the same. I understand that the donation of
feave is irrevocable and that no leave will be refunded to me. 1 certify that I will have a
remaining balance of 80 hours or more of combined leave (sick, vacation, and personal) after
making this donation.

Signature of Donating Employee Date
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Wood County Board of Developmental Disabilities

PROCEDURE
Procedure #: 02-ALL-ALL-0315 (HR} Subject; Assault and Battery Leave
Effective Date: 08-21-89 Last Revision:  08-01-09
Person Responsible: Human Resources C
) - 5 - q
Approvals/Date: @_W{]\/W ( ' bﬁ&}é’aw /5}//37/0
Supﬁrintendent WCHDD ) Department Birector Cate

The following definitions will apply:

Assault - Assault is defined in the dictionary as & violent verbal or physical attack. Assault is defined by law and legal interpretation as an
unlawful gttempt or threat to do physical injury to another.

Battery - Battery is definad by law and iegal interpretation as the unlawful beating of a person.

Assault & Battery - By legal terminology assault and battery involves a threat and physical act. An act of assault puts the victim in fear of
bodily harm cnly. (Raising & club or drawing back a fist is an assault only — because no actual blow/contactinjury followed). Battery
pertains to the actual blow or other physical injury. The two offenses usualty occur together and are usually punished as one. Therefore,
assault and battery is the carrying out an assault with force and violence (a beating or any other forceful infliction causing wound/injury).
Assault & Battery Leave - Per the definitions (as stated above} assault and battery leave shall be granted by the appointing authority to
an employee who must absent himself/herself from work due to physical/menfal disability resulting from assault and/or battery which
occurred in the course of Board employment, and which occurred with ne provocation on the part of the employes.

Assaulf & Battery Leave Benefits

1. Maintenance of wages as a result of disability from Assault and Battery when physical injury o employee actually occurs.
{(Employee receives wages, to maximum of 40 hours and/or 7 calendar days per each Assault and Battery incident even though
heishe is not working).

2. Maintenance of usual and customary sick leave and vacation accruals during assault disability days/scheduled hours (sick
leave/vacation will not be charged against disabled employee and disable employee will eamn usual and customary accruals for
paid assault and battery leave).

Physical Disability - Temporary injury sufficient in magnitude to render employee powerless to perform duties in a fit manner. Injury
which incapacitates. May be associated with reasonable accommaodation as described in pelicy 01-ALL-ALL-0048, Fitness for Duty.
Under such circumsiances Assault and Battery Leave benefits earned/paid on those hours where physical gisability prohibits performance
of duties.

1. An emgioyee who is physically injured in an assault and battery by a person enrclled in a service program operated by the Board may
apply for assault and battery leave in lieu of sick leave and may be granied such leave subject to the following conditions and limitations:

A. The injury must have resulted from an actual assautlt and battery by a consumer, on the agency premises andg/cr during an
agency function off premises when the employee is working in an approved and proper manner.

B. Theincident which resulted in the injury must be reported at the time of its occurrence and the incident report must be submitted
within the established guidelines for incident reports.

C. Theinjury must be verified by a licensed physician within 24 hours of its occurrence. A statement by the examining physician
cerfifying the nature of the injury, the necessity for the employee to be absent, and the date of the employee's ability to refurn to |
normal cuties without restriction must be submitted on Form 03-ALL-ALL-0082 {Medical Certificate).

D. The medical certificate atong with Assault & Battery Leave Form 03-ALL-ALL-0111, UIR and addendums must be submitted t¢
Superintendent for approvat of restitution, compensation and accrual benefits.

E. The empioyee must cocperate fully with the administration and poficy, if necessary, in any investigation and action arising
therefrom unless otherwise advised by his/her own counsel.

F. The maximum duration for an assault and battery ieave shall be six (6) weeks. (No accrual of benefits beyond six weeks).

2. |f the conditions above are met in full and the Department Director and the appointing authority approve, the Board will:
A, Provide full payment for each fuil ar partial day of such absence for which there is no payment by the Bureau of Workers'
Compensation to a maximum of 40 hours andfor seven (7) calendar days per incident.

1. If the abuse/disability exceeds 40 hours/7 calendar days, the employee shall file a C-1 industrial Commission
Compensation Application form for payment of 1ost wages/income maintenance.

