STUDENT — PARENT/GUARDIAN SIGNATURE FORM

By signing below, I am verifying that [ have received and read copies of the policies, rules and
regulations referred to and that I give permission for my child to participate in the designated
activities. Initial each item in agreement.

ACKNOWLEDGE OF STUDENT HANDBOOK

Parent lhﬂs Student [nitials
[ have read and understand the Student Handbook.

- o _ COMPUTER PRIVACY AND ACCEPTABLE USE POLICY
Patent lnitials  Student Initials
I have read and agree to the Network Privacy and Acceptable Use Policy. I will repay the District
for any fees, expense, or damages incurred as a result of my or my child’s use or misuse of the
Network or equipment.

. PERMISSION FOR PHOTOGRAPHY, VIDEOTAPING AND
Parent Initials ~ Student Initials MEDIA PUBLISHING
There are potential dangers associated with the posting of personally identifiable information on
a website since global access to the Internet does not allow us to control who may access such
information. These dangers have always existed, however Coshocton Opportunity School
recognizes that the first priority is the safety and privacy of our students. To this end, the district
will implement the following procedures:

 The district will not publish a student’s last name, address, phone, age or written
description on our website.

e Individual pictures will only be posted with first name and only if consent is
granied above.

* Groups of students in photos will have no names attached.

RIGHT TO SEARCH ARGEEMENT

Parent Initials  Student Initials

Any person or property (such as, but not limited to, backpacks, gym bags, lockers, band
instrument cases, or any packages capable of concealing a weapon) may be searched with or
without consent while under jurisdiction.

S SCHOOL PROPERTY AGREEMENT
Parent Tnitials ~ Student Initials
I will be financially responsible for any lost or damaged school property.

o USE OF TRAINED DOGS
Parent Initials  Student Initials
[understand that trained dogs may be used for blanket and individual searches.



Parent [nitials

Student Initials

ZERO TOLERANCE PERTAINING TO DRUGS AND
ALCOHOL

Coshocton Opportunity School prohibits the use, possession, concealment or distribution of any
drug or any drug-related paraphernalia as the term as defined by taw, on school grounds, on
school vehicles, and at any school-sponsored events. The minimum punishment for violation of
this policy will be one as per discipline section of the handbook.

Parent Initials

Student Tnitials

FERPA and DIRECTORY INFORMATION (Policy #¥###+)

I give permission to Coshocton Opportunity School to release directory information regarding
my student. Directory information may include: student’s name, address, telephone number, date
and place of birth, major field of study, participation in activitics and sports, height and weight if
a member of an athletic teams, dates of attendance, date of graduation or awards received.

Parent Initials

Parent Initials

Parent Initials

Parent [nitials

Parent Initial's
P'_arent Initials
i’_ar;:ﬁt [r_litials
Parent [nitials
E’;e;[nit-izﬁs
i’arcné Initia_ls

Parcnt [nitials

Student Initials

Student Initials

Student Initials

Student Initials

Student [nitials

Student Initials

Student Initials

Student Initials

Student Initials

Student Initials

Student Initials

GOVERNING AUTHORITY MEMBERS QUALIFICATONS
POLICY NO. 1470

SCHOOL ASSET POLICY
POLICY NO. 1753

PROCUREMENT OF EPINEPHRINE AUTO-INJECTORS
BY SCHOOLS
POLICY NO. 2241

DIABETIC CARE
POLICY NO. 2270

ADMINISTRATION OF NALOXONE
POLICY NO. 2460

ENVIRONMENTAL SAFTEY
POLICIES NO. 2500

CRISIS MANAGEMENT AND RESPONSE PLAN
POLICY NO. 2630

ADMISSION PROCEDURE
POLICY NO. 3511

KINDERGARTEN AND FIRST GRADE ADMISSION
POLICY NO. 3512

COLLEGE CREDIT PLUS
POLICY NO. 3670

CAREER ADVISING
POLICY NO. 3680



Parent Initials

Parent Initials

Student Initials

Student Initials

Parent Initials

Parent Initials

Student [nitials

Student Initials

INDEPENDENT EDUCATIONAL EVALUATION
POLICY NO. 3710.2

STUDENT RECORDS AND RELEASE OF INFORMATION
POLICY NO. 3831
FORM NO. 3831.1

TRACKING MISSING CHILDREN
POLICY NO. 3833

STUDENT FINGERPRINTING
POLICY NO. 6140

Student’s Signature

Student’s Printed Name Date

Parent/Guardian’s Signature

Parent/Guardian’s Printed Name Date



Coshocton City Schools
Technology, Computer Network and Internet Acceptable Use
Policy (AUP)
(Appendix A)

I have read, understand and agree to abide by the terms of the “Technology, Computer Network and
Internet Acceptable Use Policy” of the Coshocton City School District (adopted June 21, 2018). T have
reeeived a copy and understand that a copy is also available on the district web site.

PLEASE PRINT STUDENT NAME:

Student Signature ~ Grade

PLEASE PRINT PARENT/GUARDIAN NAME:

Parent Signature (if student is under 18)

Date above signed:

[f' I am signing this policy when I am under 18, [ understand that when I turn 18, this policy will

continue to be in full force and effect and agree to abide by this policy.
LA R R Rl 2l e R L B T T T T T T T T YT E LR Ty e

OPT OUT OPTION
DENIAL OF PERMISSION FOR INTERNET ACCESS BY PARENT OR
GUARDIAN
Student’s Name Grade _

I have received a copy of the “Technology, Computer Network and Internet Acceptable Use Policy”
of the Coshocton City School District. I DO NOT wish the above student to have access to the
[nternet. ] understand that my student may be required to complete alternate assignments as a result
of this denial of permission for internet access.

____Parent or Guardian name(s) PRINT CLEARLY

_Parent or Guardian signature(s) _ Date




COSHOCTON CITY SCHOOLS

TECHNOLOGY, COMPUTER, NETWORK AND INTERNET ACCEPTABLE USE POLICY (AUP)

INTRODUCTION:

Coshocton City Schools is pleased to make available access to interconnected computer systems within
the district and the worldwide network to provide various means of accessing educational materials.
The following Acceptable Use Policy is created to ensure that the technology available through
Coshocton City Schools provides a safc learning environment for our staff and students.

This policy is reviewed and updated yearly to remain current with changes in federal and state
legislation as well as technology enhancements and is part of the student handbook.

The Acceptable Use Policy (AUP) is signed annually. A signed AUP is required for use of the
District’s computer and networking equipment. If you do not want your student to have access to these
resources, you must submit in writing a request for no computer privileges.

POLICY PURPOSE:

The purpose of this policy is ta ensurc school-level compliance with policies and guidelines concerning
the use of Coshocton’s technology equipment for educational purposes (Cashacton Board of
Education Policles 5136, 7540, 7540.01, 7540.02, 7540.03, 7540.06, 7542). All activities that usc our
compuler systems, whether they are during or after school, are covered by this policy. Use of a
personal computing device follows the same guidelines as a school computer when connecled to the
network,

POLICY CHANGES:
The schoal policies may be altered by action of Coshacton City School Board of Education at any of
its regular meetings.

NETWORK & INTERNET USE AGREEMENT:

Network and Internet access is coordinated through a complex association of government agencies,
regional, and state networks. The smooth operation of the network relies upon the proper conduct of
the end users who must take responsibility for appropriate ethical and legal usc of this access, Internet
access for Coshocton City Schools is a privilege, not a right. The signatures on the Acceptable Use
Policy are legally binding and indicate the parties who signed have read the terms and conditions
carefully and understand their significance. (Appendix A)

COMPUTER TECHNOLOGY AND NETWORKS

The Board of Education is committed to the effective use of technology to both enhance the quality of
student learning and the efficiency of operations within the school system,

However, the use of the District’s network and technology resources by students is a privilege, not a
right. As a prerequisite, students and their parents must sign and submit a Student Network and Internet
Acceptable Use and Safety form annually, (See also, Policy 7540.03)

The Superintendent shall develop and implement a written District Technology Plan (DTP). Procedures
for the proper acquisition of technology shall be set forth in the DTP. The DTP shall also provide
guidance to staff and students about making safe, appropriate and ethical use of the District’s network(s),
as well as inform both staff and students about disciplinary actions that will be taken if Board technology
and/or networks are abused in any way or used in an inappropriate, illegal, or unethical manner.

Further safeguards shall be established so that the Board's investment in both hardware and software
achieves the benefits of technology and inhibits negative side effects. Accordingly, students shall be
cducated about appropriate online behavior including, but not limited to, using social media to interact
with others online; interacting with other individuals in chat rooms or on blogs; and, recognizing what
constitutes cyberbullying, understanding cyberbullying is a violation of District policy, and leaming



appropriate responses if they are victims of cyberbullying.

Social media shall be defined as internet-based applications (such as Facebook, MySpace, Twitter, et
cetera) that turn communication into interactive dialogue betwcen users. The Board authorizes the
instructional staff to access social media from the District’s network, provided such access has an
educational purpose for which the instructional staff member has the prior approval of the Principal.
However, personal access and use of social media, blogs, or chat rooms from the District’s network is
expressly prohibited and shall subject students and staff members to discipline in accordance with Board
policy.

The Board authorizes the access and use of social media from the District’s network to increase
awareness of District programs and activitics, as well as to promote achievements of staff and students,
provided such access and use is approved in advance by the Superintendent.

The Superintendent shall review the DTP and makc any changes, amendments or revisions.

STUDENT TECHNOLOGY ACCEPTABLE USE AND SAFETY:

Technology has fundamentally altered the ways in which information is accessed, communicated, and
transferred in society. As a result, educators are continually adapting their means and methods of
instruction, and the way they approach student learning, to incorporate the vast, diverse, and unique
resources available through the Internet. The Board of Education provides Technology Resources (as
defined in Bylaw 0100) to support the educational and professional needs of its students and stafl, With
respect to students, District Technology Resources afford them the opportunity to acquire the skills and
knowledge to learn effectively and live productively in a digital world. The Board provides students with
access to the Internct for limited educational purposes only and utilizes online educational services/apps
to enhance the instruction delivered to its students. The District’s computer network and Internet system
does not serve as a public access scrvice or a public forum, and the Board imposes recasonable
restrictions on its use consistent with its limited educational purposc.

The Board regulates the use of District Technology Resources by principles consistent with applicable
lacal, State, and Federal laws, the District's educational mission, and articulated cxpectations of student
conduct as delineated in the Student Code of Conduct. This policy and its related administrative
guidelines and the Studenl Code of Conduct govern students’ use of District Technology Resources and
students' personal communication devices when they are connected to the District computer network,
Inlernet connection, and/or online educational scrvices/apps, or when used whilc the student is on Board-
owned property or at a Board-sponsored activity (see Policy 5136).

Users are required to refrain from actions that are illegal (such as libel, slander, vandalism, harassment,
theft, plagiaristn, inappropriate access, and the like) or unkind (such as personal attacks, invasion of
privacy, injurious comment, and the like). Because its Technology Resources are not unlimited, the
Board has also instituted restrictions aimed at preserving these resources, such as placing limits on usc of
bandwidth, storage space, and printers.

Users have no right or expectation to privacy when using District Technology Resources (including, but
not limited to, privacy in the content of their personal files, e-mails, and records of their online activity
when using the District's computer network and/or Internet conncction).

First, the Board may not be able to technologically limit access, through its Technology Resources, to
only those services and resources thal have been authorized for the purpose of instruction, study and
research related to the curriculum. Unlike in the past when educators and community members had the
opportunity lo review and screen materials to assess their approptiateness for supporting and enriching
the curriculum according to adopted guidelines and reasonable selection criteria (taking into account the
varied instructional needs, learning styles, abilities, and developmental levels of the students who would
be exposed to them), access to the Internct, because it serves as a gateway to any publicly available file
server in the world, opens classrooms and students to eleclronic information resources that may not have



been screened by educators for use by students of various ages.

Pursuant to Federal law, the Board has implemented technology protection measures that protect againsl
(e.g., filter or block) acccss to visual displays/depictions/materials that are obscene, constitute child
pornography, and/or are harmful to minors, as defined by the Children’s Internet Protection Act. At the
discretion of the Board or the Superintendent, the technology protection measures may be configured to
protect against access to other material considered inappropriate for students to access. The Board also
utilizes software and/or hardware to monitor online activity of students to restrict access to child
pomography and other material that is ohscene, objectionable, inappropriate and/or harmful to minors.
The technology protection measures may not be disabled at any time that students may be using Districl
Technology Resources, if such disabling will cease to protect against access to materials that are
prohibited under the Children's Internet Protection Act. Any student who attermpts to disable the
technology protection measures will be subject to discipline.

The Superintendent or Technology Director may tempuorarily or permanently unblock access to websites
or online educational services/apps containing appropriate material, if access to such sites has been
inappropriately blocked by the technology protection measures. The determination of whether material is
appropriate or inappropriate shall be based on the content of the material and the intended use of the
malerial, not on Lhe protection actions of the technology protection measures.

Parents are advised that a determined user may be able to gain access to services and/or resources on the
Internet that the Board has not authorized for educational purposes. In fact, it is impossible to guarantee
students will not gain access through the Internet to information and communications that they and/or
their parents may find inappropriate, offensive, objectionable or controversial. Parents of minors are
responsible for setting and conveying the standards that their children should follow when using the
Internet.

Pursuant to Federal law, students shall receive education about the following:

A, satety and security while using e-mail, chat rooms, social media, and
other forms of direct electronic communications

B. the dangers inherent with the online disclosure of personally
identifiable information

C. the consequences of unauthorized access (¢.g., "hacking", "harvesting",
“digital piracy", "data mining”, etc.), cyberbullying and other unlawful
or inappropriate activities by students online, and

D. unauthorized disclosure, use, and disscmination of
personally- identifiable information regarding minors

Staff members shall provide instruction for their students regarding the appropriate use of technology
and online safety and security as specificd above. furthermore, staff members will monitor the online
activities of students whilc at school,

Monitoring may include, but is not necessarily limited to, visual observations of online activities during
class sessions; or use of specific monitoring tools to review browser history and network, scrver, and
computer logs.

Building principals arc responsiblc for providing training so that Internct uscrs under their supervision
are knowledgeable about this policy and its accompanying guidelines, The Board expects that staff
members will provide guidance and instruction to students in the appropriate use of District Technology



Resources, Such training shall include, but not be limited to, education concerning appropriate online
behavior, including interacting with other individuals on social media, including in chat rooms, and
cyberbullying awareness and response. All users of District Technology Resources (and their parents if
they are minors) are required to sign a written agreement Lo abide by the terms and conditions ol this
policy and its accompanying guidelines.

Students will be assigned a school e-mail account that they are required to utilize for all school-related
electronic communications, including those to staff members, peers, and individuals and/or organizations
outside the District with whom they are communicating for school-related projects and assignments,
Further, as directed and authorized by their teachers, they shall use their school-assigned e-mail account
when signing-up/registeting for access to various online educational services, including mabile
applications/apps that will be utilized by the student for educational purposes.

Students are responsible for good behavior when using District Technology Resources — i.e., behavior
comparahle to that expected of students when they arc in classrooms, school hallways, and other school
premises and school sponsored events. Communications on the Internet are often public in naturc.
General school rules for behavior and communication apply. The Board does not approve any use of its
Technology Resources that is not autharized by or conducted strictly in compliance with this policy and
ils accompanying guidelines.

Students may only usc District Technology Resources to access or use social media if it is done for
educational purposes in accordance with their tcacher's approved plan for such use.

Users who disregard this policy and its accompanying guidelines may have their use privileges
suspended or revoked, and disciplinary action taken against them. Users are personally responsible and
liable, both civilly and criminally, for uses of District Technology Resources that are not authorized by
this policy and its accompanying guidelincs.

The Board designates the Superintendent and Principals as the administrators responsible for initiating,
implementing, and enforcing this policy and its accompanying guidelines as they apply to students’ use
of District Technology Resources.

DISTRICT WEB PAGE

The Board of Education authorizes the creation of wcb sitcs by cmployces and students of the School
District to be published on the World Wide Web. The crealion of web sites by students must be done
under the supervision of a professional stafl member. These web sites must rcflect the professional
image of the District, its employees, and students. The content of all pages must be consistent with the
Board's Mission Statement and is subject to prior approval of thc Superintendent or designee. The
purpose of such web sites is to educate, inform, and communicate. The following critcria should be used
to guide the development of such web sites:

A. Educate

Content provided in the web site should be suilable for and usable by students and teachers
to support the curriculum and the Board's Objectives as listed in the Board's Strategic Plan,

B. Inform

Content may infarm the community about the school, teachers, students, or departments,
including information about curriculum, events, class projects, student activities, and
departmental policies.

C. Communicate

Countent may communicate information about the plans, policies and operations of the
District to members of the public and other persons who may be atfected by District matters,

The information contained on the web site should reflect and support the Board's Mission Statement,
Educational Philosophy, and the Schoal Improvement Process.



When the content includes a photograph or information relating to a student, the Board will abide by the
provisions of Policy 8330 - Student Records.

All links included on the pages must also meet the abave criteria and comply with State and Federal law
(e.g. copyright laws, Children's Tnternet Protection Act).

Under no circumstances is a web site to be used for commercial purposes advertising, political iobbying
or ta provide financial gains for any individual. Included in this prohibition is the fact no web pages
contained on the District’s web site may: (1) include statements or other items that support or oppose a
candidate for public officc, the investigation, prosecution or recall of a public official, or passage of a tax
levy or bond issue; (2) link to a web site of another organization if the other web site includes such a
message; or (3) communicate information that supports or apposes any labor organization or any action
by, on behalf of, or against any labor organization.

Pages should reflect an understanding that both internal and external audiences will be viewing the
information,

School web sites must be located on Board-affiliated servers.

The Superintendent shall prepare administrative guidelines defining the standards permissible for web-
site use.

The Board retains all proprictary rights related to the design of web siles and/or pages that are hosted on
the Board's servers, absent written agreement to the contrary.

Students who want their class work to be displayed on the Board's web site must have written parent
permissian and expressly license its display without cost to the Board.

Prior writlen parental permission is necessary for a student to be identified by name on the Board's
website,

COPYRIGHT-MULTI-MEDIA MATERIAL:
Coshocton City Schools encourages the use of clectronic media in student and staff projects but the
following guidclines must be followed to be acceptable.

a. Any audio or video clip, whether downloaded or copied from home, must be limited to
10% or 30 seconds for music or 10% or 3 minutcs for video, whichever is less. If a longer duration
is needed, you must have permission by the owner to redistribute.

b. Any inclusion of copied Internet material, such as, text, video, audio, or imagcs, must
include proper credit to the copyright holder or the work is subject to student rules regarding
plagiarism.

DISTRICT-ISSUED STUDENT E-MAIL ACCOUNT:

Students assigned a school ¢-mail account are required to utilize it for all school-related electronic
communications, including those to staff members and individuals and/or organizations outside the
District with whom they are communicating for school-rclated projects and assignments. Further, as
directed and authorized by their teachers, they shall use their school-assigned e-mail account when
signing-up/registering for access to various online educational services, including mobile
applications/apps that will be utilized by the student for educational purposes.

This policy and any corresponding guidelines serve to establish a framewaork for student’s proper use of
e-mail as an educational tool,

Personal e-mail accounts on providers other than the District's e-mail system may be blocked at any time
if concerns for network security, SPAM, or virus protection arise. Students are expected to exercise
reasonable judgment and prudence and take appropriate precautions to prevent viruses from entering the
District's network when opening or forwarding any e-mails or attachments {0 c-mails thal originate from
unknown sources.

Students shall not send or forward mass e-mails, even if educationally-related, without prior approval of
their classroom teacher or the Technology Director, or Superintendent/Principal.



Students may join list servs or other e-mail services (e.g. RSS feeds) that pertain to academic work,
provided the e-mails received from the list servs or other e-mail services do not become excessive, It a
student is unsure whether s/he has adequate storage or should subscribe to a list serv or RSS feed, s/he
should discuss the issue with his/her classeoom teacher, the building principal or the District's
Technology Director. The Technology Director ar Principal is autharized to block e-mail from list servs
or e-mail services if the e-mails received by the student becomes excessive.

Students arc encouraged to keep their inbox and folders organized by regularly reviewing e-mail
messages and purging e-mails once they are read and no longer needed for school.

The Board does not authorize the use of its Technology Resources, including its computer network
("network"), to accept, transmit, or distribute unsalicited bulk c-mail sent through the Intemet to network
e-mail accounts. n addition, Internet e-mail sent, or caused to be sent, to or through the network that
makes use of or contains invalid or forged headers, invalid or non-existent domain names, or other
means of deceptive addressing will be deemed to be counterfeit. Any attempl to send or cause such
counterfeit e-mail to be sent to or through the network is unauthorized. Similarly, e-mail that is relayed
from any third party's c-mail scrvers without the permission of that third party, or which employs similar
techniques to hide or obscure the source of the e-mail, is also an unauthorized use of the network. The
Board does not authorize the harvesting or collection of network e-mail addresses for the purposes of
sending unsolicited e-mail. The Board reserves the right to take all legal and technical steps available to
prevent unsolicited bulk e-mail or other unauthorized c-mail from entering, utilizing, or remaining within
the network. Nothing in this policy is intended to grant any right to transmit or send e-mail to, or
through, the network, The Board's failure to enforce this policy in every instance in which it might have
application docs not amount to a waiver of its rights.

Unauthorized use of the network in connection with the transmission of unsolicited bulk e-mail,
including the transmission of counterfeit ¢-mail, may result in civil and criminal penalties against the
sender and/or possible disciplinary action.

PERSONAL COMMUNICATION DEVICES:

For purposes of this policy, "personal communication device” (PCD) includes computers, tablets (e.g.,
iPad-likc devices), electronic readers (“e-readers"; ¢.g., Kindle-like devices), cell phones, smartphoncs
(e.g., iPhones, Android devices, Windows Mobile devices, etc.), and/or other web-enabled devices of
any type.

Students may use PCDs before and after school, during their lunch break, in between classes as long as
thcy do not create a distraction, disruption or otherwise interfere with the cducational environment,
during after school activities (e.g., exira-curricular aclivilies), or at school-relaled unctions. Use of
PCDs, except those approved by a teacher or administrator, at any other time is prohibited and they must
be powered completely off (i.e., not just placed into vibrate or silent mode) and stored out of sight.
Students may not use PCDs on school property or at a school-sponsored activity to access and/or view
Internet web sites that are otherwise blocked to students at school.

Students may use PCDs while riding to and from school on a school bus or other Board-provided
vehicles or on a school bus or Board-provided vehicle during school-sponsored activities, at the
discretion of the bus driver, classroom teacher, or sponsor/advisor/coach. Distracling behavior that
creates an unsafc environment will not be tolerated.)

During after school activitics, PCDs shall be powered completely off (not just placed into vibrate or
silent mode) and stored out of sight when directed by the administrator or sponsor.

Under certain circumstances, a student may keep his/her PCD "On" with prior approval {rom the
Principal.

Except as authorized by a teacher, administrator or IEP team, students are prohibited from using PCDs
during the school day, including while off-campus on a field trip, to capture, record and/or transmit the
words or sounds (i.e., audio) and/or images (i.e., pictures/video) of any student, staff member or other
petson. Using a PCD to capture, record and/or transmit audio and/or pictures/video of an individual
without proper conscnt is considered an invasion of privacy and is not permitted. Students who violate



this provision and/or use a PCD to violate the privacy rights of another person may have their PCD
confiscated and held until the end of the school day or a parent/guardian picks it up, and may be directed
to delete the audio and/or picturc/video file while the parent/guardian is present. If the violation involves
potentially illegal activity, the confiscated-PCD may be turned over to Jaw enforcement.

PCDs, including but not limited to thosc with cameras, may not be activated or utilized at any time in
any school situation where a reasonable expectation of personal privacy exists. These lacations and
circumstances include, but are not limited to, classrooms, locker rooms, shower facilities,
rest/bathrooms, and any othcr areas where students or others may change clothes or be in any stage or
degree of disrobing or changing clothes. The Superintendent and Principal arc authorized to determinc
other specific locations and situations where use of'a PCD is absolutely prohibited.

Students are expressly prohibited from using covert means to listen-in or make a recording (audio or
video) of any meeting or activity at school. This includes placing recording devices, or other devices
with one - or two-way audio communication technology (i.e., technology that allows a person off-site to
listen to live conversations and sounds taking place in the location where the device is located), within a
student's book bag or on the student's person without express written consent of the Superintendent. Any
requests to place a recording device or other device with ane- or two-way audio communication
technology within a student’s book bag or on a student’s person shall be submitted, in writing, to the
Principal. The District representative shall notify the parent(s), in writing, whether such request is denicd
or granted within five (5) days.

Students shall have no expectation of confidentiality with respect to their use of PCDs on school
premises/property.

Students may not use a PCD in any way that might reasonably create in the mind of another person an
impression of being threatened, humiliated, harassed, embarrassed or intimidated. See Policy 5517.01 —
Bullying and Other Forms of Aggressive Behavior. In particular, students are prohibited from using
PCDs to: 1) transmnit material that is threatening, obscene, distuptive, or sexually explicit or that can be
construed as harassment or disparagement of others based upon their race, color, national origin, sex
(including sexual orientation/transgender identity), disability, age, religion, ancestry, or political beliefs;
and 2) engage in "sexting” - i.e., sending, receiving, sharing, viewing, or possessing pictures, text
messages, e-mails or other materials of a sexual nature in electronic or any other form.

Violation of these prohibitions shall result in disciplinary action. Furthermore, such actions will be
reported to local law enforcement and child scrvices as required by law.

Students are also prohibited from using a PCD to capture, record, and/or transmit test information or any
other information in a manner constituting fraud, theft, cheating, or acadcmic dishoncsty. Likcwise,
students arc prohibited from using PCDs Lo receive such information.

Possession of a PCD by a student at school during school hours and/or during extra-curricular activities
is a privilege that may be forfcited by any student who fails to abide by the terms of this policy, or
otherwise abuses this privilege.

Violations of this policy may result in disciplinary action and/or confiscation of the PCD. The Principal
will also refer the matter to law enforcement or child services if the violation involves an illegal activity
(e-g., child pornography, sexting). Discipline will be imposed on an escalating scale ranging from a
warning to an expulsion based on the number of previous violations and/or the nature of or
circumstances surrounding a particular violation. [f the PCD is confiscated, it will be released/returned to
the student's parent/guardian after the student complies with any other disciplinary consequences that are
imposed, unless the violation involves potentially illegal activity in which case the PCD may be turncd-
over 1o law cnforcement. A confiscated device will be marked in a removable manner with the student's
name and held in a secure location in the building's central office until it is retrieved by the
parent/guardian or turned-over to law enforcement. School officials will not search or otherwisc tamper
with PCDs in District custody unless they reasonably suspect that the search is required to discover
cvidence of a viglation of the law or other school rules. Any search will be conducted in accordance with
Policy 5771 — Search and Seizure. If multiplc offenscs occur, a student may lose his/her privilege to
bring a PCD to school for a designated length of time or on a permanent basis.



A person who discovers a student using a PCD, recording device, or other device with one- or two-way
audio communication technology in violation of this policy is required to report the violation to the
Principal.

Students are personally and solely responsible for the care and security of their PCDs. The Board
assumes no responsibility for theft, loss, or damage to, or misuse or unauthorized use of, PCDs brought
onto its propetty.

Parents/Guardians are advised that the best way to get in touch with their child during the school day is
by calling the school office.

Students may use school phones to contact parents/guardians during the school day at approved times
with appropriate permission.

TECHNOLOGY PRIVACY

The Board of Education recognizes its staff members' right to privacy in their personal lives. This policy
serves to inform staff members of the Board's position with respect to staff-member privacy in the
educational and workplace setting and to protect the Board's interests.

All computers, tclephone systems, electronic mail systems, and voice mail systems are the Board's
property and are to be used primarily {oc business purposes. The Board retains the right to access and
review all electronic and voice mail, computer files, data bases, and any other electronic transmissions
contained in or used in conjunction with the Board's computer system, telephone system, electronic mail
system, and voicc mail system. Staff members shall be notified that they have no expectation that any
information contained on such systems is confidential or private.

Review of such information may be done by the Board with or without the staff member's knowledge.
The use of passwords docs not guarantee confidentiality, and the Board retains the right to access
information in spite of a password. All passwords or security codes must be registered with the Board. A
slaff member's refusal to permit such access may be grounds for discipline up to and including
discharge.

Computers, elcctronic mail, and voice mail are to be used for business and educational purposes.
Personal messages via Board-owned technology should be limited in accordance with the
Superintendent's guidelines. Stafl members are encouraged to keep their personal recards and personal
business at home. Because the Board's computet and voice mail systems are to be used primarily for
business and educational purposes, staff members are prohibited from sending offensive, discriminatory,
or harassing computer, electronic, or voice mail messages.

Staff members ate encouraged to keep their personal records and personal business at home.

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

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

All computers and any information or software contained therein are property of the Board. Staff
members shall not copy, delete, or remove any information or data contained on the Board's
computers/servers without the express peemission of the Superintendent or designee or communicate any
such information to unauthorized individuals. In addition, staff members may not copy software on any
Board computer and may not bring software from outside sources for usc on Board cquipment without
the priot approval of the Technology Coordinator. Such pre-approval will inctudc a review of any
copyright infringements or virus problems associated with such outside software.

CONFIDENTIALITY AND STUDENT INFORMATION
Users are responsible for maintaining security of student information and other personally identifiable



data that they access, even if they access such data accidentally or without permission, and for
upholding FERPA (20

U.S.C. § 1232g), the student confidentiality law (Ohio Revised Code Section 3319.321), the Ohio Privacy
Act (Chapter 1347 of the Ohio Revised Code), and any other applicable privacy policies and regulations.
Users are responsible whether such data is downloaded from the Network to their computer screen,
transmitied by e-mail, stored on a flash drive, portable device or laptop, copicd by handwriting or by any
or all other devices, forms of storage or methods, Negligence with respect to protecting the confidentiality
of such data will be considered a violation of this Policy whether or not such negligence results in identity
theft or other harm,

CONSEQUUNCES OF INAPPROPRIATE INTERNET & NETWORK BEHAVIOR:

The staff or student’s Building Principal or supervisor will reprimand any staff or student who does not
comply with Palicies and Guidelines accordingly. User infractions may result in appropriate disciplinary
action as outlined in the disciplinary policy for the building/District. Unauthorized use of the network,
intentional deletion or damage to files and data belonging to other users, or copyright violations may be
termed theft or destruction of school property. In addition to appropriate disciplinary actions, the user
may be responsible for any charges, costs, liabilities or damages incurred by Cashocton City Schools.
This includes (but is not limited to) the cost of time to repair the damaged component, cost of parts to
repair the component, or the cost of outside compauics to repair damaged components. The district will
cooperate fully with local, state, or federal officials in any investigation concerning or relating to any
illegal activities conducted using the school’s technology. Penaltics imposed under applicable federal,
state, or local laws will supersede any local penaltics,

USER FEE/BREAKAGE FEE(S):

e All students in grades 3-12 will be asscssed $20 for a 1:1 Device User Fee at the beginning
of the school year,

e Inthe event that a student breaks his/her device, the student will be assessed an additional
$20.

e Ifa student breaks his/her second device, the student will be assessed an
additional $30.

s [fa student breaks his/her third device (and any thereafter), the student will be assessed
all costs associated with the breakage repair. This may include associated labor costs
and tull-replacement costs.

* Students who break another student’s device will receive consequences from the office
which may include financial responsibility.

**Students who have not paid the initial $20 1:1 Device User Fee prior to their breakage
will be assessed all costs associated with the breakage repair. This may include associated
labor costs and full replacement costs.

DISTRICT LIABILITIES:

Coshocton City Schools makes no warranties of any kind, whether expressed or implied, for the service
it is providing, Coshocton City Schools will not be responsible for any damages users may suffer. This
includes loss of data resulting from delays, non-deliverics, mis-deliveries, or service interruptions
caused by its own negligence or user errors or omissions. Usc of any information obtained via the
Inicrnet is at the user’s risk. Coshocton City Schools specifically denies any responsibility for the
accuracy or quality of information obtained through its services. The user and parent(s) or guardian(s)
agree to cooperate with the school in the cvent of an investigation of a person’s use of computer access
to the network, whether that use is on a school computer or on another's outside the district’s network.



A copy of these forms and the Board Policy can be found at: www.coshoctonredskins.com.



Coshocton City Schools
Technology, Computer Network and Internet Acceptable Use
Policy (AUP)
(Appendix A)

I have read, understand and agree to abide by the terms of the “Technology, Computer Network and
Internet Acceptable Usc Policy™ of the Coshocton City School District (adopted June 21, 201 8). L have
received a copy and understand that a copy is also available on the district web site,

PLEASE PRINT STUDENT NAME: —
Student Signature  Grade

PLEASE PRINT PARENT/GUARDIAN NAME: .

