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NORTHWEST OHIO EDUCATIONAL
SERVICE CENTER

Preschool Programs

Defiance County Preschools – serving Ayersville, Central Local,
Defiance City, Hicksville, and Northeastern School Districts

Fulton County Preschools – serving Archbold, Fayette,
Pettisville, Pike-Delta-York, Wauseon, and Swanton School
Districts
Henry County Preschools – serving Holgate, Liberty Center,
Napoleon, and Patrick Henry School Districts
Williams County Preschools – serving Edgerton, Edon,
Millcreek-West Unity, Montpelier, North Central, and Stryker
School Districts

3

PROGRAM DESCRIPTION
Children with disabilities are eligible to receive special education and related services through the public
schools as required by the Individuals with Disabilities Education Act, Public Law 105-17.
Students may qualify for eligibility in one or more of the following areas: communication, vision,
hearing, motor skills, social-emotional/behavioral functioning, self-help skills, and/or cognitive skills.
Special education and related services are determined through an Individualized Education Plan with
annual goals, objectives, and services determined by a team, which includes the parents.
PROCESS
Step 1. Referral
Any concerned person or agency may make a referral by calling the phone number listed on the
back of this brochure.
Step 2. Screening
Trained personnel gather information through observation and screening to determine the need for
further evaluation.
Step 3. Evaluation
If the screening reveals concerns, a multi-factored evaluation may be conducted by a team of
educators (including the parent), to determine if a disability exists.
Step 4. Individual Education Plan
If the child is eligible as a preschooler with a disability, an educational plan will be developed by
the team to address the child’s needs.
THE PRESCHOOL PROGRAM OFFERS

• Certified teachers in the area of Early Childhood Intervention Specialists.
• A Play-based curriculum, aligned to Ohio’s Early Learning Content Standards, which
supports children’s learning in all areas of development.

• A qualified team of specialists from the Educational Service Center working with your
school district to support the learning and development of children.

• Small classes licensed by the Ohio Department of Education.
• A commitment to strengthen the partnership between parents and schools.
• The inclusion of children as typical peers to model age appropriate skills.
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TYPICAL PEER POSITIONS
The preschool programs offer the opportunity for children who have strong skills in all areas of
development to be included as “Typical Peers”. These areas include language, motor functioning, social
skills, pre-academic readiness, cognition, vision, and hearing.
Typical peers are screened as part of their entrance, through countywide screenings or on an individual
basis. Typical peer selection is completed through a specified selection process per each site, as state
mandates limit the number of typical peers our programs can accept.
NOTE: There is a tuition fee for typical peers. Some limited spots are awarded by ODE to allow typical
peer students to attend on a sliding fee scale based on income and age eligibility.

Program Contact Information:
Defiance County, Fulton County, Williams County, and Henry County Schools:
Primary Program Contact: Jill Gilliland, Director of Special Education
NwOESC
205 Nolan Parkway
Archbold, OH 43502
567-444-4800
GENERAL SCHOOL POLICY
Children in our programs will follow the general handbook of the school district in which they are
attending. The General School handbook contains information specific to each school regarding items such
as:




Building Security; School Hours; Arrival and Departures; Absences; Tardiness; Visitor Parking;
Emergency Closings/Delays; Transportation; Student Health and Safety; Accidents and Illnesses;
Lice Guidelines; Medication/Allergies;
The general School Handbook is given out at the beginning of each school year. See your
child’s teacher to request a copy if you do not have one.
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NwOESC Policies/Guidelines Specific to Preschool Operations
2263 – PRESCHOOL BEHAVIOR MANAGEMENT AND DISCIPLINE
The Governing Board acknowledges that preschool children learn best when they feel secure and valued. When they are
accepted and appreciated, children are free to take risks, to make mistakes and to learn from their errors and successes. The
NwOESC staff respects each child and his/ her level of development, individual personality, and family and cultural
influences. The Board encourages the creation of a positive environment with the supports necessary for each child to learn
and grow to the best of his/ her ability.
Professional and classified staff members of the Board will implement preschool classroom behavior management and
discipline using the following guidelines:
❖ Patiently teach appropriate behaviors
❖ Talk with the child using words that he/she can understand
❖ Acknowledge and interpret the child’s needs, feelings, intentions and actions
❖ Give the child a chance to stop inappropriate behavior and settle differences on his or her own
❖ Support the child’s efforts to come up with appropriate alternatives on his/her own
❖ Encourage children to talk to each other to solve problems
❖ Provide a variety of acceptable alternatives
❖ Model another way to do the same behavior in a safe or more appropriate manner
❖ Suggest a more acceptable way to handle the situation
❖ Stay with the child, helping him/her to become engaged in appropriate behavior
❖ Redirect the child to another activity
❖ Remove the child from the situation/area and remain with the child, helping him/her to become engaged in
appropriate behavior
❖ Give the child reasons for actions taken with regard to inappropriate behavior
❖ Help the child take responsibility for the outcome of his/her behavior
❖ Not allow a situation to continue when a child may harm themselves or others
The actual methods of discipline shall apply to all professional and classified members of the Board while on the premises and
shall be restricted as follows:
❖ There shall be no cruel, harsh, corporal punishment or any unusual punishments such as but not limited to,
punching, pinching, shaking, or biting.
❖ No discipline shall be delegated to any other child.
❖ No physical restraints shall be used to confine a child by any means other than holding a child for a short period
of time, such as in a protective hug, so the child may regain control.
❖ No child shall be placed in a locked room or confined in an enclosed area such as a closet, a box, or a similar
cubicle.
❖ No child shall be subjected to profane language, threats, derogatory remarks about himself or his family or other
verbal abuse.
❖ Discipline shall not be imposed on a child for failure to eat, failure to sleep, or for toileting accidents.
❖ Techniques of discipline shall not humiliate shame or frighten a child.
❖ Discipline shall not include withholding food, rest or toilet use.
❖ Separation, when used as discipline shall be brief in duration and appropriate to the child’s age and
developmental ability and the child shall be within sight and hearing of a preschool staff member in a safe,
lighted and well-ventilated space.
❖ The center shall not abuse or neglect children and shall protect children from abuse and neglect while in
attendance in the preschool program.
Parents will be notified when a child is exhibiting a pattern of unacceptable behavior. A conference may be arranged with the
purpose of developing a positive behavior support plan, to provide the student with opportunity for behavioral success.
The Superintendent shall publish to all preschool parents, and post in the preschool classrooms, the guidelines of this Board
regarding preschool student behavior management and discipline guidelines.
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2280 - PRESCHOOL PROGRAM
The Governing Board recognizes a need to provide a preschool program to eligible children residing in its Educational Service Center
and has obtained a license to operate a preschool program.
The preschool program shall be located in a facility that accommodates the enrollment of the program, supports the growth and
development of children according to program objectives, and meets the requirements of statute.
A child is eligible for entrance into preschool if s/he attains the age of three and has not yet obtained the age at which s/he will be
admitted in kindergarten. Children participating in the preschool program shall have been immunized in accordance with the
requirements of the State Board of Education to prevent the spread of communicable disease.
Parents of children enrolled in the program shall be permitted access to the school during its hours of operation, in accordance with
Center procedures, to contact their children, evaluate the care provided by the program, the premises, or for other purposes approved
by the director. Upon entering the premises, parents shall report to the school office.
Tuition and Fees
Tuition and fees may be charged to parents of preschool students, according to a schedule adopted by the Board. Tuition and fees may
be graduated in proportion to family income or waived in case of hardship.
Transportation
Transportation may be provided for preschool students. Transportation shall be provided to disabled students as required by law.
Preschool program field trips shall be planned in accordance with Policy 2340 and AG 2340A, AG 2340B, AG 2340C, AG 2340D,
AG 2340E, and AG 2340F. Overnight trips will not be approved.
The Superintendent shall establish written guidelines for the preschool program addressing the following:
A. staff (AG 2280)
B. cumulative records and student information (AG 2280.01)
C. program and curriculum (AG 2280.02)
D. health and safety requirements (AG 2280.03)
E. admission and attendance (AG 2280.04)
F.

behavior management and discipline (AG 2280.05)

G. management of communicable diseases (AG 2280.03)
H. facility (AG 2280.06)
I.

food services (AG 2280.07)

J.

equipment and supplies (AG 2280.08)

2416 - STUDENT PRIVACY AND PARENTAL ACCESS TO INFORMATION
The Board respects the privacy rights of parents and their children. No student shall be required, as a part of the school program or the
Center’s curriculum, without prior written consent of the student (if an adult, or an emancipated minor or, if an unemancipated minor),
or his/her parents, to submit to or participate in any survey, analysis, or evaluation that reveals information concerning:
A. political affiliations or beliefs of the student or his/her parents';
B. mental or psychological problems of the student or his/her family;
C. sexual behavior or attitudes;
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D. illegal, anti-social, self-incriminating or demeaning behavior;
E. critical appraisals of other individuals with whom respondents have close, family relationships;
F.

legally-recognized privileged and analogous relationships, such as those of lawyers, physicians, and ministers;

G. religious practices, affiliations, or beliefs of the student or his/her parents; or
H. income (other than that required by law to determine eligibility for participation in a program or for receiving financial
assistance under such a program).
The Superintendent shall ensure that procedures are established whereby parents may inspect any materials used in conjunction with
any such survey, analysis, or evaluation.
Further, parents have the right to inspect, upon request, a survey or evaluation created by a third party before the survey/evaluation is
administered or distributed by the school to the student. The parent will have access to the survey/evaluation within a reasonable
period of time after the request is received by the building principal.
No survey or evaluation containing one or more of the items listed in A-H above will require student signatures. The supervisor will
inform parents of such a survey/evaluation or of a survey/evaluation created by a third party prior to disbursement by sending
notification of such surveys/evaluations home with the students. The parent may contact the supervisor if s/he wants to preview the
survey/evaluation beforehand, or deny participation by his/her child.
Additionally, parents have the right to inspect, upon request, any instructional material used as part of the educational curriculum of
the student. The parent will have access to the instructional material within a reasonable period of time after the request is receiving by
the building principal. The term instructional material means instructional content that is provided to a student, regardless of its
format, including printed and representational materials, audio-visual materials, and materials in electronic or digital formats (such as
materials accessible through the Internet). The term does not include academic tests or assessments.
The Board will not allow the collection, disclosure, or use of personal information collected from students for the purpose of
marketing or for selling that information (or otherwise providing that information to others for that purpose).
5201 - PARENT NOTIFICATION OF ABSENCE
Section 3313.205 requires Boards of Education of each School District to adopt a policy on notification of parents, custodial parents,
guardian, legal guardian, or other person having care or charge of a student who is absent from school.
A parent, custodial parent, guardian, legal guardian, or other person having care or charge of a student shall report by telephone or
otherwise to the appropriate school administrator that his/her child will be absent for a specified number of days or part of a day from
school. Notification must occur as early as possible the same day that the student is absent from school, but no later than 10:00 a.m.
Each teacher shall be responsible for the notification of parents, custodial parent, guardian, legal guardian or other person having care
or charge of a student who is absent from school when the appropriate school administrator has not been notified of the student's
absence as required by school policy. The teacher or designee shall contact the parent, custodial parent, guardian, legal guardian or
other person having care or charge of a student or their emergency number designee by telephone the same day a student is absent
from school. If the parent, custodial parent, guardian, legal guardian or other person having care or charge of a student or their
emergency number designee is not contacted by the end of the school day, his/her designee shall send written notification of the
absence to the student's residence.
Each student must have on file a completed absentee notification form which provides:
A.
the names of the parent, custodial parent, guardian or legal guardian or other person having care or charge of a
student;
B.
a telephone number where the parent, custodial parent, guardian, legal guardian or other person having care or
charge of a student can be reached during the day;
C.
the name and telephone number of an emergency number designee to contact if the parent, custodial parent,
guardian, legal guardian or other person having care or charge of a student cannot be reached.
5202 - ADMISSION AND WITHDRAWAL - PRESCHOOL: STUDENTS WITH DISABILITIES AND TYPICAL PEERS
Suspected preschool students with disabilities will be evaluated and placed in the program in accordance with rules 3301-31-02 and
3301-31-03 of the Ohio Administrative Code.
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The admission of typically developing children will comply with section (J) of rule 3301-31-03 of the Ohio Administrative Code.
Parents of typical peers will apply to the appropriate Special Education Supervisor who will assign typical peers based on the
availability of openings. Parents of typical peers will be charged a nominal fee which will be set annually.
Regular attendance, continuity of instruction, and classroom participation are critical to success in the program. If a student is not in
attendance and no parent notification has been received from the parents, the teacher will attempt to contact the parent to determine
the reason for the absence. If a preschool student is absent from the program for two (2) consecutive weeks after appropriate parental
contact, the student will be withdrawn from the program.
5230 - LATE ARRIVAL AND EARLY DISMISSAL
It is necessary that a student be in attendance throughout the school day in order to benefit fully from the educational program of the
Center.
The Board recognizes, however, that from time-to-time compelling circumstances require that a student be late to school or dismissed
before the end of the school day.
As agent responsible for the education of the children of this Center, the Board shall require that the school be notified in advance of
such absences by written or personal request of the student's parent, which shall state the reason for the tardiness or early dismissal.
Justifiable reasons shall be determined by the building administrator.
If one (1) parent has been awarded custody of the student by the courts, the parent of custody shall provide the school with a copy of
the custody order and inform the school in writing of any limitations in the rights of the noncustodial parent. Absent such notice, the
school will presume that the student may be released into the care of either parent.
No student who has a medical disability which may be incapacitating may be released without a person to accompany him/her.
No student shall be released to anyone who is not authorized such custody by the parents.
5310 - HEALTH SERVICES
The parent shall provide, prior to the date of admission or not later than thirty (30) days after date of admission, and
annually from the date of examination thereafter, a report from a licensed physician affirming that the child is in suitable
condition for enrollment in the program. "Prior to the date of admission" means:

•

for children younger than three (3) years old at the time of admission, the examination shall occur within six (6)
months prior to the date of an admission;

•

for children three (3) years old or older at the time of admission, the examination shall occur within twelve (12)
months prior to the date of admission