NOTE: Per Workers' Compensation Guidelines, a disability must exist for 14 days or longer in order for the employse to be

compensated for the firsi 7 days of disability. Therefore, if a subsequent award is made effective to the first day of absence

for an injury resulting in absence, assault and battery leave paid to the employee shall be returned to the Agency by a

cashier's check or money order,

NOTE: An emplovee disabled from an Assault and Battery may make application on C-3 form for payment of all medical

bills associated with the work injury/assault.

2. A C-1andfor C-3 form (from industrial Compensation) may need 1o be executed.
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Appendix M-2

B. Consider the absence as Assault and Batiery Leave which shali not be deducted from the empioyee's accumulated unused sick
andfor vacation leave; AND during the Assauit and Battery Leave time the employee shall continue to accrue such leaves for a
maximum of six {6) weeks.

C. Provide all other bengfits to which the employes is entitled during the lerm of absence for assaull and battery leave.

3. The appointing authority shall have the right to require a physicai examination by a licensed physician when any doubt arises as to an
employee's fitness for duly as a result of assaull and battery. The cost of any such examination shall be paic by the employse.

4. Certain incidents relevant to assault and battery may cccur which have ramifications that may deserve special review or consideration
for leave. Such incidents should be brought to the attenfion of the appointing authority for review.

5. Employee falsification of either a signed statement (or report) or a physician’s certificate is grounds for employee corrective action.

References: 01-ALL-ALL-0048

Ohio Revised Code 3319.143, 5126.05 {A)
Aftachment: Appendix A - Assault and Battery Flow Chart
Forms: 03-ALL-ALL-0082

03-ALL-ALL-0111
03-ALL-ALL-0131

kmmiprocedurethr0315
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Appendix M-3
APPENDIX A

ASSAULT AND BATTERY FLOW CHART

INCIDENT
Consumer — behavioral outburst
Employee injured

ASSAULT & BATTERY
Striking, hitting, biting
Throwing, contact made
Injury — employee disable

i

INJURY
Employee unabie to work
UIR — Assault Leave Request

.

See Physician Medical Report Form  + DISABILITY
Extent of injury/probable
time off — restriction

|

| | J

7 days (40 hours) Eamns sick Files C-3 for medical Files C-1 for Employee may
paid per schedule of | leavelvacation during expenses through medical expenses choose tc be paid
work Board disability/assaultand | Bureau of Worker's and income by SL & Vacation

Maximum battery leave/maximum | Compensation with | maintenance over and not file for

6 weeks) first provider of and above 7 days income
service (medical | (40 hours) Disabiiity maintenance
care) over 14 days through the Bureau
employee repays if
applicabie

RETURN TO WORK
Physician Statement
No Restrictions
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03-ALL-ALL-0111
Revised; 09-01-09
WOOD COUNTY BOARD OF DD
APPLICATION FOR ASSAULT & BATTERY LEAVE

NAME: DATE: DEPT/FAC:

BEGIN DATE: TIME: am/pm END DATE: TIME: am/pm
TOTAL HOURS: (Maximum of 7 calendar days [40 hours] per work schedule)
DATE OF INCIDENT/ASSAULT/BATTERY: EXPIRATION DATE; (Max 6 weeks)
EMPLOYEE REMARKS:

EMPLOYEE SIGNATURE:

3k 3 3k o ok 3R ok ok ok ke ok ok ok 5K 5K 3K 3K 3K sk sk e o Sk ok ok sk ok 3K oK e 5K 3k 5K Sk oK 5K 3K 5K S Sk oK oK 3k o ok kK ok ok ok ok 3k ok ok sk ok Sk ok sk ek K ok ok oK okok ok KK koK

ADMINISTRATIVE USE ONLY

A. Supervisor In Charge: Date:

B. Employee forms attached and executed per procedure and time frame: YES NO
Industrial Claim initiated YES NO
UIR YES NO
UIR Addendum YES NO
Physician’s Fit for Duty Form YES NO

C. Reasonable Accommodation Requested YES NO

D. Comments:

3K sk % ok kK 3K oK 3K 3K 3K sk ok ok ok sk S ok ok oK SK 3K 5K 3K K 3 3k 3K K 3K ok 3k 3K 3K 5K 5K 5k 5K 5K 3K 3K 3K 3K o 3K 3K K 3K 3K 5K K 5 5k 3K ok ok K 3K 3K ok 3K 5K 5K 3K 3K 3K 3K 3K 3K oK ok K oK 3K K K KKK