" Parent Signature (if student is under l_é) )

Date above signed:

If I am signing this policy when | am under I8, 1 understand that when I turn 18, this policy will

continue to be in full force and effect and agree to abide by this policy.
h*****ﬁ"&k*i*‘k*****‘**\I’|l'*******ﬁ*********w********************W*****************

OPT OUT OPTION
DENIAL OF PERMISSION FOR INTERNET ACCESS BY PARENT OR
GUARDIAN
____Student’s Name Grade

I have received a copy of the “Technology, Computer Network and Internet Acceptable Use Policy”
of the Coshocton City School District. I DO NOT wish the above student to have access to the
Internet. T understand that my student may be required to complete alternate assignments as a result
of this denial of permission for internet access.

—_ . Parent or Guardian name(s) PRINT CLEARLY

e Parent or Guardian signature(s) e Date
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The Coshocton Opportunity School Board of Directors does not discriminate based on religion, race, color,
national origin, sex, disability, or age in its programs, activities, or employment,

Calendar for 2019-2020

August 12, Wednesday 1°! Day of School

Sept 2 Labor Day (No School)

Sept 30 - Oct 1 County Fair (No School)
November 20 Parent/Teacher Conferences
November 27-29 Thanksgiving Break (No School)
December 20-January 3 Christmas Break (No School)
January 20 Marin Luther King Day (No School)
February 17 President’s Day (No School)
March 30 No School

April 9-14 Easter Break (No School)

TBA Graduation

May 21 Last Day for Students
Admission Standards

a. Admission to the Coshocton Opportunity School shall be limited to students who are qualified to
enroll in grades nine (9) through twelve (12) and who reside within the Coshocton City School
District or from all other districts in accordance with policy statements contained in the
resolution, Such admission limitations will be reviewed annually with the Sponsor and may not
be changed without the consent of the Sponsor.

b. The Coshocton Opportunity School shall primarily enroll students between sixteen (16) and
twenty-two (22) years of age who have dropped out of high school or who are at risk of dropping
out of high school due to poor attendance, disciplinary problems, or suspensions.

c. Required Documents

Lach child who applies for admission to Coshocton Opportunity School is required to provide
before starting:
A. birth certificate or similar documentation authorized by law as proof or age and birthdate.
B. acertified copy of any custody order or decree together with any modification in such an order
or decree
current immunizations and records
social security card or equivalent
special education information (ETR & IEP) if applicable
proof of residence
a. a deed, mortgage, lease, current homeowner’s or rentet’s insurance declaration page,
or current rcal estate property tax bill
b. a utility bill or receipt of utility installation issued within ninety days of enrollment
c. a paycheck or paystub issued to the parent or student that includes the address of the
parent’s or student’s primary residence
d. the most recent available bank statement issued to the parent or student that includes
the address of the parent’s or student’s primary residence

mmo0



e. any other official document issued to the parent or student that includes the address of
the parent’s or student’s primary residence. The superintendent of public instruction
shall develop guidelines for determining what qualifies as an officia! document under
this division

There shall be no discrimination in the admission of students on the basis of race, creed, color,
disability, or sex. Upon the admission of a student with a disability, the Coshocton Opportunity
School shall comply with all federal and state laws pertaining to the education of students with
disabilities. The Coshocton Opportunity School shall not limit admission to students on the basis
of intellectual ability, measures of achievement or aptitude, or athletic ability.

The Coshocton Opportunity School shall achieve a racial and ethnic balance reflective of the
community it serves. The school shall provide notice to students, parents, employees and the
general public that all educational programs are available without regard to race, creed, color,
disability or sex. Further, the School shall provide the non-discrimination notice in newsletters,
annual reports, administrative reports, program information, handbooks, application forms and
promotional materials.

The Coshocton Opportunity School shall admit the number of students that does not exceed the
capacity of its programs, classes, grade levels, or facilities. If the number of applicants exceeds
these capacity restrictions, students shall be admitted by lot from all those submitting
applications, except preference shall be given to students that attended the Coshocton
Opportunity School the previous school year and to students residing within the Coshocton City
School District.

Notwithstanding the admissions procedures of this Contract in the event that the racial
composition of the Coshocton Opportunity School’s enrollment is in violation of a federal
desegregation order, the Governing Authority shall take any and all corrective measures to
comply with the desegregation order.

Tuition in any form shall not be charged for the enrollment of any student. The Coshocton
Opportunity School shall not solicit contributions either from any student eligible to enroll ot
crrolled in the Coshocton Opportunity School or from any parent or guardian of a student who is
enrolled or intending to enroll in the Coshocton Opportunity School. Nothing in this section
prohibits the imposition of reasonable class fees or the engagement of voluntary fund-raising
activities, so long as such fees and activities arc approved by the Sponsor.

The Governing Authority shall adopt an admissions policy specifying the aforementioned
standards.



Requirements for graduation classes of 2018 and beyond:

English language arts — 4 credits

Social Studies - 3 credits (must include .50 American History and .50 Government) Class of 2021 .50 world
history)

Science — 3 credits (must include Life Science, Physical Science and Advanced Science (ex: chemistry, physics,
advanced biology, earth or space science)

Math — 4 credits (must include Algebra II or the equivalent)

Health - .50 credit

Physical Education - .50 credit

Electives - 5 credits (must include any combination of fine arts, foreign language, business, careet-technical
education, family and consumer sciences, technology, agriculture or any additional CORE classes)

AND
MEET ONE OF THE FOLLOWING THREE:

Ohio’s State Tests

Students earn a cumulative passing score of 18 points, using seven end-of-course state tests. To ensure students
are well rounded, they must ¢arn a minimum of four point in math, for points in English and six point across
science and social studies.

End of course exams are:

Algebra I and geometry or intcgrated math [ and II

Biology

American history and American government

English I and English I1

Students studying Advanced Placement (AP) or International Baccalaureate (IB) course in biology, American
history or American government may take and substitute test scores for end-of course state exams to earn
graduation points. Student also may substitute grades from College Credit Plus courses in these science and
social studies subjects for end-of-course state exams.

Industry credential and workforce readiness:

Students earn 13 Points through a State Board of Education approved industry-recognized credential or group of
credentials in a single career field and achieve a workforce readiness score on the Work Keys assessment. The
state of Ohio will pay one time for those who take the Work Keys assessment.

College and career readiness tests:

Students earn “remediation-free” scores in English language arts and mathematics on a nationally recognized
college admission exam. The state of Ohio will pay one time for all 11" grade students in the classes of 2018
and beyond to take either the ACT or SAT free of charge. The student’s district selection applies 1o all schools
in the district for one school year. Test selection may change from one school year to the next.
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Overview of Graduation Requirements by
Graduating Class

To provide a comprehensive overview of Ohio's graduation requirements in response to recent updates, the chart below
outlines the options available to each cohort, as well as a description of the requirements.

In addition to satisfying the required coursework, students in the classes of 2017 through 2023 and beyond will
satisfy the following:

Classes of Classes of 2018 = Class of 2020 | Classes of 2021 Classes of 2023

2017 and prior and 2019 . and 2022 and beyond
A Students who entered CE— Bl 1=
Students entering Students who entered | 9rade nine between Students who entered ' Students entered
grade nineonor | grade nine between | July 1,2016 and grade nine between grade nine between
before June 30,2014  July 1, 2014 and June 30,2017 " 4y1y 1, 2017 and July 1, 2019 and
June 30, 2016 ' June 30, 2019 June 30, 2020
Ohio Graduation ‘ Three Pathways | Three Pathways Three Pathways Permanent
Tests (OGT) Requirements
' OR OR ' OR
OR ' |
Additional Modified | Permanent
OGT | Graduation | Additional | Requirements '
Alternative ' Options | Graduation . '
Pathway Options
OR
OR OR .
Permanent
Three Pathways Requirements | Permanent
Requirements
OR
OGT Test |

Substitutions ‘

Ohio Graduation Tests

Students must pass the five Ohio Graduation Tests in math, reading, writing, science and social studies or
meet one of the alternatives below:

1. Satisfy the requirements of the OGT Alternative pathway outlined here;
2. Satisfy the requirements of the “Three Pathways” listed below;
3. Meet the OGT substitutions outlined here.

s
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Three Pathways
Students must complete one of the following three pathways:

1. Earn 18 graduation points on Ohio's State Tests;
2. Earn a remediation-free score on the ACT or SAT;
3

. Score work ready on the WorkKeys and earn a 12-point, approved industry-recognized credential
(or group of credentials).

Additional Options for Classes of 2018 and 2019

Option 1: In addition to passing required courses and taking all seven required tests, students must meet at
least two of the below options:

Attendance rate of 93 percent senior year;

GPA of 2.5 during senior year;

Senior year capstone project (locally defined);

Work or community service totaling 120 hours (locally defined);

Earn three or more credits through College Credit Plus;

Earn an industry-recognized credential;

Earn credit and set scores on Advanced Placement and International Baccalaureate exams;
Earn a WorkKeys score of 3 on each test;

Earn the OhioMeansJobs Readiness Seal.

Option 2: In addition to passing required courses and taking all seven required tests, students must finish a
career-technical program and complete at least one of the below options:

e Earn proficient on all WebXams;
e Earn an approved industry-recognized credential;
o Complete 250 hours of workplace experience with positive evaluations.

Modified Additional Graduation Options for the Class of 2020

Option 1: In addition to passing required courses and taking all seven required tests, students must meet at
least two of the below options:

GPA of 2.5 during the junior and senior years;

Senior year capstone project (state defined);

Work or community service totaling 120 hours (state defined);

Earn three or more credits through College Credit Plus;

Earn an industry-recognized credential;

Earn credit and set scores on Advanced Placement and International Baccalaureate exams;
Earn a WorkKeys score of 3 on each test;

Earn the OhioMeansJobs Readiness Seal.

Option 2: Same as option 2 for classes of 2018 and 2019 as outlined above.

| Department
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Permanent Graduation Requirements

State law created new, permanent requirements that will be available starting with the class of 2018.* Students
in the classes of 2021 and 2022 who have met or are on track to meet one of the original three pathways
(listed above) may continue to use those pathways to satisfy graduation requirements. Students in the classes
of 2023 and beyond will be required to meet the permanent requirements in order to graduate. The permanent
requirements are listed below:

1. Demonstrate Competency: Students must demonstrate competency in math and English by passing
the state’s algebra | and English Il tests. Students who have taken required tests more than once
without passing and have received remedial supports are able to show competency through one of the
options below:

» Earn credit for one math and/or one English course through College Credit Plus;
Demonstrate career readiness and technical skill through foundational and supporting
options;

e Enter into a contract to enlist in the military upon graduation.

2. Preparation for College or Careers: Students must earn two diploma seals, one of which must be
state defined, to demonstrate academic, technical and professional readiness for careers, college, the
military or self-sustaining professions.

State System of Diploma Seals
OhioMeansJobs Readiness Seal Honors Diploma Seal
State Seal of Biliteracy Technology Seal
Industry-Recognized Credential Seal Citizenship Seal
College-Ready Seal Fine and Performing Arts Seal (locally defined)
Military Enlistment Seal Student Engagement Seal (locally defined)
Science Seal Community Service Seal (locally defined)

*It is important to note that a number of the criteria for the newly passed graduation requirements are currently
under development and more information will be available soon. Districts and schools should be thoughtful in
utilizing the newly passed requirements for students in the classes of 2018-2020 as they are being developed.

Oh | Department
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Coshocton Opportunity School
1205 Cambridge Road
Coshocton, Ohio 43812
740-622-3600

The Student Success Plan anticipates that students will matriculate from our program into one of
the following post-secondary paths:

e Enterinto a two-year degree program;
e Acquire a business or industry credential; or
e Enter an apprenticeship program.

We understand that each student is unique and our program will prepare students for one of the
above pathways.






The Coshocton Opportunity School
1205 Cambridge Rd.
Coshocton, OH 43812
740-622-3600
Fax 740-622-6860

Coshocton Opportunity School Student Success Plan

The Student Success Plan is one component of the career development process and will assist you in

planning for your future. This is a working document that will change as you complete career activities and

learn more about your interests, skills, and values. This plan must include enrollment in a two-year degree
rogram, acquiring a business and industry credential or entering into an apprenticeship.

Required

Recommended

Contact Information

Career Pathway Goals
Academic Pathway Plan
Assessment Record
Career-Ready Skills

Career Exploration Activities
Planning Checklist

Resume and cover letter

Letters of recommendations

Career narrative

Record of awards earned

Academic and career related classroom work
Career-Technical education competency test
results, credentials and certificates earned.
College and postsecondary admission test results
and transcripted credit earned in high school.
Individual Transcription Plan

Other items deemed appropriate

Supports: (Who will support me in this process?)

Name

Relationship

Contact Information

First and Last
Name

Home Address

Phone

Email

Graduation Year

Education and Training History

Schools Attended City and State
Elementary School(s)
Middle School(s) City and State

High School(s)

City and State




Additional Supports: (Check all that apply)

Additional Support Date of Most Recent Version
504 Education Plan

Individualized Education Plan (IEP)
Response to Intervention Plan (RTI)
English Language Learner

Other

Other

Career Pathway Organizer
Circle One: Grade 9 10 11 12
Begin your career planning by responding to the statements below. Since your career goals may
change over time, you should revisit and update this form each year. This document is a tool to
help you identify career and educational goals. It will not guarantee employment in a specific job
and allows you to change your mind as you learn about various career fields and jobs. After you
complete this form, go on the Academic Pathway Plan to map your courses from grades 8-12.

After High School, I plan to: O Work full time O Work part time and attend school

O Enter the military as a career O Will matriculate to a 2 or 4 year postsecondary institution full

time

O Attend technical school full time
1. What is your career goal(s)?

What interests, skills and knowledge support your career goals?

What courses do you plan to take in high school to reach your goal(s)?

What do you plan to do after high school to reach your goal(s)?

What activities and skill training will you need to learn outside of school to reach your

goal(s)?

6. What degree, certification, licensure or specialized training will you need for your chosen
career?

7. Has your career goal(s) changed since last year?

8. What other career goal(s) and educational plans have you considered as a second choice?

NS

Approval of Student Success Plan:

Student Signature Date

Parent/Guardian Signature Date

Teacher/Counselor Signature  Date

Academic Pathway Plan
Begin your course planning by identifying your chosen career cluster. You should review your
courses annually and make changes and updates as needed. This form will help you decide on the
most appropriate educational options to help you reach your career pathway goals. You should
use your schools course catalog to determine which courses are offered by your school and career
technical center. Be sure to talk with your parent/guardian and teacher/school counselor to help
you make final decisions.




Academic Pathway Plan — Course Planner

Subject

Freshman

Sophomore

Junior

Senior

Post Second

ELA (4 Units)

Math (4 Units)

Science (3 Units)

Social Studies (3
Units)

Health/PE (1/2
Unit Each)

Career Tech

Electives (5 Units
Minimum)
Including 1 Fine
Arts

Total Credits

20 Credits in the appropriate areas are required for graduation

1. Programs, experiences and activities to support my academic and career goals:
2. Additional interventions or assistance I need to do for my future success:

Achievement
Assessments

College and Career
Ready Exams

ACT/SAT

Work Keys/ASVAB

End of Course
Exams

ELA1

Assessment Record
A record of the assessments that you have taken is an important tool to use to guide you on your
career path. Record the results of the tests and assessments that you have taken in the appropriate
areas. Identify the date taken, assessment tool and your results with appropriate comments.

Career Interests Career Skills and Other
Values

Date: Date: Date:

Tool: Tool: Tool:

Results: Results: Results:
Comments: Comments: Comments:
Date: Date: Date:

Tool: Tool: Tool:




ELA2 Results: Results: Results:

Math Comments: Comments: Comments:
Math Comments: Comments: Comments:
Science Date: Date: Date:
Science Tool: Tool; Tool:
Social Studies Results: Results: Results:
- Comments: Comments: Comments:
Career Readiness Skills

Listed below is an example of the skills necessary for workplace success. Use this worksheet to
describe your abilities to perform skills. As you demonstrate specific skills, write a brief
description in the appropriate space. Note: Your school may have additional skill requirements
for career readiness. Check with your teachers and school counselors before completing this
worksheet.

Drug Free: The student commits to being drug free.

Reliability: The student has integrity and responsibility in professional settings.

Work Ethic: The student has effective work habits, personal accountability, and a determination
to succeed.

Punctuality: The student arrives to commitments on time and ready to contribute.

Discipline: The student abides by guidelines, demonstrates self-control and stays on task.
Teamwork/Collaboration: The student builds collaborative relationships with others and can
work as part of a team.

Professionalism: The student demonstrates honesty. He or she dresses and acts appropriately and
responsibly. He or she learns from mistakes.

Learning Agility: The student desires to continuously learn new information and skills.

Critical Thinking/Problem Solving: The student exercises strong decision-making skills,
analyzes issues effectively and thinks creatively to overcome problems.

Oral and Written Communication: The student articulates thoughts and ideas clearly and
effectively in written and oral forms.

Digital Technology: The student has an in depth understanding of emerging technology and
leverages technology to solve problems, complete tasks and accomplish goals.
Global/Intercultural Fluency: The student values, respects and learns from diverse groups of
people.

Leadership: The student leverages the strengths of others to achieve common goals. He or she
coaches and motivates peers and can prioritize and delegate work.

Creativity/Innovation: The student is original and inventive. He or she communicates new ideas
to others, drawing on knowledge from different fields to find solutions.

Career Management: The student is a self-advocate. He or she articulates strengths, knowledge
and experiences relevant to success in a job or postsecondary education.

4



Career Exploration Activities
Use this activity to record experiences that relate to your career goal or to identify those
experiences you would like to have. As you write a brief description in the appropriate space,
indicate whether it is a goal or an actual experience. You may include longer reports of your
actual experiences separately in your Student Success Plan.

Exploration: Research, Workplace
visit with Interview, Job
Shadowing, etc.

Career Mentorship

Internship/Co-Op/Pre-
Apprenticeship

Community Service and Service
Learning

Work Experience (Paid or Unpaid)

Career Technical Education,
College Credit Plus, Competency
Based Education, etc.

Additional Learning Activities

Elective Courses

Course Title Semester/Year | Grade Earned Connection to Success Plan
Duel Credit Courses
Course Title Semester/Year | Grade Earned College Credit Earned

School Activities, Organizations, and Independent Projects

Description Role/Contribution | Dates
Potential References
Reference Name Title/Role Phone and/or Email

Awards and Recognitions

Title

In Recognition Of

Date

Postsecondary Education and Training Transitions

College Application Activities

ACT Composite | English Math Reading Science
Date:
Date:
SAT Writing Math Critical Reading
Date: |
SAT Subject Subject : Subject:
Score: Score:




FAFSA PIN Date Applied:
FAFSA Date Submitted:
Postsecondary Applications
College/Institution 1 | Date ® Transcript | Application | °Test Scores | Date
Visited: Submitted Deadline: Submitted Applied:
FAFSA Date Sent
Sent
College/Institution 2 | Date ® Transcript | Application | °Test Scores | Date
Visited: Submitted Deadline: Submitted Applied:
FAFSA Date Sent
Sent
College/Institution 3 | Date ® Transcript | Application | °Test Scores | Date
Visited: Submitted Deadline: Submitted Applied:
'FAFSA Date Sent
Sent
College/Institution 4 | Date ® Transcript | Application | °Test Scores | Date
Visited: Submitted Deadline: Submitted Applied:
'FAFSA Date Sent
Sent
Scholarships
Title Amount Date Due | Date Renewable | Status
Applied Yes/No
Postsecondary Enrollment
College/Institution | Deposit/Enrollment Start Date
Submitted
Military Transitions

Preparation For Armed Services

Entrance Requirements

Preferred Branch

Physical Exam Scheduled
Complete

ASVAB Completed
Score

Entrance Requirement

Requirement Met

Entrance Requirement

Requirement Met

Recruiter Information

Name Phone
Branch Email
Name Phone
Branch Email

Workforce Transitions and Apprenticeships

| Job Search Activities




Resume Completed Mock Interview Completed

Resume Reviewed Cover Letter Completed

Resume Revised

Job Search Activities

Job Title Company Application Filed Resume and Cover
Letter Sent

Job Title Company Application Filed Resume and Cover
Letter Sent

Job Title Company Application Filed Resume and Cover
Letter Sent

Job Title Company Application Filed Resume and Cover
Letter Sent

Job Title Company Application Filed Resume and Cover
Letter Sent

Job Title Company Appliecation Filed Resume and Cover
Letter Sent

Planning Checklist

Use this checklist to help ensure that you have gained the knowledge, information
and skills necessary to develop and maintain your education plans and career goals.
When you demonstrate specific skills, you will check the box next to them. Keep this
form in your Student Success plan so that you can update your skills each year.
Provide comments, as appropriate, to document your understanding.

o

0O 0O 0O 0O o o o o

O O O o©

I have updated (and changed, if needed) my Student Success Plan. 9-10-11-12.
Comments:

| know and can describe my interests and work traits.

Comments:

| know and can describe my academic strengths.

Comments:

| know how to locate and use career information resources.
Comments:

| understand Ohio’s 16 career clusters.

Comments:

| can describe the educational options available to me.

Comment:

| know the high school graduation requirements.

Comments:

I know the educational requirements to reach my chosen career goals.
Comment:

| have discussed my current educational plans and career goals with my
parent/guardian and counselor/teacher.

Comments:

I can locate and identify local job opportunities.

Comments:

| can identify nontraditional career options.

Comments:

| know how to navigate and complete applications.

Comments:

| have discussed my plans for after high school with my parents/guardian
and my counselor/teacher.

Comments:




o) My plan includes matriculating to a two-year degree program, acquiring a
business and industry credential, or entering into an apprenticeship.

Documentation of Annual Student Success Plan Meeting
By signing this document, | am acknowledging that | attended and am in agreement with
the annual update, progress, and continued plan for this student, as spelled out in
his/her Student Success Plan.

Name

Title

Signature

Date

Student

Teacher/Mentor

Teacher/Mentor

Teacher/Mentor

Teacher/Mentor

Teacher/Mentor

Notes:




State Diploma with Honors

Students meeting guidelines for the State Diploma with Honors will receive a diploma so marked and must
meet at least seven of the following eight criteria:

English — 4 credits, must include Honors English [1I and Honors English IV

Math — 4 credits, including Algebra I, Geometry, Algebra Il or equivalent and another higher level coursc or a
four year sequence of courses that contain equivalent content

Science — 4 credits, including Physics and Chemistry

Social Studies — 4 credits

Foreign Language - 3 credits, must include no less than 2 units for which for which credit is sought.

1.e. 3 credits of one language or 2 credits each of two languages

Fine Arts - 1 credit

Grade Point Average — 3.5 on a 4.0 scale

ACT/SAT (including scores from writing sections) - 27 ACT / 1210 SAT

Assessments
In addition to course credits, students will carn points toward graduation on seven end-of-course exams.

The courses in which students take an end-of-course exam will be: English I and I1, algebra I or integrated math
I, geometry or integrated math II, physical science or biology, American history and American government.

Students can earn from 1-5 points for each exam, based on their performance.

5 — Advanced

4 — Accclerated
3 — Proficient

2 — Basic

1 — Limited

Students who take physical science, American history or American government as part of Advanced Placement,
International Baccalaureate, college dual credit or Credit Flexibility programs can use their scores from the
programs’ end-of-course exams in place of the state end-of-course exam scores to accumulate graduation
points,

A student who earned high school credit in any of the above courses before July 1, 2015 and a required end-of-
course exam was not available automatically will receive a score of three points per course exam toward the
total points needed for graduation. Middle school students this year who take one of these courses for high
school credit must take the corresponding state end-of-course exam in this school year.



Exam Retakes

Students that score below proficient on an exam may retake it after they receive some extra help on the
material. Students that score proficient or higher on an end of course exam can retake exams only if, once they
take all the exams, they have not met the minimum graduation points to graduate. In this case, a student can
retake any exam after receiving some extra help on the material. The same rules apply to substitute exams,
which may be used interchangeably with approved tests.

Testing - required

The internal testing program is a group of tests given to all students, usually during the school day at no cost to
the student.

Date Name of Test Grade Administered

January Armed Services Vocational 11
Aptitude Battery (ASVAB)

March ACT _ 11
April/May End of Year Assessment (EOC) 9,10, 11
Grades

The grading system has been established for the purpose of communicating, interpreting and understanding
as clearly as possible the achievement and progress of students and to recognize any area needing improvement.

Grades or Marking System:

The following grades will appear on the grade cards for each subject:

“A” rcpresents superior accomplishment.

2. “B” indicates accomplishment above that of the average student.

3. “C”is the grade which average students arc able to earn if they apply themselves properly.

4. “D” is a low grade, but if students are doing their best, they

should be commended for their efforts.

“P” is a passing grade in a pass-fail course.

6. “F” is a failing grade and no credit is given. It usually reflects lack of ability combined with failure to do
one’s best work possible. Students who receive an “F” normally have completed very
little of the assigned work. Excessive absence is often a reason for achieving at this level.

7. “IP” is a temporary grade. This means that the real grade will be withheld until assigned work is
complete.

—

_KII

A =90to 100% B = 80 to 89%
C=70to 79% D = 60 to 69%
F = below 60%



Basis for grades

Students’ grades reflect their work on test or examinations, projects and classroom recitation and/or classroom
participation. Grades are based on the following:
1. Achievement in class or subject
a. knowledge
b. skills
¢. ability to think

Final grades and credits

Final grades are determined by meeting all classroom requirements of teachers during each grading period
regardless of final average. Students must complete each course to receive credit and turn in notes taken for
class. Students must also meet attendance requirements to receive credit,

Grade cards

Parent/Tcacher conferences will be held 3 times a year (¢nd of each 9 weeks). At this time progress towards
graduation will be discussed and grades for completed credits. Grades summary from DASL will be given to the
parents at this time,

Attendance

The attendance policy of the Coshocton Opportunity School (COS) is based on the philosophy that COS
students have a desire for success and want to graduate as soon as possible. If students are to realize their dream
of achicving a high school diploma, regular attendance is essential.

Parent’s Role/ Responsibility

The attendance of all children of compulsory school age, ages 6-18 is expected every day that school is in
scssion. The laws of the Statc of Ohio place the responsibility for school attendance squarely on the parents.
You, as parents, are required to ensure that your child attends school regularly. Failure to do so may result in
student disciplinary action and juvenile court charges for student,

In accordance with the Missing Child Act, a parent/guardian should notify the school no later than 30 minutes
after assigned shift has begun on the day a student is absent unless previous notification.

By law, the principal or designee is required to notify the missing student’s parent/guardian or person
responsible for his/her absence from school. The parent or other responsible person shall be notified by
telephone or written notice shall be mailed on the same day that the student is absent. Students who have a
prolonged excused absence may obtain a laptop by contacting the office.

Attendance Policy

All students are expected to be in attendance every day that school is in scssion. Howevet, if a student is absent
within the framework of the Ohio Revised Code 3321.04 and the State Board of Education Regulation 3301-51-
13 he/she will be given an

Excused absent include:
a. Personal illness and/or medical appointments
b. Severe illness in the immediate family
¢. Death in family



d. Religious observances

e. Quarantine

f.  College visits as per principal office guidelines

g. Other legitimate reasons which receive prior approval of the principal
Unexcused absences include:

a. Oversleeping

b. Car trouble

¢. Shopping

d. Haircut and beauty shop appointments

¢. Baby-sitting

f. Truancy

g. Hunting

h. Vacation

i

Other absence not listed as excused
Absence will be marked excused or unexcused for office use and court records as needed
Court Dates/Juvenile Detention Center (JDC)

Days missed for this reason will not result in academic consequences as long as the student is working on
Nova Net while in JDC.

College/Career Day

In order for an individual to make wisc decision concerning his/her plans after graduation, it is sometimes
necessary to visit certain sites such as college campuses, places of employment, or military recruitment centers.
Senior projects will likely require at least one College/ Career Day.

College/Career Day requests should be presented to the attendance person. After clearing the request with
the proper person, a note must be brought from person in charge after visit. Mrs. Ackerman will assist in
making arrangements and contacts if necessary.

Field Trips

During the school year, students will be absent from the regular school day schedule to be part of special
learning activities. Students must have emergency medical form on file in the office and must use school
transportation if provided.

Doctor’s statement

Occasional doctor’s visits with or without a doctor’s excuse will count toward attendance limits. Students
missing several consecutive days because of hospitalization, communicable disease or other extended illness are
required to present a doctor’s statement to cover those days. Excessive absence due to illness will also require a
doctor’s statement.

All doctors’ statements concerning student illness must be presented to the principal within five (5) days of the
abscnce and must include the following:

1. Student’s name

2. Date(s) of the absence



3. Reason for absence
4. Doctor or Nurse’s signature — medical secretary’s signature is not acceptablc

Professional appointment

Students are not counted absent when attending a professional appointment when the appointment including
travel time does not exceed one hour and a half,
Professional appointments include.
1. Doctor appointment
2. Dental/Orthodontist appointment
3. Physical Therapy
4. Court appearance

Procedures concerning absences

If a student is going to be absent, the parent must contact the school (622-3600) by 3:00 pm and provide an
explanation. Students who are absent from school must bring a writlen cxcuse from parents or guardians to the
principal upon returning to school. If student forgets their excuse, the day will be recorded as unexcused. This
excuse must certify the reason for the absence and must include the following:

1. Student’s name

2. Date(s) of absence

3. Reason for absence

4. Parent or guardian’s signature

TRANSPORTATION

Transportation to and from school is the solc responsibility of the parent/ guardian. Lack of transportation is
not a valid absence.

TRUANCY AND HABITUAL ABSENCE

The following intervention may be used for habitual absences:

o Notify Registrar of Motor Vehicles of the student’s absences and the superintendent or his designee may
revoke/suspend a temporary driver instruction permit or driver’s license and the opportunity to obtain
one will be denied
Take appropriate legal action

e Notify social agencies

Administrators may follow this guideline for attendance intervention
*Use school data to determine absences
* 1% unexcused absences —parent/guardian notified
*2nd unexcused absences--Conference by phone with
parent/guardian, Letter requiring doctor’s excuse will be sent to parent/student.
*4'" ynexcused absences — 1 letter to parents & court to begin filing formal charges in juvenile court
*8" unexcused absences—2nd letter to parent & court with follow-up meeting with parent/student



*12" unexcused absences—3™ letter to parent & court with court having a truancy hearing
Care Team referral may occur at any step depending on needs of the student.

1f the student is over 18:
» 2nd unexcused absences—conference with student
o 4% ynexcused absences—call/letter to home
o 6" unexcused absences—conference with student & parents
o 8™ unexcused absences—disciplinary action & possible loss of credits

Code of Conduct

In order to achieve the School’s educational goals, the School requires all students to conform to the policies
outlined in this handbook and further elaborated in the School’s manual. Failure to comply with these
requirements will result in discipline.

Discipline is to be administered in a reasonable manner and shall generally follow the Student Discipline Program
outlined below, with each infraction assigned to a specific level of discipline. However, the Head Administrator
retains discretion to assign an infraction to a different level of discipline depending on the facts and circumstances.

Under no circumstances does the Governing Authority condone the use of unreasonable force and fear. The
School strictly prohibits Corporal Punishment by all teachers, administrators, and volunteers.

The Student Code of Conduct and related disciplinary process apply in the School, on the School property, at
School activities or functions off the School premises, and during transportation to and from the School. Offenses
and punishment will be determined by the Head Administrator and on an individual basis,

Student Discipline Program
See the Infraction Table for a complete listing of offenses and the offenses’ discipline levels.

Level One. Should a student commit a Level One offense, the teacher shall inform the student that he/she broke
a rule, explain the rule, and administer an appropriate consequence. A Level One offense occurs:

e when a student engages in conduct constituting a Level One offense; or

e when a student commits a Level Two, Level Three, or Level Four offense that the Head Administrator
deems appropriate to be considered a Level One offense.

Level Two. Should a student commit a Level Two offense, the teacher shall explain the infraction and administer
an appropriate conscquence. The teacher shall also contact the student’s parents/guardians and send a report to
the parents/guardians and the appropriate administrative office. A Level Two offense occurs:

e when a student engages in conduct constituting a Level Two offense;
e when student repeatedly violates a Level One offense; or



* when a student commits a Level One, Level Three, or Level Four offense that the Head Administrator
deems appropriate to be considered a Level Two offense.