.
A preschool staff member shall annually complete fifteen (15) hours of in-service training in child development or early
childhood education; child abuse recognition and prevention; first aid; and/or in prevention, recognition, and management of
communicable diseases, until a total of forty-five (45) hours has been completed, unless s/he holds an associate or higher
degree in child development or early childhood education from an accredited college, university, or technical college, a prekindergarten associate certificate issued by the State Board of Education, or a pre-kindergarten teaching certificate.
5320 – IMMUNIZATION
In order to safeguard the school community from the spread of certain communicable diseases and in recognition that prevention is a
means of combatting the spread of disease, the Board requires all students to be immunized against poliomyelitis, measles, diphtheria,
rubella (German measles), pertussis, tetanus, mumps, and others legally designated in accordance with State statutes, unless
specifically exempt for medical or other reasons. The Board requires that students who start kindergarten during or after the school
year beginning in 1999 be immunized against Hepatitus B or be in the process of being immunized. The Board also requires that
students who start kindergarten during or after the school year beginning in 2006 be immunized against chicken pox. This policy
pertains to both students who currently attend school in the Center and those eligible to attend.
The Superintendent may exempt a student from being immunized against either or both measles and mumps if the student presents a
signed statement from a parent or physician indicating s/he has had measles or mumps and does not need to be immunized. The
student will be allowed to attend school only if a physician's statement indicates there is no danger of contagion.
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In the case of a chicken pox epidemic in the school's population, the Superintendent may deny admission to a student otherwise
exempted from the chicken pox immunization requirement. The Superintendent shall prescribe methods whereby the academic
standing of a student who is denied admission during a chicken pox epidemic is preserved.
The Superintendent may also exempt a student from immunization if a physician certifies in writing that immunization from a
particular disease is medically contra-indicated.
A student may also be exempted from immunization if a parent or guardian objects for good cause, including religious conviction.
Such objection shall be made in writing to the Superintendent stating the reason for exemption.
A student who has not completed immunization may be admitted to school provided the necessary immunizations are being received
in the fastest time consistent with the approved immunization schedule and good medical practice.
The Board believes that immunization is the primary responsibility of the parent(s). For those students who do not have ready access
to private or public health services, immunizations shall be provided at public expense
5330 - USE OF MEDICATIONS
The Board shall not be responsible for the diagnosis and treatment of student illness. With the exception of diabetes care covered
under Policy 5336, the administration of prescribed medication and/or medically-prescribed treatments to a student during school
hours will be permitted only when failure to do so would jeopardize the health of the student, the student would not be able to
attend school if the medication or treatment were not made available during school hours, or if the child is disabled and requires
medication to benefit from his/her educational program.
For purposes of this policy, "medication" shall include all medicines including those prescribed by a licensed health professional
authorized to prescribe drugs and any nonprescribed (over-the-counter) drugs, preparations, and/or remedies. "Treatment" refers
both to the manner in which a medication is administered and to health-care procedures which require special training, such as
catheterization.
Before any prescribed medication or treatment may be administered to any student during school hours, the Board shall require the
written prescription from a licensed health professional authorized to prescribe drugs accompanied by the written authorization of
the parent. Before any nonprescribed medication or treatment may be administered, the Board shall require the prior written
consent of the parent along with a waiver of any liability of the Center for the administration of the medication and made available
to the persons designated by this policy as authorized to administer medication or treatment. No student is allowed to provide or
sell any type of over-the-counter medication to another student. Violations of this rule will be considered violations of Policy 5530
- Drug Prevention and of the Student Code of Conduct/Discipline Code.
Only medication in its original container; labeled with the date, if a prescription; the student's name; and exact dosage will be
administered. The Superintendent shall determine a location in each building where the medications to be administered under this
policy shall be stored, which shall be a locked storage place, unless the medications require refrigeration in which case they shall
be stored in a refrigerator in a place not commonly used by students, and unless the medication to be administered is diabetes
medication, which must be kept in an easily accessible location pursuant to Policy 5336.
Parents may administer medication or treatment, with the exception of diabetes care covered under Policy 5336. Additionally,
students may administer medication or treatment to themselves, if authorized in writing by their parents and a licensed health
professional authorized to prescribe drugs. However, students shall be permitted to carry and use, as necessary, an asthma inhaler
or other emergency medication(s), provided the student has prior written permission from his/her parent and physician.
Additionally, students shall be permitted to carry and use, as necessary, an epinephrine autoinjector to treat anaphylaxis, provided
the student has prior written approval from the prescriber of the medication and his/her parent/guardian, if the student is a minor,
and has submitted written approval to the principal and any school nurse assigned to the building. The parent or the student shall
provide a back-up dose of the medication to the principal or school nurse. This permission shall extend to any activity, event, or
program sponsored by the school or in which the school participates. In the event epinephrine is administered by the student or a
school employee at school or at any of the covered events, a school employee shall immediately request assistance from an
emergency medical service provider (911). Students with diabetes authorized to attend to their diabetes care and management may
do so in accordance with Policy 5336.
Students shall be permitted to possess and self-administer over-the-counter topical sunscreen products while on school property or
at a school-sponsored event.
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With the exception of diabetes care covered under Policy 5336, only employees of the Board who are licensed health professionals
or who have completed a drug administration training program conducted by a licensed health professional and are designated by
the Board may administer prescription drugs to students in school.
With the exception of diabetes care covered under Policy 5336, provided they have completed the requisite training, the following
staff are authorized to administer medication and treatment to students:
A.
B.
C.
D.
E.
F.

director
teacher
school nurse
building secretary
aide (paraprofessional)
others as designated by student’s IEP and/or 504 plan

With the exception of diabetes care covered under Policy 5336, the Board shall permit the administration by a licensed nurse or
other authorized staff member of any medication requiring intravenous or intramuscular injection or the insertion of a device into
the body when both the medication and the procedure are prescribed by a licensed health professional authorized to prescribe
drugs and the nurse/staff member has completed any and all necessary training.
Students who may require administration of an emergency medication shall have such medication in their possession upon written
authorization of their parent(s) and physician or, such medication, upon being identified as aforenoted, may be stored in an area
designated by the building administrator and administered in accord with this policy and Policy 5336.
All dental disease prevention programs, sponsored by the Ohio Department of Health, and administered by school employees,
parents, volunteers, employees of local health districts, or employees of the Ohio Department of Health, which utilize prescription
drugs for the prevention of dental disease and which are conducted in accordance with the administrative guidelines of the Ohio
Department of Health are exempt from all requirements of this policy.
5342 - PRESCHOOL COTS, RUGS, AND BEDDING
Cots, rugs, and accompanying linens and blankets shall be labeled to indicate the preschool child who has been assigned to the
cot or rug. Cots or rugs shall be thoroughly cleaned with an appropriate germicidal detergent and regularly sanitized before
assignment for use by another child. Each child shall have a cot or rug for his/her exclusive use between sanitization
procedures.
Cots, rugs, linens, and blankets used by an ill child will be thoroughly cleaned and laundered before use by another child.
5344 - COMMUNICABLE DISEASES - PRESCHOOL
All preschool teachers and teacher's aides will be trained by a qualified instructor in the recognition, prevention, and
management of communicable diseases which addresses signs and symptoms of illnesses, hand-washing procedures, and
disinfecting procedures.
A child with the following signs or symptoms of illness will be immediately isolated and discharged to his/her parent:
A.
diarrhea (more than one (1) abnormally loose stool in a twenty-four (24) hour period)
B.
severe coughing
C.
difficult or rapid breathing
D.
yellowish skin or eyes
E.
conjunctivitis
F.
temperature of 100 degrees in combination with any other sign of illness
G.
untreated infected skin patch(es)
H.
unusually dark urine and/or gray or white stool
I.
stiff neck
J.
unusual spots or rashes
K.
sore throat or difficulty in swallowing
L.
vomiting
M.
evidence of lice, scabies, or other parasitic infestation
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In the case of a mildly-ill child (a child who does not feel well enough to participate in activities, but who does not have
symptoms that may be indicative of a communicable disease), the Program Director or designee will contact the child’s parents
to determine next steps (continued care or parent pick-up). If the parents cannot be reached, the Program Director or designee
will contact the emergency contact person for the child. A mildly-ill child will be made comfortable and activities will be
modified as the teacher determines appropriate during the time the child remains in the preschool. The child will be observed
carefully for signs and symptoms of worsening conditions or conditions listed above and if necessary he/she will be isolated
from the other children in the preschool (with adult supervision), until he/she can be picked up.
A child isolated due to suspected communicable disease shall be:
A.
cared for in a room or portion of a room not in use by children;
B.
within sight and hearing of an adult at all times;
C.
made comfortable. Any linens must be disinfected and laundered before being used by another child;
D.
observed closely for worsening condition;
E.
discharged to parent as soon as possible.
The Ohio Department of Health "Child Day Care Center Communicable Disease Chart" will be posted conspicuously in the
classroom.
Parents of all the students in the classroom will be notified by telephone or note when the children have been exposed to a
communicable disease in the classroom.
An ill child shall not be readmitted to school until:
A.
seen by a physician and given permission to attend;
B.
all signs and symptoms of communicable diseases have been absent for twenty-four (24) hours.
5423 - REPORTING STUDENT PROGRESS – PRESCHOOL
The Board believes that the cooperation of school and home is a vital ingredient in the growth and education of the whole child. The
Board also recognizes its responsibility to keep parents informed about student welfare and progress in school.
The Board shall establish a system for reporting the progress of preschool students to their parents or guardians. The Superintendent,
in conjunction with special education supervisors and preschool teachers, will design the content of the report, the means for assessing
progress, and the method for notifying parents of progress. Methods for assessing progress shall be directly related to the age level of
the students and to the developmentally appropriate curriculum. Student progress reports will be issued quarterly throughout the
school year, and parents will be invited in for a face-to-face conference with the teacher about their child’s progress at least two times
per year. If a preschool disabled child is not making satisfactory progress towards the goals in his/her Individualized Learning Plan,
the preschool teacher will call an IEP Review Conference.
The student progress reporting system will be reviewed and revised periodically for continual improvement of the reporting
system.
5511 - DRESS AND GROOMING
The Board recognizes that each student's mode of dress and grooming is a manifestation of personal style and individual preference.
The Board will not interfere with the rights of students and their parents to make decisions regarding their appearance, except when
their choices affect the educational program of the schools. Students have the right to dress in accordance with their gender identity,
within the constraints of the dress code promulgated by the school.
Accordingly the Superintendent shall establish such grooming guidelines as are necessary to promote discipline, maintain order,
secure the safety of students, and provide a healthy environment conducive to academic purposes.

5514 - ROUTINE HANDWASHING - PRESCHOOL
The Board will maintain high standards of health and safety for preschool programs by teaching students effective hand
washing techniques. Teachers and students will follow routine hand washing techniques to prevent cross contamination among
teaching staff and children. Teachers and students will adhere to the following guidelines and procedures for washing hands:
A. soap, running water, and paper towels will be accessible at all times;
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B. routine hand washing techniques will be used:
1. before handling food
2. after handling articles such as soiled tissues, soiled Band-Aids, or dressings
3. before and after eating
4. after using a handkerchief or tissue
5. after using the toilet
Teachers and students will follow these procedures for routine hand washing:
A. Turn on water, using a comfortably warm temperature.
B. Wet hands and wrists.
C. Apply a small amount of soap.
D. With a rotating frictional motion, rub hands together, getting under nails and between fingers. To wash fingers and the
spaces between them, interlace the fingers and rub up and down. E. Wash for at least one (1) minute.
F. Rinse well.
G. Use paper towel and dry hands thoroughly.
H. If using sink with faucet handle, remember that all faucet handles are contaminated. Turn water off by using a paper towel
between your hand and the handle.
Hand washing cannot kill bacteria because the water is not hot enough and the chemicals in the soaps are not strong enough.
However, hand washing removes bacteria. Therefore, running water and friction are important to the hand washing procedure.
5516 - STUDENT HAZING
Hazing activities of any type are inconsistent with and disruptive to the educational process, and prohibited at any time in school
facilities, on school property, and/or off school property if the misconduct is connected to or associated with Governing Boardsponsored activities (e.g., extracurricular teams, clubs, or groups) or incidents that have occurred on school property. No
administrator, employee, faculty member, teacher, consultant, alumnus, or volunteer of the Center shall encourage, permit, authorize,
condone, or tolerate any hazing activities. The preceding prohibition includes recklessly permitting the hazing of any person
associated with the Center. Additionally, no student shall plan, encourage, or engage in any hazing.
Hazing is defined as doing any act or coercing another, including the victim, to do any act of initiation into any class, team, or
organization or any act to continue or reinstate membership in or affiliation with any class, team, or organization that causes or creates
a substantial risk of causing mental or physical harm to any person, including coercing another to consume alcohol or a drug of abuse.
No person shall recklessly participate in the hazing of another. Permission, consent, or assumption of risk by an individual subjected
to hazing shall not lessen the prohibitions contained in this policy.
Administrators, employees, faculty members, teachers, or volunteers of the Center shall be alerted to possible situations,
circumstances, or events that might include hazing. If hazing or planned hazing is discovered, the students involved shall be informed
by the discoverer of the prohibitions contained in this policy and shall be ordered to end all hazing activities or planned activities
immediately. All hazing incidents shall be reported immediately to the Superintendent. Additionally, no administrator, employee,
faculty member, teacher, consultant, alumnus, or volunteer of the Center who is acting in an official and professional capacity shall
recklessly fail to immediately report the knowledge of hazing to a law enforcement agency in the county in which the victim of hazing
resides or in which the hazing is occurring or has occurred. Students, administrators, employees, faculty members, and teachers who
fail to abide by this policy may be subject to disciplinary action and may be held personally liable for civil and criminal penalties in
accordance with law. Likewise, consultants, alumni, and volunteers associated with the Center who fail to abide by this policy may be
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prohibited from continuing their involvement and/or participation in activities associated with the Center and may be held personally
liable for civil and criminal penalties in accordance with law.
The Superintendent shall distribute this policy to all students, Board employees, consultants, and volunteers, and shall incorporate it
into building, staff, and student handbooks. It shall also be posted on the Center’s website. This policy shall be the subject of
discussion at employee staff meetings or in-service programs.
Board employees, consultants, and volunteers shall not intentionally remain ignorant of hazing or potential hazing activities.
5517.01 - BULLYING AND OTHER FORMS OF AGGRESSIVE BEHAVIOR
The Governing Board is committed to providing a safe, positive, productive, and nurturing educational environment for all of its
students. The Board encourages the promotion of positive interpersonal relations between members of the school community.
Harassment, intimidation, or bullying toward a student, whether by other students, staff, or third parties is strictly prohibited and will
not be tolerated. This prohibition includes aggressive behavior, physical, verbal, and psychological abuse, and violence within a dating
relationship. The Board will not tolerate any gestures, comments, threats, or actions which cause or threaten to cause bodily harm or
personal degradation. This policy applies to all activities in the Educational Service Center, including activities on school property, on
a school bus, or while enroute to or from school, and those occurring off school property if the student or employee is at any schoolsponsored, school-approved or school-related activity or function, such as field trips or athletic events where students are under the
school's control, in a school vehicle, or where an employee is engaged in school business.
This policy has been developed in consultation with parents, Center employees, volunteers, students, and community members as
prescribed in R.C. 3313.666 and the State Board of Education's Model Policy.
Harassment, intimidation, or bullying means:
A.
any intentional written, verbal, electronic, or physical act that a student or group of students exhibits toward another
particular student(s) more than once and the behavior both causes mental or physical harm to the other student(s)
and is sufficiently severe, persistent, or pervasive that it creates an intimidating, threatening, or abusive educational
environment for the other student(s); or
B.
violence within a dating relationship.
"Electronic act" means an act committed through the use of a cellular telephone, computer, pager, personal communication device, or
other electronic communication device.
Aggressive behavior is defined as inappropriate conduct that is repeated enough, or serious enough, to negatively impact a student's
educational, physical, or emotional well-being. This type of behavior is a form of intimidation and harassment, although it need not be
based on any of the legally protected characteristics, such as sex, race, color, national origin, marital status, or disability. It would
include, but not be limited to, such behaviors as stalking, bullying/cyberbullying, intimidating, menacing, coercion, name calling,
taunting, making threats, and hazing.
Harassment, intimidation, or bullying also means cyberbullying through electronically transmitted acts (i.e., internet, e-mail, cellular
telephone, personal digital assistance (PDA), or wireless hand-held device) that a student(s) or a group of students exhibits toward
another particular student(s) more than once and the behavior both causes mental and physical harm to the other student and is
sufficiently severe, persistent, or pervasive that it creates an intimidating, threatening, or abusive educational environment for the
other student(s).
Any student or student's parent/guardian who believes s/he has been or is the victim of aggressive behavior should immediately report
the situation to the building principal, assistant principal, supervisor, or the Superintendent. The student may also report concerns to
teachers and other school staff who will be responsible for notifying the appropriate administrator or Board official. Complaints
against the building principal or supervisor should be filed with the Superintendent. Complaints against the Superintendent should be
filed with the Board President.
Every student is encouraged, and every staff member is required, to report any situation that they believe to be aggressive behavior
directed toward a student. Reports may be made to those identified above.
All complaints about aggressive behavior that may violate this policy shall be promptly investigated. The building principal or
appropriate administrator shall prepare a written report of the investigation upon completion. Such report shall include findings of fact,
a determination of whether acts of harassment, intimidation, and/or bullying were verified, and, when prohibited acts are verified, a
recommendation for intervention, including disciplinary action shall be included in the report. Where appropriate, written witness
statements shall be attached to the report.
14