RECOMMENDATIONS ~ Circle A for APPROVED — D for DISAPPROVED

A D A D
Supervisor Date Supervisor Date

DCepartment Director Date Appointing Authority Date

If approved by the appointing authority, employee will receive regular wages for assault and
battery disability for a maximum of 7 calendar days (40 hours) per work schedule and absence
shall not be charge against sick leave or vacation leave earned and shall be credited sick
leave/vacation earnable for duration of assault/battery/leave/absence (limited to 6 weeks). See
procedure 02-ALL-ALL-0315.

cc: Qriginal ta: Personnel
Copies ta: Payroll & Employee
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Appendix M-5
03-ALL-ALL-0131

Revised: 09-01-09

WOOD COUNTY BOARD OF DD
EMPLOYEE CONSENT TO RELEASE OF MEDICAL RECORDS

I, , hereby
authorize to
release to the

following medical information from my personal medical records. (Describe the information desired

to be released)

I give my permission for this medical information to be used for the following purpose (to
document my fitness for duty for duty per Board policies and procedures), but I do not give
permission for any other use or redisclosure of this information. (Explain injury or incident

necessitating medical care):

EMPLOYEE DATE OF RELEASE

RECORDS RECIPIENT DATE OF REQUEST
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03-ALL-ALL-0190
Revised: 09-01-09

Physician Certification Wood County Board of DD
For Family or Medical Leave 1921 E. Gypsy Lane Road, BG, OH 43402
(Please Print)

Employee’s Name Patient’s Name (if other than employee)

I hereby authorize you to release any information pertaining to my current medical condition to my employer or its
representative for the purpose of determining eligibility for family and medical leave of absence.

Signature Date Witness

To be completed by Physician

Please assist us by clarifying the facts about the requested leave by completing the infarmation below,
1. As a duly authorized medical care provider, I certify that I am currently treating

Name of Patient
2. The Patient has been diagnosed and is receiving treatment for the following condition:

3. The condition began on / /

4, In my opinion, that condition will last until (provide date if possible) / /

5. As a result of that condition, it is my opinion that:

o

> Yes 7 No Is inpatient hospitalization of the family member {patient) required?
Ll Yes L' No Is employee able to perform work of any kind? If yes, please list:

~

For certification relating to care for the employee’s seriously-ill family member, complete 8-10 below as they apply
to the family member.

B. O Yes ) No Is inpatient hospitalization of the family member {patient) required?

9. T Yes L No Does (or will) the patient require assistance for basic medical, hygiene, nutritional
needs, safety or transportation?

10.0 Yes C No After review of the employee’s signed statement (see item 11), is the employee's

presence necessary or would it be beneficial for the care of the patient? (This may inciude psychological comfort)

Type of Practice (Field of Specialization, if any)

Signature of Physician or Practitioner Date

Office Stamp or printed name and address:
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Appendix N-2
EMPLOYEE STATEMENT

11. When family leave is needed to care for a seriously-ill family member, the employee shall state the care he or
she will provide and an estimate of the time periods during which this care will be provided, including a schedule if
leave is to be taken intermittently or on a reduced leave schedule:

Employee Signature: Date:
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Wood County Board of Developmental Disabilities

PROCEDURE
Procedure ¥ 02-ALL-ALL-0481 (HR) Subject: Tuition Waiver
Effective Date: 08-01-95 Last Revision:  08-01-08
Person Responsible: Human Resources Coprdinator
Approvals/Date: C@Kﬂﬁ.ﬂwwg 3"& ﬂ?ﬂi@ [\O’l/w )é(/*'\. /0//5’/57 9
erlntendent WCBQD ) Department Director Date

The following definitions will apply:

Eligible Person - Any Wood County Board of DD employee whao has established one year of employment, works an average of 20 hours
bi-weekly and is enrolled in an upper level undergraduate {usually 300 and 400 level) course or qualifying graduate course related to study
of MR/DD or a related profession to the employee's position.