Level Three. Should a student commit a Level Three Offense, the student shall be subject to suspension under
the School’s suspension policy. A Level Three Offense occurs:

¢ when a student engages in conduct constituting a Level Three offense;

¢ when student repeatedly violates a Level One or Level Two offense; or

e when a student commits a Level One, Level Two, or Level Four offense that the Head Administrator
deems appropriate to be considered a Level Three offense.

Level Four. Should a student commit a Level Four offense, the student shall be subject to expulsion, under the
School’s expulsion policy. A Level Four Offense occurs:

¢ when a student engages in conduct constituting a Level Four offense;

e when student repeatedly violates a Level One, Level Two, or Level Three offense; or

e when a student commits a Level One, Level Two, or Level Three offense that the Head Administrator
deems appropriate to be considered a Level Four offense



INFRACTION

Academic
Miscanduct

Attering Official
Documents

Assault

Bullying

Bullying by
Clectronic Act
{"Cyber
Bullying™)

I Bomb Threatl

Criminal Act

Damage /
Destruction of
Property

| Dangerous
Weapon

Display of
Alflection

DEFINITION

Plagiarizing, cheating, capying another’s
work or intcmet publishings, paining
unauthorized access to material, using,
submitting, or attempting to obtain data
or answers dishonestly or by means
olher than authorized by the teacher.
Falsifying informalion (signing
homework, elc.).

The forgery, falsifying, or unauthorized
ulleration of a document

Unlawfully causing any physical injury

Any intentional written, verbal,
electronic, or physical acl that a student
has exhibitcd toward another particular
student more than once and the behavior
both: (1) causes mental or physical harm
to the other studenl and (2) is
sufficiently severe, persistent, or
pervasive that it creates an intimidating,
threatening, or abusive educational
environment for the other student; or
violence within a dating rclationship.

Bullying, as defined above, through usc
ol a cellular or mobile telephong,
computer, pager, personal
communication device, or other
electronic communication device.

Making 2 bomb (hreal to a School
building or to any premises at which a
School activity is occurring al the time
of the threat

Commilling an act (hal is a criminal
offense when committed by an adult thal
results in serious physical harmm to
persens or serious physical harm to
property

Cauging, allemipling o cause, or
threatening to cause damage to School
or privale propety (including praffiti).
Bringing a dangerous weapon onto
School Property oF possessing a
dangerous weapon on School Property.
Dangerous weapon means a weapon,
device, instrument, material, or
suhstance, animate or inanimate that is
used for, ot is readily capable of causing
death or serious bodily injury.

Any physical display of affection
between sludenls is prohibited.

FIRST
OFFENSE

Clevel2 3

disciplinary
action,

Tevel 2-3
disciplinary
action,

Level 2-3
disciplinary
actinn
Level2-4
disciplinary
aclion;
alternative
discipline under
bullying policy.

level 2-4
disciplinary
action;
altiernalive
discipling undcr
bullying policy

Level 3 -4
disciplinary
aclion and |
year
discretionary
cexpulsion
Level 4
disciplinary
uction and 1
year
discretionary
expulsion
Level 2-3
disciplinary
action

Level 3-4
disciplinary
action,

Level |
disciplinary
action,

SECOND
OFFENSE

level3 -4
disciplinary
action.

level 3 - 4
disciplinary
aclion
Level 3-4
disciplinary
action.
level3 -4
disciplinary
action;
alternative
discipline
under
bullying
policy.

level3 -4
disciplinary
action;
alternative
discipline
under
bullying
policy

Level 4
disciplinary
action and |
year
discretionary
expulsion.

Level 4
disciplinary
getion and |
year
discretionary
expulsion,

Level 3-4
disciplinary
actioti.
lewt3 -4
disciplinary
action.

Level 2
disciplinary
action,

THIRD
OFFENSE

Level 4
disciplinary
action

Level 4
disciplinary
action.

Level 4
disciplinary
action.

level 4
disciplinary
uetion;
alternutive
discipline under
bullying policy.

Level 4
disciplinary
action;

Level 4
disciplinary
action and |
year
discretionary
expulsion

Level 4
disciplinary
uction and
year
discretionary
expulsion,
Level 4
disciplinary
action,
Level 4
disciplinary
action.

Level 3-4
disciplinary
action,



{ INFRACTION

Disruptive
Behavior

1

i Dress Code
! Viglations

Electronic Aceess

|
Electronic and

| Other
Communication

| Devices
1

INFRACTION

Lxtortion/Robbery

| .
Fircarm

Gambling

|
| DEFINITION
|

lingaging in any conducl that causes or
results in the breakdown of the arderly
process of instruction and/or School
activities, incfuding but not limited to
failure to carry out dircclions and/or
School guidelines, failurc Lo cooperate
with 8chool personnel or parent
volunleers, verbally harassing other
students, and running and/or making
cxcessive noise in the building

Students arc allowed to wear any
clothing that docs not disrupt the
leamming process and is in good taste
Clothing must be appropriale for
schoolfjob. Shots/skirts have to be
longer than finger tips  Students will not
have sagging pants. Pants should be
(aslened with belt at the waist,
[nappropriate clothing will he handled
on 4 case hy case basis. T-shirts will be
provided to students who wear
inappropriste tops/shirts

The unauthocized use of clectronic
passwuord ¢odes [or any reason,
including bul not limited to, accessing,
controlling, or disabling technological
devices or seryices.

Nu Student shall use any elecironic
devices (cellular telephonces, 'DA’s, C1)
players, [-Pods, saming devices, etc.)
without approval, on School property
between the hours of §:00 a m. 1o the
conclusion of Schoul,

DEFINITION

Obtaining money, information, or
praperty (rom unother by threat,
intimidation, or coercion

Bringing a fircarm to the School or onto
Schoal Property (any Praperty owned,
used, ot leased by the School for Schoul,
Schoot extracurricular or School-related
cvenls).

Bringing a firearm to an interscholastic
competilion, an extracurricular cvent, or
any othcr School program or activity
that is located at a School or on Schoal
property.

Possessing a fircanm at School, on
School Property ar at an interscholastic
competition, an extracurricular event, or
any other School program or activity
which firearm was initially brought onto
Schaol Praperty by another person.
lllegal participation in, or the
arganization of, games of chance far
money and/or other ilcms of value.

FIRST
OFFENSE

Level |
disciplinary
action,

Tevel [ -2
Parent may be
called

level2-3
disciplinary
action

Level | -2
disciplinary
action,

FIRST
OFFENSE

‘ Level2 -3

disciplingry
netion.

| year
mandatory
expulsion

Level 4
disciplinary
action and |
year
discretionary
expulsion,
Level 4
disciplinary
action and |
year
discretionary
Level 1-2
disciplinary
action,

i
SECOND | TINRD
OFFENSE f OFFENSE
|

level 2 cvel 3-4
disciplinary  isciplinary
action stion
Level | -2 Level3-4
Parent may
be called
level 3 -4 Tevel 4
disciplindry disciplinary
aclion action,
Level 2 -3 Level 3 -4
disciplinary disciplinary
aclian aclion,

SKECOND THIRD
OFFENSE OFFENSE
Level3 -4 Level 4
disciplinary disciplinary
action. action

1 year | year
mandatory mandatory
expulsion expulsion.
Level 4 Level 4
disciplinary disciplinary
action and | aclion and | ycar
year discretionary
discretionary  expulsion
cxpulsion,
Level 4 Level 4
disciplinary  disciplinary
action and | action and | ycar
year discretianary
discretionary  expulsion
expulsion

Level 2 -3 Level 4
disciplinary disciplinary
aclion aclion,



INFRACTION

[

| Gang Activity

i

| Hazing

Homewark

Hlegal or
 Ddngerous
Substances

{Hepal
Organization

{nappropriate
language

[nsubordination

| timidation/
Menacing/

| Bullying/Cyber-

| Bullying

DEFINITION

No student shall be nvolved in
iniliations, hazing, intimidations andfor
relaled aclivilies of group affiliations
which are likely to causc bodily danger,
physical harm, or personal degradation
or disgrace resulting in physical or
mental harm to Students or Stalf. No
Student shall wear, carry or display gang
paraphernalia or exhihit behaviors ar
gestures which symbolize gang
membership or cause and/or participate
in activitics which intimidate or affect
the attendance of another student
Committing any act or cuereing dnothier,
including the victim, o do any act of
initiation into any Student or other
organization that causes or creatcs risk
of causing mental ar physical haom (o
any person. Permission, consent, or
assumption of risk by an individual
subject to hazing daes not lessen the
prohibition in this puticy

Daily hamewosk assignmenls arc an
extension of, and reinforce class wuork,
and may be assigned Monday through
Friday cvenings  1he amount of
hamework and time required for its
completion will depend on the grade
levet ol the student and Ihe type of skill
or content being developed  All
homework must be completed in a
timely manner, as dclcrmined by the
classroom leacher. Repeated failure (o
timely complete homework 1s of great
cancem, and may resull in appropriale
disciplinary measures

Using, selling/purchasing, distributing,
possessing, or attcmpting to possess,
substances capable of producing a
change in behavior or allering a state off
mind or feeling: nud/or paraphernalis
Anti-social organizations, sccrel
societies, gangs, and other scts of
individuals hal are not sanctioned by the
School, which are determined to be
disruptive to teaching and Jeaming. This
includes but is not limited to, wearing of
symbolic jewelry upparel, making
pestures, language use, geaftiti,
distributing material, or alieting personal
appearance Lo symbolize membership in
an organization with a history of, ur
determined to be, a disruplion to
Leaching and lcaming,.

Using or directing, insulting, degrading,
or demeaning language, writtcn, verhal,
or symbolic, toward School personnel or
any member of the School community.
Verbal or nonverbal retusal to comply
with a reasonable request or directive
while on School property or at any
School related setivity orevenl.
Threats, verbal or physical, that inflict
fear, injury, or damage. Cyber-bullying
is a sub-set of bullying and involves the
use of information and commuaication
technologics, including hul not limited
to e-mail, cell phone and pager text
messages, blogs, social media,

FIRST | SECOND
OFFENSE | OFFENSF,

Levels 1 -3 Level 3 -4
Level 2 -3 Level 3 -4
disciplinary disciplinury
action, action.
Level 1 Level 2
level 2 -4 Level3-4
disciplinary disciplinary
uelion action
Level 1-2 Level2-3
disciplinary disciplinary
action action
fevel 1-2 Level2-3
disciplinary disciplinary
aclion. aclion.
Level 1 -2 level2-3
disciplinary disciplinary
action, aclion
level 2-3 Level3 -4
disciplinary disciplinary
uction, action.

TIIRD
| OFFENSE

f.evel 4

Level 4
disciplinary
action

Level2-3

Level 4
disciplinary
action,

Level 4
discipfinary
aclion

Level 3 -4
disciplinary
action.

Tevel3-4
disciplinary
action

Level d
disciplinary
action,



INFRACTION

Knife

Littering

Loitering

Lunch and Lunch
Time Behaviors

1.ying

Misuse of
Eleetronic Online
Iardware or
Soflware
Obseenities/
Verbal Abuse!
Vulgarilies/
Prolunity

FIRST
DEFINITION QFFENSF
Wikipedia, the Intemet, instant
messaging, defamatory personal Web
siles, and defamalory online personal
polling Web sites, to suppart deliberate
or repealed, or hoslile behavior by an
individual or group, that is intended lo
harm, intimidale or harass others on
School time or the School premises, at
School events, programs or activilics or
off Sehool time or School premises if
such acts affect other Students or Staff
of the School.)
Bringing a knitc to School, onto Schavl
propery, 10 an interscholastic
competition, an extracurricular event, or

level 4
disciplinary
aclion and 1

any other program or activity sponsored year

by the School or which the Schoal is a discretionary

participan( expulsion

Possessing a knife at School, on Schoul Level 4

Properly or al an interscholastic disciplinary

compelition, an extracurricular event, or aclionand |

any olher Schouol program or aclivily yeur

which knife was initially brought onto discretionary

School Praperty by another person expulsion

‘Throwing paper, trash, or other materials — Level |

on the floor, inside the School building, disciplinary

o an Sehoo! grotinds action.

Presence of an individual in or about a Level 3

School under one or more of the disciplinary

following circumnstances: action.

= Aflcr a reasonable request to lcave

« Docs not have a legitimate reason

for presence

= Doey aot have written permission

from proper authorily for presence

* Rolusal to idenily sell”

When Parcnts provide a Student's junch,  Level |

they are expected to provide a healthy disciplinary

mcal Carbonated beverages, such as action

soda (pop} are prohibited, Lunch should

be a pleasant experience for everyone,

teachers, students, and stafl. Students

must display decent table manners,

courleous canversation, and cooperation

with volunteers, teachers, and school

personnel  Violations include but are

not limited to:

«  Eating lood outside the designated

arcd ar roon

*  Leaving without pemission

«  Littering

*  Discourtesy (toward volunteers,

other students or staff)

» Failure W remain seated and o clean

up your space

< Talking too loud and/or

inappropriately

[ntentionally giving unirue level |

communicalion disciplinary
aetion,

Students using School online services Level 2

for illegal, inappropriate, or abscenc disciplinary

purposed. action,

Use of abhscene, abusive, vulgar, Level | -2

profane, harassing, insulting, racial, disciplinary

sexual, rcligious, or ethnic slurs, wrilten action,

or verbal, toward School personne! ar
any member of the School community.
This shatl include use of vbscene

1
| SECOND
| OFFENSE

Level 4
disciplinary
action and |
year
discretionary
cxpulsion
Level 4
disciplinary
aclion and 1
year
discretinnary
expulsion
level 2
disciplinary
uction

Level 3
disciplinary
action

Level 2
disciplinary
action

Level 2
disciplinary
action
Level 3
disciplinary
action,

Level2 3
disciplinary
action,

THIRD
OFFENSE

Level 4
disciplinacy
action and | year
discretionary
expulsion

Level 4
disciplinary
action and 1 year
discretionary
expulsion.

level 3 -4
disciplinary
action,
Tevel 4
disciplinary
action

Level 3 -4
disciplinary
action,

Level 3 -4
disciplinary
aclion
level 4
disciplinary
action

Level 3 -4
disciplinary
action



INFRACTION

Offensive
Material

Other Overt
Disruptive
Behavior

' Physical Contact

Ployground
Behavior

Reekless
Eudangerment

Refusal o Do
Classroom Work

" Safety

Sale, Use,

| Possession, or

Distribution of
Alcohol, Drugs, or
other Chemical
Controlled
Substances

Sale, Use,
Possession, or
Distribution of
Tobaego Product
Schaol Hall and
Reslrooms

[

DEFINITION

gosturcs and signs that willfully
intimidate, insull, or in any other
manner, abusc others

The production, passession, and/or
distribution of matcrials that offend
common dccency or morals
Knowinply engaging in any behavior
meanl ta alter the leaching/lcarning
process; to demean, intimidate, or hanm
another of the propenty of individual or
the School.

Participaling in unacceptahle physical
contact, including but not limited to
fighting, pushing, intentionally hurting
other students,

The playground is a place to develop
friendships in a relaxed selting
Improper bebavior or other dangerous
actions may include, but are not limiled
to:

+  Any use of physical force or
vinlence

+ Throwing objects ol any kind,
including snow, and/or icc

¢+ Taking property of others (hats,
gloves, ¢tc,)

+ Nol being in the supervised area

+ Improper use of playground
equiprent

¢+ Using unapproved playground
equipment

Any willlul act that is not intended to
cause harm but in [acl places others in
jeopardy ol injury, or results in the
damage, destruction, or defacement of
School ur private property.

The retusal to complete work, fubs,
projects, or other assignments given by
the teacher.

Students shall be concerned ebout heir
own safety and (hat of others, Student
aclions that may be considered a safety
risk include, but ace not limited Lo:

+ Talking during safety drills

< Running, pushing, yelling, or other
inappropriate behaviors

»  Possession of or use of tobacco,
alcohol, or drugs

»  Leaving the school building or
grounds withoul permission

«  Any of the inappropriate playground
behaviors listed above

Using, sclling/purchasing, distributing,
possessing, or attemptling 10 possess,
maod altering chemicals, or substances
(including counterfeil or look-alike
substanccs), distribuling any narcotics,
drugs, controlled substances ol any kind,
or alcoholic beverages, or other
intoxicant on School property or at
School functions or evenl,

Using, selling/purchasing, distribuling,
posscssing or attempting to passess, any
tobacco product or paraphemalia.

Students will conduct themselves
according to the standards of characler
education, values training, positive
character traits, and proper behavior

FIRST
OFFENSE

Level 1
disciplinary
action.
Level 2
disciplinary
action,

Level |
disciplinary
action

Level |
disciplinary
action

Level |
disciplinary
action.

Level 1
disciplinary
action,
Level |
disciplinary
aclion

Level 3
disciplinary
action.

Level |
disciplinary
aclion

Level |
disciplinary
action.

SECOND
OFFENSE

Level 2
disciplinary
action,
Level 3
disciplinary
action

level 2-3
disciplinary
action.

Level 2
disciplinary
aclion

Level 2-3
disciplinary
action,

Level 2
disciplinary
actian,
Level 2
disciplinary
action.

[evel 4
disciplinary
action

level2 -3
disciplinary
action

Level 2
disciplinary
action

TTIIRD
OFFENSE

Level 3 -4
disciphinacy
action
Level 4
disciplinary
action.

level 3 -4
disciplinary
actjon

lLevei3 -4
disciplinary
aclion.

lLevel 3 -4
disciplinary
acton

Level 3
disciplinary
action,
Level 3-4
disciplinary
action

level 4
disciplinary
action

Leveld -4
disciplinary

action.

1
Level3-4 |
disciplinary
action



INFRACTION

School Property

School Telephone

School-Wide
Discipline and
Classroom
Poligics

' Sexual or Other
| Harassment

Social Rehavior

FIRST

DEFINITION QFFENSE

taughit L the school. Violations include

but are not limited to:

»  Cheating, stealing, lying, coarsc

lanpuage, elc

+  Lack of courtesy and respect (hame-

calling, talking back)

v Any usc of physical force or

violence al any lime anywhere on school

property

«  Harassmenl of other students,

teachers, volunteery, cle

+  Disrespect toward staff members,

substitutes, volunteers, andfor visitors

Textbaoks, computers, and school Level |
facilities are available for student use disciplinary
Proper care and usc of school property is  action
expected. All violations in this arca

require restoration and/or restitution,

Violations include but are not limited to:

+  Dctacing texthooks, library books,

and other school materials

*  Deslruction or improper use of

school compulers, printers, or other

technology

«  Defacing/destruction of school

property including desks, walls, lockers,

cle.

«  Failure to respect (he property of

other students, tcachers, schuol

peesonngl, cte.

= Gumn chewing on schoul properly

« Improper use of restrooms and/or

supplies

= Stealing

Use of the telephone by students is Level |
strongly discouraged. To help students disciplinary
develop responsibility, phone calls home  action,
require the written consent of the

student’s (cacher. Violations include but

are not limited to: calls not approved by

the teacher/principal.

The School has in place a school-wide Level 1
behavior management and discipline disciplinary
plao designed to provide consistent action

expcctations throughout the School. [n

addiion, each classroom has its own

characteristics and expectations, and

teachers may establish certain classroom

rules la assist lhem in providing a

pleasant atmosphere and goud

educational environtent. ‘These school-

wide and classroom rules arc in addition

to those lisled in this Code of Conduct,

and [ailure of 4 student to adhere to

these classroom rules and policies may

be the basis of disciplinary action.

Unwelcome advances of a sexual naturc, Level2
requests for scxual favors, and/or other disciplinary
verhal or physicsl conduet or action,
communication of a sexual nature

Sexual harassment (bal includes

unwelcome physical conlact shali be

assumed to have Lhe cffect of

substantially interfering with the victim's
employment or educational

environment

Studonts will conduct themselves Level |
according to the standards of character disciplinary
educalion, values lraining, posilive uction.

character trnits. and proper behavior

SECOND
OFFENSE

level 2
disciplinary
action

lLevel 2
disciplinary
action.

Level 2
disciplinary
action.

level 3 -4
disciplinary
action.

Level 2
disciplinary
action,

THIRD
OFFENSE

Level 3-4
disciplinary
action.

level3 -4
disciplinary
actian,

Level -4
disciplinary
action

Level 4
disciplinary
action

Level 3 -4
disciplinary
action.



INFRACTION

Tardiness

| Technology
Misuse

Thehl

| Toys or Play
Objects

['ransportation

Trespassing

Truancy
|

FIRST SECOND

| DEFINITION OFFENSE | OKFFENSE

taught at the scheol. Violalions include
but arc not limited to:

«  Cheating, stealing, lying, coarse
language, etc.

+  Lack of couttesy and respect (namec-
calling, lalking back)

«  Any usc of physical force or
violence at any lime anywhere on school
propenty

»  Harassment of other students,
leachers, voluntecrs, elc.

= Disrespect toward statf members,
substitutes, voluntecrs, and/or visitors

To class: The act of a student not being ~ Level 1 Level 2

in his/her classroom or scat when class disciplinary disciplinary
is seheduled to begin as detined in the action. action,
School schedule.

Sec policy regarding Technology, Levels 1 Level 3 -4
Network, and [ntemet Access through 3

Acceplable Use and Safety.

Stealing, altempting to sleal, possessing Level | Level2-3
or transferring School or private disciplinary disciplinary
propcty, or participating in the theft or action action
attempted theft of School or private

property,

School is a place of learning l.evel | Level |
Distractions cause sludents o be disciplinary disciptinary
inatlentive  Therefore students are to action action

keep all toys or play vhjcets al home
uniess the teacher designutes a specific
day for sharing what a student owns. [f
a Studenl chooses to share & tay or other
ohject on such an oceasion, the Schoal is
nat responsible for these items.
Violations include bul are not limited to:
»  Bringing toys or distracting objects

Lo school

= Creating toys or distracting objccls

at school

Riding the bus, or other transportation Level | Level { - 2
provided by the district, is a privilege disciplinary disciplinary
The applicable guidelines, rules and action. action,

policles established by the local school
districl which provides transportation
will be supported by the School and the
management company. Violations
include bul are nof limited to:

»  Disrespectful behavior towards the
driver or another student

»  Physical violence and/or abusive
language (swedring)

= Ealing on the bus

= Constant yelling or scrcaming
(which could endanger the lives of’
others)

+  Tailure to remain scatcd

* ‘l'hreatening behavior

+  DPessession of drugs, glass, weapons,
animals, or stolen merchandise.

» Aoy other violation ol school pulicy

Being in a School bullding or on $chool  Level | Level 2
grounds without permission or disciplinary disciplinary
autharization, or refusing Lo comply with  action action
_ B request to leave School premises.

Habitual or chronic absence from School  Level 2 Level 3

or class without legitimatc excusc and disciplinary disciplinary
failure to follow proper atiendance aclion; possible  action,
check-in/check-out and absence teferral to the possible

procedures. referal to

THIRD
OFFENSE

level 3-4
disciplinary
action,

Level 4

Level 3-4
disciplinary
actton

Level
disciplinary
aclion

[evel 3-4
disciplinary
action

Level 3 -4
disciplinary
getion

Lewel 4
disciplinary
aclion; possible
referral to the



FIRST SECOND THIRD

INFRACTION | DEFINITION OFFENSE | OFFENSE & OFFENSE |
Juvenile Court the Juvenile  Juvenile Count
system, Court system,

system.

Verbal altercation  Engaging in minor verbal altercations, Level | [cvel 2 Level3 or4
Insulting, taunting, or challenging disciplinary disciplinary disciplinary
another person under circumstances in action, acllon, action,
which such conduct could provoke a
violent or disruplive response. {

Violaling Not following the classroom rules as Level | Level 2 Level 3-4 |

Classroom Rules determined by the ¢lassroom teacher disciplinary disciplinary disciplinary

action, aclion action

Harassment and Sexual Harassment

The School seeks to create and maintain an environment that promotes learning, dignity, and respect. This
environment is interfered with when a student or any other individual is harassed or discriminated against. Asa
result, the School strictly prohibits any type of harassment, sexual harassment, or offensive conduct that has the
purpose or effect of interfering with the school setting, creates a threatening; intimidating; hostile; discriminatory,
or hostile learning environment, or impedes; disrupts; or hinders the School’s educational process.

Harassment takes many forms and includes, but is not limited to, conduct that has the purpose or effect of
intimidating, teasing, bullying, threatening, or discriminating against another because of race, ethnicity, color,
religion, disability, age, sexuality, and/or all other categories protected by law.

Sexual Harassment includes, but is not limited to unwelcome insults, advancements, requests for sexual favors,
verbal and/or physical conduct of a sexual nature.

Harassment of any kind is not tolerated. Any student who is found to have harassed a fellow student or staff
member will be subject to discipline as established in the School’s policies.

Incidents of harassment of a student or staff member shall be reported to any teacher, the Head Administrator, or
the Administrator’s Designee. Reports may be made using Form 5080.1, Reporting Acts of Harassment. Upon
receiving a report, the report recipient shall promptly inform the Head Administrator, his/her designee, or a
Governing Authority Member, who will investigate the report and take the appropriate action.

Harassment, Intimidation, and Bullying

The School seeks to create and maintain an cnvironment that promotes learning, dignity and respect. This
environment is interfered with when one is physically or emotionally harmed. The school recognizes the
seriousness of harassment, intimidation, or bullying, electronic or otherwise. Therefore, the School prohibits acts
of harassment, intimidation, or bullying of any student on school property, on a school bus, or at school-sponsored
events. School-sponsored events may be conducted on or off School property and/or on school-related vehicles
that are recognized or authorized by the Governing Authority.



Any student found responsible for harassment, intimidation, bullying or “bullying by electronic act™ wilt be
subject to discipline including suspension and/or expulsion.

“Harassment, intimidation, or bullying” is defined as either:

e any intentional written, verbal, electronic, or physical act that a student has exhibited toward another
particular student morc than once and the behavior both: (1) causes mental or physical harm to the other
student and (2) is sufficiently severe, persistent, or pervasive that it creates an intimidating, threatening,
or abusive educational environment for the other student; or

¢ violence within a dating relationship.

“Electronic act” or “bullying by clectronic act” or “cyber bullying” are defined as an act committed through use
of a cellular or mobile telephone, computer, pager, personal communication device, or other electronic
communication device,

Promoting Civility

In an efforl to promote civility in the school environment, the School sccks to recognize school administrators,
faculty, staff, and volunteers that promote civility and stand up to harassment, intimidation, and bullying.

Procedure for Reporting, Investigating & Documenting Harassment and Bullying

The procedure for reporting harassment, intimidation, and bullying varies by one’s affiliation with the School.
Students, school personnel, and volunteers must report incidents to the Head Administrator or his’her designee.
All other individuals are strongly encouraged to report prohibited incidents to the Head Administrator or his/her
designee.

Reports may be made in two ways. First, the report may be made using the form, Reporting Acts of Harassment.
The Form shall be submitted to any staff member, teacher, or administrator. Upon receiving the report, the staff
member must immediately send the report to the Head Administrator. Second, students, parents ot guardians,
and school personnel may make informal complaints to a school staff member or administrator. Informal
complaints must be described with specificity as to the action, the persons involved, the number of timcs the
alleged conduct occurred, where it occurred, and the individuals targeted. The staff member that receives the
informal report must immediately document it using the form, Reporting Acts of Harassment. Anonymous
complaints may be made as an individual finds necessary.

Upon receiving the report, the Head Administrator or his/her designee shall promptly and thoroughly investigate
the alleged incident and then prepare a reporl documenting the alleged incident. Upon completing the
investigation, a determination shall be made. If the investigation substantiates the claim, the School shall notify
all custodial parents or guardians involved in the incident. The custodial parent or guardian of any student
involved in a confirmed act will be notified and will have access to any written reports pertaining to the confirmed
act to the extent permitted by section 3319.321 of the Revised Code and the “Family Educational Rights and
Privacy Act of 1974,”(20 U.S.C. 1232g), as amended.

On a semiannual basis, the Head Administrator shall provide the President of the Governing Authority with a
summary of all reported acts and post the summary on its web site, if the district has a web site, to the extent
permitted by section 3319.321 of the Revised Code and the “Family Educational Rights and Privacy Act of 1974,”
(20 U.S.C. 1232p).



Procedure for Responding to and Disciplining Acts

Acts of harassmend, intimidation, and bullying, electranic or otherwise, vary in scope and seriousness. As a result,
each incident requires its own discipline. The extent of the discipline is to be determined at the sole professional
discretion of the Head Administrator. The Head Administrator may consider the following types of intervention
for confirmed acts.

Non-disciplinary intervention may be appropriate when acts are identified carly or do not require a disciplinary
response. Such forms of non-disciplinary intervention include:

e Counseling. A student may be counseled as to the definition of harassment, intimidation or bullying, its
prohibition and the student’s duty to avoid any conduct that could be considered harassing, intimidating,
or bullying.

e Peer Mediation, Pcer mediation may be used when a conflict arises between students or groups. Peer
mediation, however, may be inappropriate and should be used cautiously as a power imbalance may make
the process intimidating for the victim. This could be true if the victim’s communicative skills and
asscrtivencss are low and have been croded by fear from past intimidation and of future intimidation.

Disciplinary intervention may take a wide number of forms.
o [n and out-of-school Suspension. Suspensions shall follow the procedure outlined in the Suspension and
Expulsion Policy.
e Expulsion. Expulsions shall follow the procedure outlined in the Suspension and Lxpulsion Policy.
Expulsions shall be reserved for (1) serious incidents and/or (2) past interventions have not been successful
in eliminating prohibited behaviars.

The disciplinary procedure shall not infringe on any student’s rights under the First Amendment to the

Constitution of the United States. Due process procedures for suspension and expulsion, as provided for under
R.C. 3313.66 will be followed.

Deliberately False Reports are Prohibited

Students are prohibited from deliberately making false reports of harassment, intimidation, or bullying. Students
that do make a [alse report shall be subject to the disciplinary procedure set forth in the School’s Policy on Student
Discipline.

Strategy for Protecting Victims and Prohibiting Retaliation or Additional Harassment
After a report is made, the School prohibits additional acts of harassment, intimidation, or bullying, electronic or

otherwise. The Head Administrator shall determine the appropriate consequences and remedial action for those
who engage in the aforementioned conduct by following the School’s policies and procedures.



To aid in preventing additional acts against victims and retaliatory acts against individuals making reports, the
School has adopted the following strategy:

o Provide adult supervision when students are not in a traditional classroom setting including: hallway
passage, recess, lunch, and bathroom breaks.

¢ Communicate incidents with school personnel, have school personncl continue to monitor those involved
for further signs of offending behavior, and intervene when offending behavior is witnessed.

o For offending students, fairly monitor and supervise.

¢ For the victim(s), provide daily contact to ensure there have been no further incidents and provide
counscling as is determined necessary.

o For those that make reports, continue contact to ensure there have been no further incidents or retaliatory
conduct.

o Allow individuals to make an anonymous report.

All School personnel, volunteers, and students shall be individually immune from civil liability in an action from
damages arising from reporting an incident as provided by law.

Disseminating this Policy

This policy shall appear in the School’s Policy Manual, and in any of the publications that set forth the
comprehensive rules, procedures, and standards of conduct for schools and students in the School.

The policy and an explanation of the seriousness of bullying by electronic means shall bc made available to
students in the School and to their custodial parents or guardians, and once each school year a written statement
describing the policy and the consequences for violations of the policy be sent to each student’s custodial parent
or guardian. The statement may be sent with rcgular student report cards or may be delivered electronically.
Information regarding the policy shall be incorporated into employee training materials.

This policy shall be incorporated into in-service training.

Anti-Hazing Policy

The School seeks to create and maintain a safe educational environment. Hazing is strictly prohibited. The School
will actively enforce and monitor this policy. No individual may plan, encourage, or engage in hazing.
Additionally, no staff member may permit, condone, or tolerate hazing activities.

Hazing is defined as doing any act or coercing another, including the victim, to do any act ol initiation into any
student or other organization that causes or creates a substantial risk of causing mental/physical harm to any
person.

Hazing is a serious activity that may take place on or off School property. This policy extends to acts of hazing
regardlcss of where the hazing occurs so long as the hazing is in any way connected to the activities or incidents

that have occurred on property owned, used or controlled by the School.

Hazing still occurs even if the individual consents to, permits, or assumes the risk of the activities performed.



The Schoo! will actively enforce and monitor this policy. The School requires School employees to be vigilant
and take the following steps rcgarding incidents. Upon learning of hazing, planned hazing, or possible events
that may include hazing; staff members are required to inform involved individuals that hazing is prohibited, end
all acts or planned acts immediately, and rcport the incident to the Hecad Administrator or his/her designee
immediately.

Individuals that violate this policy may be subject to discipline and to civil and criminal penaltics. Students that
engage in hazing will be subject to discipline up to and including permanent exclusion.