If the investigation finds an instance of harassment, intimidation, and/or bullying/cyberbullying by an electronic act or otherwise, has
occurred, it will result in prompt and appropriate remedial and/or disciplinary action. This may include suspension or up to expulsion
for students, up to discharge for employees, exclusion for parents, guests, volunteers, and contractors, and removal from any official
position and/or a request to resign for Board members. Individuals may also be referred to law enforcement officials.
If, during an investigation of a reported act of harassment, intimidation and/or bullying/cyberbullying, the Principal or appropriate
administrator believes that the reported misconduct may have created a hostile learning environment and may have constituted
unlawful discriminatory harassment based on a Protected Class, the Principal will report the act of bullying and/or harassment to one
of the Anti-Harassment Compliance Officers so that it may be investigated in accordance with the procedures set forth in
Policy 5517 - Anti-Harassment.
Retaliation against any person who reports, is thought to have reported, files a complaint, or otherwise participates in an investigation
or inquiry concerning allegations of aggressive behavior is prohibited and will not be tolerated. Such retaliation shall be considered a
serious violation of Board policy and independent of whether a complaint is substantiated. Suspected retaliation should be reported in
the same manner as aggressive behavior. Retaliation may result in disciplinary action as indicated above.
Deliberately making false reports about harassment, intimidation, bullying and/or other aggressive behavior for the purpose of getting
someone in trouble is similarly prohibited and will not be tolerated. Deliberately making false reports may result in disciplinary action
as indicated above. If a student or other individual believes there has been aggressive behavior, regardless of whether it fits a
particular definition, s/he should report it and allow the administration to determine the appropriate course of action. The Center shall
implement intervention strategies (AG 5517.01) to protect a victim or other person from new or additional harassment, intimidation,
or bullying and from retaliation following such a report. This policy shall not be interpreted to infringe upon the First Amendment
rights of students (i.e., to prohibit a reasoned and civil exchange of opinions, or debate, that is conducted at appropriate times and
places during the school day and is protected by State or Federal law).
The complainant shall be notified of the findings of the investigation, and as appropriate, that remedial action has been taken. If after
investigation, acts of bullying against a specific student are verified, the building principal or appropriate administrator shall notify the
custodial parent/guardian of the victim of such finding. In providing such notification care shall be taken to respect the statutory
privacy rights of the perpetrator of such harassment, intimidation, and/or bullying.
If after investigation, acts of harassment, intimidation, and/or bullying by a specific student are verified, the building principal or
appropriate administrator shall notify in writing the custodial parent/guardian of the perpetrator of that finding. If disciplinary
consequences are imposed against such student, a description of such discipline shall be included in the notification.
Complaints
Students and/or their parents/guardians may file reports regarding suspected harassment, intimidation, or bullying. Such reports shall
be reasonably specific including person(s) involved, number of times and places of the alleged conduct, the target of suspected
harassment, intimidation, and/or bullying, and the names of any potential student or staff witnesses. Such reports may be filed with
any school staff member or administrator, and they shall be promptly forwarded to the building principal or supervisor for review,
investigation, and action.
Students, parents/guardians, and school personnel may make informal or anonymous complaints of conduct that they consider to be
harassment, intimidation, and/or bullying by verbal report to a teacher, school administrator, or other school personnel. Such
complaints shall be reasonably specific including person(s) involved, number of times and places of the alleged conduct, the target of
suspected harassment, intimidation, and/or bullying, and the names of any potential student or staff witnesses. A school staff member
or administrator who receives an informal or anonymous complaint shall promptly document the complaint in writing, including the
information provided. This written report shall be promptly forwarded by the school staff member and/or administrator to the building
principal or supervisor for review, investigation, and appropriate action.
Individuals who make informal complaints as provided above may request that their name be maintained in confidence by the school
staff member(s) and administrator(s) who receive the complaint. Anonymous complaints shall be reviewed and reasonable action shall
be taken to address the situation, to the extent such action may be taken that (1) does not disclose the source of the complaint, and (2)
is consistent with the due process rights of the student(s) alleged to have committed acts of harassment, intimidation, and/or bullying.
When an individual making an informal complaint has requested anonymity, the investigation of such complaint shall be limited as is
appropriate in view of the anonymity of the complaint. Such limitation of investigation may include restricting action to a simple
review of the complaint subject to receipt of further information and/or the withdrawal by the complaining student of the condition
that his/her report be anonymous.
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Privacy/Confidentiality
The Center will respect the privacy of the complainant, the individual(s) against whom the complaint is filed, and the witnesses as
much as possible, consistent with the Board’s legal obligations to investigate, to take appropriate action, and to conform with any
discovery or disclosure obligations. All records generated under this policy and its related administrative guidelines shall be
maintained as confidential to the extent permitted by law.
Reporting Requirement
At least semi-annually, the Superintendent shall provide to the President of the Board a written summary of all reported incidents and
post the summary on the Center web site (if one exists). The list shall be limited to the number of verified acts of harassment,
intimidation, and/or bullying, whether in the classroom, on school property, to and from school, or at school-sponsored events.
Allegations of criminal misconduct and suspected child abuse will be reported to the appropriate law enforcement agency and/or to
Child Protective Services in accordance with statute. Center personnel shall cooperate with investigations by such agencies.
Immunity
A Center employee, student, or volunteer shall be individually immune from liability in a civil action for damages arising from
reporting an incident in accordance with this policy and R.C. 3313.666 if that person reports an incident of harassment, intimidation,
and/or bullying promptly, in good faith, and in compliance with the procedures specified in this policy. Such immunity from liability
shall not apply to an employee, student, or volunteer determined to have made an intentionally false report about harassment,
intimidation, and/or bullying.
Notification
Notice of this policy will be annually circulated to and posted in conspicuous locations in all school buildings and departments within
the Center and discussed with students, as well as incorporated into the teacher, student, and parent/guardian handbooks. At least once
each school year a written statement describing the policy and consequences for violations of the policy shall be sent to each student's
custodial parent or guardian. The statement may be sent with regular student report cards or may be delivered electronically.
The policy and an explanation of the seriousness of bullying by electronic means shall be made available to students in the Center and
to their custodial parents or guardians. State and Federal rights posters on discrimination and harassment shall also be posted at each
building. All new hires will be required to review and sign off on this policy and the related complaint procedures.
Education and Training
In support of this policy, the Board promotes preventative educational measures to create greater awareness of aggressive behavior,
including bullying and violence within a dating relationship. The Superintendent or designee shall provide appropriate training to all
members of the Center community related to the implementation of this policy and its accompanying administrative guidelines. All
training regarding the Board’s policy and administrative guidelines and aggressive behavior and bullying in general, will be age and
content appropriate.
Annually, the Center shall provide all students enrolled in the Center with age-appropriate instruction regarding the Board's policy,
including a written or verbal discussion of the consequences for violations of the policy to the extent that State or Federal funds are
appropriated for this purpose.
Students in grades seven (7) through twelve (12) shall receive age-appropriate instruction in dating violence prevention education,
including instruction in recognizing dating violence warning signs and characteristics of healthy relationships. Parents, who submit a
written request to the building principal or supervisor to examine the dating violence prevention instruction materials used in the
school, will be afforded an opportunity to review the materials within a reasonable period of time.
The Center shall provide training, workshops, and/or courses on this policy for school employees and volunteers who have direct
contact with students, to the extent that State or Federal funds are appropriated for these purposes. Time spent by school staff in these
training programs shall apply toward mandated continuing education requirements.
In accordance with Board Policy 8462, the Superintendent shall include a review of this policy on bullying and other forms of
harassment in the required training in the prevention of child abuse, violence, and substance abuse and the promotion of positive youth
development. The Superintendent shall develop administrative guidelines to implement this policy. Guidelines shall include reporting
and investigative procedures, as needed. The complaint procedure established by the Superintendent shall be followed.
5610.03 - EMERGENCY REMOVAL OF STUDENTS
If a student's presence poses a continuing danger to persons or property, or an ongoing threat of disrupting the academic process taking
place either in a classroom or elsewhere on school premises, then the Superintendent, Principal or assistant Principal may remove the
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student from curricular activities or from the school premises. A teacher may remove the student from curricular activities under the
teacher's supervision, but not from the premises. If a teacher makes an emergency removal, the teacher will notify a building
administrator of the circumstances surrounding the removal in writing, as soon as practicable. Because such removal is not subject to
the normal suspension and expulsion procedures, no prior notice or hearing is required for any removal under this policy.
A due process hearing will be held on the next school day after the removal is ordered. Written notice of the hearing and the reason for
the removal and any intended disciplinary action will be given to the student as soon as practical prior to the hearing. If the student is
subject to out-of-school suspension, the student will have the opportunity to appear at an informal hearing before the Principal,
Assistant Principal, Superintendent or designee and has the right to challenge the reasons for the intended suspension or otherwise
explain his/her actions. Within one (1) school day of the decision to suspend, written notification will be given to the
parent(s)/guardian(s) or custodian of the student. This notice will include the reasons for the suspension, the right of the student or
parent(s)/guardian(s) to appeal to the Governing Board or its designee and the student's right to be represented in all appeal
proceedings. If it is probable that the student may be subject to expulsion, the hearing will take place on the next school day after the
date of the initial removal and will be held in accordance with the procedures outlined in the Policy 5611 - Due Process Rights. The
person who ordered or requested the removal will be present at the hearing.
A student in any of grades pre-kindergarten through 3 may be removed only for the remainder of the school day, and shall be
permitted to return to any curricular and extra-curricular activities on the next school day (following the day in which the student was
removed or excluded). When a student in any of grades pre-kindergarten through 3 is removed and returned to his/her curricular and
extra-curricular activities the next school day, the Principal is not required to hold a hearing (or provide written notice of same).
The Principal shall not initiate suspension or expulsion proceedings against a student in any grades pre-kindergarten through 3 who
was removed unless the student has committed one (1) of the following acts:
A. The student brings a firearm or knife capable of causing serious bodily injury to a school building or on to any other property
(including a school vehicle) owned, controlled, or operated by the Board, to an interscholastic competition, an extracurricular event, or to any other school program or activity that is not located in a school or on property that is owned or
controlled by the Board. Similarly, the Principal can initiate suspension or expulsion proceedings if the student possesses a
firearm or knife capable of causing serious bodily injury at school or on any other property (including a school vehicle)
owned, controlled, or operated by the Board, at interscholastic competition, an extra-curricular event, or at any other school
program or activity that is not located in a school or on property that is owned or controlled by the Board.
B. The student commits an act at school, on other school property, at an interscholastic competition, extra-curricular event, or
any other school program or activity and the act: 1) would be a criminal offense if committed by an adult; and 2) results in
serious physical harm to person(s) as defined in R.C. 2901.01(A)(5), or to property as defined in R.C. 2901.01(A)(6).
C. The student engages in the behavior of such a nature that suspension or expulsion is necessary to protect the immediate health
and safety of the student, the student’s fellow classmates, the classroom staff and teachers, or other school employees.
If the Superintendent or Principal reinstates a student prior to the hearing for emergency removal, the teacher may request and will be
given written reasons for the reinstatement. The teacher cannot refuse to reinstate the student.
In an emergency removal, a student can be kept from class until the matter of the misconduct is disposed of either by reinstatement,
suspension or expulsion.
5630.01 - POSITIVE BEHAVIOR INTERVENTION AND SUPPORTS AND LIMITED USE OF RESTRAINT AND
SECLUSION
The Governing Board is committed to implementation of Positive Behavior Intervention and Supports (PBIS) framework on a Centerwide basis and the establishment of a school environment focused on the care, safety, and welfare of all students and staff members.
Staff are directed to work to prevent the use of physical restraint and/or seclusion. The PBIS framework shall serve as the foundation
for the creation of a learning environment that promotes the use of evidence-based academic and behavioral practices aimed at
enhancing academic, social, and behavioral outcomes for all students. An emphasis shall be placed on promoting positive
interventions and solutions to potential crises. If a student's behavior, however, presents a threat of immediate physical harm to the
student or others, staff may, as a last resort (i.e., there is no other safe and effective intervention available) and in accordance with the
terms of this policy, use approved physical restraint or seclusion to maintain a safe environment.
All physical restraint and seclusion shall only be done in accordance with this policy, which is based on the standards adopted by the
State Board of Education regarding the use of student restraint and seclusion.
Training in methods of PBIS and the use of physical restraint and seclusion will be provided to all professional staff and support staff
determined appropriate by the Superintendent. Training will be in accordance with the State's Standards. Absent an emergency, only
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school staff who are trained in permissible seclusion and physical restraint measures shall use such techniques.
Every use of restraint and seclusion shall be documented and reported in accordance with this policy.
The Board shall annually notify parents of this policy, which will be published on the Center’s website.
DEFINITIONS
Aversive behavioral interventions mean intervention that are intended to induce pain or discomfort to a student for the purpose of
eliminating or reducing maladaptive behaviors, including such interventions as application of noxious, painful, and/or intrusive
stimuli, including any form of noxious, painful or intrusive spray, inhalant, or taste, or other sensory stimuli such as climate control,
lighting, and sound.
Behavioral Intervention Plan (“BIP”) means a comprehensive plan for managing problem behavior by changing or removing
contextual factors that trigger or maintain it, by strengthening replacement skills, teaching new skills and by providing positive
behavior intervention and supports and services to address behavior.
Chemical restraint means a drug or medication used to control a student's behavior or restrict freedom of movement that is not:
A. Prescribed by a licensed physician, or other qualified health professional acting under the scope of the professional's authority
under Ohio law, for the standard treatment of a student's medical or psychiatric condition; and
B. Administered as prescribed by the licensed physician or other qualified health professional acting under the scope of the
professional's authority under Ohio law.
De-escalation techniques are interventions that are used to prevent violent and aggressive behaviors and reduce the intensity of
threatening, violent and disruptive incidents.
Functional behavior assessment (FBA) is a school-based process for students with disabilities and students without disabilities that
includes the student's parent and, as appropriate, the child, to determine why a child engages in challenging behaviors and how the
behavior relates to the child's environment. Consent from the parent and, as appropriate, the child (eighteen (18) years of age or older),
must be obtained at the initial Functional Behavior Assessment.
Mechanical restraint means any method of restricting a student's freedom of movement, physical activity, or normal use of the
student's body, using an appliance or device manufactured for this purpose. Mechanical restraint does not mean a device used by
trained Student Personnel, or used by a student, for the specific and approved therapeutic or safety purposes for which the device was
designed and, if applicable, prescribed, including:
A. restraints for medical immobilization;
B. adaptive devices or mechanical supports used to allow greater freedom of mobility than would be possible without the use of
such devices or mechanical supports; or
C. vehicle safety restraints when used as intended during the transport of a student in a moving vehicle.
Parent means:
A. a biological or adoptive parent;
B. a guardian generally authorized to act as the child's parent, or authorized to make decisions for the child (but not the State if
the child is a ward of the State);
C. an individual acting in the place of a biological or adoptive parent (including a grandparent, stepparent, or other relative) with
whom the child lives, or an individual who is legally responsible for the child's welfare;
D. a surrogate parent who has been appointed in accordance with Ohio Administrative Code 3301-51-05(E); or
E. any person identified in a judicial decree or order as the parent of a child or the person with authority to make educational
decisions on behalf of the child.
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Physical escort means the temporary touching or holding of the hand, wrist, arm, shoulder, waist, hip, or back for the purpose of
inducing a student to move to a safe location.
Physical restraint means the use of physical contact that immobilizes or reduces the ability of a student to move the student's arms,
legs, body, or head freely. Physical restraint does not include a physical escort, mechanical restraint, or chemical restraint. Physical
restraint does not include brief physical contact for the following or similar purposes to:
A. break up a fight;
B. knock a weapon away from a student's possession;
C. calm or comfort;
D. assist a student in completing a task/response if the student does not resist the contact; or
E. prevent imminent risk of injury to the student or others.
Positive Behavior Intervention and Supports (PBIS) means a multi-tiered, school-wide, behavioral framework developed and
implemented for the purpose of improving academic and social outcomes, and increasing learning for all students. PBIS includes a
decision-making framework that guides selection, integration, and implementaiton of evidence-based academic and behavior practices
for improving academic and behavior outcomes for all students. PBIS encompasses a range of systemic and individualized positive
strategies to reinforce desired behaviors, diminish reoccurrences of challenging behaviors, and teach appropriate behaviors to students.
PBIS Leadership Team means the assigned team at the Center and building level that plans, coaches and monitors PBIS
implementation in the Center and buildings. The PBIS Leadership Teams may include, but is not limited to, school administrators,
teacher representatives across grade level and programs, staff able to provide behavioral expertise, and other representatives identified
by the Center or school such as bus drivers, food service staff, custodial staff, and paraprofessionals.
Prone restraint means physical or mechanical restraint while the student is in the face-down position.
Seclusion means the involuntary isolation of a student in a room, enclosure, or space from which the student is prevented from leaving
by physical restraint or by a closed door or other physical barrier. It does not include a timeout.
Student means an individual enrolled in the Center.
Student Personnel means teachers, principals, counselors, social workers, school resource officers, teacher's aides, psychologists, bus
drivers, related service providers, nursing staff, or other Center staff who interact directly with students.
Timeout means a behavioral intervention in which the student, for a limited and specified time, is separated from the class within the
classroom or in a non-locked setting for the purpose of self-regulating and controlling his or her own behavior. In a timeout, the
student is not physically restrained or prevented from leaving the area by physical barriers.
POSITIVE BEHAVIOR INTERVENTION AND SUPPORTS FRAMEWORK
The Center will implement PBIS on a system-wide basis in accordance with R.C. 3319.46 and A.C. 3301-35-15. The Center’s PBIS
framework involves comprehensive, school-wide data systems that enable monitoring of academic progress, behavioral incidents,
attendance, and other critical indicators across classrooms. The administration is encouraged to use data-based decision-making to
select, monitor, and evaluate outcomes, practices, and systems. The PBIS framework further involves a school-wide investment in
evidence-based curricula and effective instructional strategies, matched to students’ needs, and data to support teachers’ academic
instruction. Evidence-based practices along a multi-tiered continuum of supports will be used. The Center’s PBIS framework will
further focus on improving staff climate and culture regarding the role of discipline in the classroom, by using positive and proactive
communication and staff recognition. Finally, classroom practices shall be linked to and aligned with the school-wide system so
progress monitoring can occur with fidelity and target outcomes. The PBIS framework will strive to enable accurate and sustainable
implementation of practices.
As part of its implementation of the PBIS framework, the Center will provide Student Personnel with appropriate professional
development, engage in explicit instruction of school-wide behavior expectation, employ consistent systems of acknowledging and
correcting behavior, create teaching environments designed to eliminate behavior triggers, and promote family and community
involvement.
The PBIS framework shall apply to all students and staff, and in all settings. It shall include:
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A. school staff trained to identify conditions such as where, under what circumstances, with whom, and why specific behaviors
occur;
B. functional behavior assessments that include:
1.