Term - Fall, Winter, Spring or Summer

1. Any eligible employee requesting reimbursement must fill out Request for Tuition Reimbursement Form 03-ALL-ALL-0332 before the
course begins up to 50 days prior to the beginning of a term and no Jater than the last day of drop/add for classes, and submit it to their
direct supervisor. After the Supervisor and Department Director have signed off on the form it is then sent to the Human Resources
Coordinator and then forwarded o the Superintendent for final signature. The Human Resources Coordinator is rasponsible in processing
and maintaining all the required reccrds in connection with the Tuiiion Waiver Procedure.

2. The employee must sign Form 03-ALL-ALL-0343 consenting to remain an eligibie employee for at ieast cne year after the completion of
the course, in some capacity with WCBDD and must be sutmitted to the Human Resources Ceordinator. Failure to complete ane year of
employment as specified above will result in the employee being required to repay funds that were reimbursed.

3. Acceplable applications will be reviewed on a firsi-come-first-serve basis, until available funds have been exhausted.

4. One approved course per term may be reimbursed at $200.00 per course. No mere than 3 courses can be reimbursed within the same
fiscal year (July 1=t through June 30%),

5. An original grade sfip depicling a grade of C or better for undergraduate courses, B or better for graduate courses or a pass for a
pass/fail course must be submitted to the Human Resources Coordinator along with the receipt for payment and the Tuition
Reimbursement Form 03-ALL-ALL-0333.

6. The Human Resources Coordinator will acknowledge in writing that the grade slip and receipt of payment has been received by the
Human Resources Department and give the applicant an approximate reimbursement date, within 10 days after receipt of grade slip and
receipt of paymeni.

7. An accounting of fungs shall be maintained in the Fiscal office.

Forms: 03-ALL-ALL-0332
03-ALL-ALL-0333
03-ALL-ALL-0343

kmmiprocedurethr0481

111




Appendix O-2

Form 03-ALL-ALL-0332 Revised: 09-01-09
REQUEST FOR TUITION REIMBURSEMENT
WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES

DATE NAME SOCIAL SECURITY #
ADDRESS

HOME PHONE WORK PHONE

DATE OF EMPLOYMENT FACILITY OF EMPLOYMENT

(Employee must remain an eligible employee for at least one year after the completion of the course.
Failure fo complete one year of employment as specified will result in the employee being required to
repay funds that were reimbursed.)

POSITION HOURS OF BI-WEEKLY EMPLOYMENT

COURSE INFORMATION
COURSE NAME AND NUMBER

EDUCATIONAL INSTITUTION

RATIONALE FOR RELATION OF COURSE TO FIELD OF DD OR A RELATED PROFESSION

DATES OF COURSE

DESCRIPTION OF COURSE

DATE OF LAST REIMBURSED COURSE

APPLICANTS SIGNATURE DATE TIME Approve  Disapprove
SUPERVISOR SIGNATURE DATE TIME Approve__ Disapprove
DEPARTMENT DIRECTOR DATE TIME Approve  Disapprove
HUMAN RESOURCES COORDINATOR DATE TIME Approve__ Disapprove
SUPERINTENDENT/CEQO DATE TIME Approve  Disapprove

* This application is due no earlier than 90 days prior to the start of the term for the course and no later than the first day of the classes.
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03-ALL-ALL-0333
Revised: 09-01-09

TUITION REIMBURSEMENT FORM
WOOD COUNTY BOARD OF DEVELOPMENTAL DISABILITIES

Name Social Security #
Address
Home Phone Work Phone

Attached please find my receipt of payment and an original grade slip that

I have received for the course of

I am submitting them for tuition reimbursement of $

Applicant’s Signature Date
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03-ALL-ALL-0343
Revised: 09-01-09

WAGE AGREEMENT

I understand, if I have not fulfilled my financial obligations to the Wood County
Board of Developmental Disabilities as of the date of my resignation, my final
paycheck will have the proper amount of funds withheld for the following
recognized obligations:

.

2.