Policy on Gang Activity & Other Prohibited Groups

The School seeks to create and maintain a safe learning environment. This environment is threatened and
interfered with the prescnce of gangs, gang activity, and other prohibited groups.
School administrators will monitor the School environment, and students violating this policy will be subject to
appropriate disciplinary action, which may include suspension and/or expulsion.

Gangs and Gang Activity

The School will not tolerate gangs. The School prohibits gangs or gang activities while at the School, in school
buildings, school buses, or school-sponsored events.

A “gang” is defined as any identifiable group, organization, or association of three more persons that exists
without the School’s authorization, that engages in gang activity; anti-social behavior; criminal behavior; or other
activitics that disrupts the School environment, and possesses an identifiable name, sign, or symbol.

A “gang activity” is defined to occur when a person commits, attempts to commit, conspires, has been complicit
in the commission of|, or solicited; coerced: or intimidated another into an offense of violence, a felony, or other
criminal conduct prohibited under R.C. 2923.41,

The School further prohibits the use of symbols, hand signals, graffiti, apparel or manner of grooming which
indicates or implies membership or affiliation with a gang or gang activity.

Other Prohibited Groups

The School prohibits fraternities, sororities, and secret societies as described by law.

Zero Tolerance Policy

The Board has “zero” tolerance of violence, threatening to commit an offense of violence, disruptive or
inappropriate behavior and excessive truancy by its students. This also applies to being disrespectful to the
teaching staff. Any student failing to comply with established school rules, Board policy or with reasonable
requests made by school personnel on school property and/or at school related events, is subject to disciplinary
actions. If a student violates Board policy or the student code of conduct, the school personnel, students, or
parents should report the student to the appropriate staff member. The administration shall cooperate in any
prosecution pursuant to violation of criminal laws of the State of Ohio and local ordinances.



Change of Address, or Telephone

Records are kept that shows the student’s home address and home phone number. Please advise the staff if
information changes during the year. We are required to keep records up to date.

Classroom Discipline

Teachers are in charge of their respective classrooms. They shall establish rules and regulations in order to
maintain an effective class room environment. Teachers will communicate these cxpectations to the students.

College Credit Plus

College Credit Plus (CCP) can help you earn college and high school credits at the same time by taking
courses from colleges or universities during high school. This will help you with a variety of options in order to
be college and career ready. CCP is tuition-free to high school student who meet the college or university
requirements.

CCP requires two fundamental conditions:

1. Students must be cnrolicd in both college and high school

2. Students can earn college and high school credit upon successful completion of the course.
CCP courscs must be the same as those offered on campus — included in the institution of higher education’s
(IHE) course catalog. The courses must also be non-remedial and should apply towards a degree or professional
certificate. They must also be taught by instructors who meet the Ohio Board of Regent’s academic credential
requirements. Students must meet the IHE’s admission requirements to receive credit, such as ACT score, GPA
and/or successful completion of a college readinecss assessment.

Computer Usage

Students are to use computers only as directed by the classroom teacher. Students abusing computer integrity
will be denied access to computers which may result in termination from the COS since we use Nova Net (on-
line curriculum) for some of our classes. Computer usage is as per the Coshocton Opportunity School policy.



Counseling

Counseling service is available to all students. Problems relating to school or to one’s personal life can often
be helped through counseling by a competent person. The staff is glad to help with the individual problems or
plans for the future but they are not always available at a moment’s notice an appointment may be necessary.

Driving to School

COS does not provide transportation services. Student may drive to school and park in the second parking
bay. Students must follow rules of the Coshocton City Schools for speed limit and off limit areas.

Emergency School Closing

In the event of severely inclement weather or mechanical breakdown, school may be closed or the starting
time delayed. The same conditions may also necessitate carly dismissal. School closings, or early dismissal will
be announced over the radio (WTNS-FM 99.3) by 1:00 pm. Students will also be netified by telephone
through the usagc of the student notification system. If no report is announced it can be assumed that school
will be in session. Just because Coshocton City Schools are closed does not mean the COS will not be in
session. PLEASE DO NOT CALL THE SCHOOL or the COSHOCTON BOARD OF EDUCATION
OFFICE. Tclephone lines must be kept open for emergencics.

Fire Drill Regulations

The State Department of Education requires fire drills. These are held each month throughout the school year
so that in an emergency the building may be orderly and quickly emptied. Because the signal for a real fire
would be the same as the one for the fire drill, it is imperative that all students move quickly and in an orderly
fashion out and away from the building at specified exits.

The rulcs for a fire drill are as follows:

1. Students are to pass from the classroom in single file.

2. All students are to pass to a point at least 100 feet from the building.

3. Atthe signal, student will return to their classroom.
Fire drill instructions arc posted in the various classrooms. Teachers will instruct students on exit doors and
procedures. Students should move quickly and quietly, but not run. Teachers should close all classroom
windows and doors.

Meals

COS has a food service program. Students may be eligible for the free or reduced school lunch program.
Food/drink should not be brought into the classroom near computers. Food/drink should not be brought into the
classroom without permission of the classroom instructor.



Student Fees

There will be no fees associated with COS. However, no student will be able to participate in graduation
ceremonies or receive a diploma without paying all fees to their home school.

Telephones

Office phones are to be used by students only in emergencies. Students who become ill must inform
your teacher and follow classroom directions.

Cell phones must be kept out of sight and off, If student’s cell phone is seen, heard, or is causing a
distraction, it may be confiscated by staff and kept until the end of the day for the first offense. The
second offense the cell phone will be confiscated until the parents have a conference with one of the staff.
Cell phones should not be used to listen to music. [pods are acceptable for listening to music. Cell phones
may be used during lunch and break if this privilege is not abused. Since this is a privilege, it may be
taken away at any time as deemed by the staff.

Tornado Drills

Tornado drills will be scheduled periodically throughout the school year. Teachers will notify students as to
specific designated areas of assembly. Students should try to avoid areas of exposed glass. Students will be
instructed on procedures to follow during a tornado drill.



Visitors
Parents/guardians are welcome to visit COS. Appointments/meetings must be scheduled with the staff in

advance. Students may not bring friends, siblings, or children to COS without permission from the
administrator.

Withdrawal from School
Any financial obligations must be resolved before the school will grant credit or release test results, grade

sheets, transcripts, diplomas, or letters of recommendation. Parents must notify the school in writing or in
person of their intent to withdraw their child. The student must then follow the proper withdrawal procedure.

Work permits

All persons under the age of 18 must have a work permit in order to be legally employed either full or part
time. These papers must be completed and returned to the Coshocton City School High School Office.
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Annual Report for the Coshocton Opportunity School

Description

The Coshocton Opportunity School was created to serve students who havc
dropped out of high school or arec "at risk" for dropping out and is primarily a" credit
recovery" school. Our mission is "to provide a safe and supportive learning
environment for non-traditional high school students, where a motivating, standards-
based curriculum will prepare students for high school graduation and life-long
learning." The curriculum used for core courses is A+ an on-line curriculum that is
aligned with the Ohio Academic Standards. The use of an on-line curriculum allows for
flexibility in class choice and school schedule, necessary for the target population.
Supplemental classes available to students included Life Skills, Jobs for Ohio's
Graduates, Relationship Building, creative arts, GRADS, nutrition, and compuler
applications. State testing intervention classes were provided for students needing
assistance in passing statc mandated tests.

The Opportunity School served 52 students during the 2017-2018 school year.
Of'the 52 students, 100% were economically disadvantaged as indicated by eligibility
in the frec/reduced lunch program. Three of the students were pregnant or
parenting. Fourteen students (27%) had IEP's. All juniors took thc ACT test. Thirty-
four students graduatcd on May 24, 2018.

The Opportunity School provides a safe learning environment for all students.
No student was denied the benefits of participation in the Coshocton Opportunity
School or subject to discrimination based on race, disability, religion, gender, sexual
oricntation, and national origin, place of residence of social or economic status.

Our students were also involved in community service projects. They worked
at the New Life Ministries and Central Christian Church helping with food and
commodities distribution and provided snow removal at the Hope Clinic on an as
needed basis. We also visited COTC to help our students gain knowledge about
furthering their education.



State Board of Education
Parent and Family Involvement
Policy
May 18, 2007 *** Approved July 10,
2007

The State Board of Education of Ohio recognizes parents and families as children's first and
most important teachers. When parents enroll their children in school, from preschool
through high school, the responsibility of education and care is shared with the school and
the community. Partnerships among families, schools and communities that a.re child-
centered and family strengthening can engage, guide and motivate students to be productive

citizens ina global society.

With the passage of Ohio Senate Bill 311, the Ohio Revised Code [ORC 3313.472 (B)] now
states the Statc Board of Education is required to adopt recommendations for the
development of parental involvement policies in consultation with the National Center for

Parents at the University of Toledo.

The State Board of Education strongly encourages local schoal boards to incorporate into
local policics the following recommendations included hereto, which will enhance existing
parent involvement policy requirements stated in ORC Sections 3313.472 (A), 3324.04 and
3324.06; No Child Lefi Behind (NCLB), Title 1, Section 1118; Individuals with Disabilities
Education Improvement Act (IDEA) 2004 Sections 650 and 664. These recommendations
incorporate the State Board of Education’s School Readiness Guiding Principles and School
Climate Guidelines on family involvement. The Statc Board intends that these
rccommendations be used in the development of local practices, programs, data collection
and evaluation.

The following are existing state requirements for parent involvement policies, as stated in
ORC 3313.472 (A):

"Each school district board of education of each city, exempted village, local and
joint vocational school district is required to adopt a policy on parental involvement in

the schools of the district.

1) The policy shall be designed to build consistent and eifective communication between
parents and foster carcgivers of students enrolled in the district and teachers and
administrators assigned to the schools their children attend.

2) The policy shall providc the opportunity for parents and foster caregivers to be
actively involved in their children's education and to be informed of the following:

(a) The importance of the involvement of parents and foster caregivers in
directly affecting the success of their children's or foster children's educational



efforts;

(b) How and when to assist their children or foster children in and support
their children's or foster children's classroom learning activities;

(c) Techniques, strategies, and skills to use at home to improve their children's or
foster children's academic success and to support their children's or foster children's
academic efforts at school and their children's or foster children's development as

future responsible adult members of society."



[n support of the parent and -lamily involvemenl policy and recommendations, the State
Board of

Education has directed the Ohio Department of Education to build the capacity of local
district and schools by providing effective family and community engagement models,
products and professional development to ssupport the local districts in systematically
integrating parent and family involvement into Ohio's preschool through high-school
education system.

The State Board of Education also directed the Ohio Department of Education to develop
a bi-annual outcomes-driven plan, including a strategy to leverage existing resources and
to develop a measure for family involvement. The measure will be approved by the
State Board of Education.

Parent and Family Involvement Policy Recommendations [ORC 3313.472 (B)]

Local schoo! boards, district and schools shall adopt a policy on parent involvement.
Districts and schools are encouraged to incorporate the tollowing recommendations that
support parent and family involvement in children’s education and in school activities.

Although research and existing lederal, state and local policies use the lerm parents, we
preler lo include families so thal it is inclusive of children’s primary caregivers who are
not their biological parents, such as foster caregivers, grandparents and other family
menbers. In some cases, the term families might also represent professionals such as
child service case managers and parole officers who act as caregivers when a parent(s) is
unavailable or needs support.

Parent and Family Involvement in Education

* Respect and value parents and families as children's first teachers and the
primary decision- makers in children'seducation.*

»  Assist parents and :families in acquiring techniques, strategies and skills, by
offering trainings and materials they can use to suppart children's at-home
learning and academic success in school *

« Provide parents and familics with timcly and meaningful information in
understandable language on Ohic's academic standards; state and local
assessments; and legal requirements so that they can make informed decisions
about their children's academic future. These legal requirements include Title [,
Section 1118; parent participation rights under IDEA; and gifled students under
ORC 3324.04 and 3324.06. *

+ Collaborate with community-based programs, including health and human
service providers, to ensure that the parents and families have the resources they
need to be involved in their children's education, growth and development

*+ Coordinate and integrate parent and family involvement programs and activities into [lead



Start, Reading First, Early Reading First, Home Instruction Programs for
Preschool Youngsters, Parents as Teachers Programs, public preschool,
special education, gifted students' services, parent resource centers and

other community activities, *

* Indicates IDEA 2004 Sections 650 & 644 parent involvement requirements
* Indicates Title I Section 1118 parent involvement requirements



* Help parents and families create supportive conditions at home that emphasize the
importance of education and learning.

Parent and Family Involvement in Schools

* Respect, value and involve parents and families as partners and decision-makers in
school continuous improvement planning.
Develop policies regarding school involvement with parents and families and

distribute the policy in language they can understand. *

+ Create parent and family engagement activities that respect the various cultures, languages,
practices and customs; and build relationships among parents, families and schook through
bridgingeconomic and cullural barriers.

+  Promote consistent and effective two-way communication between all students’
parents, family members and school personnel. *

*  Prepare parents and families to be involved in meaning(u! meetings and discussions
with administrators, teachers and staff. *

+  Design a range of meaningful opportunities for parents and families to be involved
in schools that rcflect the specific needs and characteristics of parents and families
in particular school or district.

+ Create welcoming and supportive school environments for parents and families that
are child-centered and family strengthening.

«  Provide logistical support {(e.g., transportation, childcare) so parents and families
can participate in school-sponsored family involvement events. *

Encourage businesses and industrics to offer parent- and family-friendly policies
that support parent and family involvement in children's school activities.

suidance for lmplementati

The following are evidence-based practices and processes that districts and schools are
encouraged (o use lo effectively implement their parent and family involvement policies:

= Collaborate with health and human services agencics to provide access; coordinate
support services for students, parents and families.

* Build strong partnerships and assist parents and families in connecting with entitics such as
community-based programs, higher-education institutions, libraries and business resources
to enhance students' in-school and out of school learning opportunities, including field-
based education, internships, mentoring programs, arts and sports prograns, and
community service activities.

« Offer ongoing and systematic professional development for administrators, teachers and
pupil-services staff on the utility of building strong partaerships with families; the
importance of reaching outto families through multiple communication pathways;
designing meaningful parent conferences; and implementing and coordinating family

involvement programs school wide. *



e Indicates IDEA 2004 Sections 650 & 644 parent involvement requirements
o Indicatcs Title I Section 1118 parcnt involvement requirements

+  Develop a comprehensive parent, family and community engagement plan
with parents, families and community members, based on parent, family,
studentand school needs, with defined outcomes, measurements, stratcgies
and activities grounded in researchand
logically linked to academic achievement- and incorporate inte continuous
improvement and school improvement plans.

Evaluate annually and modify a comprebhensive parent, family and community
engagement plan using outcome data and input from families, students, school
staff and community members.

» Dedicate fiscal, personnel, facilities and other resources to suppalt the
ongoing implementation of effective family and community engagement
strategies with attention given to schools with low-achievingstudents.
Designate a district position to a parent and family coordinator, advocate or
ombudsman to coordinate family and community engagement strategies. The
designated person should be knowledgeable in school program planning,
evaluation, group facilitation, community collaboration, cultural competence and
family ecology.

e Indicates [DEA 2004 Sections 650 & 644 parent involvement requirements
e Indicates Title I Section 1118 parent involvement requirement



Parental Notification Regarding Medications

Ta: Parents and Guardians
Re: School Medication Policy

To protect your child’s safety, the school nurse, health aid, or other employee designated by the Head
Administrator, will adhcre to the following medication policy. In order for any medication to be administered to
your child, BOTH parent AND physician signaturcs must be on file. This applies to all medications, including
over-the-counter products such as Tylenol, Advil, Dimetapp, etc.

Although this may cause you some inconvenience, we feel that that this policy is best for the continued protection
of your child, and must be followed. If we do not have your written permission and the written permission
of your child’s physician, the medication(s) will not be given. All forms are available at the School office.

In order for your child to receive any medication at school, the following requirements must be fulfilled:

e A written request must be obtaincd from the physician and submittcd to the School. The request must
contain the name of the medication, the dosage, the time it is to be given during school hours, and duration.

e The parent or guardian must complete an authorization and waiver form and submit the completed form
to the School.

e The medication must be in its original container and, if an over-the-counter medication, the bottle must
be new with an unbroken seal. All medications must have a fixed label which indicates the student’s
name, the name of the medication, the dosage, the method of administration, and the time of
administration.

e The required paperwork, the medication, and any needed refills must be delivered to the School by the
parent or guardian.

o All necessary forms must be filled out and re-submitted to the School each ycar.

o If possible, a recent photograph of the student should be included with the authorization and waiver form.
If your child is taken off the medication, or will no longer receive it at school, please send a dated, written
note to the School stating such as soon as possible. 1f the medication is not picked up from the School by
a parent or guardian within L0 days, it will be properly disposed of.

If you have any qucstions or concems, please feel frec to contact Roger Moore. Thank you for your assistance
and cooperation.
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Medication Request Form

Physician Request Form (to be completed by the physician)

during school hours.
Name of Student:

Student Address:
School Name: Grade:
Name of Medication:

Dosage and Administration Intervals/Times:

This medication can be safely administered by non-medical personnel: [ ] Yes
Begin Date: End Date:
Possible Adverse Reactions that Should Be Reported to Physictan:

Special Storing, ITandling, or Administration Requircments:

Physician Name: Phone Number:
Physician Signature: Date:

Parental Authorization and Waiver Form (fo be completed by parent)

ﬂ_eEH()‘w-ing student is under my care and should receive the medication indicated below. It is not possiblc to
arrange for this medication to be taken at home under the supervision of a parent and, therefore, must be taken

[] No

I hereby authorize designated personnel to administer the above-named medication

or procedure as instructed by the physician. I further agree to:

. Provide the Schoo! with the medication in its prescribed container;

@ Notify the School if my child no longer uses the physician indicated above,

e Notify the School if the medication, dosage, or procedures are changed;

° Notify the School if the medication is no longer needed or used;

® Release the School, including all personnel, from any and all liability alleged to have resulted from
administering the medicines indicated above.

Parent Signature: Date:

Address:

Note to Parents: If possible, please attach a recent photograph of your child.
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Family Educational Rights and Privacy Act (FERPA)
Notice for Directory Information

The Family Educational Rights and Privacy Act (FERPA), a Federal law, and Ohio Law require the School to
protect the privacy of student records.

As a parent you, or your child-—if your child is 18 or older—has the right to inspect and review the student’s
education records, request that the School correct records, and provide written permission to release student
records. All requests to inspect, review, and release are to be done in accordance with the School’s policies.

While the School generally must obtain your written consent prior to disclosing personally identifiable
information from your child’s education records, the School may disclose appropriately designated “directory
information” without written consent, unless you have advised the School otherwise.

The primary purpose of directory information is to allow the School to include directory information from your
child’s education records in certain school publications. Examples include: the annual yearbook, Honor roll or

other recognition lists, and Graduation programs.

Directory information may be disclosed to outside organizations without a parent’s prior written consent. OQutside
organizations include, but are not limited to, companies that manufacture class rings or publish yearbooks.

The School has designated the following information (denoted by “X” marks) as directory information:

x | Name Major Field of Study Honors & awards
x | Address School Related Weight & Height of
B - Publications - | | Athletic Team Members
x | Telephone Number X | Grade Level x | Enrollment Status
| Email Address Dates of Attendance Student Dircctory
| Photograph i Date of Graduationn | | yearbook
Date/Place of Birth Sports & Activities Student ID number, user

1D, or other unique
identifier (excluding a
SSN)

If you do not want the School to disclose directory information from your child’s education records without your
prior written consent, you must notify the District in writing by within ten (10) days of receiving this notice.
Notice in writing may performed by completing this form.

Additionally, FERPA and Ohio law authorize disclosure of personally identifiable information in certain
instances without consent. These exceptions include:

o school officials with legitimate educational interest;

o other schools to which a student is transferring;

e appropriate parties in connection with financial aid;

e state and Federal Officials for purposes of audits and law enforcement investigations;
e in response to court orders and subpoenas;
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e military recruiters unless the parent requests in writing that the School not release the student’s
information;

¢ anti-terrorism purposes,

e cases of missing children;

e Ohio Department of Education requests; and

e the School’s Sponsor.

Naote: this form should only be completed if you want to opt out of the School’s Directory Information. If you
wish for the School to include your child’s directory information, do not complete and return this form.

| A (parent’s name) do not want my student’s directory information used without my
permission.
Name of Student: o ~ Date:

Parent/Guardian Signature:
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Internet & Technology Acceptable Use

Please read carefully before signing. In order to access and use the Technology, the network, and internet,
students and staff must read this policy and submit a signed agreement form.
The School’s Governing Authority realizes that the internet and technology can greatly supplement the School’s
educational mission. With these opportunities come challenges to use technology in a safe and educational
manner. This policy has been adopted to ensure students and staff properly use the School’s Technology.
All Technology must be used responsibly, ethically, and legally. Users that do not adhere to thesc rules—and the
guidelines elaborating these rules—will have their technology and internet use privileges removed and will be
subject to disciplinary action.
This policy extends beyond the School’s grounds. This policy also applies when a user’s Technology use disrupts
or interferes with the School, regardless of where or when the violation takes place. Users may he at home or
elscwhere and still be subject to this policy.
The term “Technology” includes, but is not limited to, computers, tablets, mobile electronic devices, printers,
routers, other hardware, softwarc, internet, intranet, nctwork, electronic mail, cellular phones,
iPod/MP3/DVD/CD players, video recordets, data devices, video games, beepers, pagers, radios, and all other
similar devices.
“Users” is defined to include any student, faculty, or staff member using the School’s Technology.
Technology Use Guidelines
Unacceptable uses include, but are not limited to, the following:
e Violating Ohio and Federal law regarding:
o students’ and ecmployees privacy rights,
o copyright laws and all licensing agreements,
o illegal downloading; installing; or accessing internet files; software, sharewarc; and freeware, and
o all other applicable laws.
Engaging in cyber-bullying.
e Using/accessing profanc, obscene, pornographic, thrcatening or otherwise inappropriate
language/materials which may be offensive or intended to harass/bully other users.
» Using technology for the following purposes: illegal activity, activity inconsistent with the School’s
mission, and activity prohibited by the School’s policy manual.

o Gaining unauthorized access, “hacking,” or attempting to gain unauthorized access.

* Sending or forwarding “spam” to a large group of users.

* Damaging or attempting to damage technology. Damaging includes, but is not limited to, physically
damaging hardware, damaging or negatively affecting software, changing the settings without
authorization, or disrupting the network.

e Using the School’s technology for personal gain or profit.

e Sharing passwords or logging in to any system with credcntial other than one’s own.

Use of Technology should conform to the following:
e Technology use is limited to educational purposes.
o Users shall use technology efficiently and courteously.
o Users shall exercise common sense and good judgment of what is permitted in a school cnvironment.
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If a user is unsure if histher technology use conforms to these guidelines, the user shall ask the instructor before
continuing with such use. If the user inadvertently violates the above guidelines, he/she should report it to the
instructor immediately.

Supervision and Monitoring

To ensure this policy is complied with and to ensure Technology works properly, the School will supervise and
maintain Technology. Violations of this policy or the law may be uncovered during these processes. Should a
user be found in violation, the user will be disciplined according to the Handbook's policy on Student Discipline.
Filtering

The School recognizes that the internet can be both a source of helpful information and inappropriate materials
for users. The school, in accordance with federal law, has taken reasonable steps to create an internet environment
that is safe and appropriate for students. The School has filtcred internet sites that may contain inappropriate
information. As technology continues to evolve and the internet grows, however, the School will be unable to
properly filter or detect all use and access.

All users and parents should be aware that because a site is not filtcred it may still be inappropriate and not
conform to this policy.

Disclaimer of Liability & Warranty

The School makes no warranties of any kind, either express or implied, that the Technology will free of errors,
will meet any of the user’s specific requirements, or will be uninterrupted. The school is not liable for any direct
or indirect, incidental, or consequential damages including, but not limited to, damage to the user’s technology,
lost data, inability to use or access the system, or loss of any information connected with use. Use of any
information obtained via the Internet is at the user’s own risk.

Signature

By signing below, 1 affirm that [ have read and agree to abide by the Internet and Technology Acceptable Use
Policy.

Student Name - o
Parent/Guardian Signature Date
Student Signature Date
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COSHOCTON OPPORUTNITY SCHOOL BOARD POLICIES
2018-2019



COSHOCTON CITY SCHOOLS

TECHNOLOGY. COMPLTER, NETWORK AND INTERNET ACCEPTABLE USE POLICY (AUP)

INTRODUCTIO
Coshocton City Schgnls 1s picased to ke avzilable actess w ilerconn
the diswrict and the worldwice net work 10 provide vanous means of acoess
‘_‘_Jn .Q:ofi..m >rrm?m7:

ter systams v,

ﬂim nolicy s evisws
slation as fm_,

J strict’s 33?;.4 and 3n. oqrjm equi ulw.‘_r _3 de ;o_ wan: yous v?urf have access to these

reAOUrgeS, YOu must subm

POLICY PURPOS
The purpose o1 this 5l
tF=z use of Coshoeten's tecl EY na:_ﬂ:._n:. 10 2
Educatinor Policies 5136, 7540, 7540.01, 7540.02. 734003, 7541 ﬁ? \M&NL AT activities that
cemputer systems. whsther they are Sunng or after schoal. are covered by s nodicy Lszof g
pessonzl computng deviee fallows the same zuidelites a3 a schonl commuler when connecied 1o the
nework

POLICY CHANGES:
The schaol policies may be ahered by acticn »f Coshouton Ciry Sxhad” Board of Tducation ar eny
s reguler meaings

NETWORK & INTERNET USE AGREEMENT:

Netwaork and Interngt access 1s coordinated throlgn a cumnlex association of goternmen
regional, and state nelworks, The smeoth aperation of e nchwork renes uoon the proper conduc? of
the end users ,&:o must Sxa «na_uod&_ ity for aopro-miate etlviez) and legz! ese of this access etern

encics,

Polécy are l2gai's E.n g icale parties who signed have roac the 1erm,
czrefully and undersiand thel

COMPUTER TECHNOLOGY AND NETWORKS
The Zourd of Bducetion 1s comrmited 10 *hs cffoctive use o) lechnolagy (o both »nhance the gual
studen: learcing anc e efficiency of aperarions withiv the schaed system

Hoewever, use of the Distnct’s nelwork and techne ﬁv rescurees by ,a.j s
sght. As 2 u.n% isite. students and their parenis mus) siza ard submit a Studenr Nenvord ond intern
Acceptable Use and Safery form annuaily  (See also. Policy quuc 03}
The Stperiniericant shall cevelop and implement a written Districr Dechniclogy
for tire proper acquisiton s leenrology shail be set forti (5 the DITP, al also provids
guicdance 1o stafT and siudents about making sate, approsriale and etiical use of the Dist
as weh as iform pow statd and students zhou wil he 1aken f Brard tecaroiogy
cal, o7 unethical ma
tihe waua s 0y 743«‘:1 a both hardware angd suftware
feats Accordingly studar ts shail
4,,.?& 1o, Cu_:v sncial BOBN e omerac

n (TP, Procacures

m:JJs. ﬁm\nmcwwam n:u: e vm.wa:ﬂ,na Zos tial
achicves the hemefits ol rechnology and inhibis ny ALV 8 da
oducated about zpprophiate online behavior in

it others anline: _1m-mn::m with nther ;o:\_z:n? !
constitwtes syberbilying, undsrsianding cyberh

! it
¢
&
i

heer: screzned by sducators §or se by students of variols ages

Pursiant 1o Federal Jaw. the Board has 4 tachnology protectien measures that praact aganst
(e.p, fitter or block; aceest 10 visusl dispiays/depictiona/matarels that ar2 nbseene. carstituie ¢
porography and/or ate harmifal 0 Minors. as defined by the Children's lmmemet Protzcian Act Al the
scretion of the Boz+d or the Superintendent, the Eﬁ,_;acﬂamc nn:ﬁnn:o: measures _\xww, ze config
B i

ﬂa_‘nomqwa?\ ad eher marte

1he technelogy proteston maasures
Techaoicgy Rescurces, if such disabling w
i .T; Crildren ‘s Talzine Pz
i menasures will b
U.,w

an Act P: sxue E:.Z rempis 1 cisabis the

0o disct

perrnanently anhiecs acees
i o5 nas heen
he

Jm_m:nr .:,: on ;r. n.c%}:on ac
Parents zre advised that 2 determined naer may be ante 1o gain s
Intermet that <ha Baard has co7 authorized Tor educatiomal purposes in fact, it is mpossitle to guarantec
students will 1ot aain access thr fications 1hat Lhey and/or
their parents may Bmd imaspropniate offersive; pabie o controvessial Parents of mirors are
tesponsible for seming and sonveying the s standacds that thair children shonld follow when us'nz “he
Sﬁ_‘:n.