review of existing data;

2.

interviews with parents, family members, and students; and

3.

examination of previous and existing behavior intervention plans.

C. development and implementation of positive behavior intervention and supports, and the teaching of appropriate behavior,
including:
1.

modification of environmental factors that escalate inappropriate behavior;

2.

supporting the attainment of appropriate behavior; and

3.

use of de-escalation techniques to defuse potentially violent dangerous behavior.

PROFESSIONAL DEVELOPMENT FOR IMPLEMENTATION OF PBIS
In order to successfully implement the PBIS framework on a Center-wide basis, the Board shall provide for Student Personnel shall
receive professional development as follows:

A. the professional development will occur at least every three (3) years;
B. the professional development must be provided by a building or Center PBIS Leadership Team or an appropriate State,
regional, or national source in collaboration with the building or Center PBIS Leadership Team;
C. the trained PBIS Leadership team will provide the professional development in accordance with the Center-developed PBIS
training plan, which the Superintendent will develop;
D. the Superintendent shall retain records of completion of the professional development; and
E. the professional development will include the following topics:

F.

1.

an overview of PBIS;

2.

the process for teaching behavioral expectations;

3.

data collection;

4.

implementation of PBIS with fidelity;

5.

consistent systems of feedback to students for acknowledgment of appropriate behavior and corrections for behavior
errors; and

6.

consistency in discipline and discipline referrals.

the training will be appropriately modified for the intended audience.

The Superintendent is charged with arranging for continuous training structures to be in place to provide ongoing coaching and
implementation with fidelity.

20

SECLUSION
Seclusion may be used only when a student’s behavior poses an immediate risk of physical harm to the student or others and no other
safe or effective intervention is available. Seclusion may be used only as a last resort to provide the student with an opportunity to
regain control of the student's actions. Seclusion must be used in a manner that is age and developmentally appropriate, for the
minimum amount of time necessary for the purpose of protecting the student and/or others from physical harm, and otherwise in
compliance with this policy and the Ohio Department of Education’s (ODE) model policy.
Seclusion shall be implemented only by Student Personnel who are trained to protect the care, welfare, dignity, and safety of the
student, including trained to detect indications of physicial or mental distress that require removal and/or immediate medical
assistance. Student Personnel must document their observations of the student during the seclusion.
Additional requirements for the use of seclusion:
If Student Personnel use seclusion, they must:
A. continually observe the student in seclusion for indications of physical or mental distress and seek immediate medical
assistance if there is a concern;
B. use communication strategies and research-based de-escalation techniques in an effort to help the student regain control as
quickly as possible;
C. remove the student from seclusion when the immediate risk of physical harm to the student and/or others has dissipated;
D. assess the student for injury or psychological distress after the use of seclusion, and monitor the student as needed following
the incident;
E. conduct a debriefing including all involved staff to evaluate the trigger for the incident, staff response, and methods to
address the student's behavioral needs; and
F.

complete all required reports and document their observations of the student;

G. ensure safety of other students and protect the dignity and respect of the student involved;
H. combine the use of seclusion with other non-physical interventions (which are always preferred) that will diminish the need
for seclusion in the future;
I.

if at any point the staff assess that the intervention is insufficient to maintain safety of all involved, contact emergency
personnel;

J.

use seclusion for the last amount of time necessary.

Requirements for a room or area used for seclusion:
A room or area used for seclusion must provide for adequate space, lighting, ventilation, and clear visibility in order to allow Student
Personnel to observe the student.
A room or area used for seclusion must not be locked or otherwise prevent the student from exiting the area should staff become
incapacitated or leave the area.
Additional prohibited seclusion practices:
Seclusion shall not be used:
A. for the convenience of staff;
B. as a substitute for an educational program;
C. as a form of discipline or punishment;
D. as a substitute for other less restrictive means of assisting a student in regaining control;
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E. as a substitute for inadequate staffing;
F.

as a substitute for staff training in positive behavior intervention and supports framework and crisis management;

G. as a means to coerce, retaliate, or in a manner that endangers a student.
Seclusion of preschool-age children is prohibited, except that a preschool-age child may be separated from classmates, either in the
classroom or in a safe, lighted, and well-ventilated space, for an amount of time that is brief in duration and appropriate to the child's
age and development, if the child is always within sight and hearing of a preschool staff member.
PHYSICAL RESTRAINT
Prone restraint, including any physical restraint that obstructs the airway of the student, or any physical restraint that impacts a
student’s primary mode of communication, is prohibited. Student Personnel may use physical restraint only as a last resort and in
accordance with this policy and the requirements of A.C. 3301-35-15.
Physical restraint may be used only when the student’s behavior poses an immediate risk of physical harm to the student and/or others
and no other safe or effective intervention is available. The physical restraint must be implemented in a manner that is age and
developmentally appropriate, does not obstruct the student's ability to breathe, does not interfere with the student’s ability to
communicate in the student's primary language or mode of communication, and otherwise in compliance with this policy and the
ODE’s corresponding model policy.
Only Student Personnel trained in safe restraint techniques may implement physical restraint except in the case of rare and
unavoidable emergency situations when trained personnel are not immediately available. Student Personnel must be trained to protect
the care, welfare, dignity, and safety of the student.
Additional requirements for the use of physical restraint:
If Student Personnel use physical restraint, they must:
A. continually observe the student in restraint for indications of physical or mental distress and seek immediate medical
assistance if there is a concern;
B. use communication strategies and research-based de-escalation techniques in an effort to help the student regain control as
quickly as possible;
C. remove the student from physical restraint immediately when the immediate risk of physical harm to the student and/or others
has dissipated;
D. assess the student for injury or psychological distress after the use of physical restraint, and monitor the student as needed
following the incident;
E. conduct a debriefing including all involved staff to evaluate the trigger for the incident, staff response, and methods to
address the student's behavioral needs; and
F.

complete all required reports and document their observations of the student;

G. implement in a manner that accommodates age and body size diversity;
H. ensure safety of other students and protect the dignity and safety of the student involved;
I.

combine with other non-physical interventions (which are always preferred) that will diminish the need for physical
intervention in the future;

J.

use the least amount of force necessary for the least amount of time necessary;

K. if at any point the staff assesses the intervention is insufficient to maintain safety for all involved, contact emergency
personnel.
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Physical restraint shall not be used for punishment or discipline, or as a substitute for other less restrictive means of assisting a student
in regaining control.
Prohibited Practices
The following practices are prohibited under all circumstances, including emergency safety situations:
A. prone restraint;
B. any form of physical restraint that involves the intentional, knowing, or reckless use of any technique that:
1.

involves the use of pinning down a student by placing knees to the torso, head, or neck of the student;

2.

uses pressure point, pain compliance, or joint manipulation techniques;

3.

otherwise involves techniques that are used to unnecessary cause pain;

4.

causes loss of consciousness or harm to the neck or restricting respiration in any way;

5.

involves dragging or lifting of the student by the hair or ear or any type of mechanical restraint;

6.

uses other students or untrained staff to assist with the hold or restraint;

7.

involves securing a student to another student or fixed object;

C. corporal punishment as defined in R.C. 3319.41;
D. child endangerment as defined in R.C. 3319.41;
E. deprivation of basic needs;
F.

seclusion or restraint of preschool-age students in violation of A.C. 3301-37-10(D) and A.C. 3301-35-15;

G. mechanical restraint;
H. chemical restraint;
I.

aversive behavioral interventions; and

J.

seclusion in a locked room or area.

CONTACT LAW ENFORCEMENT AND/OR EMERGENCY RESPONSE PERSONNEL
In accordance with the Board’s Emergency Management Plan (see Policy 8400), Center personnel shall contact law enforcement
and/or appropriate emergency response personnel if at any point they determine that an intervention (either a physical restraint or
seclusion) is insufficient to maintain the safety of all involved.
MULTIPLE INCIDENTS OF RESTRAINT AND/OR SECLUSION - CONDUCTING A FUNCTIONAL BEHAVIOR
ASSESSMENT AND DEVELOPING A BEHAVIOR INTERVENTION PLAN
After a student's third incident of physical restraint or seclusion in a school year, a meeting must occur within ten (10) school days of
the third incident as follows:
For a student who has been found eligible for special education services or has a 504 plan, the student’s individualized education
program or 504 team must meet to consider the need to conduct or develop an FBA or BIP, or amend an existing FBA or BIP.

A. For all other students (i.e., students not described in the preceding paragraph), a team, consisting of the student’s parent, an
administrator or designee, a teacher of the student, a staff member involved in the incident (if not the teacher or administrator
already invited), and other appropriate staff members must meet to discuss the need to conduct or review an FBA and/or
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develop a BIP.
B. For all other students (i.e, students not described in the preceding paragraph), a team, consisting of the student's parent, an
administrator or designee, a teacher of the student, a staff member involved in the incident) if not the teacher or administrator
already invited), and other appropriate staff members must meet to discuss the need to conduct or review an FBA and/or
develop a BIP.
C. Nothing in this section is meant to prevent the completion of an FBA or BIP for any student who might benefit from these
measures, but has fewer than three (3) incidents of restraint or seclusion.
D. Nothing in this section is meant to prevent the Center from conducting any evaluations or other obligations the staff feel are
appropriate under the Individuals with Disabilities Education Improvement Act.