Loss of Keys or Cards

Not Fulfilling Obligation for CDL Licensure Reimbursement

. Not Fulfilling Obligation for Tuition Reimbursement

Health & Dental Premiums Paid on My Behalf

. Other Obligations I May Accrue Which I Have Agreed to Honor

Should insufficient funds be present to meet my final obligations, I understand that
legal proceedings for collections will be instituted against me,

Name

Witness

Date

Date

Only one copy needs to be present in the Personnel File to cover any of the

different circumstances specified in the wage agreement
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Wood Colinty Board of.Developmental Disabilities

PROCEDURE

Procedure #: 02-ALL-ALL-0458 (HR) Subject: Sick Leave/Severance/Retirement Pay
Effective Date: Last Revision:  04-27-09

Person Responsible:
5/%‘7‘/ D G /im

Department Director Date

Approvals/Date:

1. Upor resignation or retirement, as defined pef.Rublic EniployessiRetireinent Systent=an:employee of i WCBRD hired prior to
10/01/2000 will be eligible to receive reimbursement for accrued days of unused sick leave as follows:

A, With five (5) years of service ten percent (10%) of accrued sick leave will be reimbursed.

B. With ten (10} years of service fifteen {15%) of actrued sick leave will be reimbursed.

C. With fifteen (15) years of service twenty percent (20%) of accrued sick leave will be reimbursed,

D.  With twenty (20) years of service thirty-five percent (35%) of accrued sick leave will be reimbursed.

E. With twenty-five (25) years or morg of service fifty percent (50%) of accrued sick leave will be reimbursed.
The payment of sick leave will be based on the employee’s rate of pay at the time of resignation or retirement. Payment of sick leave on
this basis will eliminate the remaining accrued sick leave.

2. Upon retirement, an employee of the WWCBDD hired on or after 10/01/2000 will be eligible to receive reimbursement for accrued days
of unused sick leave as foliows:

A, With ten (10) years of service twenty-five percent (25%) of accrued sick leave will be reimbursed, not to exceed 24C hours.

B. With fifteen (15) years of service thirty percent {30%) of accrued sick leave will be reimbursed, not to exceed 288 hours.

C.  With twenty (20) years of service thirty-five percent {35%) of accrued sick leave will be reimbursed, not to exceed 336 hours.

D. With twenty-five {25) years of service forfy percent (40%) of accrued sick leave will be reimbursed, not to exceed 384 hours,

E. With thirty {30) years or mere of service fifty percent (50%) of accrued sick leave will be reimbursed, not to exceed 480 hours,
The payment of sick leave reimbursement will be based on the employee's rate of pay at the time of retirement. Payment of sick leave on
the basis will mean the elimination of ali sick leave accrued by the employee at this time.

3. Sick feave which Is donated in accordance to Paid Leave Donation procedure 02-ALL-ALL-0528, shall not be included in resignation or
refirement sick leava reimbursement.

4, An employee who transfers from the Wood:Courity Board:of:DD to another Public Agency shall select one of the following options,
provided re-employment occurs within 10 years:

A, Cash out sick leave balance, according to this procedure and leave a zero balance.

B.  Transfer the entire amount and leave a zero balance.

5. Sick leave which is donated in accordance to Paid Leave Donation procedure G2-ALL-ALL-0528, shall not be included in separation
andfor reliremant severance pay of sick leave hours.

6. All severance pay offs in excess of $5,000 require Board approval.

7. After cne {1) year of employmen, employee is entifled to 100% of accumulated vacation time at current rate of pay.

References: 02-ALL-ALL-0528

QAC 123.1-32-10

ORC 124.39; 2113.04; 4117.01; 5125.20
Forms: 03-ALL-ALL-0207

kmmiprocedurethr0458
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03-ALL-ALL-0207 Revised: 04-27-09 Appendix P-2

Wood County Board of Developmental Disabilities
Hire Card/Attendance Record

SICK LEAVE/VACATION PAYOFFS

Access Number Employee Name

Resignation Date

SICK LEAVE PAYOFF

Number of Years Employed

Sick Leave Hours Balance

X Percentage Eligible For

= Equals SI. Hours Balance

X Hourly Rate

= Equals Sick Leave Payoff Amount $

COMPLETED BOARD SERVICE:

SL Percentages 10% - 5 years 35% - 20 Years
15% - 10 vears 50% - 25 years
20% - 15 years

VACATION PAYOFF

Vacation Hours Balance

X Hourly Rate

=Lquals Vacation Payotf Amount $

All severance payoffs in excess of $5,000.00 require Board approval. §

Total Combined Payoffl

Approval Date

Human Resources Coordinator

Approval Date

Superintendent

Approval Date
Board Member

16 INPUT