Pursuzm (0 Federai ‘aw. students shall veszive sducating abour the following

3 sale s mizil chat reoms secial media and
other ?_‘47 ot dirses slectronic commun‘cations

B tn2 dangers nherent with 1k 2 onlire disclosure of persenally
dertifable infarmation
fhe conseqiences of unawh i
"dawa
D maurhorized disclosure, use and disscminatior o

parsenally able mformation regardizg minors

act vities of stugents while ar school.
i veluge. Do

sval obeervations of onlize adivities gu-ing
Qring toals to review bramser histary and network. server, ard

< Lesiore, o use of e
sompurer .o

Bu:ldinz arincipa's ate sesponsi le Tor providis & under their supery
are know:edgeable abour this pelicy and its accompany The Board expacts tha’ staff
members will provide puidancs and instruction 1o students [n ‘he approprate wse of Disingt Technoiogy




Pe Brard wi

ing ez Al

provisiony nf v: oy w‘u uQ - w

g and Fodora law

teria and coraply we

{ nder 0o cyrcumstancas is & wel sit2 1¢ be used for comumarcial puroses advertising, poiiheal ladbying
or 12 oravide financial gains for any irdivicual, Inciuded in‘this prohibition is the fact 1o web pages
2ined on the Disirict’s web site may 1) include staizments of other items that suppan or corese 2
date for pub'ic office. the investization, presecution or recell of 3 public official. ar pzssaee of 2 rax
levy or dond isue; (2) Fink 1o a weh site of ancther organization if the other web site incluces such 2
messane; or (3 commurnicate informartion that suoports or opposes zny labor organization or any aztion
by, ar behall of. or against any iabar oreerization

Pagas shoule retlect an understanding (hat soth 1m1emal ard exwernal 2u
‘rformatio
School web sies must be losated nn Board-
[hz Supzrintendent shal
Site nse

The Board revains all nSQJ.:S! il
the Board's servers zbsent written
tho wars their class vork Um disolaved on the Busrd's web
jon and expressiy license itz display withous cost 10 the Board
Prior wrinen pareral parmissios is necessary for 2 studam 10 be icentifl
wehsite

i1 ng viswing the

ated sery
guidelines do

1vine the siandards penmissible for web

s revated "o the des gn of ek
1S e conlrary

=5 and’'or pages

@
=
#e

COPYRIGHT -MULTL-MEDIA MATERIAL:
Castiocien Cirs Schools encourages the use of eloctranic madia ir student and staf? proects but the
Diowing puidelines must he followsd 10 he acceprable.

a Any andio a7 vidso clin. whether dawnlozadest ar = cgnr_ freur Romie mus' ne funited 10
0% ar 30 seconds for music ur (0% or 2 minates for video, whichever 8 loss. [f 2 tenger duration
is nzeded. you must have permission by the ovwner e redistibile

b, Any inciusion of copieg Imornet material such as, toar, video, audic or images. m
includecroper credit to the copyright halder or the work 1 subiact i stndent rules teger
lamarism

DISTRICT-ISSUED STUDENT E-VALL ACCOUNT:
assigned a schoo! c-mail account are required Lo :uilize it for 2il schoni relatzsd clectranic
comraunications. including those ia staif members and individuals andfor orgarizalions cutsice
Dhstrict with whormn they arc communizat:ng Sor schaci-related projects and assignmicats, [ arther
&won,ma m_.i »E_:.. zed 3y SQ.\ teashers, they shall use their school-assigned 2-mad) acceunt when
e sancaticnal services, ,.:n_:a_:m moi;

AU prooer we of

?32_ as m: n.a:nm.._a:m_ 100!
Personal e-mail accounts on providess otier (han the DisTict's e mail syster: may be blacked at any time

concerns for petwork secnrity, SPAM. o7 virus protection arisa Studenrs ere expecied to exar
reasonzble juagment and prudence and take &ppropriale precaurions Lo provent viruses from an._:n the
Distric’s neewark wher opening or forwarding zny e mails or atachmants © z-mai
unkrowit souTces
Students sihafl oat send or forvard mass e-mzils, even 1f educationailv-related. without privr approval of
their classroon teacher or the Technology Director. o Superintenden/Principal

(s provision and/or 1s¢ & PCD 0 viclate the privacy -ighs of anotner persen mav azve their PCD

ted and held untif the and of the scheal dav or 2 masent‘guardian picks “t up and may be cirected
’ ;420_. metere/sides file while the parent/guardian 's oreserd. [ the viclatio
i v, the confisealad-PCD may be ninad over *o law ecforcement,

inc ,.ajm 7:_ oLl S:ra 10 SOwu with g cameras. :._3 ot ?. mfﬂ..m»na or urilizec at any tire i
jﬁ? .cnm:o;m and

“er areas where /Ea)jv er n:‘,m‘m mav z:pncm r_a._vnﬁ or be ﬂ any stags or
ermire

ns and siluatons ijw.a use afa PEND s mvno”c”m_.« pronihited,
Siudents are exzressly prohibited ©om using covart means o lister-in ar make a recording (audio o
videa) of any inclufes placing recnrding devices. or niner dovices
wilh @e2 - 07 *wa-way audio commuTicarion technology (1., Techiolngy that ailows a person off-
ifstan w0 live corversations and sonrds takeng place in *ha location where the revice i oczted), within a
st dent's bonk Bag or oo the stud son withnut sxpress wrilten consert nf the §
requests 10 olece 2 recarding device or other device with ons- or twa-way audio communication
technolomy withir 2 student’s book bzp or on w sudent’s person shall be sunmnted. in writing. 10 the
Principai The D_V:._Q representative shall notify the pareri(s), in writing, whether such reauest is canied
o granted w five (5} days
Students shali have no exoectation of confidantiality with respeci o their ese of PCDs ¢n school
aTSMizes Tropers
Studenis may not use a PCD in anv way thal might reasonahly create in the mmd of anotner zerson an
impressian of being threatered. Fumiliated, harassed, emharrasses or intimidated. See Policy 232 0 —
xa,._%:u ane Other Forms of Aggressive Beaavior. In per
PCDs 1 3 transit materiz! that 5 threatering. ohssenc. ¢
comstued as rmﬂfﬂ:m:, or uinu}wc:.m% of ::FT umnﬁ upon their race, color ra
(e eding se 3. age. religion, ancestiy, or p
aon Z; engape ir x_m “ecet nz, ,_.ﬁ,yjm. sigwing, or possessing pietures, toxt
JUBEEETCS o.Emsm or o:.:u materiale of 2 soxual naiure m elecledmc oF any othar (orm.
Violatior of these n?ln_:oa s ]
reported to «eal Lz
Srudents are
othar informaticn
students are oroh

other specific locas

ular. studesrs are prokibired frem asing
or that can b2

nd chitd services as ,\.,u_z.a& by law.

ge that ﬂmu« ne forieited by any student wie _.»__m 10 ahide ,r._v, the terms of

fzcation of the PCD Tha Prirc Jm_
d services i violation involves an illega! 2
be :n..._ﬁm ort 3 escatating scale ranging om 2
gadfor the natere of or
1ances 4_:10&& B a particular walztion, 1< the PCD is confiscated, it wiil e releasedreturned to
e student s parent'guzardizn after the stusent comehes vtk zry other disciplinary corsequences that are
mpesed, ynless lhe violation invalves polentizliy 1llepal act ity 71 S:_n: case the PCD may be turmed
aver I jaw
name 2nd h
parsngrardian or tured-aver 1o faw enfereement. School ofic
with PCDs in District custody wnless they reasonably suspect that the mnm:“: is :.utxna 10 discoves
evidence of 2 vioialien of the Jaw or other schoo! rulss. Any 2ezrch will be condusice in acce dance with
7T - ¢ if muitiple offenses ocLur, a studenl may jose hisner priviiege to

Policy 3771 — Seares ana Set
brmg 2 PCD to schoe: for 2 designzled Jergth of fime or on 2 peimanent dasis

s of this pol nay resnit in gi
alen refes the matre to law eqfor
(e, chid vc_.::mzﬂ‘: sexiinz). Discipline w
g Ther o




data that they acesss, even if they access such data accidentzlly or without permission and for
wphoiding FERPA (20

1L.5.C § 12532g) the sudert conficentiality inw (OMo Revisod Code Section 3319.321), the Ohio Privacy
Acz(Chapter 1347 af the Chin Revised Coxlel and ary other applicable privisey policics and segulations
Usery 37¢ responsible whether wuch data is downlpaded from the N 7 1o their - soreen,
Transmities iy e-mal. star=d on o {lash drive, poriable device ot lapiop. copied by handwriting cr &y aay
ot all ather devites, forms of ftorage o methods. Negligence with respert 1o proteaing the cofidentisliny
of sxch dats will be considered a viokation of this Pelicy whether or not such negligense results in idemtin
theft or shes harm

CONSEQUUNCES OF INAPPROPRIATE INTERNET & NETWORK BEHAVIOR:

The staff or student’s Building Principel or superviser will reprimand any staff or student who does not
somply Witk Policies and Guidehnes accordingly. User infractions may result in appeopriate discinlinary
2ei0n 35 owiines in the discipimzsy policy for e baldingDinnia. Usmshorizzed wie of the nwark,
iniertional delesion or damage to fies and data belonging 0 ather users, or LopiTight vinlations may he
termed thefk or destrastion of schonl sropenty In addition ‘o spproprine discolinasy scsions. the gser
ey be responsible fov any charges, costs, Iiebilities or da incwrred by Cosk Clty Schools
Thiz neludes {but s nor fimi23 10) the cost of 1ime 1o repair the damsged component. cost of perts o
TEper the COmOTners, or ik co5? of ouisida companies 1o repair damzged conmaonents The district vl
enaperate filly with local, stwe. o faderal officisls in 4oy 152t ing of relsting te any
ez asrvities conduecied wsing the school*s mchnelopy. Pensitiss 1mposed under apphcable federal
state. or foca! laws will supersede any local penalties,

USER FEE/BREAKAGE FEE(S):

* Al siudests in grades 3012 wiil be assessed 520 for a I:” Device User Fee al the beginning
of the sehool year

® Ir the 2vent that z student breaks nis/her device, the studsnt wiil be assessed an additional
$20

» If a stucent breaks his‘her second device. the stodent will be assessed an
additional $30.

* if astudent breaks hisiher thirc device (and any thereafter). the studem wili be assessed
all costs associated with the brezkage repair. This may include zssociated labor costs
and full-replacement costs,

»  Swdents who break another siwdent’s device will receive consequences from the office
which may include financial responsibilin,

“+Students whe bave not paid the intfal 520 101 Devize User Fae prior 0 1helr breskage
will be assessed 2il costs dssocisted with e breakage sepair. Thes may intlide asseciated
{abar costs and full replacament cosis

DISTRICT LIABILITIES: .
Coshoctan City Schoole mmakes no warranties of any kind, whether expressed or imotied, for the semvice
it is providing Cost City Schoois will nat be responsible for any damapes uses may suffer. This

inludes loss o Zata sesuiting from delays. non-delh eries, misdeliveries, o service intemmtians
caused by its own negligeres or user ervors or gmissions. Use of any infommation obtained via the
intermes is &1 the user's risk, Caskocton Cine Szhools sosaifizally demes v sopomsimiliny for the
Adeurasy ¢r quality of nfration abtained through it scrvices, The user and passtis) o0 puasdianiai
s 10 cocnsate with the sehool in the svent of o ivestipation of @ person's wic of compater 2sias
to the netwarlk, whether that uaeie om 3 sehaol compuiss o= o= 300thes's uiside the dissrics's netwerk



GOVERNING AUTHORITY MEMBERS QUALIFICATIONS
Policy No. 1470

The Geverning Avthonity shall consist of not less than five members, which members shall be
chosen in the marner specified in the School’s Code of Regulations.

All Governing Authority members shall be annually trained on open records and public meetings
laws. along with ali schoo! leaders and adminisicative staff.

The school shall post on the School’s website the name of each member of the Governing
authority, The names 2nd zddress of cach Governing Authority member shall be provided to the
School’s sponsor and the Ohio department of Education,

ualifications

No person shall serve on the governing authority ander any of the Tollowing circamstances:

* The person is a member of a school board of education

= The person is a school district or educational service (ESC) employee. and the School is
sponsored by taat school district or ESC

e The person owes the state money or s in a dispute over whether the person owes the state
any money conceming a community school that the Stare has closed

*  The person would be unable 1o obtain a teaching license for teasons specified in R.C.
331931(B)

e The person has pleaded guilty to or been convicted of theft in office or a substant
similar offense in another state

» The person has not submitied a backgronund check under R.C. 3319.39

¢ The Anditor of State has submitred a finding or recovery against the person which has not
been resolved

¢ The person serves on the governing autkonty of five or more start-up community schools

e Additiona) rzquirements as provide for under Ohio’s Ethics Laws

= Additionat requirements as provide for in the Sponsor Conract and

¢ Addiional requirements as provide for in the Code ¢f Regulations

[f'the School is not sponsored by a school district or an ESC, 1o present or formier member. or
imrediate relative of a present or former member. of the Governing Authority shall be an owner,
employee, or consultant of any sponsor or operator unfil at lezst ane vear has elapsed since the
memter’s mermbership on the Governing Authority terminated.

tf the School is sponscred by a school district or an ESC. no present or former member, or
immediate relative of 2 present or former member, of the Governing Authority shalk:

* Bean office of the districi board or service center governing board that serves as the
School’s sponsor. until at Jeast ene year has elapsed since the member’s membership on
the goverming Authori‘y terminared

= Serve as an employee of, or a consultant for, the department, division ot section of the
sponsonng distnct or service cemer thas is directly responsible for sponsoring community
schools. or have supervisory authority over such 2 depaniment, division, or section, umil
2t lezst one year has elapsed since the member's memberships on the goverming guthority
terminated

Immediate relatives includz spouses. chiidren, parent, grandp and sibling. as well as in-

laws residing in the same housekold as the person serving on the govemning authonity.

wal Disclosure Statemen:

Each governing suthonity member must annuzlly file 1 disclosure statement setting forth the
names of any immediate relatves or business assuciares employed by any of (he following
within the past three vears;

e The Schonl’s sponsor

e The School’s operaror

» Any school districr or ESC that has contracted with the School
e Any vendor that has engaged in business with the school

Backeoround Check

Prior to becoming a member, Goverming Autharity Members shal. submil to a criminal
background check(s) and/or fingerprinting(s) as required by law and/or by the Sponser Contract

Discretion ta Approve Membership

The Governing Authority and the Sponsor, individually or as a unit retain discretion 1o
disapprove of any member’s backzround chack results and remminate mermbership on the
Goveming Auzhority. Additionally. no Governing Authority member shall serve if the
background check reveal offenses that Ohio andfor Federal law prohitit the member from
serving.

Obio: R.C. 3514.02. 3314.19(T). 3319.39, 3319.39]



SCHOOL ASSET POLICY
POLICY NO. 1753

The Schoo! maintains a sumbcr of assels that have been obtained from different sources, This
policy ensures that all of the Sehoal’s assets are properiy handled and disposed of, and that the
Schael compiies with the Generally Accepted Accounting Principles. 25 required by the suditor
of staiz.

Fixed Assct Policy

Afined asse1” is defined as any asset which has a usefiul life of a1 least one {1} vear ang an
initial cost equal 1o or exceeding $5.000, repardiess of whether the asset is Jeased or purchased.

Voluating Fixed asset shall ke recorded zecording to their historical cost, If the historical cost is
unavaiiabie, the fixed asse1(s) shail be secorded accnrding o their estimated histarical cost. as
determined by the Fiscal Agentin junce with any apphesbie policics adapted by the auditor
oi the state, Any donatad fxed assews shali be recorded according to the fair marke! velue st the
nme the donaied flem was meeived. All fined assets shull be depreciated using straight-line
depreciation. The estimated life for all fixed, assets, for purposss of depreciation, shail se
determined in 2ccordance with the guidelines established by the Association of School Business
Officials (ASBO).

Asset Records The following informanion shall he maigtained reparding each fixed asser:

- escrption: of the asset

e Name ot the person or entily owning titke to the assel

¢  Ciassification of the asset (el propeny. funmiture, squipment, or Jeased fixed asset)
+  ldentifving information (serial number, lag number,eic)

» DNate acquired and vendor from whom acquired

s Current location and use of the ass=t

¢ Purchase price of the asser and the percentage of federal government assistance
* Accumulated depreciation

» Current cordition and estimated valuc of the asset

» Date and method of disposal of asser; and

¢ Records produced as a result of physical inventories

Physical Inventory. A physical inventory of al) the School's assets shall be conducted at Jeast
once every year. The physical inventory serves to verify the oxistence and condition of all
equpment. The records of the physical inventory shall be reconciled with the available asset
records.

Mancging Assers’ Fieed assets should be maintained in working order. The School shall creste

and implerment 2 svstem 1o help minimize the likelihood of thef, damage or loss of iis assels, As
part of this system. 2i! Tixed assete shall has o Sehool asser sticker displaved in 3 conspicuous

location. No iters should leave the Sehool without the prio: knowledge of the head
Administrator of his/her designee, All reports of damagz, loss. or thefi will be investigated.

Dhsposing Fived Asvets Fixed assets may be disposed of in any mamner that is approved by the
Governing Authorty. When selling an asset. the asset must first be valued according a
reasonable valuation procedure as established by the School.

Title | Asset Pe

Assets that are purchased with Title | funds audsor are provided by a federal agency are subjeer
additional statures and regulations. These special rules and guidelines apply in addition to the
rules and guidelines of the stated above If there js a conflict. the specific provisions of this
Policy shall prevail

Munagement and Disposal of Equipment Provided by a Federal 4 gency. All assets that arc
provided by a federal agency shall ke titled in the name of the Federal Government and shal} be
maintained and disposed of aceording to standards set or approved by the federal agency. In
accordance with 2 C.F.R.31 3(d)(4). the School maintins adeguate maintenance procedures o
ensure that property is kept in mood condition.

Varagement ard Disposal of Title | Real Properry. All real property acqwired with Title | funds
shali be managed and disposed ot according to the following rules and vuidelines:

» The property shall be titled in the name of the School

¢ The property shall only be used for such purposes that are peanirted according o the
termas of the grant

¢ The Schoo! shall not sell. give. trade, or ake any other action affeciing the legal status of
the title: and

¢ When the property is no longer being used for permitted purpasc, thep it shall be
disposed of in a manner indicated or otherwise approved by the agency who originally
granted the funds

Managemeri and disposal of Title | Equipmery Al equipment acquired with Title { Funds shall
be managed and dispesed of according to the following rules and guidelines:

» The equipment shail be used in the program and praject or which ir was acquired so lung
as needed. whether or not the project continues to be supported by Federal funds

*  When the equipment 1s na longer needed for the onginal program o7 project, the
squipment may be used in other activities currently or previously supported by a Fedcral
agency, with priofity begin given to any programs or projects currently ot previously
supperted by the same Federal agency

e The 8chool shall not usc the equipment to provide services for a fee

*  When acquiring replacement equipment, the School must gain the approval of the Federai
agency before either using the equipment as a trade-in or selling the equipment and
putting the proceeds towards the cost of replacernent equipment



e When the original or replacement equipment is no longer nesded. it may be retained,
sold, or otherwise disposed of, subject to the requirerment that if the fair rarkel value of
the equipment exceeds 35,000, the Federal agency may have a right te a pertion of the
fair market value of the equipment, as determined in accordance with 34 C.F.R 80.31.
Stte statutes may impose additional obligations upor the sale of such property.

Federal: 34 CF.R.803!.34 C.F.R.80.32
Ohio: R.C. 117.09, 0.A.C 117-2-02, 0.A.C 117-2-05

Cross-Reference Policy 1757, duties and Responsibilities Related 1o £ederal Grants; Policy
3150, Title | Compliance

DUTIES AND RESPONSIBILITIES RELATED TO FEDERAL GRANTS
POLICY NO. 1757

The following duties and responsibilities are imposed upon the School when seeking, obtaining,
monitoring, or otherwise administering grant money, as indicated below. This Policy
supplements, rather than replaces. ather existing and applicable Policies.

Grant Administration

The School shall designate an assigned employee whe shall be responsible for ensuring
compliance with all internal control measures related to grant money. In order to ensure that
grants submited and oblained by the School are effective and properly administered, the
following duties and responsibilities ae placed on the assigned employee:

* Jhe duty o momitor all applications for federal grants that have heen submined but are
still pending, and to prepare a report or summary regarding the status of al) outstanding
grant application, which shall be submitted at each regularly scheduled govemning
Authoricy meeting

= The duty to monitor the expenditures made from each federal grant end 10 prepare a
report detailing the accumulated amount and type of expenditures made from each grant.
which shall be submited at each regularly scheduled Governing Authority meeting; and

e The duty to review cech final expenditure report federal grant for accuracy and
completencss. and to reconcile that final expenditure report with the School’s other
financial records

The assigned employee must follow all intemal control puidelines as set forth in the “Standard
for Internal Control in the Federal Government™ issued by the Comptroller General of the United
States,

In the event that an instance of noncompliance is identified by the assigced employee in an
internal audit, prompr action must be taken by the School to correct such noncompliance.

Contract Procurement

‘When federal grant funds are used to obtain a contract for goods or services, the School shall
adhere 10 the -ules below

= All policies and procedures established by the federal agency providing the grant are
vontrolling. and, to the extent there is any conflict with these Pclicies, shall prevail

o Contracts shall be procured through a competitive process as required by law. If a
bidding process is used. the contract shall be awarded to the bid which. from the
perspective of the School. is most beneficial and cost-effective

» The School shall carefully review each contract funded with grant money to ensure that
the products ar services purchased are necessary

¢ With respect 1o equipment or other matenials, the Schoo! shall compare the advantages
and disadvamages associated with leasing versus purchasing



= The School shall perform a cost analvsis before entering or approving any contract

= All sohicitetian for products or services which shall be paid with grant money shall
contain a suificient amosunt of detail and information as required by federal grani
regulations

The School shall take all necessary steps in assucng that each party it contracts with 1s willing,
able, and intends to fulfll the contract cequirements

s The School shall accurately document cach step invalved in procurement of a confract
involving federal grant monies, This documnentation shall indicate the process in which
the contracts were procired. the reason for choosing that procurement process. the reason
for awarding the contract to the contracting party. an explanation for the ;ack of
competitive bidding, if applicable, and an anzlysis of the coast of the consract, These
records shzll be made availabie to the public upon request

e The School, shall. to the extent reasonably possible, attempt to award contracts involving
federal grant money (o small businesses. as wel] as business owned or operated by
women or mnonties

= All procursment transactions must be conducted in a manner providing full and open
completion consjstent with 2 C.F.R 200.319

The School shall ensure that each contract funded with grant morney shall contain ali necessary
elements and provisions as required by the applicable federal grant regulations. Furthermore.
federal regulations may require that the party awarded a contract, whether througk: 2 bidding
process or otherwise. fulfill certain bonding requirements. [f such bonding requirements are
indicated, the School shall assure that they are carried out.

The School must mainain records sufficient to detail the hisrory of al) procurement. These
records will include but are not necessarily limited to the “ollowing: rationale for the metiod or
procuretent. selection of contract type, contractor selection or rgjection, the basis for the
contract price (including a cost or price analysis), and verification that the confractor is not
suspended or debarred. The School may not subcontract with or award subgrants to any person
ar company who is debarred or suspended. For all contracts over $25,000, the School verifies
that the vendor with whom the School intends to do husiness with is not excluded or disqual

To foster greater ecanomy and efficiency. the School may enter into state and local
intergovemnmental agreements where appropriate for procurement or use of comman or sharcd
£oods and services.

Contract Administration. The School shall ensure that the coniracting party complies with all

requirements and other provisions imposed by the contract. This duty may be delegated as

necessary.

Financial Management Systern

The Schoo! maintains a proper (inancial management system in order 1o receive both direct and
state-administrated grants and to expend finds associated with a grant award under 2 C.F K.
200.302.

Idenrification The School shall identity all federal awards received und expended and the federa)
programs under which they were received. Federal program and award identification must
ncluds the CFDS title and nurnber. federal award identification nutnber and year, name of the
federal agency. and, if applicable, name of the pass-through entity.

Financial Reporting. Accurate. cumrent, and complete disclosure of the financial resnlts of each
faderal award cr program must be made in accordance with the financial reporting requirements.
The assigned employee is respousible for managing the hudget and accounts payable of the
School related to grant awards

Accounming Records. The School must maintain records adequately 1dentify the source and
application of finds provided for federally-assisted activities. Fhese must be supported by source
documentation

The assigned empluvee shall be responsible for compiling timely acd accurate financial reports,
subject 1o the review and approval of the govemning Authoerity, The reports must be prepared and
submitted as specified ty the financial reporting clanse of cach grant or contract award, and

include monthly and cumuiative expenditures project budgets, and 2 balance remaiming column.

Budgering \mitial discussions regarding the budget shall begin prior to the School receiving the
GAN, The Schoo! shall designate at the planning phase the parties involved ir the initial budget
discussions. The Schoo! shall base these early decisions on any priot year's grant award, if
applicable. and make adjustments to this witial bndget upon receipt of the GAXN. The assigned
parties shall take into account existing resources it detesmining the initial budget to determine it
existing resources such as unused equipment could benefit the planned prograr.

vee teviews the itemns in the budget 10 ensure allowability, If it is determined
owable, then revisions ta the budget must be made pursizant 1o this

I'he assigned emy
that & cost 15 uot
determination.

Orce it is determiced that all budget item are allowable. the budget is sent to the Governing
Authority for final review and approval

Upon receiving the GAN, the Governing Authonty shal meer to discuss the initia) grant budget
and any adjustments which nesd to be made based on the GAN.

Amending the Budgst. Budget revisions are reguired in an object/function category exceeding
10% of the most current approved budget bell.

Budget Controi, The School monitors its financial pertormance by comparing and analyzing

actual results. The assigned employee shal® prepare reports which compare actual expenditures to
budgeted amounts ar least quarterly.

The School shall follow any and all federal, state and local requirements, including those
requirements imposed by the award or grent itself. All costs must be zdequately documented,



Drrect and indirect Cos

Determining Whether a Cost is Divect or Indirect. Direct costs arc costs identified specifically
with 4 particulzr final cost objective. such as a federal award. or other intemallv or externally
funded actvity, or that can be directly assigned to such activitiss relatively easily with a high
degree of accurecy. 2 C.F.R. 200.413(8)

Indirect costs are 1ncurred for a common or joint purpose benefitting more than one cost
abjective. and not readily assignable w the cost objectives spacifically benefitted. 2C_F R.
200.56.

Costs incured for the same purpase i like circumsiances must be rreated consistently as either
direct or indirect costs. 2 C.F.R. 200.413(a).

The salaries of admintstrative and clerical staff shall be weated as indireet costs. Direct charging
of these costs may be appropriate only if all of the following conditions are met:

* Admmistrative or clerical services are integral to 2 preject or activity

¢ Individuals involved can de specifically identified with the project or activigy

= Such costs are explicitly included ir: the budgel or have the prior writren appraval of the
federal awarding agency: and

s The costs are not alse recavered as indirect costs. 2 C.F.R, Part 230.

Indirect Cost Rarz The School shall approve an iadirec: cost rate sursuznt io 2 C ¥ .R. Part 230.

Applying the fndirect Cost Rate. Once the School has an approved indirect cast rate, the
pereenizge is multiplied against the actual dirsct costs (excluding distorting items such as
equipment. contracts i cxcess of $25.000. pass-through funds. etc) incurr=d under a panicular
grant to produce the dollar arnount of indizect costs allowable to thet award. 34 C.F.R. 75.564:
24 C.FR 76,369

Determining Allowability of Costs When determining how the Schoal will spend grant fumds.
the assigred empiovee shall review the proposed cost w determine whether it is ap allowable use
of federa) grant funds before obligating and spending thosce funds on the proposed good ot
services. All costs supported by federal education funds must meer the standards outlined in
EDGAR. 2 CFR Pant 3474 and 2 CFR Part 200 {Subpzn E). The assigned employee must
consider these factors whea making an allowahility delermination,

Be Necessary and Reasonable for the performance of the federal award. A cost is reasonable
if. in its narure and amount. it does not exceed that which sould be incurred by a prudent person
under the circumstances prevailing at the time the decision to incur the cost was made.

When determining reasonableness of 2 cost, cansideration must be given to:

*  Whether the cost is generally recognized as ordinary and necessary for the operation of
the Scheol or the proper and efficient performance of the federal award

« The restrains or requirements imposed by factors. such as: sound business practices,
arm’s-length bargaining; federal, state and other laws and regulations: and terms and
conditions f the federa) award

» Markel prices for comparahie goods or services for the geographic area

® Whether the indjviduals concerned acted with pr:dence in the circumslances considering
their responsibilities to the School, its employees. its students, the public at large, and the
federa) government

* Whether the School significantly deviates from its established practices and policies
regarding the incurrence of costs. which may unjustiSably increase the federal award’s
costs. 2 C.F R. 200.404

When determining whether a cost is necessary, consideration may be given to:
* Whether the cost is needed for the proper and efficicnt performance of the grant program
® Whether the cost is idemified in the approved budget or application
®  Whcther there is an educational benefit assaciated with the cost

* Whether the cost aligns with results and Sinding from a needs assessment
*  Whether the cost addresses program goals and objectives 2nd is based on program data

Allocable to the federal award. A cost is allocable o the federal award if the goods or services
involved are chargeable or assignable to the federal award in accordance with the relative benefit
received. This means that the federal grant program derived a bemefit in proportion to the funds
charged to the program. 2 C.F.R. 200.205

Consistent with policies and procedures that apply uniformly to both federally-financed
and other activities of the School.

Counform to any limitations or exclusiens set forth as cost principles in the terms and
conditions of the federal award.

Consistent treatment of costs for the same purpose in like circomstances.
Adeqnately documented.
Be determined in accordance with general accepted accounting principles (GAAP).

Nat included as 2 match or cost-share, unless the specific federzl program authorizes
federal costs to be treated as such.

Be the net of all applicable credits. 2 C.F R. 200.406

Consider all state and local requirements related to items not addressed by federal rules,
such as mileage, hotel points, etc.

Additionally, employces must consuli federal, State and School requirements when spending
federal funds,



Compensation for Personal Services-Time and Effort Policy.

In accordance wizh this policy. all cmployces whose compensation is paid. in full or in part, with
Federal funds or whose compensation is used as matching funds on a federally funded grani
program must mzinizin time distribution records in accordance with thesc established criteria
Employees must provide the information required on 4 limely basis and in accordance with these
procedures, Time distnbution records must be maintained to prevent disaliowance of saiary and
wages charged 1o Federal grants. Federal Uniform Grart Guidance, 2 CER Part 200.43

Definirons.

Cost Objective. A program. function. aclivity, award urganizational subdivision, ¢ontract. or
work unit for which cost data are desived and for which pravision is made to accumulate and
measure the cost of the processes, products, jobs, capital projects. ete. Sce 200,28 Uniform Grant
Guidance.

Fmployee Compensarion. All amounts paid (o an emplayee {or services rendered during the
award period. Compensation inchides salaries, fringe benefits, stipend, bonuses, and payvments
made under supplemental contracts

Multiple Cost Objectives Employees. An emploves is cansidered to work on multiple cast
objectives if he or she works on:

» More than one Federal award

= A Federal award and 2 non-federal award

= Anindirect cost acrivity and a direct cost activity

e Two or mwre indirect activities which are allocated using differsnt allocation bases

¢ Anupailowable activity and a direc! or indirect cost activity; or

=  More than one activity within a Federal acuvity within a Federal award that is separately
vacked by the School

Personne] Activiry Report (PAR ). A documen: certifying that the amount of time a multiple ost
obiective employee spends on each cost objective. The PAR mast cefiect an after-the-fact
distobution of the activities performed: acconnt for the total activity for which the cmplovee is
compensarzd: 15 prepared at least monthly: coincides with one o1 mere pay periods. and must be

signed by the employee.

Serni-Annual Cerification. A document certifving that 2 single cast objective cmplovee worked
solely an one objective. The certification must be prepared at least every six months and must be
signed by the employee supervisory official having first-hand knowledge of the waork performed
by the cmployes.

Procedure. All eraployees paid with Federal funds must complcte the appropriate time and effort
records. These procedures also apply to employees paid with non-Federal funds that are used as a
match (or in-kind contributinn) in a Federal program.

Policy No. 1470

The Goveming Authority shall consist of not less than five members, which mémbers shall be
chasen in the manner specified in the School's Code of Regulations.

All Governing Authonity members shall be annually trained an open records 2nd public meering

Jaws. along with all school izaders and administrative staff.

The School shall post on the Schoal's website the name of each member of the Governing
Authority. The names and addresses of each Governing Authority member shzl} be provided

upon request o the School's spensor and the Ohio [eparmment of Educartion.

ualifications

No person shall serve on the governing authority under any of the following circumstances:

= the person 1s a member of 2 school district beard of education;

= the person is a school distmict or educational service center (ESC) emplayes. znd the
Schiool e sponsarcd by that school district ar ESC;

= the person owes the state money or is in a dispute aver whether the person owos the stale
any money concemning a community schoal thal the Siate has closcd:

+ the person would be unable to ottain a teaching license for reasons specified in R C
331931(B);

= the person has pleaded guilty o or been convicted of theft in office or a substantially
similar offense in another state:

* the person has not submitted to a background check under R.C. 3319 39;

*  the Auditor of State has submitted a (inding of recovery against the person which has not
been resalved:

= the person serves on the governing authority of five or more stam-up comm

v schools:

« addimona! requirements as provided for under Obio's Ehics Laws:
= additional requirements as provided for in the Spoensor Contract: and
= additional requirements as pravided for in the Code of Regulations

Tf the Schonl is not sponsored by a sehocl district or an ESC, no present or former member, ar
immegiate relative of a present or former member. of the Governing Aatharity shall be 2n owner.
employee. ur consultant of any sponsor or operator until at Jeast one year has elapsed since the
member’s membership on the Goveming Authority termmated.



If the Scheol is sponsored by a school district or an ESC, no present or former member, or
trmediate relative of a presemt or former member, of the Goveming Authority shall:

* Be an officer of the district board or service cenler governing board that serves as the
School's sponsor, unti} at least one vear has elapsed since the member's membership on
the Governing Authonty terminated;

* Serve as an employee of. or a consultant for, the department, division, or section of the
sponsoring district or service center that is directiy respoasible for sponsoring community
schools, ar have supervisory authority over such a department, division, or section, urtil at
least one year has elapsed since the member’s membership on the Governing Authority
terminated.

Immediate relatives include spouses, children, parent, grandparents, and siblings, as well as in-
laws residing in the same household as the person serving on the govemning authotity.

Each governing authority member must annually file a disclosure statement setting forth the
names of any immediate relatives or business associates employed by any of the following within

the past three years:

= the School's sponsor,

* the School's operator,

+ any School district or ESC that has contracted with the School, and
* any Vendor that has engaged in business with the School.

Background Checl

Prior to becoming a member, Governing Authority Members shall submit to a criminal
background check(s) and/or fingerprinting(s) as required by law and/or by the Sponsor Contract.

Discretion 10 Approve Membershi

The Govemning Authority and the Sponsor, individually or as a unit, retain discretion 10 disapprove
of any member's background check results and terminate membership on the Governing Authority.
Additionally, no Governing Authority Member shall serve if the background check reveals
offenses that Ohio znd/or Federal law prohibit the member from serving.

Ohio: R.C. 3314.0Z, 3314.19(7), 3319.39, 3319.391.



Policy No. 1733
Ji
The School maintains 2 number of assels thal have becn obrained from different saurces. This policy ensures that
211 of the School's asscts arc properly handled and dispased of, and that the School complies with the Generally

Accepied Accounting Principles, as required by the auditor of state

Fixed Asser Policy

A "fixed asset” is defined as any asset which has a usaful ife of at least one (1) vear and an ini cost zquel o

or exceeding S3,000, regardless of whether the asset is [eased or purchased.

Veluating, Fixed assers shzll he recarced according ta their historical cost. If the histerical cost is unavailable. the
tixed asset(s) shail be recorded according to their sstimated historical cost. as determined by the Fiscal Agent in
accordance with any zpplicatle polivies adopted by the auditor ofstate. Any donated fixed assets shail bz racorded
according to the fair markst value at the time the donated itern was received. Al fixed assets shall be depreciated
using straight-line depreciatin. The estimated life for all fixed assets, for purposes of depreciation, shall be
Jetermined n accordance with the guidelines established by the Association of School Business Officials

(ASBO).