TRAINING AND PROFESSIONAL DEVELOPMENT FOR USE OF CRISIS MANAGEMENT AND DE-ESCALATION
TECHNIQUES
The Center shall provide training and professional development for the use of crisis management and de-escalation techniques that
includes the use of restraint and seclusion. Specifically, the Center shall annually train an appropriate number of personnel in each
building in evidence-based crisis management and de-escalation techniques, as well as the safe use of physical restraint and seclusion.
At a minimum, the training will cover the following topics:

A. proactive measures to prevent the use of seclusion or restraint;
B. crisis management;
C. documentation and communication about the restraint or seclusion with appropriate parties;
D. the safe use of restraint and seclusion;
E. instruction and accommodation for age and body size diversity;
F.

directions for monitoring signs of distress during and following physical control; and

G. debriefing practices and procedures.

The training will occur face-to-face and allow for a simulated experience of administering and receiving physical restraint so that
participants can demonstrate proficiency in the topics identified above.
The Superintendent is charged with maintaining written or electronic documentation concerning the training provided that includes the
following:

A. the name, position, and building assignment of each person who has completed training;
B. the name, position, and credentials of each person who has provided the training;
C. when the training was completed; and
D. what protocols, techniques, and materials were included in training.
As part of the required training, Student Personnel shall be trained to perform the following functions:
A. identify conditions such as: where, under what conditions, with whom and why specific inappropriate behavior may occur;
and
B. use preventative assessments that include at least the following:
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1.

a review of existing data;

2.

input from parents, family members, and students; and

C. examination of previous and existing behavior intervention plans.
Only individuals trained in accordance with this policy in the appropriate use of restraint and seclusion may use those techniques.
MONITORING AND COMPLAINT PROCEDURES
The Superintendent shall monitor the implementation of A.C. 3301-35-15 and this policy, and annually conduct a review of A.C.
3301-35-15 and this policy related to the use of PBIS, physical restraint, and seclusion. Additionally, the administration will annually
notify parents of the Center's policy and procedures related to the requirements of PBIS, physical restraint, and seclusion, including
the following complaint process.
Any parent of a child enrolled in school in the Center may submit a written complaint to the Superintendent regarding an incident of
restraint or seclusion. The Superintendent shall investigate each written complaint and respond in writing to the parent's complaint
within thirty (30) days of receipt of the complaint. The Superintendent will make reasonable efforts to have an in-person follow-up
meeting with the parent.
A parent may also file a complaint with local law enforcement, the county department of job and family services, or the office of
integrated student supports within the Ohio Department of Education. The procedures and timeline for filing a complaint with the
Ohio Department of Education are outlined in A.C. 3301-35-15(L).
REQUIREMENTS FOLLOWING AN INCIDENT OF SECLUSION OR PHYSICAL RESTRAINT
Each use of physical restraint or seclusion shall be:
A. reported to the building administration immediately;
B. reported to the parent immediately; and
C. documented in a written report (see Ohio Department of Education's Model Restraint and Seclusion Debriefing Form).
A copy of the written report shall be issued to the student’s parent or guardian within twenty-four (24) hours of the use of restraint or
seclusion. The Center shall maintain the written report, including placing a copy of the written report in the student's file.
All written documentation of the use of restraint or seclusion are educational records pursuant to the Family Educational Right to
Privacy Act (FERPA), and Center personnel are prohibited from releasing any personally identifiable information to anyone other than
the parent, in accordance with FERPA's requirements.
The Superintendent shall develop a process for the collection of data regarding the use of physical restraint and seclusion.
The administration shall develop a support plan for substitute teachers if they need assistance with PBIS or crisis management and deescalation (including restraint and seclusion).
The Superintendent shall report information regarding the Center's use of restraint and seclusion annually to the Ohio Department of
Education in the form and manner prescribed by the Department as requested by that agency and make the Center's records concerning
PBIS, restraint and seclusion available to the staff of the Ohio Department of Education upon request.
* Adapted from the Ohio Department of Education's Positive Behavior Intervention and Supports, and Restraint and Seclusion Model
Policy and Procedures, issued July 2021.
5771 - SEARCH AND SEIZURE
The Board recognizes that the privacy of students or their belongings may not be violated by unreasonable search and seizure and
directs that no student be searched without reasonable suspicion or in an unreasonable manner.
The Board acknowledges the need for in-school storage of student possessions and shall provide storage places, including desks and
lockers, for that purpose. Such spaces remain the property of the Board and, in accordance with law, may be the subject of random
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search. Where locks are provided for such places, students may lock them against incursion by other students, but in no such places
shall students have such an expectation of privacy as to prevent examination by Center personnel.
Building administrators are charged with the responsibility of safeguarding the safety and well-being of the students in their care. In
the discharge of that responsibility, they may search the person or property, including vehicles, of a student, with or without the
student's consent, whenever they reasonably suspect that the search is required to discover evidence of a violation of law or of Center
rules. The extent of the search will be governed by the seriousness of the alleged infraction and the student's age.
This authorization to search shall also apply to all situations in which the student is under the jurisdiction of the Board.
Search of a student's person or intimate personal belongings shall be conducted by a person of the student's gender, in the presence of
another staff member of the same gender, and only in exceptional circumstances when the health or safety of the student or of others is
immediately threatened.
Except as provided below, a request for the search of a student or a student's possessions will be directed to the building administrator
who shall seek the freely-offered consent of the student to the inspection. Whenever possible, a search will be conducted by the
building administrator in the presence of the student and a staff member other than the administrator. A search prompted by the
reasonable belief that health and safety are immediately threatened will be conducted with as much speed and dispatch as may be
required to protect persons and property.
The building administrator shall be responsible for the prompt recording in writing of each student search, including the reasons for
the search; information received that established the need for the search and the name of informant, if any; the persons present when
the search was conducted; any substances or objects found; and the disposition made of them. The building administrator shall be
responsible for the custody, control, and disposition of any illegal or dangerous substance or object taken from a student.
5772 - WEAPONS
The Governing Board prohibits students from possessing, storing, making, or using a weapon, including a concealed weapon, in a
school safety zone and any setting that is under the control and supervision of the Board for the purpose of school activities approved
and authorized by the Board including, but not limited to, property leased, owned, or contracted for by the Board, a school-sponsored
event, or in a Board-owned vehicle.
The term "weapon" includes any object which, in the manner in which it is used, is intended to be used, or is represented, is capable of
inflicting serious bodily harm or property damage, as well as endangering the health and safety of persons. Weapons include, but are
not limited to, firearms, guns of any type whatsoever, including air and gas-powered guns (whether loaded or unloaded), knives,
razors, clubs, electric weapons, metallic knuckles, martial arts weapons, ammunition, incendiary devices, explosives, and other objects
defined as dangerous ordinances under State law.
Policy exceptions include items pre-approved by the building principal as part of a class or individual presentation under adult
supervision, if used for the purpose and in the manner approved (working firearms and any ammunition will never be approved as a
part of a presentation); and/or theatrical props used in appropriate settings.
Students shall report any information concerning weapons and/or threats of violence by students, staff members, or visitors to the
supervisor. Failure to report such information may subject the student to disciplinary action.
This policy shall be implemented through the Code of Conduct/Student Discipline Code, Policy 5610, and Policy 5610.01, and
through administrative guidelines.
The Superintendent is authorized to establish instructional programs on the weapons and the requirement that students immediately
report knowledge of weapons and threats of violence by students and/or staff to the supervisor. Failure to report such knowledge may
subject the student to discipline.
The Superintendent will refer any student who violates this policy to the student's parents or guardians and to the criminal justice or
juvenile delinquency system. The student may also be subject to disciplinary action, up to and including expulsion.
This policy will be published annually in all Center staff handbooks. Publication is not a precondition to enforcement of this policy.
7440.01 - VIDEO SURVEILLANCE AND ELECTRONIC MONITORING
In order to protect Board property, promote security and protect the health, welfare and safety of students, staff and visitors, the
Governing Board authorizes the use of video surveillance and electronic monitoring equipment on school property, and in school
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buildings and school buses. Information obtained through video surveillance/electronic monitoring may be used to identify intruders
and persons breaking the law, Board policy, or the Student Code of Conduct (i.e., it may be used as evidence in disciplinary actions
and criminal proceedings).
The monitoring of actions and behavior of individuals who come onto school property is a significant factor in maintaining order and
discipline and protecting students, staff, visitors, and school and student property. Video surveillance/electronic monitoring systems
serve to complement other means being employed in the Center to promote and foster a safe and secure teaching and learning
environment for students and staff. The Board recognizes that the use of a video surveillance/electronic monitoring system does not
replace the need for the ongoing vigilance of the school staff assigned by the building principal to monitor and supervise the school
building. Rather, the video surveillance/electronic monitoring system serves as an appropriate and useful tool with which to augment
or support the in-person supervision provided by staff. The building principal is responsible for verifying that due diligence is
observed in maintaining general campus security.
The Superintendent is responsible for determining where to install and operate fixed-location video surveillance/electronic monitoring
equipment in the Center. The determination of where and when to use video surveillance/electronic monitoring equipment will be
made in a nondiscriminatory manner. Video surveillance/electronic monitoring equipment may be placed in common areas in school
buildings (e.g., school hallways, entryways, the front office where students, employees and visitors are permitted to freely come and
go, gymnasiums, cafeterias, libraries), the school parking lots and other outside areas, and in school buses. Except in extraordinary
circumstances and with the written authorization of the Superintendent or Board President, video surveillance/electronic monitoring
equipment shall not be used in areas where persons have a reasonable expectation of privacy (e.g., restrooms, locker rooms, changing
areas, private offices (unless there is express consent given by the office occupant), or conference/meeting rooms), or in individual
classrooms during instructional times. Security staff and administrators are authorized to carry and use portable video cameras when
responding to incidents. The Board authorizes security personnel to use body-worn video cameras while on duty, but prohibits them
from being operated while the individual is routinely patrolling restrooms and locker rooms, unless the staff member is responding to
a specific incident.
Any person who takes action to block, move, or alter the location and/or viewing angle of a video camera shall be subject to
disciplinary action.
Legible and visible signs shall be placed at the main entrance to buildings and in the areas where video surveillance/electronic
monitoring equipment is in use. Signs shall be reasonably designed to notify people that their actions/behavior are being
monitored/recorded. Additionally, the Superintendent is directed to annually notify parents and students via school newsletters and the
Student Handbook, and staff via the Staff Handbook, of the use of video surveillance/electronic monitoring systems in their schools.
Any information obtained from video surveillance/electronic monitoring systems may only be used to support the orderly operation of
the School Center's schools and facilities, and for law enforcement purposes, and not for any other purposes. As such, recordings
obtained through the use of video surveillance/electronic monitoring equipment may be used as evidence in any disciplinary
proceedings, administrative proceedings, or criminal proceedings, subject to Board policy and regulations. Further, such recordings
may become a part of a student's education record or staff member's personnel file.
Ordinarily, video surveillance/electronic monitoring equipment will not be used to make an audio recording of conversation occurring
on school grounds or property.
The Board will not use video surveillance/electronic monitoring equipment to obtain information for the purpose of routine staff
appraisal/evaluation or monitoring. However, prerecorded lessons or observations of on-line or virtual learning sessions may be
included as part of an employee's evaluation in accordance with a collective bargaining agreement or Memorandum of Understanding
approved by the Board.
Further, if an employee is assigned to work remotely (i.e., telework), the administration is authorized to conduct observations that
consist of the supervisor reviewing video-recordings of the employee working and/or watching the employee perform his/her job
responsibilities through means of a live-stream that includes both video and audio, provided the employee is afforded advanced notice
of the observation, and the recording of his/her work and/or observation is conducted in accordance with a collective bargaining
agreement or Memorandum of Understanding approved by the Board if the employee is a member of a bargaining unit.
Additionally, nothing herein shall prevent the administration from using information gathered through electronic means (i.e., viewing
a video-recording or live-stream of an employee working) for employment purposes, including but not limited to completing
components of an evaluation, so long as the information is gathered in a manner consistent with law and any applicable collective
bargaining agreement or Memorandum of Understanding approved by the Board.
Recordings of students will be treated as confidential. Consequently, because the Board is bound by Ohio's Student Records Statute
and the Family Educational Rights and Privacy Act (FERPA), copies of video recordings containing personal identifiable information
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about students shall not be released except to school officials with legitimate educational interests. Parents or guardians of minor
students, and students who are eighteen (18) years of age or older, who are charged with disciplinary violations may view
relevant portions of any video recording related to the charge, upon written request to the building principal, provided that viewing the
recording does not violate State and/or Federal law (i.e., the privacy rights of any other students whose images appear on the
recording). Likewise, school personnel may view relevant portions of any video relating to any disciplinary charge against them, upon
written request to the building principal, provided that viewing the recording does not violate State and/or Federal law (i.e., the
privacy rights of any students whose images appear on the recordings). Otherwise, such confidential recordings shall only be released
through subpoena or court order.
The Board shall maintain video surveillance/electronic monitoring recordings for a limited period. Any request to view a recording
under this policy must be made within seven (7) days of the event/incident. Unless a formal complaint is being investigated,
recordings shall be destroyed after seven (7) days. If, however, action is taken by the Board/administration, as a result of a formal
complaint or incident, recordings shall be kept for a minimum of one (1) year from the date of the action taken.
This policy does not address or cover instances where school officials record a specific event (e.g., a play, music performance, athletic
contest, graduation, or Board meeting), or an isolated instance where a classroom is videotaped for educational or research purposes.
Authorized videotaping for educational, instructional and/or research purposes is permitted and is not addressed by this policy.
The Superintendent is directed to develop administrative guidelines to address the use of video surveillance/electronic monitoring
equipment in school buildings, school buses and on property owned and/or operated by the Board.
Video surveillance is to be implemented in accordance with this policy and the related guidelines. The Board will not accept or
tolerate the improper use of video surveillance/electronic monitoring equipment and will take appropriate action in any cases of
wrongful use of this policy.
Upon request, the Superintendent shall conduct a review to verify that this policy and its implementing guidelines are being adhered
to, and report to the Board on the use of video surveillance/electronic monitoring equipment in the Center.
8330 - STUDENT RECORDS
In order to provide appropriate educational services and programming, the Governing Board must collect, retain, and use information
about individual students. Simultaneously, the Board recognizes the need to safeguard students’ privacy and restrict access to
students’ personally identifiable information.
Student "personally identifiable information" ("PII") includes, but is not limited to: the student's name; the name of the student's parent
or other family members; the address of the student or student's family; a personal identifier, such as the student's social security
number, student number, or biometric record; other indirect identifiers, such as the student's date of birth, place of birth, and mother's
maiden name; other information that, alone or in combination, is linked or linkable to a specific student that would allow a reasonable
person in the school community, who does not have personal knowledge of the relevant circumstances, to identify the student with
reasonable certainty; or information requested by a person who the Educational Service Center reasonably believes knows the identity
of the student to whom the education record relates.
The Board is responsible for the records of all students who attend or have attended Center programs. Only records mandated by the
State or Federal government and/or necessary and relevant to the function of the Educational Service Center or specifically permitted
by this Board will be compiled by Board employees.
In all cases, permitted, narrative information in student records shall be objectively-based on the personal observation or knowledge of
the originator.
Student records shall be available only to students and their parents, eligible students, designated school officials who have a
legitimate educational interest in the information, or to other individuals or organizations as permitted by law.
The term "parents" includes legal guardians or other persons standing in loco parentis (such as a grandparent or stepparent with whom
the child lives, or a person who is legally responsible for the welfare of the child). The term "eligible student" refers to a student who
is eighteen (18) years of age or older or a student of any age who is enrolled in a postsecondary institution.
Both parents shall have equal access to student records unless stipulated otherwise by court order or law. In the case of eligible
students parents may be allowed access to the records without the student's consent, provided the student is considered a dependent
under section 152 of the Internal Revenue Code.
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A school official is a person employed by the Board as an administrator, supervisor, teacher/instructor (including substitutes), or
support staff member (including health or medical staff and law enforcement unit personnel); and a person serving on the Board. The
Board further designates the following individuals and entities as "school officials" for the purpose of FERPA:
A. persons companies with whom the Board has contracted to perform a specific task (such as an attorney, auditor, insurance
representative, or medical consultant), and
B. contractors, consultants, volunteers or other parties to whom the Board has outsourced a service or function otherwise
performed by the Board employees (e.g. a therapist, authorized information technology (IT) staff, and approved online
educational service providers)
The above-identified outside parties must (a) perform institutional services or functions for which the Board would otherwise use its
employees, (b) be under the direct control of the Board with respect to the use and maintenance of education records, and (c) be
subject to the requirements of 34 C.F.R. 99.33(a) governing the use and re-disclosure of PII from education records.
Finally, a parent or student serving on an official committee, such as a disciplinary or grievance committee, or assisting another school
official in performing his/her tasks (including volunteers) is also considered a "school official" for purposes of FERPA provided s/he
meets the above-referenced criteria applicable to other outside parties.
"Legitimate educational interest" is defined as a "direct or delegated responsibility for helping the student achieve one (1) or more of
the educational goals of the Center" or if the record is necessary in order for the school official to perform an administrative,
supervisory, or instructional task or to perform a service or benefit for the student or the student's family. The Board directs that
reasonable and appropriate methods (including but not limited to physical and/or technological access controls) are utilized to control
access to student records and to make certain that school officials obtain access to only those education records in which they have
legitimate educational interest.
The Board authorizes the administration to:
A. forward student records, including disciplinary records with respect to suspensions and expulsions, upon request to a private
or public school or school center in which a student of this Center is enrolled, seeks or intends to enroll, or is instructed to
enroll, on a full-time or part-time basis, upon condition that:
1.