Assct Records.  The fellowing information shall be maintained regasding cach fixed asset:
+  description of the asser:

- name of the perser. or entity awniag litle W the asset;

«  classification of the assct (real property. fumiture, equipment, or leased fixed asser):
»  idemtifying information {serial number, tag number. e:c.)

= datc acquired and vendor from whom acquired:

< current location and use of the asset;

«  purchase price of the asset and the percentage of federal governmem  assistance:

+ accumulated depreciation:

= current conditicn and estimarted value of the asscl

- date and method of disposal of asser: and

- records produced as a result of physical inventaries.

Physica! Inventory. A physical inventory of all the Schoel's assets shali be conducied at least once every year.
The physical invertory szrves to verify the existence and condition of all equipmenr. The cceords of the physical
inventary shall be cecanciled with the available asset records.

Managing Assets. Fixed assets should be maintained o working order. The School shall create and implement a
system 1o help minimize the likelihood of thefl. damage or loss of its assets. As part of this system. all fixed assets
skall have a School asset sticker displayed in a conspicuous location No items shouid leave the Scheel without
the prior knowledge of the Head Administrator or his‘her designee All reports of damage. oss, or theft will he

investigated.

isposing Fixed Assets. Fixed asscts may be dispased of in any mannec that is approved by the Governing
Authority. When selling an assel the asset muost first be valued according a reasonable valvation procedure as

established by the School.

Title [ Asset Policy

Assets that are purchased with Title T funds and-or ars provided by a fedaral agency are subject additional statutes
and regulations. These special rules and puidelines apply in addition Lo the rules and puidelines of the stated
above. If there is a conflict, the specific provisions of this Policy shall preval,

Muragement and Disposal of Equipment Provided by a Federal Agency. Al assets that ate provided by a federal
ageney shall be titled in the name of the Federal Government and shall be maintained and disposed of according
o0 standards set o approved by the federal agency, In accordance with 2 C.F.R. § 313(d)(4). the School maimtains
acequare matntenance procedures to nsure thal property is kept in gnod  condition.

Maragement and Dhsposal of Title | Real Properiy. All real property acquired with Tizle 1 funds sball e managed
and m.mucwca of aceording te the following rules and guidelines:
ihe properiy shall be titled [a the name of 2he School;
the propenty shali ouly be usad for such purposes tha: are pernitted according 1o the terms of the  grant;
« the Schoa! shall net sell. give. wads, or lake 2ny other action affecting the legal status of the title: and
< when the property is no longer being uscd for a peemitted purpose, then it shall be disposed of in amannc
wdicated or otherwise approved by the agency who originally pranted the funds,

Management and Disposul of Title [ Eguipment ALl equipment accuired with Tite I funds shal) be managed and
disposed of according to the following rules and gnidehinas:

*  the equipment shail be used in the progvam o project or which 1t was aequired so long as needed, whether
or not the project or program coutinues to be supported by Federal funds;

*  when the squipment is no longer needed for the original prozeam or project, the equipment may be used
11 other activities currently or previously supported by a Federal agency, with priority being given to any
programs or projects currently or previously supported by the szme Federal agency:

»  the Stheo) shall not use the equipment 1o provide services fora  fee;

»  when acquiring replacement equipment. the School must gain the approval of the Federal agency beforz
eititer using the squipment as a trade-in ar selling the equipment and putting the proceeds towards the cost
of replacement equipment;

= when the original or replacement equipment is no longer nesded, it may be retained. sald or otherwise
disposed of. subject 10 the requirement that if the fair market value of the equipment exceeds $5.000. the
Federal agency may have a dght to a portion of the fair markat value of the equipment, as dewermined in

th 34 C.ER. 8037 State statures may impose additional obligations upon the sale of such

accordance
preperty

Federal- 34 CF.R.80.31, 34 CF.R. 80.32,
Onio: R.C.117.09. 0. AC. 117-2-02. O.AC. 117-2-05

Cross-Reference’ Policy 1737, Duties and Responsibilities Related 1o Federal Grants: Policy 3130. Title ]
Compliznce.



Policy No. 1757

The fellowing duties and responsibilities are imposed upan the Scheol when seeking. obtaining, menitoring, or
otherwise administering grant money, as indicated below. This Policy supplements, rather than replaces, other

existing and applicable Policies.

Grant Admipijstration

The Schocl shall designate an assigned employee who shall be responsible for ensuring compliance with all
Internal control measures related 10 grant money. In order to ensure that grants submitted and chtained by the
School are effective and properly administered, the following duties and respoasibiiities are placed on the
assigned employvee:

= (e dury 7o moritor alf applications for federal grants that have been submitted bur are still pending, and
to prepare a report or summary regarding the status of ell putstanding grant applications, which shall be
submitted at each regularly scheduled Governing Authority mecting:

+ “he duty to monitor the expenditures made fromn each federal grant and to prepare a report detailing the
accurnulared amount and tvpe of expenditures made from each grant, which shall be subminted at each
regularly scheduled Govemning Authority meeting; and

* the duty to review each final expenditure report federal gramt ior accuracy and complelensss, and to
reconcile that final expenditure repoct with the School is other financial  records.

Tne assigued employee must follow all intemnal control guidelines as set forth in the "Standards for Internal
Control in the Federal Government” issued by the Comptrolier Genera) of the United States

In the event that an nstance of noncompliance is identified by the assigned emplovee in an internal audit prompt
action must be taken by the School to correct such noncompliance.

When federal grant funds are used to obtain a comract for goods or services. the School shal) adhere o the rules
below

* All policies and procedures established by the federal ageucy providing the grant are controlling. and, 1o
the extent there is any conilict with these Policies. shall prevail.

* Contracts shall be procured through a competitive process as required by law. Ifabidding process is used,
the contract shall be awarded to the bid, which, from the perspective ot the School, is most beneficial and
cost-effective.

+  The School shali carefully review each contract funded with grant money 10 ensure that the products or
services purchased are necessary.

*  With respect to equipment or other materials, the School shall cornpare the advantages and disadvantages
associated with leasing versus purchasing

+ TheSchool shall perform a cost analysis before entering or approving any contract

+ Al solicitations tor products oc services which shall be paid with grant money shall contzin 2 sufficient
amourt of detail and information as required by federal pran: regulations.

+  The School shall take all necessary steps in assuring that each party it contracts with is willing. able, and
intends ta fulfill the contract requirements.

+  The School shali accurately document each step involved in procurement of 2 contrzct involving federal
grant monies. This documentation shall indicate the process in which the confracts were procured, the
reason Jor choosing that procurement grocess, the rcason for awarding the contract 10 the contracting
party, an explanation fcr the lack of competitive bidding, if applicable, and 2n analysis of the cost of the
contract. These records shall be made available 1o the public upen request.

*  The School shali. to the extent reasonably passible, amempt to award contracts involving federal grant
money o small businesses. as well as businesses owned or operated hy women or minorities.

* All procurement transactions must be conducted 1n a manner providing full and epen competition
consistent with 2 C.F.R §200.319.

The School shail ensure that each contract funded with grant money shall contain all necessary elements and
pravisions as required by the appiicable federal grant regulations. Furthermore, federal regulations may require
that the party awarded a contract. whether through a bidding process or otherwise, fulfill certain bonding
requiremerts. 1f such banding requirements are indjcated. the School shall assure that they are carried out.

The School must maintain records sufficient to detail the history of all procurements. These records will includs,
but are nat necessarily limited to the following: rationzle for the method of procurement, selection of coniract
type, contractor selection or rejection, the basis for the contract price (including a cost or price analysis), and
verification that the contracior is not suspended or debarred. The School may not subcontract with or award
subgrants fa zny person or company who is debarred or suspended. For all contracts over $25,600, the Schoal
certifies that the vendor with whom the School intends te do business with is not exciuded of disqualified.

To foster greater economy and efficiency. the School may enter into stzte and Jocal intergovernmental agreements
where appropriate for procursment or use of common or shaced goods and services,

Contracr Admiristrarion. The School shall ensur= that the contracting party complies with all requirernents and
otker provisions imposed by the contract. This duty may be dolcgated as necessary.

Managernent Svstern

Tinanc

The School maintains a proper firancial management svstem in order to receive both direct and state-administered
grants and 10 expend funds associated with a grant award under 2 C,F.R. § 200.302.

dentification

[he School shali identify all federal awards received and cxpended and the federal programs under which they
were received. Federal program and award identification must include the CFDA 1title and number., federal award
identificarion number and year, name of the federal agency. and, if applicable, name of the pass-through entity.

Financial Reporting




Accrrate, current, and complete disclosure of the financial results of each federal award or program must be made
1in accordance with the financial reporting requirements, The assigned employee is responsibie  for managing the
budger and accounts payable of the School refated to grant awards.

Accounting Records
The School must maintain records, which adequartcly identify the source and application of funds provided fer

federally assisted activitics. These must he supported by source documentatdon

The assigned emplovee shall be responsible for compiling timely and accurate financial reports, subject to the
review and approval of the Governing Authority. The reports must be prepared and submitted as specified by the
financial reporting clause of each grant or contract award, and inciude moothly and cumulative expendinures,
project budgets. and a balance remaining columo.

Budgeting

Initial discussions regarding the budget shall begin pdor w the School receiving the GAN. The School shall
cesignate at the planning phase the parties involved in the iniial budget discussions. The School shali base these
carly decisions on any prier vear's grant award, if applicable, and make adjusunents to this injual budget upon
receipt of the GAN, The assigned parties shall take into account existing resources tn determining the initial
hudger w determine if existing resources such as onused equipment could benefit the planned  program.

The assigned employee reviews the items in the budger 10 ensure aliowability. Jf it is determinad that a cost is not
allowable, then revisions to the hudget must be made pursuant to this determination

Once it is determined that all budgeted items are allowable. the budget is sent 1o the Governing Authonty for fina’
- Vicw and approvai.

Upon receiving the GAN, the Goverring Authomty shall meet to discuss the initial grant budest and any
adjustments which need te be made based on the GAN

Amending the Budger
Budget revisions are required prior to obligations i an object/functions category exceeding 0% of the most
current approved hudget cell

Budget Contrsl

The School rmonitors its financial performance by comparing and aralyzing actual results with budgeted resubts.
The assigned employee shall prepare reports, which compare actuzl expenditures 10 budgeted amounts at least
quarterly

Spending Grant Funds
The Scheol shall follow ali federal, state. and local requirements, including those requirements imposed by
EDGAR and 2 CFR Part 200 the Uniform Administrative Requiremnents and any imposed by the award or grant

itself. All costs must be adequately documented.

Dirsct and Indirect Costs

Determining #hather a Cost is Direct or Indirect: Direct costs are costs identified specifically with a perticular
finat cost abjective. such as a federa award, or other internally or extemally funded acrivily, or that car be directly
assigned o such zetivities relatively zasity with a high degree of acewracy, 2 C.F.R. § 200.413(a),

[ndirect costs are incurred for a commen or joint purpese benefitting more thao one cost objective. and not rzadily
assignable to the cost objectves specifically henetitted. 2 C.F.R. § 200.56

Costs incurred for the same purpose in like circumstancss must be treated consistenty as either dicect or indireet
cosis. 2 CLR.RL§ 200,413

The salarics of administrative and cierical staff shall be trzated as indirect costs. Direct charging of these costs
may be appropriate only if 2}l of the following conditions are met:

*  Administrative or ciedca! services are integral to a project or activiey:

*  Individuals involved can be specifically identificd with the project or activity:

#  Such costs are explicitly incleded in the budget or have the pricr written approval of the federal awarding
agency; and

*  The costs are noT 4!s0 recovered as indicect costs. 2 C.E.R. § 200.413(c).

Indirect Cost Rare: The School shall approve an indirect cost rate pursuant to 2 C,F.R. Part 230

Applyimg the Indirect Cost Raie Osncce the School has an approved indirect cost rate, the percentage is multiplied
against the actual direct costs (excluding distorting items such as equipment, contracts in excess of $25,000, pass-
through funds, cie.) incured unider a particular grant to produce the do!lar amount of indirect costs allowable 10

that award, 34 C.F R § 75564: 34 C.F.R. £76.559

Determining Allowabilitv of Costs

When determining how the Schoo! will spend grant funds. the assigned cmployee shall review the praposed cost
1o determine whether it is 2n allowable use of federal grant funds before ublizating and spending those funds oo
the proposed goed or service. All costs supported by federal education funds must meet the standards outlined in
EDGCAR, 2 CFR Part 3474 and 2 CFR Pan 200 (Subpart E) The assizned employee must consider these factors
when making zn allowability determinztion.

¢ BeNecessary and Reasonable for the performance of the federal award. A costisreasgnable if, inns
nature and amount, it does not exceed that which would b2 incurred by a prudeat person under the
circumstances prevailing at the time the decision to incur the cost was made.

When determining reasonableness of a cost. consideration musi be given 1o:

*  Whether the cost is generally recognized as ordinacy and neeessary for the operation of the Scheol
or the proper and efficient performance of the federal award.

¢ The restrains ac requirements imposed by factors, such as: sound business practices: anm's-length
bargaining; federal. state and other laws and repulations: and terms and conditions of the federai
award

*  Market prices for comparable goods or services for the peagraphic area

= Whether the individuals concermed acted with prudence in the circumstances considering their
ics to the School. its employees. its students. the public at large. and the federal

responsib
govemment.



*  Whether the Schoo! significantly deviates from its established practices and policies regarding the
incurrence of costs. which may unjustifiably increase the federal award's cost. 2 C.F.R. §200.104.

When determining whetber a cost is neccssary, consideration may be given 1o
- Whether the cost is needed for the proper and efficient performance of the grant program,
+  Whather the cos: is ideatified in the approved budget or application
»  Whether rhere 18 an educational berefit assnciated- with the cost.
+  Whether the cost aligns with resulls and findings from aneedsassessment,
»  Whether the cost addresses program goals and objectives and is basec on program data.

= Allocable to the federal award. A costis allocable to the federal award if the poods or services involved
arc charpgable or assignable Yo the federal award in accordance with the relative benefit received. This
means that the federal grant programn derived a benefitin proportion to the funds charged to the program.
2C.F.R.§200.405.

+ Consistent with policies and procedures that apply uniformly to both federally-financed and other
activities of the School

* Conform to any limitations or exclosions set forth as cost principles in the terms and conditions of
the federal award.

+ Consistent treatment of costs for same purpose in iike circumstances.
+ Adequatcly documented.
* Be determined in accordance with general accepred accounting principles  (GAAP).

* Not included as a martch or cost-share. unless the specific federal program authorizes federal costs
to be Lreated as such.

* Be the net of all applicable credits. 2 C.F.R. §200.406,

*  Consider all state and local requirements related to iterns not addressed by federal rules, such as
mileage, hotel points, etc.

Acditionally. employees rust consult federal. State and Scnool reguirements when spending federat funds.

Compensation for Personal Services-Time and Eftort Policy

I aceordance will this policy. all employees whese compensalion s paid. in full o7 in part. with Federal funds or
whose compensation is used 2s matching funds on a federally funded grant program must mainiaio time
dismibution records in accordance with these estzblished criteria. Employees must provide the information
required on a timaly besis and in accordance with these procedures, Time distribution records must be maintained
to prevent disallowance of salary and wages charged 1o Federal grants. Federal Uniforn Graat Guidance. 2 CFR
Part 200 430

Definitivns

Cost Objecrive: A program, function. activity, award. organizalional subdivision, contract, or work unit forwhich
cost daiz are desired and for which provision is made o ascumulate and measure the cost of the proccsses.
products, jobs, capilal projects. cte. See §260.28 Uniform Grant Guidarce.

Employce Compensatior: All amzunts paid to an empicyee for services rendered during the award period.
n includes salaries, fringe bunefits, slipends. bonuses and pavments made under supplemental

Compensa
contracts,

Mulziple Cost Objectives Employvees: 4n employver is considered o work on multiple cost objeciives if ke or she

works on:

* More than one Federal award:

* A Federa! award and a non-Federal awa
= Anindirect cost activity and a direct cost activily;

es which arc zljocated using different 2llocation bases.

* Twog or more indirect act
wable activity and a direct or indirect cost aclivity: or

= Apurna
*  Morc than one activity within a Feders| award that is separate.y tracked by the School

Persornel Activity Report (PAR): A document certifying that the amount of time 3 multiple cost objective
employee spends on each cost objective Th2 PAR must reflect an afier-the-fact distribution of the activities
performed: account for the total activity for which the cmployee is compensated; is prepared at lezst monthly:
coincides with one or mere pay perieds: and must be signed by the employee

Semi-Annual Certification: A dacument certifying that a single cost objective emplovee worked solely on one

“1objective. The certification must be prepared at least every six montks and must be signed by the employee
supervisory official having first-hand knowledge of the work performed by the crmployee.

Procedure

All employees paid with Federal funds must comglete the appropriate time and ¢ffort zecords. These pracedures
also apply ‘o emplovees paid with non-Federal funds that are used as a matck (orin-kind contsibution) in a Federa)

program.
Single Cost Objeciive Employeas

An cmployee who works on a single cost ohjective must complere a semi-annnal certification that indicates the
employee worked selely on that cost ohjective for the period covered by the certification. The certitication must
be prepared at least every six months, Either the emplovee or a supervisor with first-hand knowiedge of the work
performed by the employee must sign and datc the semi-anrual cerrificatios

A semi-annual cerification must:

= Beexccuted arter the work has been completed:

*  State that the employee worked solely oo activities related to a particuiar cost objective:

* Name the employee and the emploves's position;

* [dentify the single cost objective:

* Speeify the reporting period;

* Besigned by the emploves or a supervisar with first-hand kaowledge of the work perfermed: and
*  Bedated.




Multiple Cost Objective Employees

Tpleyees working on multiple cost cu_»n:/\mn must maintain Personne! Activity Reports (PARS) ot squivalent
documentation incicating the amount of time spent on each cost objective for the period covered hy the PAR oy
equivalent documentation. The PAR or equivalent documentation must be prepared al lcast every month. The
empinyee must sign and date the PAR ar equivalent documenration

A PAR cr equivalent documentarion mest:

*  Be executed afier the work has been completed (prajections of how an employee is expected to work or
position descriptions are noi sufficient);

* Account for the toral activity far which each employee is compensaled. including part-lime schedules or
overtime (total acoivity means afl of the time an employes works. not just the amount of time worked on
a Federal program) as well as any holiday, sick. and vacation time utitized;

= Name the emplovee and the employee's position:

* Identify all cost objectives including federal program name and CFDA # being worked upon;

= Specify the reporting period:

* Be prepared at least monihly and comcide with one or more pay periods:

= Besigned by the cmployvee (unlike a semi-annual certification a supenisnr's signature is not sufficient);
and

= Be dated after the fact (when the work has beer completed).

The PAR must be supported with documentation of actual ottert. not estimates. Supporting documentation could
A work calendar, work product, time log. or class schedules.  All multiple cast objective employees must

compleie the PAR.

Supplemental Contracis

1 the empioyea's time and effurt record. I however,
1 separate time and effon records for each

If an croployee works overtime, that fime must he reflecte;
an employee works in two distincl positions the employes may maint

pasition
Stipends

Emplovees razy receive compensatior: in the form of stipends to participale in activitics such as orofessional
development Emplayees receiving such stipends for Schoal sponsored activities may satisfy time and effort
rcconds by signing the sign-in and sigr-oul sheets provided at the zcuvily.

Reconciliation

reasonably

Employee compensation cests shall be charyed to Federal programs based on badger estimates th:
approximalc how an emplovee will work during the vear, The Schoo! will reconcile pavrol! charged as compared
to the effert incurred in each employee’s Uime and cffort records af least  gquarterly

1f'the School identifies a variance betwecen how an employee's compensation was charged and how the employe
actually worked. it will adjust its payroll charges so that the amount charged to Federal funds refects (he
employee’s uctual time and effort. This shall be adjusted anouaily it an identified vanance is less than 10%, or af
least quarterly ifan identified varience is 10% or morz. The School will detarmine if the variance i an 2nomaly
or if an amencment to the existing approved budget is reguired,

In-Kind Coniributions and Muatching

Employecs who arc peid with noo-Federal funds used to mect a Federal roaich recuirement must comply with the

urmme distribution reporiing reguirements,

cost abjectives must complete a personne] activity

Employees paid with maiching tunds who work on mul
Teport

Document Retention
Time znd effont records including any employee supporting documentation must be maintained for 2 penod o ar

least five {3) vears.

Frederal Cash Management Pelicv/Procedurcs

The School will comply with applicable methods and procedures for payment that minimize the time clapsing
between the fransfer of funds and disbursement by the School, 1 accordance with the Cash Manasement
[mprovement Act at 31 C¥R Part 205,

If the School receives an advance in federal, grant funds, the School will remit interest exmed on the advanced
payment quarterly to the federal agency. as provided for under 2 CFR §200.305(n)(9).

Payment Methods

Reimbursements: The Schoal will inftially charge federal grant expenditures to noniederal Amnds

The School Assigned emiployee will request nn:l.!?mﬁ:?i for actusl expenditures ncurred uader the federal
grznts. All wimbursement requests must in writing and signed by the persen requesting \grcgnaﬁ The
bﬁﬁﬂm emplovee hes the right ‘o reqeest additional Socumentation from the parmy reg g

prior 1 submining any est. All resmburs uﬂw.ﬁonc:uﬂ.ﬁm_gam.a?gow_ tions.

: |

Consistent with siate and federai requirements, the School will mainiain sourse docurmentation supporing the
federal expenditures (invoicss. time sheets, pavroll stubs, etc ) and wiil make such documentation available for
the Department of Education review uponrequsst.

Retmbursements of actual expenditures da rot require interest calculations.

Advances: To the exrent. the School receives advance pa¥ments of federa) grant funds: the School wil] sirive o
expend the federdl funds on ailowable expenditures as expeditionsiv as pessible  Specifically. il drawn downs of
federal funds must be expended within 72 hours of recelpt

mwmr advances are limized to the immediate cash needs associated with the prant and al] advances must be prorated
o meet imimediate cash nesds.

The Schoal will hold federal advance paymenis in inerest-bearing accounts, snless an allowable exceprion
applics. The School will begin 1o caleulate infersst carned un cash balances once funds are depasited into the
Schonol's dccount.



Interest will be calculated quarterfy. Total federal grant cash balances will be caleulated on cash balances per
grant and applying the Schoal’s interest rate. Within 30 days of the end of the quarter, the School will  remit,
interest carned on U.S. Department of Education grants. The School may retain up 1o $500 of mterest eamed per

quarr.
Timely Ohligarion of Fundy

Ohligatinns are orders placed for property and services, cortracts and subawards made, and similar transactons
during a given pedod that require pavment by the noo-Federa) entity during the same or 2 futwre  petiod.

The obli : !
| On the date which the School makes 2 hinding |
| written comumitment 1o aequire the
Personal services by an employes of the. When the services are performed
School |
Pzrsonal senaces by a contractor who is! On the date which the School makes a bindin2
net an emploves of the Schoal writlen commitment 1o oblain the services
Public utilitv tervicss | ‘When the School receives the servic
Travzl When the travel is taken
i Rental of propermy  When tac School uses the proparty

A pre-agreement cost that was properly: On the firnt dav of the project period.

approved ty the Secretary under the eost
s priceiples in 2 CFR part 200, Subpart E-
- Cost Principies.

Acquisition of property

Period of Pevformance of Federai Funds

All obligations must occur on or between the beginning and ending dates of the grant project ("the period of
performance”).

Regardless of the perod of availability. the School must liguidate 2l! obligations incurred under the award no laicr
thap 91 days after the end of the fimding periad ualess an extznsion is authorized. Any funds noi obligated within
the peciod of availability or fiquidated within the appropriatc timeframe are smd 10 lapse and must be returned to

the awarding agency
Carryover

State-Administered Grants: The Tydings Amendment extends the period of availability and permits reciments to
‘carryover” any funds left aver atthe end of the inilial 15 month period for an additional 12 months. The Assigned
emplayee isresponsible for wacking carrvover and creating a carryover teporting sheet annually.

Dhraet Grants: School is authorized to extend a direct grant antormatically for one 12-monik period. The School
must provide written notice af extension to the {ederd] awarding azency at least 10 calendar dzvs before the end
of the pesiod of performance specified o the awerd. This ane-time extension may not be exercised merely for
using unebligated balances. The written notice must provide the reasons for the extension as well as the revised
renod of performance. Any proposed fistice for exsension must be approved bv the Governing Authority at lcast
30 days’ prier te theend of the period  of performance.

[he School will seek prior approval from the federal agency wher the extension will not be conmary io federal
statute, regulation or grant cenditions and:

+ Theierms and conditions of the Fadera! award prohizit the extension:
+  The extension requires additional Fecerai funds: or
* The exrension involves any change in the upproved objectives or gcope of the project.

uircments

Conflict of Intgrest Rel

Standards of Conduct
In accordance with 2 C.E.R. § 200.18(c)(1). the Schoo! maintains the following standards of conduct covering
conflicis of interest and governing the actions u7its emplovees enpaged in theselection, award and administration

of contracts.

No employee. officer. or agent may participate in the selection. award. or administration of 3 contract supported
by a federal award if he or she has a real or apparent conflict of interesz. Such a conflict of interest would arise
when the employec, officer. or ageni. any member of his or her immediate family. his or her partnes. or an
organization which employs or is about to employ any of the pa-ties indicated herein. has a financis! or other
Interest in or a tangible personal henefit from 3 firm considered fora contract

The officers. emplovees. and agentz vi the Schocl may neither solieit nor acuepl gratuities. favors. or ansthing of
manelary value oM gonlraciers of parties 1o subcortracts. unless the gift is an unsolicited item ofnemina! value.

Any ceafliet of interest shail be immediately reported to the Assigned cmployee or the Governine Authority. In
the event of a conflic: of intereg, the officer, employcs. or agent involved shall be immediately removed from
the conteact procurement ransaction, which remeval shall be documented.

School shaii disciose in writing any potertial conflict of interest to the tederal awsrding agency or pass-
through entity in accordance with appiicable paticics a1d laws. The annual audic must also include 2 description
of all conflicts. which arose throughout the year.

The Schoal must disclose. in 2 timely manner, any ‘ederal criminal izw vialarion involving fraud, bribery. or
gratuity vinlations potentially affecting the fedgral award.

Disciplinary Actions
Any individual who siolates the standards of canduct shall be disciplined in accordance with the School's

smployes discipline policies.

Record Keepine

Record Retention

The Scheol maintains all records that fully shosw: (1) the amaunt of funds under the grant of subgrant: (2) how
hose funds are ysed: (3) the total cost of each project: (4) the share of the total cost of cach projeet provided from
other squrces; (3) other records 10 facilitate an effective audit: and (6) other records to show compliance with
federal program requirements. The Schoo! also maintzing records of significant p ject expericaces and i

Thete ds and i

must be retnined and made available for prog ar fi I audi

Collecrion and 7 ransmission of Records
Records shail be collected and ransmitied in accordance with 2 C.F R, §200.336.

Access io Records
The Scheol provides the awarding 2yency, Irspeciors General. the Comptroller General of the United $1816%, and
the pass-through entity. or any & their authorized tepresentatives the right of aceess to any documents, papers. or



other records of the Schooi which arc pertinent to the Federal award, i order to make audils, examinations,
excerpts. and teansenipts. The right 2lso includes timely and reasonable access ta the School's persannel for the
purpose of interview and discussion related to such documents.

Privace

The School shall take reasonable measures 1o safeguard protected personally identifiabie information and other
information thzt the awarding agency or pass-through entity designates as sensitive in accordance with all federal,
state. and local laws regarding privacy and obligations of confidentiality.

Cross-Reference Policy 1753, School Asset Policy,

Policy No. 227§

The School i< committed to ensunng that cach student snrolicd with diabetes receives appropriase
and nweded diabetes care in accordance with an order signed by the siudent’s treating phyvsician.

The diabetes care to be provided includes any of the following: checking and recording blood
giucose feveis and ketone Jevels or assistng the student with checking and  recording these
leveis: responding to blood giucose levels that are outxide of the student’s target mange: in the
case of severe hvpoglvcemia. xdministering glucagon and other emergency resiments as
prescribed: administering insulin or sssisting the student in self-administering insulin through the
insuiin delivery system the swdent uses. providing oral diabetes medications: undersianding
recommended schedules and food intake for meals end snacks in order to calculate medication
dosages pursuam to the studem's physician’s order: following the physician's  instructions
Bwn?._am meais. snacks, and pkysical aetivity; and administering diabetes medication, as long 2s
the conditions deseribed below are satisfied.

Within fourteen (141 days afier the School reccives an order signed by the siudent's treating
physician. it shall inform the student's parent or guardian that the stedent may 5¢ entitled 10 o
Section 304 Pian regarding the student's diaberes.

The administration of diabeles medication shall be in accordance with Policy No. 2230
Meadication Admimistration. Also, 2 Schoo! employee who has received r..BHEn u&c&a ? the
School which trzining complies with the Ohio Ugna of Education’s

and complies with the following additions regui ts: The raning must be coordined bva
Schoo! nurse, or 1f the School docs not employ @ School nurse, 2 medical or osteopathic doctor, 2
dﬁﬂd& nurse, or 2 licensed practical nurse with expertise in diabetes: The training will ke
place prior to the beginning of 2ach school vear or, 25 necded. not later than fourteen (14) days
after the Board receives 2 phymcian's order reiated 10 2 student with dizbetes: Upon completion
of the training. the Board will determine whether cach trained 3..232 s 3_._._3."2 10 provide
diabetes care. The School nurse. dical or pathic docior. reg nurse, or I d
praciical nurse who provided the ﬂ.m_s_:m will prompzly provide all mecessary foliow-up training
and supervision to an employee Who receives irzining.

The head of school will diswribute a written notice 10 each emplovee containing the following
infommation: A siatement that the Schoo! is required 10 provide diabetes eare to o student with
digbetes and i5 sceking employees who are willing o be wsined to provide thet carer A
description of the tashs 10 be perfermed: A st that paricipation is voluntary and that the
School will noy ke action against an employes who docs not agres 10 provide dinbetes care,
....nEn_Sw that the emplosee will not be penzlized or disciplined for refusing to volunteer fo be

d in digberss care; A that training will be provided by a Schoo! aurse, & medicsl
or asteopathic doctor, 2 registered nurse, or a licensed practical nurse with expertise in disbetes
© 2n emplovee who aurees 0 provide care: A sialement thal a trzined emplovee will not ke
subjeci o disciplinary action by the Board for providing care or performing dutics tosmudents




with diabetes: A staternent that a trained employee is immune from lability for damages in a
cjvil action for injury, death, or Joss to person or property allegedly arising from providing care
or performimg duties (unless the act or omission constitutes willful or wanten misconduct); The
narme of the wodividual to contact if an employee is interested in providing diabetes care.

A student’s dizbetes medication will be kept in an easily accessible location,

A student with diabetes will be permitred to attend to his or her diabetes care and management,
in accordance with the student’s physician's order. dunng regular school hours and School-
sponsored activities only if: the student’s parent or guardian provides a written request thar the
student be permitted 1o attend to s or her diabetes care and management while at School and
the student's physician has authorized such selfcare and determined that the student is capable of
performning diabetes care tasks.

A student with d:abetes is permitted to perform diabetes care tasks in 2 classtoom, 1n any area of
the School or School grounds, and at any School-related activity. The student must have access
to a private arez for performing diabetes care tasks if the student or the student's parent or
guardian makes such a request.

A student with gGiabetes 1s permitted to possess on the student's self at all imes all necessary
supplies and equipment to perform diabetes care tasks. If the studeat performs any diabetes care
1asks or uses medical equipment for purposes other than the swdent's own care, the School will
revoke the studert’s permission to attend to the care and management of the smudent's diabetes.

The School will provide training in the recogniton of hypoglycemia and hyperglycemia, and
actions 1o take in Tesponse & ermergency situations involving these conditions. to both of the
following: a School employec who has primary responsibility for supervising a student with
diabetes during some portion of the school day, and a bus driver employed by the School who
transports a student with diabetes.

By December 31 of each year. the School will report to the Ohie Department of Education the
following information regarding students with diabetes: the rumber of students with diabetes
enrolled in the Schiool during the previous school year, and the number of crrors associated with
the administration of diabetes medication to students with diabetes during the previous school
year

Ohio: R.C. 33157112, R.C. 3314.03,

Cross-Reference- Policy 2230, Medicarion Administration; Form 2230.1, Medication Request
Form; Form 2230.2, Parental Notification Regarding Medications.

Appendix 2460.1 Protacol for Administering Naloxone

The following protocol raust be established by a physician or Courty Board of Health and include: (1) A
description of the clinical pharmacology of naloxone, (2j Precautions and contraindications concerning
the administration of raios : (3) Any limitations concerning the individuals to whom naloxone may be
administered: (4) The naloxone dosage that may be administered and avry variarion in the dosage based on
circumstances specified in the protocol; (5) Labeling, storage, record-keeping, and adminisprative
requirements: and (6) Training requiremens that vrust be met before an individual can be authorized 1o
administer naloxone.
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Policy No. 2510

The Governing Authority secks to protect the safety of all students, Staff merobers, and School
visitors. Accordingly, the School will hereby comply with all applicable federal and stawe statutes
and regulations designed to ensure the health and safety of students, Staff members, and visitors.

Occuparional Safery and Health Administration (OSHA)

The Head Administrator shall develop, implement, and maintain sufficient guidelines and standards
1o prevent accidents and to limit their effects. The Head Administrator shall designate an employes
or Staff member to do coutine heafth and safety checks in cempliance with the Federal OSHA
standards adopted by the State of Ohio. Any health or safety violations that are discoversd during
these routioe, periodic safety checks shall be reported to the Hesd Administrator and corrected
immediately. In the case of an inspection by an OSHA representative, the Head Administrator shall
report the results, as received by the School, at the next regularty scheduled Governing Authority
meeting

Public Employees Risk Reduction Advisory Commission (PERRAC)

The Head Adminisinner shall ensure thas alf students and $1afT members are aware of their right
10 be inan educational and work envir free from safens hazards. Necessary safery devices
and equipment skall be readily available, and studentsand Sia m.aqa_und shall be v_,qvn&e trained
n safery techniques and methods, The Head Admini ible for ng that, in
accordance with PERRAC regulati dministrative E_ﬁu are nora_oea and maintained. and
proper records are kept and maintazned. In the case of an inspeciion by a PERRAC representazive,
the Head Administrator shall report the results. as ceseived by the School. af the net reguiarly
scheduled Governing Authority meeting.

Chioc RC, 416701, R.C. 4167.04, RC 4167.05

Cross Reference: Policy 2520, Chemical Hazard Communication Program; Pelicy 2530, OSHA
Exposure Control Plan: Policy 2520, Asbestos Hazards; Policy 2550, Lead Poisoning Prevention;
Pelicy 2560 Chemical Hygiene; Policy 2570. Hazard Review and Inspection.



Policy No. 2520

Chemical Hazard C ication P

The Governing Authority recognizes that it is important to know the hazards ard chemicals they
are exposed to when working or learring. This knowledge will allow Staff members to take steps
to reduce cxposures substitute less hazardous materials, and cstablish proper work practices. To
facilitate this knowledge in aclear and effective manner. the School shall adept a Chemical Hazard
Communication “rogram. The School's Chemical Hazard Communication Program shall he
developed, implemented, and mainiained n accordance with this Pelicy. A copy of this Policy
shall ba made available ro Starf members at all times

The Head Administratar shall designate a Toxic Hacard Preparedness Officer (THP Officer). The
THP Officer shall be responsible for ensuring thar all containers of hazardous chemicals are
appropriatcly labeled prior to being used A container wili not be released for use until an
appropriate label is atfixed to the container

For hazardous chemicals stored in the manufacturer's original container. the THP Officer musl
verify that the fofllowing information is legibly and prominently displaved on the label: the identity
of the substance, an appropriate hazard warning; and the name and address of the manufacturer. [f
the label is incorreet, the THP Officer shail notify the manufacturer or supplier.

For hazardous chemicals thar are not stored in the manufacturer's originzl conainer, but rarher a
secondary container, the THP Officer must verify that either a copy of the original manufacturer's
tabel is applied to the contairer. or verify that the label correctly states the identity of the s

stance,

an apprepriate hazand warning, and the name and address of the manufacturer

The THP Officer is responsible for ensuring that. if this required information is changed that such

changcs or alterations appear on the respective labels.

Material Safety Data Sheets

Material Saferv Data Sheets (MSDSs) provide detailed information about each hazardocs
chemical, including its potential hazardous effects, its physical and chemical cheracteristics, and
recommendations for appropriate protective measures. It is crucial that Staff members haveaccess
to MSDSs for every hazardous chemical used. The THP Officer is yesponsible for develozing and

implementing adm:nistrative riles and poiicies to assure the following:

*  the School maintains a comprehensive list of all chemicals used or stored within the
Schoal:

¢ anupdated MSDS for each chemical used or stored is accessidle znd on file in the
School office: and

= an updated MSDIS for each chemical used or stored is accessible and maintained inan
accessible file where the chemical is used

The THP Officer shall review cach MSDS for accuracy and completeness, A product will not be
released for use until a completed MSDS is on file. If a new chemical is used for which an MSDS
is unavailable or is otherwise not on file with the School. the THP Officer shall be immediately
notified. 1 any changes are made to an MSDS, the THP Officer shall assure that the apprapriate
changes are reflected on each copy of the respective MSDS throughout the School.

ITil is discovered that a MSDS is mcomplete or missing, the THP Officer shall request a new copy

from the manufacturer

Sraff Information and Training

Prior 10 starting work with hazardous substances, each Staff member will be trained regarding the
handling o7 chemicals, This initial waining shail provide the following information:

* regulations contained within the Hazard Communication Regulation, and anexplanation
of the School's palicies:

*  where MSDS is are iocated;

= hew 0o read and interpret MSDSs;

= physical and health hazards of the substances in their work arca and thesteps the School
has taken to eliminate or reduce the risks of exposure to hazardous chemicals:and

= the ways the Staff members can protect themselves. through protective equipment and

safe work habits.

When a new hazardous chemical is introduced for use by an existing Staff member, the THP
Officer shall be responsible for ensuring for training and informing the appropriate Staff members.

When a Staff member is required 10 perfosm a non-routine tzsk which involves the risk of exposure
to 3 new ¢r additional hazardous chemical. the THP Officer shall ensurc that the Staff member is

provided with the followiny information:

* specific hazards to which the Sraff member may he exposed:

*  ways in which the Steff member can protect himself against thisrisk of exposure.
including proteciive squipment and safe work habits;and

= sieps the School has wken to eliminate or reduce the hazards, including adequate
ventilation, breathing devices. emergency procedures, and the presence of another Staff

member
Federal: 42 U.5.C. 9601 et seq., 29 C F.R. 1910.1200.

Cross Reference: Policy 2320, Personal Safery: Palicy 2510, Compliance with Federal and Safety
Programs: Policy 2530, OSHA Exposure Control Plan; Policy 2540. Asbestos  Hazards; Policy



Policy. No. 2521

lntegrated Pest Management Policy
School Pest Mianagement Policy Statement

ament. Pesticides pose similar

Pests can pose signtficant problems 20 people. property, and the cn
ks, Children spend a great deal of time in schoo) and face potential for health effects resulting from
pest and pesticide exposure. By reducing reliznce on pesticides and incorparating lew-risk conorol
aptions, Integrated Pest Management (IPM) reduced both pests and peshicide risks, 1t is rherefure the
policy of the School to use IPM procedires for controlling pests

Pest Management

Pests ave living organisms that interfers with use of the faciliy by studeats 4and stzff. Strategies
for managing pest populations will be based on the pest species znd whether that species poses a
threat to pecple, property. or the environment.

IPM Coordinator

he school shal) appoint an IPM Coordinator who shall bave primary responsibility for ensusing

that this policy is carried out. The IPM Coordinator will manape pest control conrractars and
staff 10 ensure implementation of pest prevention mezsures. communicate with school
administration to carry oot posting and natification. recordkeeping, and education requirements.
provide informarion to the schooi community (including parents) and answer cuestions on [PM
fopics; and presenl an annua: report evaluating the pregress of the [PM program.

Integrated Pest Management Procedures

IPM grocedures will derermine when te control pests end whether 10 use mecharical, physical,
cuhural, Siological or chemica! methods. Applying [PM principles prevents unaccepuable ievels
of pest damage by the most cconomical means and with the least possible hazard w people.
property, and the crvironment

range of management options. includmg ne action at all.
choice of using a

1o each situation. staff shall consider the f
Nor-pesticide pest management methods are io ke esed whenever possible. Tk
pesticide shall be based on a review of all other gvailable options and a determinanon that these
opticns are ot cffective o= nol reasonable. When ot s determinad  that a pesticrde must be Lsed
low tmpact pesticides and methods are preferred and shali be considered for use first

cies and orocedures, EPA regulations.

The applicarion of pestictdes is subject to schoo!
OSHA repulations. and faderal, state ang local regulations.

THIS _SCHOOLFACILITY RECOGNIZES AND ADHERES _TO_THE FOLLOW

PROCEDURES:

Integrated Pest Management programs are designed prevent pest problems  wheneves
2 & P 2 P

possible. via monitoring, regular inspectionx, high slandards of sannation and pest
proofing measurss, or mudification of environmental comditions leading o pest problems.

€3,

The school/facility will establish pest talerance thresholds for common pests, These
thresholds will serve as an indicator for pest population levels and the point at which
control measures will be undertaken Coarrol measures notl be undertaken if pesi
populations arc below threshold levals |n such cases, managers viil use preventive
measures <uch a< improved sanitation. clutter reduction and exclusion of pests

]

When pesls do exceed tolerance thresholds. non-chemical pest control measures wili ke

i

practized where possible

4, Pesticides wili be used when approprizie. along with ¢thar management practices or
whnen other non-chemical mcasures have failed. When a pesticide  must be  used. the
smallest amount that will meat pest management goals will be  uscd

lnsecticides will be used in conwinerized baits. or for spot treaiments targeted to insect
infestations or problem areas. Rodent baits shall not be used anless in childproof bait
boxes. Bait boxes shall be inaccessible to childres and rethered when appropriate

e

use The

. To ensurc the safzty of students and staff. the manegemant wi
2¢d:

& Pesticide
following criteria w ensure thar the least hazardous method of corteo! is ot
a. No use of any pesuicide classified 25 nighly acutely toxic by the U S EPA
o. The school/facility shall not uge any pesticide unless all ingredients have been
evaluated by the EPA and found to include no possible. probable. known. or
likely humarn carcinogens; no reproductive toxicants: no kriown, probabic or
suspected endocrine disruptors: and no nervous system toxicants,
ANl Ingrediens in pesticides used shall have a sl balt-life 030 davs or {ess
d. Prcperly applied gel bait or ramper-resisiant eontainerized bait can be exempted
from Ga. 6. and 6¢ 7 it (s the least hazardous treafment nptior

7 Pesiicide Applications The Schoeol must approve pssticide appiicatons in advance:
antimicrobial agents and insecticide and rodenncide batts, becauss they pose less risk to
human health, are exempt “rom zpproval. Pesticides will be applied only when no one i

present it the building or the grounds of the schoo! 10 be treated

a

Education

Students and parents or guardians will be provided infarmatien on this policy and Instructed on how
they can contibute 1o the success of the [PM program. Staff, students, pest snanagers. and the
public will be educated sbout potential school pest prublems and the {PM  policies and procadures
to be used 1o achieve the desired pest managemert ohjectives

I, Parents will beinformed annually about the IPM  palicy:

2 Staff wall receive informarion and/or rainmg on their role in pest management.

Recard Keeping



Records of pesticide use shall be maintaincd on sile to meet the requirements of the siware
regularory agency and the school board. Records shall also include, but are not limited to, pest
surveillance data sheets and other non-pesticide pest management methods and practices utilized.

Notification

The School shall notify the school staff, sudents, and parents of upcoming pesticide reatments
via parent handout, mail, email, or listserv, or any other method approved by the governing
authority. Antimicrobial agents. such as sanitizers and insecticide and rodenticide baits. are
exempt from notification requircments. Exemptions from prior notification shall include
emergency situations and applications of bait pesticides and/or container-delivery systems.

Facility Management will see to the following:

1. All parents and staff will be notified of a pesticide application at least three basiness
days prior to any pesticide applications, with the exception of exempt applications.
Parents should be notified each time a non-exempt pesticide is applied. Neighbors
immediately adjacent to the school property will be notified at least two business
davs in advance of outdoor pesticide applications.

2. Applications exempt from prior notification are antimicrobial agenis, insecricide and

rodenticide baits: container-delivery systems; emergency situations.

In situations where pesticides must be applied on an emergencv basis, notification to

pareatz and school staff willi occur within two business days following the

application.

£. Contractors: The School will provide wntten notification to all pest control,
corstruction and landscape contractors of the IPM policy. Pest control contractors
will be expected to provide recommendations for structural improvements or repairs,
and sanitation measures required to reduce or prevent recurrence of pest problems.

[

5. Posting: Signs will be posted at least three business days in advance of pesticide use
These signs will include the pesticide used; date and time of application; waming
statements from product label: and a coatact phone number for those seeking
additional information. Outdoor applications will be cordoned off and flagged. Signs
shali remain i place for one week. or as specified by the pesticide label.

Pesticide Purchase

Pesticides will be stored and disposed of in zccordance with the EPA-registered label directions
and state regulations Pesticides must be stored in an appropriate, secure site nor accessible to
students ov unauthorized personnel.

Pesticide Applicators

Pesticide applicators must be educated and trained in the principles and practices of IPM and the
use of pesticides approved by this Scheol Applicators must follow regulations and label
precautlions

2550. Lead Poisoning Prevention; Policy 2560, Chemical Hygiene; Palicy 2570, Hazard Review and
Inspection; Policy 5444, Reporting Accidents and Treating [njuries..



Policy Mo, 2550

The Schoel sha i adopt an Exposure Control Plan {(ECP) to climinate or mimmize personal
exposure to bloidy bodily fluids. "Personal exposure 10 bloody badily fluids" is defined 0
mean contact with blood. hloady body flunids, or hioody clzaning products through the cye.

the mouth, or ary cut or break in the skin such as a cut or other injury.

Thre Head Administrator is responsible for developing and implementing the administrauve

policies, puidelines, and trainings necessary to implement the ECP.

The ECP shall conform tn the Occupational Safoty and Health Administraiion (OSHA)

standards and all other applicahlc laws  The plan shall comain

+ guidelines for mainaining a safe. heaith school environment,

= oxposure dewerminations for all applicabie employees:

* provisions of protective materials and equipmens to all applicable employees;
* procedures for cleaning up bloody/baodily fluids,

= communicating hazards 16 Employees through education and training:

= 1ecord keeping of any incidents of exposure 16 bleody /bedily fl

. cords ¢f input from applicable employees

['he ECP shall be reviewed and updated on an annual basis and as necessary 1w reflect new

or modified tasss and procedures, The Schoo! shail also solicit inpe1 from nen-managerial
empioyecs respansible for direct patient care who are poreniially exposed to injuries from

contaminated sharps in identifying, evaluaring and selecting effzctive work practice controls

Disseminating the Exposure Contral Plan

I'he School shall ensure that a copy of the Exposure Control Plan is accessible o staff
members.

Federal: 29 C.F.R. 1910.1030.

Cross Reference: Policy 2320, Personal Saferv: Policy 2440. Bodily Fluid Exposure Control:
Policy 2510, Compliance with Federal and Safety Programs: Palicy 2520,
Communicaticn Program; Policy 2340, Asbesles Hazards: Policy 2550. Lead Poisoning

cmical Hazard

Prevention: Policy 2560, Chemical Hygicne: Policy 2570, Hazard Review and Inspzction:
Policy 5444, Reporting Accidents and Trearing Injuries

Ashestos Hazards

The Governing Autherity is concemed tor the saicty of the students and Sta® members and.
accordingly, will comply with all federal and slaie statutes and reculations to protect them fram
haza-ds caused by asbesios materials used in peevious construction,

Asbestos Hazards

The Schacl. m comphance with the law, has adopted the following niles to protect students and staff
members from exposure 1o ashestos  The Schaol shali:

= inspect ail Schnel huildings for the existence of ashestos o1 2sbestos<canraining
matesials:

= take anpropnate zcticn based on the inspeclions:

*  re inspect asbesios-containing material every three (3) years:

= establish a program for dealing with friable asbestas, if found.

¢ Jevelop, maintain, and update an ashestos manzgemzat plan;

*  comply with EPA rcgulations goveming the transportation and disposal o zsbestos and
asbestos-containing material: and

*  provide custodizl staff with ashestos-awateness training.

The Schoel's Head Administrator shall designate a Staff Member 1o develop and implement the
Ashestos Management Plan, This indwvidual will be respansibie for the gnsuring the Schocl complies

with federal znd state laws and requlations, and appropriately instructs students and Staif members A

Model Asbestos Management Plan, designed o assist the School in complyving with all federal
requlariens, is included as Furm 2540.1.

The Head Admiristrator shall also verify thar, when conducting ashestos abatement projects. each
contractor emploved by the Schoo! is appropriately ficensed pursuant 1o the Ohio Department of Health
Regulatians

Nothing in this Policy shall be construed, in any way. zs an assumgtiun of Liability by the Goveming
Autharity for any death, injury. or illness that is the consequence of an accident or equipment failure or
negligence o deliberate act beyond the conirol of the School. the Gaverning A ethority, iis officers. or
staff members

Federal. A0 C FLR 763.92 151 S C 2647 20 US.C 4011, 421/8S.C 960 erseq



Cross Reference: Policy 2370, Pecsonal Safety, Policy 2510, Compliance with Federal and State
Safety Programs: Policy 2330, OSR.L\. Exposure Control Plan; Form 2540.1, Model Asbestos
Management Plan.

Ouline brochures & resonrces
for childhood lead poisoning:

Ohio Department of Health (ODH)
htp://www.odh.chio_gov
(Index; Lead Poisoning - Children)
1-877-LEAD SAFE

Ceaters for Disease Control and Prevention (CDC)
htp/fwww.cde.gov/neeh/lead

Awmerican Academy of Pediatrics
htp-//: licy.mappublications.or|
{search keyword= lead poisoning)

Ohiio Department of Job & Family
Services http:/fifs.ohic.gov/

National Cevter for Healthy Housing
hotp//www.nehh arg/

Housing and Urban Development (HUD)
http://www hud.gov/lead

U.s. Euvironmental Protection Agency (EPA)

hitp://www.epa gov/o) ead/index htm!



Policy No. 2560

Chemical Hyei

As part of 3 cortinued effort to maintain 2 safc anvironment for all studerts and Staff members
the Schoal is committed 1o rmanaging chemical safety and hygiene.

The Head Adrrinistrator is uitimately responsible for the development. ‘mplementation, and
anrual review of a Chemical Hygiene Plan, although some or all of these dutics may be delegaled
to a Chemical Hygrene Officer appainted by 1the Head Administraror. The Chemical Hygiene Plan
applies to students, Staff members, and admimstrators, and shall contain infyrmation about
potential chemical hazards and proper rules and procedures to be followed when encountering
these hazards.

Fach employee shall be provided with 4 copy of the Chemical Hygiene Plan and, upon receipt,
shall sign an acknowledgement form, included herein as Form 2560.2, Acknowledgement of
Receipt of Chemical Hygiene Plan. The Chemical Hygiene Plan shall be made readily available to
2] Staff membe-s and other Schocl empioyecs.

A sample Chemnical Hvgiene Plan is included as Form 256().1, Chemical Hyziene Plan

Federal: 29 C F.R. 1910.1450

Cross Reference: Policy 2320, Personal Safety; Policy 2510, Compliance with Federal and State
Safety Programs: Policy 2530 OSHA Exposure control Plan; Policy 2570, Hazard Review and
Inspection; Form 2560.1, Chemical Hygiene Plan: Form 2560 2, Acknowledgment of Receipt of

Chemical Hygiene Plan; Policy 5444, Reporting Accidents and Treating Injuries

Form No. 2560.1

Chemical Hvgicne P

in compharce with the Federa) Laboratory Standard, the Governing Authority realizes its
responsibility for protecting its students. Staff members. and other emplovecs. To protect all School
members the School shall adopt a Chemical Hygiene Plan (the "Plan”). The Plan shali set forth
aperating procedures and work palicies designed (0 conrol chemical hz zard s,

The School hersby appoints the Head of the Science Department t serve as the Schoel's Chemical
Hygiene Officer. e Chemical Hyglene Officer has the knowledee and the authority to make neseded
decisions vecarding this Plan in order for it to remain effective and current. The Schoal realizes,
however, that the success of the Plan rests with al| Stafl’ members and students. Therefore, the ultimate
responsibility for this Plan rests with 7hie Head  Administrator.

Responsibilities

Head Administrator. The Head Administrator is responsibie for enforcement of federal, state, and local
health, safety_and environmental regulations and policies, including this Plan.

Chemical Hygiene Officer The Chemical Hygienz Officer is responsible for fully implementing the

provisions contained within this Plan. Accordingly. the Chemical Hygiene Officer is responsible for:

*  heing familiar with all aspezts of the Plan;

- ensuring ¢hat this Plan is distributed to all Staff members and is available at 2!l times i the
Schoo! office,

¢« devcloping and implementing employee training programs;

= inspect the Schocl every three (3) months for compliance with this Plan. and
documenting the resuits of sach inspection;

«  maintaining copies of chemical inventories and all necessary MSDSs;

+ ensuring that the School has an emergency medical plan i place with regards to chemizal
spills or other accidents;

»  coordinating pick-up ang disposal of unwanted chemicals from the School; and

+  maintainmg records of ali employee exposures o hazardous chemnicals and all submitred
accident reports

The Chemical Hysgizne Ofticer shall annually review the Pian. and this policy, and make any necessary
changes.

Teachers/Siaff Members. Teachers and staff members are responsible for cosuring that this Plan s
implemented in their slassrooms and adhered w at all fimes. Accordingly. each Staf® member is
responsible for:



* understand:ng the obligations imposed by this plan. by attending all training offersd by the
Schaol and requesting additional information or training when necessary

*  ensuring that all necessary safety oquipment or persenal protective equipmen is available and
n working order

*  being famiiiar with the bazards axsosiated with each equipment conducred

= inspecting ail chemicals for proper labeling prior to use

* maintain a personal awareness of the Tocation and praper use of MSDSs

*  cnsuring that students are aware of applicable chemical hazards and safety proccdures.
meluding the proper use of personai protective equipment

*  ensuring thar all safcty rules are followad, all chemical are properly disposed of and all spilis
are promptly cleaned

* reporting all zzcidents to the fiead Administrator or Chemical Hygienc Officer: and

+ using and modeling good chemical hygiene habits.

Students Stdents shall adher (0 safety procedures and practice goed chemical hygiene habits. They
shonid report all accidents or unsafe conditions to the appropriate staff member and shall maintain an
awarzness of health. safery, and emergency procedures. A student shali nor begin any expeniment unless
and until the studentis familiar with the procedures to wse as well as the hazards associated with the
chemicals being used. Studems shall listen to and follow the staff members instruction at all tmes

Standar! Operating Procedures

General Safery Rules und Procedures. The following general labaratory rules shal! be adhered to al all
¢ by students and stafl members

+ The hezd administrator will be comacted when any acsident occars

*  Appropnate eye prolection shafl be worn at all omcs. Chemical splash goggles must be warn
anytime chemicals. glasswarc, or keat are used in the lahorarory

+ Pants and clesed- toed shoes shall be worn at ali timsz in Lne lzbarstory. Loose clothing and
Jeweiry shall nar be wom in the laboratory Scarves ard long hair shall be tied back or otherwise
seznred

* Never work alooe in the laboratory, chemical pref or storage areas

= Only procedures and experiments that are authorized by a staff member shall he performed in
ihe laboratany

= Emergency phonc numbers shall be posied in the chemical storage area

= Emergency plans shall be posted in the laboratory and practiced regularly

= Deuble-check all chernical labels prinr to use and know the hazerds associated with each
chemics) thet is being used

= Do not use chipped, ctched, or cracked glasswarc. Dispose of all such glassware in appropriaie
WHSIE Lonf2iners

- Keep all aisles clear and do not biock fire exits.

« Do net run :n the laboratory

© Nounlabeled products should be stored anywhere in the science facility

< Chemieal spills should be cleaned up immediately or as soom as safely possible

< Chemicals shall not be removed from the laboratory,

Perconal Chemical Hygiene Guidelines.  Personal hygiene with respect o chemicals

decrrases the chances of exposurs. Accordingly. the following rules and procedures shall e

adhered o

Do not apply cosmetic or smoke. cal chew gum. or drink in the laboratory.

Do not smell or waste chemicals.

Do nat drink {from lab glassware or other lab vessels

Da not pipette by mouth - always use a pipet bulb or other gppropriate suction device.
Wash thoroughiyv after any chemical exposure and before lcaving the laboratory,
Never smell chemicals dicectly: if instructed 16 smell cheaueal. the oders should be
waltad vsing the hands,

Never bring food into the iaboratory.

Protective Equipment Requirements

he follawing rules ensure that that praper protective cquipment s available and properly

functioning at all times:

Fauss

Eve zoggles and aprons shall bz madc available at all times. Goggles and aprons shall be
inspected prior to gach tc ensurs that they are clean and in working order

All lzboratories shall have proper ventiletion. Fume hoods shail be inspected annuzlly o
ensure effective performance.

All laburetaries shall have safety showers, which shall be inspected annually.

All laboratarias shall have a fire blanket casily accesstble in case of an accident.

All laboratories shall have an eyewash statior. capable of treating both eves continuously
for fifiecen (1) minutes Evewash stations shall be tested each week by running them
continuonsly for three (3) minutes and checking for enntinuous. copious water fl¢w

Fire extingnishers of the appropriate type {(ABC] shall be available and property
(unctioning at zll times. Fire extinguishers shall be checked in accordance with

established standards

To Keep a laboratory clean and safe:

Keep chemicals in the chemical prep and storage areas. If chemicals are moved to the
classtoom for lah, they must be retumed to their propter storage tocation ar the end of the
cay’s faboratory periods

Wastz shall be stored and disposed of in properly labeled containers. Wastes shall no be
poured down the drain o1 dispused of in the normal trash can

[tecns shall not be stored in the fume hood The storage of items in the fume hood i a fire
hazards and decrease the efficiency of the fume hood

All chericals. including solutions shall labels with the names of the contained
chemicalis) and the associated hazards(s)

Exits and cmergency equipmeant should be easilv accessible a1 all times

All spills shall be clzaned up promprly

Work areas and Noors should be ¢lzaned regularly and kept free of cluner

Afer an cxperiment is comp'cled. a!l marerial. chemicals and equipment shall be cleaned



miscellany, Avoid storing chemicals on shelves above eye level
* Chemicals shouid nat be stored on the flocr except in approved shipping containers.
*  Upon reccipt, all cherical labels shall he checked for special storage imstmctions
= Flammabie chemicals shall only be stored in a refrigerater 1§ it
explosion-safe design. Never store food in a laboratory refrigeraror

and stored appropriately. Unused chemicals shall not be retemed 10 the ariginal

containers, but rather shall be disposed of properly

Spill and Accident Procedures of explasion-praof ¢r
+  Corrosives shall be stored in appropriate comosive cabinets
»  Flammabie materials shall be stered in an approved {lammablc storage cebinet or in

If 2 spill in minor a1d can be easilv cleaned up. the student shall irnmediatelv clean the spill in
accordance with the safety procedures established in the plan. With respect to any large or hazardous

is, ot any other aceident occurting in the laboratory. the following procedures shall be adhered ta- safety caas.

spi

»  Store all peisons in a locked cabmet.

*  The appropriate staff metnber shall be notified of the accident ar spill immediately +  Chemical exposure w heat or dircct sunlight should be avoided.

. 1 H e P el a Taraly o ¥ a1 & 1o
*  All students anc unrecessary staff members shal! be evacuated from the arc = The chemical storage arc shall be ventilated appropriaraly ro znscre that chemical

= Individuals who were exposed to the chemical or ather hazardous material shall be rended ¢ emssions do nor spread o amy other part of the School

immediately to minimize the exposure to attendant effects = Neutralizer for Uw% zcids and bascs should be available in 1he chemizal storage roem in case

*  Spill should be cicaned up immediately. using all nccessary safery cquipment and procedures oF a chemical spi
All material and chemicals. including disposable giaves, shall be disposed of in accordance Employee Training Pro
with thiy plan

= After the spill is appropriatelv cleaned or the accident otherwise dealt with, a detailed ascident

report. shall be filled out and submitted to the Head Administrator

The Schoal shall provide ongoing training for Staff members and empiayees. This trainiog shall include

information gbout:

= Awareness ang location of this Plar and the OSHA Lab  Standard:
+  The location and avaifability of chemica) Material Safety Data Shects (MSDSs) and other
chemical safety reference matcrials;

{tis imparrant that staff members store ail chemicals zpprogpriazely and in aceordance with the

+  Potential hazards mvolved in using chemicals:
= The location, proper use and maintenance of safety and protective equipment. as well as
information about proper work habits and safety procedures

tollowing ru.es and guidelines:

*  All chemical shall be stored :n a separate and secure zrea. which. if possible. shall have rwn +  Signs and symptoms associated with vverexposure to chemicals
(2) scparate exits. A clear entranceway 1o and from the storage area shall be maintained. = Observation technigues and other methods used to detect polentially harmful exposures before
Studenrs shall never be perminied in the chemical storage arca cxposure cccurs

+  Chemicals shall be stored in chemically compatible families * Information about the Threshold Limi Vaiues (TLVS) and Permissibie Exposure Limits (PELS)

*  Anupdated chemical inventory shall be mamtained. includimg information abour a1l .
Exposure Investization

AUVESLLZaLIuN

chemicals. their amounts. and their (ocation 1
= Stored chemicals shall be examined annually for replacement, deterioration. 2nd chemical i1 is the School’s palicy 10 investigate all suspacied overexposures 10 chemical in a prempt and timely
integriry. fashion.
*  All chemicals and chemical solutions shall be labeted with the identity of the tuntents, the
purchase or mixture date. the date the container was first opened, the concentration,
applicable hazard information, and the responsible StafT member. Where appropriate. the

in the event of a possible averexpasuie, the imitizl information include in the complaini as well as the
School™s decision 1o investigate or not to investigae the complaimt. shall be recorded. If the compliant 1s
not investigated the reasoning far this decision shall be documented. If the compliant is investigated, the

L . : i i . . - N gat :
no_.:w_:n_. shall &ms be labeled with the disposal date fmm _wn_‘wzan .mozz_nm chemnicals shall following mformarion shall be recorded:
be disposed of within 6 months of opening. or sooner if periodic testing reveals the pressnce
of peroxides.) * Information obtained from the victim about the circumstances of the pnssible exposure and the
*  Onlvthe minimum amount of chemicals needed shali be maintaimed in storage. chericals invalved

= A compacison of the symptoms expenznced by the victim and The averexposure sympioms
aeseribed in the respective MSDSs

* Information about the use of safety equipment and personal protective equipment; and

*  The results of zir 1esting or monitoring

* Do not store chemicals under a fume hood
= The storage arez and cabinets should be labeled as to identify the hazardous nature of the
praduets stered within, This wili allow fire department officials w0 quickiy see a potentizlly
hazardous arca
. M”M__”_m“mm””r__MWMJ:___”“M ”,\n.o_.a_“-__ﬂwwﬁo‘wﬂ_””h””NMMH”M%:MQHMM‘%mm::w“_”””o:ﬁ m‘_v:m Snwondﬁwc: ocﬁima ﬁ ?muoocqmw of an Nz,.\mrd.uwzw_._ shall be vsed To nrmmmn safety uﬂm:nwu and
= L urther improve lab safcee. The files shall be maintained in a way that is accessible to all employees
ahave any work arca, such zs a sink. should De frec of chemicals or ather loose



ftis the School s policy to make medical consultation and exemination available to all staff
members and enplovees whenever an overexposure is suspected. such as:

= when an employee presents any sign or symptom of overexpasure (nausea, dizziness, skin rash,
ete);

= when a chemical container is accidentally broken or cracked; and

* when a hazardous chemical splashed inta the eyes or onto the skin of a staff member

The medical consultation and examination will be freeofcharge to the employee or staff member and
sha]l not result in a loss of pay. The physician or medical professional consulted will be provided with
the narme of the chernical(s) to which overexposure is suspected. Medical records shall be kept in
accordance with applicable laws and regulations. All employees working under the same conditions
shall be notified of the suspected overexposure

Mandstory Sigps and Labels
Sigms shall be posted throughout the laboratory as follows:

*  all laboratcry refrigerators shall be Jabeled ™No Food",

*  all comtainers, including waste disposal receptacles, shall be labeled  appropriately;

= The location of all safety equipment (eye wash station, fire blanket, fire extingnisher,
etc.) shall be clearly labeled:

*  all exits shall be clearly identified and labeled as  such:

* phone numbers for emergency personnel, local hospitals, administrative employees, and the
responsible Staff member shall be posted in a conspicuous location; and

*  any specific locarions or equipment posing a particalar hazard or danger shall be labeled

Federad: 29 CF.R.1910,1450.