a reasonable attempt is made to notify the student's parent or eligible student of the transfer (unless the disclosure is
initiated by the parent or eligible student; or the Board's annual notification includes a notice that the Board will
forward education records to other agencies or institutions that have requested the records and in which the student
seeks or intends to enroll or is already enrolled so long as the disclosure is for purposes related to the student's
enrollment or transfer);

2.

the parent or eligible student, upon request, receives a copy of the record; and

3.

the parent or eligible student, upon request, has an opportunity for a hearing to challenge the content of the record;

B. forward student records, including disciplinary records with respect to suspensions and expulsions, upon request to a juvenile
detention facility in which the student has been placed, or a juvenile court that has taken jurisdiction of the student;
C. forward student records, including disciplinary records with respect to suspensions and expulsions, upon request to a public
school or school district in which a student in foster care is enrolled. Such records shall be transferred within one (1) school
day of the enrolling school’s request;
D. provide "personally-identifiable" information to appropriate parties, including parents of an eligible student, whose
knowledge of the information is necessary to protect the health or safety of the student or other individuals, if there is an
articulable and significant threat to the health or safety of a student or other individuals, considering the totality of the
circumstances;
E. report a crime committed by a child to appropriate authorities, with respect to reporting a crime committed by a student with
a disability, and to transmit copies of the student's special education and disciplinary records to the authorities for their
consideration;
F.

release de-identified records and information in accordance with Federal regulations;
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G. disclose personally identifiable information from education records, without consent, to organizations conducting studies
"for, or on behalf of" the Center for purposes of developing, validating or administering predictive tests, administering
student aid programs, or improving instruction;
Information disclosed under this exception must be protected so that students and parents cannot be personally identified by
anyone other than representative of the organization conducting the study, and must be destroyed when no longer needed for
the study. In order to release information under this provision, the Center will enter into a written agreement with the
recipient organization that specifies the purpose of the study. (See Form 8330 F14.) Further, the following personally
identifiable information will not be disclosed to any entity: a student or his/her family member’s social security number(s);
religion; political party affiliation; voting history; or biometric information.
While the disclosure of personally identifiable information (other than social security numbers, religion, political party
affiliation, voting record, or biometric information) is allowed under this exception, it is recommended that de-identified
information be used whenever possible. This reduces the risk of unauthorized disclosure.
H. disclose personally identifiable information from education records without consent, to authorized representatives of the
Comptroller General, the Attorney General, and the Secretary of Education, as well as state and local educational authorities.
The disclosed records must be used to audit or evaluate a federal or state-supported education program, or to enforce or
comply with federal requirements related to those education programs. A written agreement between the parties is required
under this exception.
The Center will verify that the authorized representative complies with FERPA regulations.
I.

request each person or party requesting access to a student's record to abide by Federal regulations and State laws concerning
the disclosure of information.

The Board will comply with a legitimate request for access to a student's records within a reasonable period of time but not more than
forty-five (45) days after receiving the request or within such shorter period as may be applicable to students with disabilities. Upon
the request of the viewer, a record shall be reproduced, unless said record is copyrighted, or otherwise restricted, and the viewer may
be charged a fee equivalent to the cost of handling and reproduction. Based upon reasonable requests, viewers of education records
will receive explanation and interpretation of the records.
The Board shall maintain a record of each request for access and each disclosure of personally identifiable information. Such
disclosure records will indicate the student, person viewing the record, their legitimate interest in the information, information
disclosed, date of disclosure, and date parent/eligible student consent was obtained (if required).
Only "directory information" regarding a student shall be released to any person or party, other than the student or his/her parent,
without the written consent of the parent, or, if the student is an eligible student, without the written consent of the student, except to
those persons or parties stipulated by the Board’s policy and administrative guidelines and/or those specified in the law.
DIRECTORY INFORMATION
Each year the Superintendent shall provide public notice to students and their parents of the Center’s intent to make available, upon
request, certain information known as "directory information." The Board designates as student "directory information": a student's
name; address; telephone number; date and place of birth; major field of study; participation in officially-recognized activities and
sports; height and weight, if a member of an athletic team; dates of attendance; date of graduation; or awards received.
School-assigned e-mail accounts shall not be released as directory information beyond this/these limited purpose(s) and to any person
or entity but the specific online educational service provider.
Directory information shall not be provided to any organization for profit-making purposes.
Parents and eligible students may refuse to allow the Board to disclose any or all of such "directory information" upon written
notification to the Board within fourteen (14) days after receipt of the Superintendent's annual public notice.
In accordance with Federal and State law, the Board shall release the names, addresses, Center-assigned e-mail addresses (if
available), and telephone listings of secondary students to a recruiting officer for any branch of the United States Armed Forces or an
institution of higher education who requests such information. A secondary school student or parent of the student may request in
writing that the student's name, address, Center-assigned e-mail addresses (if available), and telephone listing not be released without
prior consent of the parent(s)/eligible student. The recruiting officer is to sign a form indicating that "any information received by the
recruiting officer shall be used solely for the purpose of informing students about military service and shall not be released to any
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person other than individuals within the recruiting services of the Armed Forces. The Superintendent is authorized to charge mailing
fees for providing this information to a recruiting officer.
Whenever consent of the parent(s)/eligible student is required for the inspection and/or release of a student's health or education
records or for the release of "directory information," either parent may provide such consent unless agreed to otherwise in writing by
both parents or specifically stated by court order. If the student is under the guardianship of an institution, the Superintendent shall
appoint a person who has no conflicting interest to provide such written consent.
The Board may disclose "directory information," on former students without student or parental consent, unless the parent or eligible
student previously submitted a request that such information not be disclosed without their prior written consent.
The Board shall not permit the collection, disclosure, or use of personal information collected from students for the purpose of
marketing or for selling that information (or otherwise providing that information to others for that purpose).
INSPECTION OF INFORMATION COLLECTION INSTRUMENT
The parent of a student or an eligible student has the right to inspect upon request any instrument used in the collection of personal
information before the instrument is administered or distributed to a student. Personal information for this section is defined as
individually identifiable information including a student or parent's first and last name, a home or other physical address (including
street name and the name of the city or town), a telephone number, or a Social Security identification number. In order to review the
instrument, the parent or eligible student must submit a written request to the building principal at least five (5) business days before
the scheduled date of the activity. The instrument will be provided to the parent or eligible student within three (3) business days of
the principal receiving the request.
The Superintendent shall directly notify the parent(s) of a student and eligible students, at least annually at the beginning of the school
year, of the specific or approximate dates during the school year when such activities are scheduled or expected to be scheduled.
This section does not apply to the collection, disclosure, or use of personal information collected from students for the exclusive
purpose of developing, evaluating, or providing educational products or services for, or to, students or educational institutions, such as
the following:
A. college or other postsecondary education recruitment, or military recruitment
B. book clubs, magazines, and programs providing access to low-cost literary products
C. curriculum and instructional materials used by elementary and secondary schools
D. tests and assessments used by elementary and secondary schools to provide cognitive, evaluative, diagnostic, clinical,
aptitude, or achievement information about students (or to generate other statistically useful data for the purpose of securing
such tests and assessments) and the subsequent analysis and public release of the aggregate data from such tests and
assessments
E. the sale by students of products or services to raise funds for school-related or education-related activities
F.

student recognition programs

The Superintendent is directed to prepare administrative guidelines so that students and parents are adequately informed each year
regarding their rights to:
A. inspect and review the student's education records;
B. request amendments if the parent believes the record is inaccurate, misleading, or violates the student's privacy rights;
C. consent to disclosures of personally identifiable information contained in the student's education records, except to those
disclosures allowed by the law;
D. challenge Board noncompliance with a parent's request to amend the records through a hearing;
E. file a complaint with the United States Department of Education;
F.

obtain a copy of the Board’s policy and administrative guidelines on student records.
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The Superintendent shall also develop procedural guidelines for:
A. the proper storage and retention of records including a list of the type and location of records;
B. informing Board employees of the Federal and State laws concerning student records.
The Board authorizes the use of the microfilm process or electromagnetic processes of reproduction for the recording, filing,
maintaining, and preserving of records.
No liability shall attach to any member, officer, or employee of this specific Board as a consequence of permitting access or furnishing
student records in accordance with this policy and regulations.
Any entity receiving personally identifiable information pursuant to a study, audit, evaluation or enforcement/compliance activity
must comply with all FERPA regulations. Further, such an entity must enter into a written contract with the Governing Board
delineating its responsibilities in safeguarding the disclosed information. Specifically, the entity must demonstrate the existence of a
sound data security plan or data stewardship program, and must also provide assurances that the personally identifiable information
will not be redisclosed without prior authorization from the Board. Further, the entity conducting the study, audit, evaluation or
enforcement/compliance activity is required to destroy the disclosed information once it is no longer needed or when the timeframe
for the activity has ended, as specified in its written agreement with the Governing Board.
SAFE AT HOME/ADDRESS CONFIDENTIALITY PROGRAM
If a parent (or adult student), presents information to the Center certifying that the parent (or adult student), his/her child, or a member
of the parent’s household is a participant in the Safe at Home/Address Confidentiality Program administered by the Secretary of State,
the Board shall refrain from including the student’s actual/confidential residential address in any student records or files (including
electronic records and files) or disclosing the student’s actual/confidential residential address when releasing student records. Since
student records are available to non-custodial parents, designated school officials who have a legitimate educational interest in the
information, and other individuals or organizations as permitted by law (including the public in some situations), the Board shall only
list the address designated by the Secretary of State to serve as the student’s address in any student records or files, including
electronic records and files. Further, the Board shall use the student’s designated address for any and all communications and
correspondence between the Board and the parent(s) of the student (or adult student). The student’s actual/confidential residential
address shall be maintained in a separate confidential file that is not accessible to the public or any employees without a legitimate
purpose.
Although the student’s actual/confidential address will not be available for release as directory information, the parent (or adult
student) may also request that the student’s name and telephone number be withheld from any release of directory
information. Additionally, if applicable, the student’s parent’s school, institution of higher education, business, or place of
employment (as specified on an application to be a program participant or on a notice of change of name or address) shall be
maintained in a confidential manner.
If a non-custodial parent presents a subpoena or court order stating that s/he should be provided with copies or access to a student’s
records, the Center will redact the student’s confidential address and telephone number from the student’s records before complying
with the order or subpoena. The Center will also notify the custodial/residential parent of the release of student records in accordance
with the order or subpoena.
The intentional disclosure of student’s actual/confidential residential address is prohibited. Any violations could result in disciplinary
action or criminal prosecution.
2021 Solomon Amendment: Subtitle C- General Service Authorities and Correction of Military Records SEC. 521.
8400 - SCHOOL SAFETY
The Governing Board is committed to maintaining a safe and drug-free environment in all of the Educational Service Center’s
schools. The Board believes that school crime and violence are multifaceted problems that need to be addressed in a manner that
utilizes all available resources in the community through a coordinated effort of School Center personnel, law enforcement agencies,
and families. The Board further believes that school administrators and local law enforcement officials must work together to provide
for the safety and welfare of students while they are at school or a school-related event or are on their way to and from school. The
Board also believes that the first step in addressing school crime and violence is to assess the extent and nature of the problem(s) or
threat, and then plan and implement strategies that promote school safety and minimize the likelihood of school crime and violence.
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Emergency Management Plan ("EMP")
To that end, the Superintendent shall develop and adopt a comprehensive Emergency Management Plan (“EMP”) for each building
under his/her control. In developing the EMP for each building, the Superintendent shall involve community law enforcement and
safety officials (including, but not limited to, law enforcement, fire, emergency medical personnel, and any local divisions having
county-wide emergency management), parents of students who are assigned to the building, and teachers and nonteaching employees
assigned to the building. Each EMP shall contain the name, title (if applicable), contact information, and signature of each person
involved in development of the EMP.
In developing the EMP, the Superintendent shall examine the environmental conditions and operations of each building to determine
potential hazards to student and staff safety. The Superintendent shall further propose operating changes to promote the prevention of
potentially dangerous problems and circumstances. The Superintendent shall incorporate remediation strategies into the EMP for any
building where documented safety problems have occurred.
Each EMP will consist of four (4) parts:
A. A single document to address all hazards that may negatively impact the school; including but not limited to active shooter,
hostage, bomb threat, act of terrorism, bullying, and any other natural or manmade events that the Superintendent knew or
should have reasonably known about that compromise the health or safety of students, employees, administrators, or
property. The document will include:
1.

a hazard identification and risk analysis (i.e., a process to identify hazards and assess the vulnerability associated
with each);

2.

an all-hazards emergency operations plan organized around five (5) mission areas: prevention, protection,
mitigation, response, and recovery. The plan shall be compliant with the "National Incident Management System"
(NIMS);

3.

the access and functional needs of the students, teachers, and staff;

4.

education for students, staff, and administrators to avoid, deter, or stop an imminent crime or safety issue, threatened
or actual;

5.

procedures for notifying law enforcement, fire, EMS, emergency management, mental health, and other outside
experts who could assist in responding to and recovering from an emergency;
The plan shall be updated and revised at least every three (3) years from the previous date of compliance to reflect
lessons learned and best practices to continually improve the plan. The emergency management test and actual
emergencies at the school buildings will be a source for lessons learned.