Cross-Reference. Policy 2520, Chemical Hazard Communication Program; Policy 2560,
Chemical Hygiene: Form 2560.2, Acknowledgement of Receipt of Chemical Hygiene Plan; Policy
5444, Reporting Accidentsand Treating Injurics.

Form No. 2560.2

Do not sign and renon this Acknowledgement until yow have received and read the School's
Chemical Hygiene Plon

L ~hereby acknowledge that [ have received a copy of the
School’s Chernical Hygiene Plan, T have read and understand my obligations under this Plaz, and
was given an opportunity ask questions. J hereby accept the obligations responsibilities imposed
upon me through this Plan.

Signature: Date:



Policy No. 2570

Hazard Review and L ;

The Governing Authotity shall periodically review its Policies and procedures to ensure that students,
Staff members, and other persons using the School building are safe from any known hazards in the
School building or on Schaol grounds that, in the judgment of the Governing Authority, pose an
tmmediaze risk to bealth or safety. The Governing Autherity shall further ensure that its policies and
procedures comply with all federal laws and regulations regarding health and safety applicable 1o
School buildings.

Ia accordance with state taw, the Incal health department shall inspect all School buildings for sanitary
conditions. This inspection shall be conducted at least semi-annually. but may be conducted more often
if, in the opinion of the local health department, it is necessary. This inspection will be conducred
according to standards established hy the lacal health departmen)

If the local health department finds any condition thar is detrimenta] 1o health or well-being, the local
health department may serve upou the School an order for the abatement of such nuisance or condition
When the School receives such an order, the respective nuisances shall be abated or the detrimenral
conditions ¢orrected within a reasonable time as specified on the order.

Ohio: R.C.3513.86,R.C. 3707.03, R C. 3707.26.

Cross Reference: Policy 2320, Personal Safety: Policy 2510, Compliance with Federal and State Safery
Programs; Policy 2520, Chemical Hazard Communication Pian; Policy 2530, OSHA Exposure Control
Plan; Policy 2540, Asbestos Hazards; Policy 2550, Lead Poisoning Prevention; Policy 2560, Chemrcal
Hygiene; Policy 5444, Reporting Accidents and Treating Injuries.

Policy No. 2630

The School's crisis management and responsce plan has been created in consultation with Jocal
commurity emergency response agencies and other appropnate individuals and groups that would
likely be fnvolved in the event of a school district emergency. Tt is designed so that each building
administrator can tailor a building-specific crisis management plan to meet that building's specific

situation and needs

Schools are safe envircnments, but viclence or any other type of erisis and‘or cnsis can happen
anytime and anywhere. The School’s Crisis Management and Response Plan is focused around three
central foundational principles. Readiness, Respense and Recovery,

The READINESS component includes.

=Analyzing our facilities for safety, secunity, equipment capabilitics and other areas of operational
and finctiomal ability.

*Research and preplanning to determine the most probable scerarios that could adversely affect our
staff and the community we serve.

~Training for our staff members so they can act as a team to mitigate a threat or minimize the impact
o our children when a natural or man-made disaster occnrs.

+Constant vigilance to make necessary changes when protocols or actions need to be modificd. The
RESPONSE component includes:

*Recognizing a crisis or disaster early and communicating initial actions to co-workers, students and

parents.
“Early notification of public safety officials when appropriate (311, Police, Fire, Rescue, Sheri £f)

*Seaff implementing actions thar follow a predetermined plan te mitigate a threat or minimize the impact
to our students when a natural or man-made disaster occurs,

=Staff working seamlessly with public safety officers when they artive to maximize positive

outcomes,
The RECOVERY component includes:

*Having predetermined programs in place to provide counseling services 10 staff, students and parents
when a situatinn and/or need arises



*Having the abiiity to conrinue operations or the capacity o restore basic services quickly and
effectively

*Maintaining e fiscally sound and financially conservative business model <o the Schoal hasa
"rainy-day" funding mechanism

~Utilize "hot-wash" methodology (immediate review of the response to the situation), so we can
conuinue to reinforce the readiness process.

A School Safety Plan is developed to assist the Schoal with preparation. communication aud
education. This Plan is available to all siafl members at cach fzcility and provides a step-by-step
procedure te fol'ow for mast of the predictable scenzrios the School may experience.

Critcal Steps for Effective Crisis _Management

1. Assess the sitaation
2.Call 911 or otTer crisis numbers as appropriaie.

3.Secure the bu lding for the safety of students and stzff. Take initial actions as provided bythe
Schoai Safety Pian

4. Notify the Superintendent and other apprapriate perscnnel

3. Refer media inguiries to the designated Crisis Media Maragement representalive,
6. Nctify families of the studants and/or peaple tnvolved

7 Mobilize the building and/or Schoo) Crisis Management Team,

8. Keep a log of all activity

Communications

All staf? shall be given a copy of the School's Schoal Safety Plan, including all bulding-specific
plans, as well as periocic training on plan implementation. Students and parents shall be made
aware of the school district's crisis management policy and relevant tailored crisis management
plans for each school building. Each school district's building-specific crisis management plan
shail set forth how students and parents are made aware of the district and school-specific plans
Swdents shall receive specific instruction on plan impiementation and shall participate in the
required number of dri'ls 2nd practice sessions throughout the schocl year.

Internal Direct Response 1o Crisis Sitwations - Communications are established between all sites
of the School ard the appropriate public safely agencics. There are severa) public safety entiries,
which may be irvolved, depending on the Jocation of the situatians or event. These agencies are:

= Local Police and Fire Departments

= County SherrtiTand Crisis Management
= Ohic State Patrol

*  Ambulance Services

= Lacal Hospitals and Local and County Health Department
*  Poison Contrel Center

= Coumy and Statz Emergency Management 4 gencies

*= Loca! Public Works Departments and L'

ty Companies

External Direct Responsc - School personnel will communicate information and procedures to
the public in the event of a crisis involving the School. Things that may be communicated
include:

=Crisis situation information
*Dismissal procedures
*Family unification procedures

If school must be canceled or dismissed early due to weather conditions or cther emergencies, an
annoyncemant will be made through Schocl website, area television and radio starions, and other
media sources (direct parcnt messaging, twitter, blogs. ete.).

Warning and Notifical

vstems

I, Maintenance of the School Waming Systerm: The School shall maintain a2 warming system
designed o infarm students. parents staff. and visitors of a crisis or emergency. This system
shall be mainrained on a regular basis.

2. Notification of the District Waming System to Staff, Parcnis, and Students, The School shall
inform studerte. parepts. and employess of the warning system and the means by which the
system is ased 1o identify 2 specific crisis or emergency situation.

Cruss Keference: Poliey 2620, School Safety Plan: Policy 2640, Emergency Evacuation Drills:
Policy 6220. Crisis Media Management.



Policy Wo. 3310

P LInvl 1 Pacticipati

The School recognizes that family involvement plays a key role in the academic success of students. Tho
term “family” and "families” is used to mclude parents as well as children's primary caregivers, who are
not their biological parents, such as foster caregivers, grandparents, and other family members. The
School shall afford family meaningful opportunities to participate in the education of their children, These
apportunities shall te based on the most current research that meets the highest professional and technical
standards and shall be geared towards lowering bartriers to greater participation by family

Parent Involvement in the Student's Education

The School shall seck to create an environment that is accessible to famly. The Schoo! shali also provide a
meaningful range of opportunities for family to volunteer to be favolved with the School's activivies,

The School shall also assist family by providing them with training, materials, and information regarding
techniques, sTategies, and skills ¢ use at hame 16 support the student's academic efforts at school and the
student’s future as 2 responsible adult member of society. The School shall strive 1o create engagement
acyvities that respect the various cultures, languages, practices and customs of the students.

Increasing Communicatior

This policy shall be designed to build consistent and effective communication between famiiy of students
enrolled in the district and the teachers and administratars.

The School shall pruvide family with information regarding their child’s education, health, and safety.
This information shall be communicated regularly and in a clear, open, and undersiandable manner. The
School strives to promote consistent and effective two-way communication between all students’ family,
family members and school personnel.

The School shall also provide families with mformation on Ohio's academic standards. state and local
assessments. and lezal requirements so that they can make infermed decisions about their childreo’s
academic future. These legal requirements include Title 1, Section |118. parent parucipation rights under
IDEA, and gified students under ORC 3324,04 and 3324.06.

Collaboration with Community Programs

The School shail collaborate with community-hased programs, including health and human service
providers. o ensure that the families have the resources they need to be involved m their children's
cducation, growth and development, mcluding such programs as Head Start, Reading First, Early Reading
First, Home Instruction Programs for Preschool Youngsters, Parents as Teachers Programs, preschool,
special education. gifted students’ services. and parent resource cemters.

Implementing the Parental and Family lnvolvement Plan

The School. via the Head Administrator, shall develop a comprehensive family and community
engagement plan, based on family, student and school needs, with defined cutcomes. measurements,
strategies and activities grounded in research and logically linked to academic achievernent. This plan
shall be evaluated at least annually with input from families, students, schoel staff and community
members Special attention shall be given to support strategies for low-achieving students.

The School shall designate a Parent and Family Coordinator. whose role is to coordinate family and
community engagement strategies,

Federal: 20 U.S.C_ §6310(12), 20 US.C. § 631 14d).
Obio: R.C.3313.472.

Cross Reference: Policy 2130, Wellness Policy; Policy 3320. Title | Parental lnvolvement Policy; Policy
3330, Parent's Right-io-Know: Policy 3340, Parental Rights under the Protection of Pupil Rights
Amendment; Policy 3550, Core Curriculum Requirements.



Policy No. 3511

{mission Proced

Admission is open to any mdividual besween the ages of five (5) and twenty-two (22) who, pursuant to
state law, is enttled 1o attend school. {n making admission decisions, the School shal) not discriminate
based on race, color, creed, sex, or disabling condition. In the evern that the racial composition of the
enroliment of the School is in violation of a federal segregation order, the School shall take all
corrective measures 1a comply with the desegregation order,

The School shall ot limit admission on the basis of intedlectual ability, o of achi or
aptitude, or athletic ability. [f the student to be admitted has a disabi the Schoe! shall comply with
all federal and state laws regarding the edication of students with disabilities.

The Schonl shall restrict admission to [Sub-section of home district; home district; home and adjacent;
all of Ohio].

Admission to the School is limited to those studeats who have attained grade levels kindergarten
through fourth grade. The School shall admit only the number of students that does not exceed the
capacity restrictions of the School's programs. classes. grade levels, and facilfties. [f the number of
applicants exceeds the capacity restrictions of the School, students will be admitted based on a lottery
system. with the following students given preference:

* students who artended the School the previous year;

*  siblings of students attending the Schoo) the previous yvear;

+  stdents who are the children of full-time staff members emploved by the School,
provided the tota) number of students ceceiving this preference is less than <% if the
School's total enrollment. and

*  students who reside fn the district in which the School is Jocated.

The lottery system adopted by the Schoal functions as describad  below,

*  Each applicant exceedmg the capacity of the School shall be assigned a number.
* A neutral third party will randomly select numbers, and as each number is selected, the
respective student is placed oo the permanent waiting list. Once placed oo the permanent

warting Jist, the student retairs the position fram year-to-year unless the student is no
fonger an eligible studenL is no longer imerested in admission, or is selected for
admission and thereby removed from the permanent waiting list.

= The School may. in its sole discretion, decide to institute one lottery system and
permanam waiting list, or may decide to institute separate lottery systems and permanent
waiting lists for each age or grade.

Ohio: R.C.3314.06; R.C. 3313.98, 3321 01

Cross Reference: Policy 3312, Kindergarten Admission.



Policy No, 3512

If a child is admitied for the first Ume to kindergarten in August or September, the child must ha af
least 3 years old by Seplember 30 of the vear of admission. [Fa child s admited for the first time to
first grade in Augys: or Seprember, the child must he &t lezs1 6 years 0ld by September 30th of the vear

ar admission

Exception for Recommmended Admittance

A child that does ot mcet the agc requirements may be admitted if the child has been recommnended
in accordance with the School's acceleration policy and the child will be at least 5 cr 6, respectively
hy January st in “he school vewr m which admissien is requested. The child sha!l be evaluated for
early admittance upan referral by the child's parent or guardian, an educator ewployed by the Schoo!,
a preschool educatar who knows the child, or a pediatrician or psychologist who knews the child The
School's referral form is available at, Form 3512.1, Early Entrance to Kindergarten

The School shall evaluate the child upon referral in 2ccordance with the consigerations listed a Form
3312.1, and the dzcision shall be made by the Goverming Authorizy to accepl or deny the child
admissico based upon the evaluation.

The Schoo! will net deny a transferring studear admission, hased on the student’s age. if the student
had been admitted to kindergarter by another school.

Ohio. R.C.3314.06, R.C 3314.08, R.C. 3321 01,

Crass Reference: Policy 3511, Admission Procedure: Form 3512 1, Early Enwance to Kiadergarien

Policy Na. 367

Plus
The Gaverning Authority understands that its students may benefit by pacticipating in college-level courses offered
by 2ceredited colleges and universities in Ohjo. Accordingly, Eligible Students may participate in the College Credir

Plus Program (the "Progiam”), which permits students 1o receive school credit for completing cellege-level  classes.

Program

Frogram
Lligible Students that participate in the Program may earoll in one of two options
= (hrion A Eligible Students encell in college courses and seck anly college credit for the course(s) taken

The student pays for all witiont and costs of all texthonks. materials. and fees assaciated with the course
Under this option. 2 student is not considered earolled in the school

= Oprion B Eligible Students enroll in collese courses and seek cnllege credit and high school credit. If the
student successfully completes the course, the college and schoe! shall award high schoo! credit and the
student will not pay amy huition or any fees. The student will not he charged any other fees [f the studem
does not complatz the course. the student may be responsible for tuition and costs of all sexthooks,
materials, and fees. Lnder this option, the student is considered enrolled

Parucipation Reguirements

Students in the Tth, 8th. 9th, 10th. } 1th or 12th grade are eligible to participate provided the sh:dent meets all critenia
required by fawl.  To participate, the following must cccur:

«  Prior to April 1 of cach year. the student or the sludent's parent shall inform the School of intent 1o
participate in the Program for the iollowing year. [f molice is nol given by rthis dare, the Head
Adminisiratar's writlen corsent is required  With’n ten days of recciving a late notice. the flead
Administrator shall notity the department of educatinn af'the student's intent 1o participate. If'the principal
does not pravide written consent, the student may appeal 1o the Stare Board Within 30 days of notice, the
State Bourd shall hearthe 2ppeal and decice 1o efther grant or deny that student's participation.

= The student must apph to ar eligible college or university and mesting the slandards for admission and course

placement

gn a form stating they have reccived counseling and

«  The student and the student’s parent shall
<nderstand the responsibilities they must assume in the program.
The ameant of credit a student may receive toward high sehanl graduation is proportionate o the number of vears a
studeat has remaining
*  9th Grade students may not receive credit toward high schoal graduate for more than the equivalent  of four
vears,

* 1{th grade students may not receive credit toward high schoo! graduation for mors than the equivalent of

Three years.




= 1lth grade students may not receive credit toward high school graduation for more than the
equivalent of two years.

- 12th grade students may not receive credit Toward high school graduation for more than the equivalent of
one year,

Effect of Expulsion

If a smdent is expelled from the School, the Head Administrator shall send a writren notice to any college in which
the student is enrolled at the time the expulsion is imposed. The Notice shall indicate (1) the dale the expulsion
expires, (2) whether the school has adopted a policy pursuant to R.C. 3313.613 to deny high school credit for
courses taken under College Credit Plus during an expuision. The School shall notify the college of any expulsion
extensians

If a college withdraws acceplance of an expelled student, the School shall not award high schoo) credit for the
callege courses the student was enrolled. The School may require the student to refurn or pay for any textbooks
and materials provided free of charge.

Awarding Credit

In order to receive high school credit, the student must entoll in Option B prior to bezinning the coursc. The
student will recetve high school credit upon the successfully completing the course. Students who fail or do not
complete the course will not be awarded high school credit.

The amount of credit received shall be determined by the School. If the School offers a comparable course, the
School shall award comparable credit If the School does not offer a camparable course. the School shall grant
an appropriate number of credits in a similar subject area. Disputes regardimg the number of credits received
may be appealed to the State Board of Edncation. The State Roard of Fducation’s decision is fina).

Al classes taken for credit will be transferred to the student's permarnent record. Included in the record shail be
the course completed and the name of the college/university where the courses were earned. The grade eamed
may be averaged in the student's high schoo! grade point average.

otion of th:

Pursuant ta Ohio law, the School shall provide information about the Program to students and their
parents/guardians in gredes six (6) through eleven (11) by March 1 of each year.

The School shall promote the program on its website, The School shall also schedule at least one informational
session per school year with partriering colleges located within thirty miles of the School.

If the Head Administrafor determines that a student participant has not artained a passing final grade, the
School may seek rermbursement for state funds paid to the college. Unless the studert was expelled, the School
shall nat seek reimbursement if the student is identified as ecomomically disadvaniage. The School may
withhold grades and credits received until the participant provides reimbursement

Ohio: R.C. 3365.

Cross Reference: Palicy 3550, Core Curriculum Requirements: Policy 3620. Credit Flexibility Policy; Policy

3660, Advanced Placement Program: Form 3670.1, College Credit Plus Program Counseling, Policy 3680,
Policy on Career Advising.



Policy No. 3680

Policy on Career
Advising

The School directs the Head Administrator or his/her designee to develop 2 plan for career advising which includes
providing:

A Link herween Schonl and Career Fields. The plan will provide students with grade-level examples that Hok ther
schoolwork to one or mcre career fields, The Scheol may use career connections developed under R.C 3307 079 for

this purpose

Career Advising. The plan will provide career advising to students in grades six through rwelve, which may include
meeting with each studer1 annually Lo discuss academic and career pathways

Employee Training. The plan will include training employees on how 10 advise students on carcer pathways, This
may also include other tools developed by the School that offer resources for students for discovering career inferests.
exploring career and education aprions, and supporting development of the student suczess pian

Multiple Patinvays to Graduation, The plan will easure that there are multiple, clear academic pathways through high
school thar studenis may choose m order to eam a high school diploma, This may include opportunities 1o ear
industry- recognized credentials, and postsecondary course credif through eredit plus and other appropriate programs
as discussed in Policy 3670, College Credit Plus

Specific Ciasses. The schoc! will cominunicate courses that cun award students both traditional acaderric and carcer-
technical credit. This communication may mclude the school's Credit Flexability Plan-Policy 3620. Post-Secondary
Enrollment Program-Policy 3670. and access to educational options.

Documentaiion on Carear Advising. The School shall document the career advising provided 1o each swdent for
review by the student. the student’s parent. guardian, ot custodian. and future schoals that the student may attend The
School shall not atherwise release this information without the wrinen consent of the student's parent, guardian, or
custodian. if the student is less than eighteen yvears old. or the written cansent of the stadent. if the studemt 15 af {east

eightzen vears old,

Policy No. 37102

Independent Educativnal Evaluation

An Independent Educationzl Evaluaticn ("lEE") is an evaluation conducted by a qualified
examiner who s noi an emplovee of the School. A parent has a right 1o an 1EE at public expense
if the parent disagrecs with an evaliation that the School conducted

For purposes of this policy. "evaluation” means the procedures used to determine whether a child
has a disability and the namire and extent of the special education and related services the child
needs. In the event the School receives a parent request for an 1EE, the School must either provide
the IEE at public expanse pursuant 1o this policy or request a due process hearing to shaw that its

cvaluation is appropriate.

The [EE must meet School eriteria for [EEs, which 1s the same eriteria that the Schonl uses when
it conduets its own evaluations [f the School requests 2 dus process hearing and the Hearing
Officer determines that the School's evaluation is appropriate, the parent still has a right 1o an IEE,
but not at public expense. Parents may only request one publicly tunded IEE for each vvaluation

cempleted by the School
Procedure 1o Obtain zn |RE at Public Expense:

1. The parents should submit o the Schoo! a writlen reguest for an IEE, and should
inciude in such request an explanation of their reasens for objecting 1o the evaluation
obtained by the Schoul However, the Scheol will not dery parents a publicly funded
TEE because they fail to provide the School with such a wrinten request or fail i provide
reasons tor requesting an (EF.

2. T{a parent requests 2n LEE, the Schaol will provide the feliowing informarnion:

a. A list of the names and addresses of 1EE Examniners located in the area, The list
will consist of TEE Examiners whe. in the School s judgment, are qualified o
perform the evzluation requested by the parents. If a qualified examiner is not
located in the area, the School will identify a qualified examiner

b A deseriprion of the School's criteria for selection of [EE Examiners.

Minimum Qualificetions for IEE Examiners; Evaluation Instruments and Written

tad

Reports:
2 The School will nct pay for an IEE unless the [EE complies with the following
critecia or the parents can show unique circumstances that justify a publicly
fund=d 1EE that does not meerthe criteria




The prospective TEF. Examiner (the "Examiner”) must hold a college degree and
appropriate and valid license from the Siate of Ohic in the field (elated to the
known or suspected disability The Examiner must have extensive training in
evaluanon of the area(s) of concern and be able to interprot instructional
impiicabions of the cvaluation results. In instances where no “applicable license”
exists, The evaluator must provide decumentation of extensive and recent tralnmg
and experience related to the known or suspected disability,

Minimurm requirernents and maximum fee:

1

Vi

vili

Medical/physical examinations - must oe conducted by licensed
medical doctor or doctor of ostevpathy; up to $200:

Genersl intelligence and achievement evzluations — must be
conducted by a psychalogist who holds a Jicense from the State of
Ohio. Board of Psychology or who holds an Ohio Scheol
Psychalogist certificate/license {rom the Ohio Department of
Education; up to $1000;

Visual evalvations — must be

conducted by an optometrist

or ophthalmologist. up to

$200:

Andiological evaluations - must be conducted by an audiclogist
wao holds a license from the Ohio Board of Speech Pathology and
Audiology, an Qhio special education teacher's certificate/license
for audiology from the Ohin Department of Education; and at least
a Master's Degree in audiology or its equivalent from an
ed (nstitution; up 1o S200;

Specch and language evaluations - must be conducted by a
speech/language pathologist who holds & heense from the Ohio
Board of Speech Pathclogy and Audiology and’or an Ohio special
cducation tezcher's certification/license for speech and hearing
therapy from the Ohie Department of Education: up to $200;
Physical therapy/ Occupational therapy ecvaluations - must be
conducted by a physical therapist who helds a license from the
Ohio Board of Qceupational Therapy and Physical Therapy andfor
a special education teacher’s certificate/license for physical therapy
from the Ohio Department of Education; upto $350:
Social/femctionalbehavioral assessments - must be conducted by
professionals with appropriaic certification ar licensure 1n relevant
field. such as psychology. psychiamy. counseling or social work:
up 103600

Other evaluations must be conducted by qualified professionals as
determined by the State and Federal law and regulations and by
professionals with the same qualifications as the School uses in its
evaluation team reports inclading, b not limited to, credentials.
licenses.  certificates, background and  edvucational-related
experience (including experience in a public schoal edvcational
setting).

acere

ix Carmprehensive [EE - up 1032500,

“Note: The School shall not be respansible for reimbursement of travel
costs or other related costs incurred by the parents in connection with their
arrangement of, or their attendance 2t the [EE, uniess the parents can
demonstrate that cecessary services are aot availabie in the community.

The Examiner must have experience or specialized waining to work
with children with disabilities

4. The Examiner mus: be located within 50 miles of the School and take place i the County

in which the School is located. This requiremernt may be waived or modified in special
circumstances whzn unique diagnostic experiise is warranted, provided the parenis
demonstrate the necessity of using an evaluator outside the specified geographic area.

a) The Examiner may only charge fees for cducational evaluation services
that, in the sole judgment of the Schoo!. are reasonable.
The Examiner shall have no history of consistent bias against public

b

—

schoais.

The evzluation insouments utilized must be age appropriate, current, have acceptabrle
retiadility and validity according to professional testing standards, be generally accepled
in the field of educational evaluation, be relevant to the educational questions to be
addressed by the evaluation, and administered, scored and interpreted in conformance
with the publishe's instructions and in accordance with 2l] applicable professional criteria
and standards.
a) Test must be administered in & way to accurately reflect the child's
aptitude or achievement level or wharever other factors the test purports 1o
measure
b} The Examiner must make at least one thirty minute chservalion of the
child in his/her educational setting. If the child received any services at the
School, one vbservation must be conducted at the school. The observation
requirement wiil be wajved for any evaluation that is presented strictly for
purposes of clinical dizgnosis of a disability.
¢) The [EF. must also include interview of schoo) personnel; a description of
the educatinnal history, including a listing of educaticnal interventions and
a rcview and summary of education records.



6. The eomplete written evaluation results must be delivered direetly from the Examiner 1c
the School. Evaluation results that have been redacted or aliered or contain incomplete ar
missing mformation are not accegtable. The parent must sign a release of their night to
contidentiality of mformation and a release of any privilege regarding informarion relatzd
to the TEE o permit consultation and discussion between school s1aff and the Examiner
with regard to the TEE. The Examiner must also agree o releasc the assessment and
resylts, including parent and teacher surveys, prior to receipt of payment far services.

a) Test interpretations anc conclusions stated io the written report must be
directly and clearly supported by the data. Recommendarions made as a
result of the evaluation must be educationally relevant and realistic within
an educational setting.

7 The maximum allowable cost for an Examiner will be the average cost per day or per
hour for a stmilarly qualified staff member employed by the School during the current
school year, as determined by the Director of Special Education (nol (o exceed
$400) !n the anusual event the Examiner is one no? typically employed by rhe Schoal,
such as a medical doctor, psychiatrist, clinical psychologist. or nther similar
professional, reimbursement of costs will be Nmited to reasonable and custormary
charges as determined by the School and tts insurance carvier,

8. The School will permit parents 1o show that unique ¢ircumstances justify an 1EE that
excecds the maximum allowable cost [f the totzl cost of the [EE exceeds the maximum
allowable costs and if. in the School's sale judgment, there is no justification for the
excess cost. the cost of the [EE will be funded up to the Scheol's maximum allowable
cost and no further, The parents shall be responsible for any remaining costs

GAC 3301-51-05; 06; 34 CFR 300502.

Policy No. 3831
Swudent Records and Release of Information
The Mngr_ maintains records of students. The Scioo! srohibits the release of personally identifiabie

informalion except as is permitted by law or by this policy manual. The Student Record Fiie is
available 1o the student the Student's Parentsilegal guardians, or school officials who have a

legitimate purpose for accessing the File

Access by Parents & Students

The student's parents/guardian, or if the student is eighteen (18} years of ape or older. the studert
himsc!

erself. may request to:

= Inspecr ard Review Education Records Records requests are to be made in writing and
shall be conducted within forty-five (43) days of the School's receipt of the request

= Challenge the accuracy of information comiained in the records A parert or qualifyimg
student may challenge the content of such student's eduearion records in arder 10 insure that
the records are not inaccurate, misleading, or otherwise in vinlation of the privacy nghts of
students The School shall provide an opportunity 7or the comrection or deletior of any such
tnaczurate. misleading. or otherwise inapprapriate data and 10 insert nto such records a

written explanation of the parents respecting the content of such records.

Should the School decide not to amend the records, the School shall advise the requesting

of their right to a heanng regarding the request for amending the record
*  Authorizing Release of Written information Records requests by parerts/grardians or

The Scheol may release "directory information” as provided under Ohio and Federal faw Directory

information includes, but is not limited to. the student’s name, address, telephone listing, clectronic
mail address, photogragh. date and place of birth, major field of study. grade level. entoliment stams,
dates nf aunendance, date of graduation, sports and activities participated 1n. degrees: honors and
awards received; most recent educarional agency or institution attended. and m the case of athletic
team members, the height and weight of the sdent, If the Scheol cheoses to issue personally

identifiable information, then it must provide a proper notice.

The School may relcase "personally identifizble informalion” in certamn instances. This nformation

mayv be relzased to/for:

*  Schoo! Officials Teachers and other School Oficials having legitimate educationa) interests
miay make access a student's records A lspitimate educalional interest includes: accessing the
record pertains to a rask in the official’s job description, contract. or other



Form No. 3831.1

The Family Educational Righis and Privacy Act (FERPA). a Federzal law, and Ohio Law require the Schnol
o protect the privecy of student records.

As 2 parent, you or your child-if youar child is 18 or older-has the right to inspect and review the student's
education teconds. requesi that the Schoo! correct records. and provide writter permission T release
student records. Al requests to inspect, review, and release are to be done in accordance with the Schoal's

policies.

While the School generally must obtain your written consent prior to disclosing persorally 'dentifiable
information from vour child's education records. the Schog! may disclose apprapeiately designated
"directory informatien” without written consent. unless you have advised the School otherwise,

The primary purpose of directory information is to allow the School 10 include directory information from
veur child's educat on records in certain school publications. Examples include the annual yearbook, Honar
roll or other recognition fists, and Graduation programs.

Directery information may be disclosed to outside organizations without a parent’s prior written consent
Outside organizations include, but are nor limited to, compenies that manufacture class rings or publish

yearbooks.

The School has designated the foilowing information (denoted by "X marks) as dircctory information:

Name | 1ajor Ficld of Study Honors & awards |
Address Schoo! Related Pubiicanons Weight & Height of
Athlctic Tearn Members
Telephone N imber n Gradc Level . Enrallment Status
Email Address Datcs of Attendanca Ssudent Directory
| Photneraph X | Date of Graduation 7 yearbook
Date/Place of Birth Sports & Act . Student 1D number, user 1D,

or other umique identifier
(excluding a SSN)

if you do nct want theSchool 10 disclose directory information from your child's education records without
your paor written consent. you must notify the District in writing Ty widhin ten (10) days of receiving this
aotice. Notice in writing may performed by completing this form .

Additionally, FERPA and Ohio law authorize disclosure of personally 1dentifiablc information in certain

instances without conserm.  These exceptions include:

*  school officials with legitimate educational interest;
= other scheols to which a student is transferring,
ancial aid;

*  appropriale parties in conasction with

»  sate and Federal Officials for purposes of audits and law enforcement  investigations;

*  inresponse to court orders and subpoenas;

= military recruiters unless the parent requests in writing that the School not release the
student's  information;

*  anti-terransimn purposes,

= cases of missing children;

*  Ohio Department of Education requests; and

. ¢ School'sSpernsor.

Note: this form should pnly be completed if you wam 1o opt out of the School's Directory Informatior. If
you wish for rhe School to include your child's dircetory informar:on, do riot complete ard return this

form

L {(parent s name) do not wam my student's directory information used
without my permission,

Name of Student: Date:

Parent/Guardian Sigrature:



Policy No, 3833

Tracking Missing Children

Ohio taw requires the School to assist in (inding missing children. When the School is notified by a law ¢nforcement
agency that a missing child veport has been filed and the missing child report regards a student who 1s currently or
was previously eorolled in the School, the person in charge of admisston ar the School shal} mark that student's
records. Marks should be made according to Form Na. 3833.1, Missing Child Report "Marking" Form. The mark
shall he made so as to alert any school official that is responding to a records request that the school records belong
to a missing child

Upon receiving any request for a copy of or request for information regarding a student's records that have been
markeq, the perscn in charge of admission immediately shall report the request to the law enforcement agency that
notified the School that thz student is a missig child. When forwarding information from the student's records in
response to a request. the person in charge of admisston shall forward such information in such a way that the
receiving district or school would be unable to discern that the student’s recards are marked. The school official,
however, shall retain the mark o the student’s records until the School is notified that the student is no longer a

missing child.

When the law enforcement agency notifies the School that a shident is no longer a missing child, the persen in charge

of admission shall remove the mark from the student’s records, and destroy the mark securely.

Ghio. R.C. 3313.672.

Cross Reference: Policy 1741, Public Records Access Policy; Policy 1742, Internet Public Record Redaction Policy:
Policy 1743, Retention. Management., and Disposal of Records; Policy 3831, Student Records and Release of
imformation: Policy 3832, Confidential and Public Records; Policy 5810, Personnel Records File.

Students may not brinz friends, siblings. or children to COS without permission from the administrator

Policy No 6149

Student Fingerprinting

The Governing Authority recognizes that immediate access to student fingerprints are useful in situations
involving an abducted or missing student. Accordingly, the School may provide a volumary fingerprinting

program for the protection cf its students.

A voluntary fingerprinting program shall be carried out i cooperation with Jocal law enforcement officials and
shall be conducted in accordance with applicable state and federal law.
Participation in any School-sponsored fingerprinting program shall be strictly voluntary.

Cross Reference Policy 3831, Student Records and release of informarion: Policy 3833, Tracking Missing
Children.