B. A floor plan unique to each floor of the building.
C. A site plan that includes all building property and surrounding property.
D. An emergency contact information sheet.
The Superintendent shall submit an electronic copy of each EMP s/he developed and adopted to the Ohio Department of Education
(“ODE”) not less than once every three (3) years, whenever a major modification to the building requires changes to the procedures
outlined in the EMP, and whenever the information on the emergency contact information sheet changes. No later than the date
prescribed by ODE, the Superintendent shall also file a copy of the current, updated EMP with the following:

A. each law enforcement agency that has jurisdiction over the school building; and
B. upon request, the local fire department, emergency medical service organization, and county emergency management agency
serving the area in which the building is located.

The Superintendent will also file copies of updated EMPs with ODE and the above agencies within ten (10) days after s/he adopts the
revised EMPs.
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The Superintendent will also file copies of updated EMPs with ODE and the above agencies within ten (10) days after s/he adopts the
revised EMPs.
The EMP is not a public record.
The Superintendent shall prepare and conduct at least one (1) annual emergency management test, in accordance with rules adopted by
the Ohio Department of Education (ODE). By July 1st of every year, the Superintendent shall review the EMPs s/he previously
developed and adopted, and certify in writing to the ODE that the EMPs are current and accurate.
The emergency management test must be a scheduled event; an actual emergency will not satisfy this requirement, even if an afteraction report is produced. The emergency management test must be a tabletop, functional, or full-scale as defined in A.C. 3301-5-01,
and each type shall be used once every three (3) years. It must include at least one (1) hazard from the hazard analysis in the EMP and
at least one (1) functional content area. At least one (1) representative from law enforcement, fire, EMA, EMS, and/or behavioral
health should be included.
Students may participate in the emergency management test at the discretion of the Principal. In deciding whether, and to what extent,
to involve students in an emergency management test, the Principal should consider what benefits student inclusion in the emergency
management test may have on the student population’s preparation for an emergency and to enhance the safety of students in the
building. The Principal shall also consider age-appropriate participation, guidance, and training in preparation for students’
participation in the test.
The Superintendent shall submit an after-action report to the ODE no later than thirty (30) days after the emergency management test
documenting the following: 1) date/time/weather/length of exercise; 2) the type of discussion/operation based exercise; 3) the scenario
utilized; 4) the hazard(s) utilized (including safety data sheets, as appropriate); 5) the functional content area(s) utilized; and 6) the
identification of at least three (3) strengths and at least three (3) improvement areas of the EMP discovered as a result of the
emergency management test.
The Superintendent shall grant access to each school building under his/her control to law enforcement personnel and any local fire
department, emergency medical service organization, and/or county emergency management agency that has requested a copy of the
EMP, to enable such personnel and entities to conduct training sessions for responding to threats and emergency events affecting the
school building. Such access shall be provided outside of student instructional hours and the Superintendent or designee shall be
present in the building during the training sessions.
Prior to the opening day of each school year, the Superintendent shall inform each enrolled student and the student's parent/legal
guardian of the procedures to be used to notify parents in the event of an emergency or a serious threat to safety. Any student enrolled
in the school after the annual notification and their parent/legal guardian shall be notified upon enrollment. Also, see Policy 8420 Emergency Situations at School.
Threat Assessment
The primary purpose of a threat assessment is to minimize the risk of targeted violence at school. The following threat assessment
process is designed to be consistent with the process set forth in the joint U.S. Secret Service and U.S. Department of Education
publication, Threat Assessment in Schools: A Guide to Managing Threatening Situations and to Creating Safe School Climates for
identifying, assessing, and managing students who may pose a threat. The goal of the threat assessment process is to take appropriate
preventive or corrective measures to maintain a safe school environment, protect and support potential victims, and provide assistance,
as appropriate, to the student being assessed.
The threat assessment process is centered upon an analysis of the facts and evidence of behavior in a given situation. The appraisal of
risk in a threat assessment focuses on actions, communications, and specific circumstances that might suggest that an individual
intends to cause physical harm and is engaged in planning or preparing for that event.
The Board authorizes the Superintendent to create building-level, trained threat assessment teams. Each Team shall be headed by the
Principal and may include a school counselor, school psychologist, instructional personnel, and/or the School Resource Officer, where
appropriate. At the discretion of the Superintendent, a threat assessment team may serve more than one (1) school when logistics and
staff assignments make it feasible.
The Team will meet when the Principal learns a student has made a threat of violence or engages in concerning communications or
behaviors that suggest the likelihood of a threatening situation.
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The Team is empowered to gather information, evaluate facts, and make a determination as to whether a given student poses a threat
of violence to a target. If an inquiry indicates that there is a risk of violence in a specific situation, the Team may collaborate with
others to develop and implement a written plan to manage or reduce the threat posed by the student in that situation.
The Board authorizes the Superintendent to create guidelines for the purpose of:

A. identifying team participants by position and role;
B. requiring team participants to undergo appropriate training;
C. defining the nature and extent of behavior or communication that would trigger a threat assessment and/or action pursuant to
a threat assessment;
D. defining the types of information that may be gathered during the assessment;
E. stating when and how parents/guardians of the student making the threat shall be notified and involved;
F.

designating the individuals (by position) who are responsible for gathering and investigating information;

G. identifying the steps and procedures to be followed from initiation to conclusion of the threat assessment inquiry or
investigation.

Board employees, volunteers, and other school community members, including students and parents, shall immediately report to the
Superintendent or Principal any expression of intent to harm another person or other statements or behaviors that suggest a student
may intend to commit an act of violence.
Nothing in this policy overrides or replaces an individual's responsibility to contact 911 in an emergency.
Regardless of threat assessment activities or protocols, disciplinary action and referral to law enforcement shall occur as required by
State law and Board policy.
Threat assessment team members shall maintain student confidentiality at all times as required by Board Policy 8330 - Student
Records, and State and Federal law.
Safe and Drug-Free Schools
As a part of the EMP, the Board shall verify that it has procedures in place for keeping schools safe and drug-free.
8420.01 - PANDEMICS AND OTHER MEDICAL EMERGENCIES
A pandemic is an outbreak of an infectious disease. The Governing Board directs the Superintendent to set up a Pandemic Response
Team ("PRT") to develop a Pandemic Plan in coordination with local government and law enforcement officials.
The Pandemic Plan should include:
A. a communication method for school schedule changes, busing changes, and school closure;
B. an educational pandemic prevention program for staff and students;
C. provision for the business office to maintain continuity of operations during a pandemic;
D. provision for distance-based learning for students (i.e., Internet instruction, community channel broadcast) to maintain
continuity of education;
E. policies and procedures for staff and student absences and extended leaves of absence due to a pandemic;
F.

policies and procedures for isolation and possible transportation of students and staff who become ill at school due to a
pandemic;
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G. a plan of communication regarding pandemic status to students, parents, and staff;
H. a plan for operating the Educational Service Center with less staff due to a pandemic;
I.

a designee responsible for establishing timelines within the Pandemic Plan and ensuring that such timelines are met and
implementation of the plan occurs; and

J.

other emergency procedures necessary for the Center to deal with a pandemic.

The Pandemic Plan should be reviewed annually by the PRT and updated as appropriate.
9130 - PUBLIC COMPLAINTS
Any person or group having a legitimate interest in the operations of this Educational Service Center shall have the right to present
a request, suggestion, or complaint concerning Center personnel, the program, or the operations of the Center. At the same time,
the Board has a duty to protect its staff from unnecessary harassment. It is the intent of this policy to provide the means for
judging each public complaint in a fair and impartial manner and to seek a remedy where appropriate.
It is the desire of the Board to rectify any misunderstandings between the public and the Center by direct discussions of an
informal type among the interested parties. It is only when such informal meetings fail to resolve the differences shall more formal
procedures be employed.
Any requests, suggestions or complaints reaching the Board, Board members, and the administration shall be referred to the
Superintendent for consideration according to the following procedure.
Matters Regarding a Professional Staff Member
A.

First Level
If it is a matter specifically directed toward a professional staff member, the matter must be addressed, initially, to
the concerned staff member who shall discuss it promptly with the complainant and make every effort to provide a
reasoned explanation or take appropriate action within his/her authority and Center administrative guidelines.
This level does not apply if the matter involves suspected child abuse, substance abuse, or any other serious
allegation which may require investigation or inquiry by Center administrators prior to
approaching the professional staff member.

B.

C.

As appropriate, the staff member shall report the matter and whatever action may have been taken to the immediate
supervisor.
Second Level
If the matter cannot be satisfactorily resolved at the First Level, it shall be discussed by the complainant with the
staff member's supervisor.
Third Level
If a satisfactory solution is not achieved by discussion with the supervisor, a written request for a conference shall
be submitted to the assistant or deputy superintendent. This request should include:
1.
2.
3.

the specific nature of the complaint and a brief statement of the facts giving rise to it;
the respect in which it is alleged that the complainant (or child of the complainant) has been affected
adversely;
the action which the complainant wishes taken and the reasons why it is felt that such action be taken.
Should the matter be resolved in conference with the assistant or deputy superintendent, the Superintendent shall
be advised of the resolution.

D.

Fourth Level
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E.

Should the matter still not be resolved, or if it is one beyond the assistant or deputy superintendent's authority and
requires the Superintendent's decision or action, the complainant shall request, in writing, a meeting with the
Superintendent.
Fifth Level
Should the matter still not be resolved, or if it is one beyond the Superintendent's authority and requires a Board
decision or action, the complainant shall request, in writing, a meeting by the Board.
The Board, after reviewing all material relating to the case, may
grant a meeting before the Board or a committee of the Board.
The complainant shall be advised, in writing, of the Board's decision, no more than ten (10) business days following
the meeting. The Board's decision will be final on the matter and it will not
provide a meeting to other complainants on the same issue.
If the complainant contacts an individual Board member to discuss the matter, the Board member shall inform the
complainant that s/he has no authority to act in his/her individual capacity and that the complainant must follow the
procedure described in this policy.

Matters Regarding an Administrative Staff Member
Since administrators are considered members of the Center's professional staff, the general procedure specified in "Matters
Regarding a Professional Staff Member" shall be followed.
Matters Regarding the Superintendent or Treasurer
Should the matter be a concern regarding the Superintendent or Treasurer which cannot be resolved through discussion with the
Superintendent or Treasurer, the complainant may submit a written request to the Board President for a conference with the Board.
This request shall include:
A.
B.
C.
D.

the specific nature of the complaint and a brief statement of the facts giving rise to it;
the respect in which it is alleged that the complainant (or child of the complainant) has been affected adversely;
the reason that the matter was not able to be resolved with the Superintendent or Treasurer;
the action which the complainant wishes taken and the reasons why it is felt that such action should be taken.

The Board, after reviewing the request, may grant a meeting before the Board, or a committee of the Board, or refer the matter, if
permitted by State law, to an executive session.
The complainant shall be advised, in writing, of the Board's decision within thirty (30) business days.
Matters Regarding a Classified Staff Member
In the case of a classified staff member, the same procedure is to be followed as for "Matters Regarding a Professional Staff
Member."
Matters Regarding Center Services or Operations
If the request, suggestion, or complaint relates to a matter of Center procedure or operation, it should be addressed, initially, to the
person in charge and then brought, in turn, to higher levels of authority in the manner prescribed in "Matters Regarding a
Professional Staff Member."
Matters Regarding the Educational Program
If the request, suggestion, or complaint relates to a matter of Center program, it should be addressed, initially, to the appropriate
building administrator or coordinator and then brought, in turn, to higher levels of authority in the manner prescribed in "Matters
Regarding a Professional Staff Member."
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Matters Regarding Instructional Materials
If the request, suggestion, or complaint relates to instructional materials such as textbooks, library books, reference works, and
other instructional aids used in the Center, the complainant should contact the Superintendent who shall provide the complainant
with the proper procedure to follow.
No challenged material may be removed from a program or from a collection of resource materials except by action of the Board,
and no challenged material may be removed solely because it presents ideas that may be unpopular or offensive to some. Any
Board action to remove material will be accompanied by the Board's statement of its reasons for the removal.
9150 - CENTER VISITORS
The Governing Board welcomes and encourages visits to Center programs by parents, other adult residents of the Service District,
and interested educators. But in order for the educational program to continue undisturbed when visitors are present and to prevent
the intrusion of disruptive persons, it is necessary to invoke visitor controls.
The Superintendent or program director has the authority to prohibit the entry of any person to a program of this Center or to expel
any person when there is reason to believe the presence of such person would be detrimental to the good order of the program. If
such an individual refuses to leave the school grounds or creates a disturbance, the program director is authorized to request from
the local law enforcement agency whatever assistance is required to remove the individual.
Except as set forth in Center policy or in the case of "service animals" required for use by a person with a disability, no other
animals may be on school premises at any time.
The Superintendent shall promulgate such administrative guidelines as are necessary for the protection of students and staff from
disruption to the educational program or the efficient conduct of their assigned tasks.
Rules regarding entry of persons other than students, staff, and faculty upon school grounds or premises shall be posted
conspicuously at or near the entrance to such grounds or premises if there are no formal entrances.
The Board member shall be visiting as an interested individual in a similar capacity to any parent or citizen of the community.
These visits should not be considered to be inspections nor as supervisory in nature.
9160 - PUBLIC ATTENDANCE AT SCHOOL EVENTS
The Governing Board welcomes and encourages members of the community to attend athletic and other public events held by the
schools in the Educational Service Center. Due to the need to maintain order and preserve the facilities of the Center during the
conduct of such events, the Board retains the right to bar the attendance of or remove any person whose conduct may constitute a
disruption at a school event. School administrators are expected to call law enforcement officials if a person violates posted
regulations or does not leave school property when reasonably requested. In accordance with Board Policy 7440 and AG 7440B,
administrators may use metal detectors and other devices to protect the safety and well-being of participants and visitors.
No alcoholic beverage or other controlled substance may be possessed, consumed, or distributed at any function sponsored by the
Center or at any function occurring on Board property.
Raffles and similar forms of fund-raising by organizations may be permitted by the Superintendent in accordance with Policy 9211 Center Support Organizations and Policy 9700 - Relations with Special Interest Groups.
No qualified person with a disability will, because the Center's facilities are inaccessible to or unusable by persons with disabilities, be
denied the benefits of, be excluded from participation in, or otherwise be subjected to discrimination under any program or activity to
which Section 504/ADA applies.
For facilities constructed or altered after June 3, 1977, the Center will comply with applicable accessibility standards. For those
existing facilities constructed prior to June 3, 1977, the Center is committed to operating its programs and activities so that they are
readily accessible to persons with disabilities. This includes, but is not limited to, providing accommodations to parents with
disabilities who desire access to their child's educational program or meetings pertinent thereto.
If a student or adult is asked to leave or is removed from a school event, no admission fees shall be refunded.
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Individuals with disabilities shall have an equal opportunity to purchase tickets for events that have been sanctioned or approved by
the Board in accordance with the provisions of the Americans with Disabilities Act, as amended.
Further, in accordance with the provisions of the Americans with Disabilities Act, as amended, the Board shall permit individuals with
disabilities to be accompanied by their service animals in all areas of the Center's facilities where members of the public, as
participants in services, programs or activities, or as invitees, are allowed to go. (See Policy 8390)
Smoking and/or the use of tobacco and/or tobacco substitute products is prohibited at any time within any enclosed facility owned or
leased or contracted for by the Board, and in areas directly or indirectly under the control of the Board immediately adjacent to
locations of ingress or egress to such facilities. Such prohibition also applies to school grounds, except at designated times and in
designated areas as defined in statute and by Ohio's Smoke Free Workplace Program.
The Board is aware of the increasing desire of many parents and other members of an audience to make audio and/or video recordings
of school events. Such recordings can be made by parents or other members of the audience without restriction if the performance is
not of copyrighted material. However, if the performance is of copyrighted material, recording can be made if the appropriate license
authorizing such recordings has been secured in advance by the Center. If the performance is of copyrighted material and the
necessary license has not been secured in advance by the Center, the audience shall be advised before the performance begins that
audio and/or video recordings that will be re-broadcast or distributed in any way, such as posting on the internet, are prohibited.
The Board authorizes the Superintendent to establish rules and procedures governing the use of noncenter audio/visual recording
equipment at any Center-sponsored event or activity. Such rules are to be distributed in such a manner that members of the audience
who wish to record the event are aware of the rules early enough to make proper arrangements to obtain their recordings without
causing delay or disruption to an activity.
Any person or organization seeking to film students or a school activity which is not a public event, must obtain prior permission from
the Superintendent.
All notices, signs, schedules, and other communications about school events must contain the following statement:
"In accordance with State and Federal law, the Center will provide reasonable accommodations to persons with disabilities who wish
to attend and/or participate in school events. Such individuals should notify the Superintendent (567-444-4807) if they require a
reasonable accommodation."

39

NwOESC Procedures Specific to Preschool Operations
DIAPERING PROCEDURES
The NwOESC preschool programs shall follow the following diapering procedures:
When a central diaper changing area is used, there shall be a disposable separation material that acts as a barrier placed
between the child and the changing surface, which is discarded after each use.
The program shall have disposable gloves available for diapering. The use of gloves or hand sanitizer does not
eliminate the need for proper hand washing.
The diaper changing area shall be disinfected after each diaper change with an appropriate germicide.
Children’s soiled clothes may be placed directly into a plastic bag or container, sealed, and stored away from the rest of
the child’s belongings and out of reach of children.
Soiled diapers shall be disposed of in a plastic lined, foot activated receptacle or other type of receptacle that prevents
hand contamination. The receptacle shall be covered or otherwise enclosed and be inaccessible to children. These
containers shall be emptied, cleaned, and disinfected daily, or more frequently as needed to eliminate odor.
Any product used during diapering which is used on more than one child shall be so used that the container does not
touch the child. Any product obtained from a common container shall be applied in such a manner so as not to
contaminate the product or its container. Common containers shall be cleaned and disinfected when soiled.
DIAPERING OINTMENTS
The NwOESC preschool programs shall gain parent/guardian authorization for the administration of topical ointments and/or
creams provided by parents to children in the preschool programs. The written request shall include the name of the child,
name of the ointment/cream/ lotion, signature of the parent, and special instructions for administration. The request must be
updated every three months.
POTTY CHAIR PROCEDURES
The NwOESC preschool programs shall encourage toilet training based on children’s readiness and consultation with parents
or guardians regarding practices in the children’s homes. The program shall ensure that toilet training is not forced. If potty
chairs are used, they shall be promptly emptied into the toilet, rinsed, and disinfected after each use.
NAPTIME PROCEDURES
The NwOESC preschool programs will provide a quiet space for children to nap, rest, or sleep if they are in attendance at the
program for more than five hours on a given day. When children rest, nap, or sleep on mats, cots, or pads, floors shall be
clean, warm, dry and draft free. Rest areas shall be lighted enough to allow for visual supervision of all children at all times.
Any child who does not fall asleep during the designated nap period shall have opportunity to engage in quiet activities. Cots,
pads, or mats shall be assigned individually to each child and shall be disinfected with an appropriate germicide before
assignment to another child. Evacuation routes shall not be blocked by resting children. Each child shall have a free and clear
means of egress. Child care staff members shall have a clear path to each resting child.
PROCEDURES FOR NOTIFYING PARENTS IN CASES OF STUDENT INJURY
It will be the Procedure of the Northwest Ohio Educational Service Center to notify parents in cases of student injury involving
medical attention. Parents may be called immediately, per the Emergency Medical Form, if injury warrants such action. A
Critical Incident Report will be completed for all situations requiring the child to receive medical attention. A copy will be
distributed to the parent, as well as kept on file by the teacher as a log of injury reports.
According to NwOESC Board Policy 5340, the Board believes that school personnel have certain responsibilities in case of
accidents which occur in school. Said responsibilities extend to the administration of first aid by persons trained to do so,
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summoning of medical assistance, notification of administrative personnel, notification of parents, and the filing of accident
reports.
Employees should administer first aid within the limits of their knowledge of recommended practices. All employees should
make an effort to increase their understanding of the proper steps to be taken in the event of an accident.
In each building in which a program is operated, there shall be readily available at all times at least one (1) preschool staff
member who has completed a course approved by the State Department of Health or the approved "American Red Cross"
training program in:
•
•

First Aide
Communicable Diseases

•

Child Abuse and Neglect

R.C. 2305.23 (Good Samaritan), 3313.20
PROCEDURES FOR SNACK
The NwOESC preschool programs include snack as part of the daily routine for students. Parents and local school districts
assist in the provision of snacks. Healthy snack areas are distributed to parents indicating RDA requirements set by the USDA.
Menus include sources of Vitamin C daily and Vitamin A 3 times per week. Teachers are required to post snack menus
weekly. Alternative snacks are kept on hand by the teachers to supplement or substitute if a child has an allergy.
PARENT ACCESS TO PRESCHOOL PROGRAMS
The NwOESC preschool programs allow parents/guardians unlimited access to the classrooms during operational hours.
Classroom visitors must follow local school district policy regarding signing in and out of the facility.
PRESCHOOL DIRECTOR
The Preschool Director shall be on site at the preschool program at least one-half of the program’s operating hours. The
NwOESC Preschool Program shall name as director the teacher at each classroom site.
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CDC Strategies for Everyday Operations
Schools and ECE programs can take a variety of actions every day to prevent the spread of infectious diseases, including the
virus that causes COVID-19. The following set of strategies for everyday operations should be in place at all COVID-19
Community Levels, including low levels.






Staying Up To Date on Vaccinations
Staying Home When Sick
Hand Hygiene and Respiratory Etiquette
o Washing hands can prevent the spread of infectious diseases. Schools and ECE programs should teach and
reinforce proper handwashing to lower the risk of spreading viruses, including the virus that causes COVID19. Schools and ECE programs should monitor and reinforce these behaviors, especially during key times in
the day (for example, before and after eating and after recess) and should also provide adequate handwashing
supplies, including soap and water. If washing hands is not possible, schools and ECE programs should
provide hand sanitizer containing at least 60% alcohol. Hand sanitizers should be stored up, away, and out of
sight of younger children and should be used only with adult supervision for children ages 5 years and
younger. Schools and ECE programs should teach and reinforce covering coughs and sneezes to help keep
individuals from getting and spreading infectious diseases, including COVID-19.
Cleaning and Disinfection
o Schools and ECE programs should clean surfaces at least once a day to reduce the risk of germs spreading by
touching surfaces. If a facility has had a sick person or someone who tested positive for COVID-19 within
the last 24 hours, the space should be cleaned and disinfected. For more information, see Cleaning and
Disinfecting Your Facility. Additionally, ECE programs should follow recommended procedures for
cleaning, sanitizing, and disinfection in their setting such as after diapering, feeding, and exposure to bodily
fluids.

Transitions
Helping children and their families experience and navigate the transition process is essential. Transition practices actively involve
staff, families and the community in creating seamless experiences for children as they enter transition from Early Intervention to
Preschool, from Preschool to Preschools, or from Preschool to Kindergarten and adjust to school.
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Staff is familiar with the research on transition.
Each school district must ensure that the obligation to make FAPE available to each eligible child for whom the school
district is the child’s school district of residence begins on the child’s third birthday. For children who transition from Early
Intervention, an individualized educational program (IEP) must be in effect for the child by that date.
For children entering Early Intervention 46-90 days before the third birthday, districts must work with the service
coordinator to conduct joint (not duplicative) evaluations to ensure that Early Intervention can develop an Individualized
Family Service Plan (IFSP) for transition and the district can develop an IEP by the child's third birthday.
For children who are suspected of having a disability and enter Early Intervention 45 days or less before the third birthday,
Early Intervention will refer the child directly to the district or assist the parents are contacting the district. Because these
children will not have an IFSP or be provided early intervention services, this referral does not require an IEP by the third
birthday. Since the child has not had early intervention, the district should consider appropriate timelines to secure necessary
services (30 days for consent, 60 days for evaluation and 30 days for an IEP; 120 days maximum from referral).
The school has a system of screening all kindergarten children, and screening information is communicated to families in a
timely manner.
A reevaluation is required when a preschool child with a disability is transitioning from preschool to kindergarten. If,
however, the annual IEP review occurs before the required reevaluation and the IEP team does not suspect a school-age
disability, data describing why the child is no longer a preschool child with a disability must be documented. This would
include a review of existing information and progress-monitoring data, as well as a conversation regarding the child’s ageeligibility for kindergarten (the only requirement for kindergarten entry). The team also should discuss the child’s need to
extend learning with the kindergarten content standards. If the child's progress warrants no further special education, a Prior
Written Notice to Parents PR-01 form can be provided and services discontinued.
Children transitioning from preschool special education to kindergarten are required to have a reevaluation and not an initial
evaluation.
Families are linked with needed resources and services; staff facilitates linkages if necessary.
Data used from screening supports student learning and identifies appropriate and timely referrals.
Staff has assessed communication practices that are part of the transition activities.
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Staff welcomes new students and their families throughout the year through defined activities.
Staff plans and communicates regularly with preschool representatives in developing transition activities.
Staff members meet regularly, grade level to grade level, to plan for educational continuity.
School staff and the early childhood community plan shared professional development according to needs.
There is an organized team or group developing transition activities and a person assigned to coordinate the plan and to
assure that timelines are met.
Transition practices are evaluated and refined on the basis of results.

Obtaining Parent Consent for Records Release
Parent consent will be obtained whenever a child’s record needs to be released to another program/agency. In order to obtain consent,
parent(s) will need to sign a “consent for release” form. A list of the records being released will be itemized and attached to the
“Consent for Release” form. A copy of the request form and list of records sent will be sent to both the ESC Preschool Department
and the receiving program/agency.

Parent Participation
Parents are encouraged to be active participants in the educational experience of their child. Opportunities to volunteer in the
classroom are available and welcomed.
These opportunities may include assisting at special events, reading to the children on a regular basis, sharing a special talent or
item, chaperoning field trips, etc…Please contact your child’s teacher directly for further information.
Parent partnership will be developed through regular parent/school communication, and may include communication
notebooks, surveys, questionnaires, trainings, and focus groups.

To Request Additional Information
If you have a question or concern that cannot be answered by your child’s teacher, or if you would like further information on the
licensing and compliance reports for your child’s classroom, please contact the Program Supervisor at 567-444-4800.

To Further Report…
●

To report any concerns, complaints, and/or violations related to preschool licensure, call (614) 466-0224 or
(877) 644-6338.

●

To report any complaints related to Civil Rights, Section 504, or ADA contact NwOESC Compliance Officers:



●

Female Rep. – Jill Gilliland; 567-444-4800 ex. 4660
Male Rep. – Andrew Hunter; 567-444-4800 ex. 4649

To report any complaints related to Title IX, contact NwOESC Compliance Officers:



Female Rep. – Jill Gilliland; 567-444-4800 ex. 4660
Male Rep. – Andrew Hunter; 567-444-4800 ex. 4649

NwOESC Administration:
Kerri Weir, Superintendent; KWeir@nwoesc.org
Jill Gilliland, Director of Special Education; JGilliland@nwoesc.org
Jessica Fredrick, Preschool and Related Services Coordinator; JFredrick@nwoesc.org

THANK YOU, AND HAVE A GREAT YEAR!
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Notice of Parent Right to Know Regarding Staff Qualifications
This is notification to the parents of each student attending NwOESC programming that they may request, and the district
will provide the parents upon request (an in a timely manner), information regarding the professional qualifications of
their student’s classroom teachers, including at a minimum, the following:
1. Whether the teacher has met the Ohio teacher licensing criteria for the grade level and subject areas in which the
teacher provides your child instruction.
2. Whether the teacher is teaching under emergency or temporary status that waives state licensing requirements.
3. The undergraduate degree major of the teacher and any other graduate degree or certification (such as National
Board Certification) held by the teacher and the field of discipline of certification or degree.
4. Whether your child is provided services by instructional paraprofessionals and, if so, their qualifications.
The Federal Every Student Succeeds Act (ESSA)/ Title I Funds require assurances are in place so that all children have a
fair, equal, and significant opportunity to obtain a high-quality education and reach, at a minimum, proficiency on
challenging state academic achievement standards and state academic assessments.

Kerri Weir
NwOESC Superintendent
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Northwest Ohio ESC
Preschool Parent Handbook Signature Page
2022-23
I have received and read all of the information contained in the Northwest Ohio Preschool
Parent Handbook. I understand the rights and responsibilities pertaining to students and
agree to support and abide by the rules, guidelines, procedures and policies therein.

Parent Name (please print): __________________________________________________________________
Parent Signature: _________________________________________________________________________ ____
Date: __________________________
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