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SUPPORT SERVICES GOALS

Support services are essential to the educationgtgm. The Board serves as trustee of ESC
facilities and overseer of school operations ferplrpose of providing the facilities and services
which support a thorough and efficient educatigmmaram.

In order to provide services that are supportivthefeducational program, the Board develops
goals which will support the overall educationadgmam.

[Adoption date: January 7, 2003]
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SAFETY PROGRAM

The Board makes efforts to provide for the safé@lisstudents, employees and members of the
school community present on ESC property and &3{-sponsored events at other sites. The
Board directs the administration to develop a ggiedgram which is reviewed on an annual
basis.

The Superintendent has responsibility for the ggfeagram of the ESC and develops written
procedures to comply with the Public EmploymentkRR&duction Act (PERRA) regulations and
policies.

The practice of safety is a part of the instruaigrian of the ESC through educational programs.
The educational program includes instruction iffitand pedestrian safety, driver and vehicle
safety programs, fire prevention, accident recoegk®y, in-service training and emergency
procedures appropriately geared to students ardiif grade levels.

All staff are encouraged to participate in the pexings of the Health and Safety Committee by
providing recommendations that ensure a safe emvient for all.

[Adoption date: January 7, 2003]

LEGAL REFS.: Public Employment Reduction Act, ORT5%.01 et seq.
ORC 2744
3313.60; 3313.643
3737.73
4107.31
OAC 3301-35-03

CROSS REF.: GBE, Staff Health and Safety
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ACCIDENT PREVENTION AND SAFETY PROCEDURES

The Superintendent or his/her designee shall bagskenanager for the ESC. He/She will make
one inspection per month of all offices and idgnaéi€cident and loss-producing conditions.
Employees are instructed to report dangerous dondiind defective equipment. Efforts will be
taken to correct those conditions and defectivepegent before an accident or injury occurs.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3313.60; 3313.643
3737.73
4107.31
OAC 3301-35-03
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ACCIDENT REPORTS

The assistant superintendent shall file accidgrdnts with the Superintendent at any time that a
staff member is seriously injured or has a medoagrgency. A copy of this report should be
provided to the Fairfield County Commissioners’i€dfif the incident occurs on the county

property.

A serious injury or medical emergency shall be atered to be one when the individual requires
medical attention or the occurrence renders thiwishaal unable to complete the business day.

When an accident occurs, the appropriate countyaalggersonnel should be notified. If the
extent of an injury cannot be determined, the eerarygrescue squad should be called.

A copy of the accident report shall be retainetheindividual’'s permanent file.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 2305.23
3313.712
OAC 3301-27-01; 3301-27-02
3301-35-03
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BLOODBORNE PATHOGENS

Staff/students incur some risk of infection andalis each time they are exposed to bodily fluids
or other potentially infectious materials. Whitetrisk to staff/students of exposure to body
fluids due to casual contact with individuals ie $thool environment is very low, the Board
regards any such risk as serious.

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

To reduce the risk to staff/students by minimizangeliminating staff exposure incidents to
bloodborne pathogens, the Board directs the Supedent to develop and implement an
exposure control plan.

The plan shall include annual in-service trainiagdtaff and students; first-aid kits in each
school room and each school vehicle; correct pna@sdfor cleaning up body fluid spills and for
personal cleanup.

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

[Adoption date: January 7, 2003]

LEGAL REFS.: Public Employment Reduction Act, ORT5%.01 et seq.
20 USC 8901
29 CFR (Code of Federal Regulations) 1910.1030

CROSS REFS.: PERRA
GBEA, HIV/AIDS (Human Immunodeficiency Virus/Acqed Immune
Deficiency Syndrome) (Also JHCCA)

* Bloodborne pathogens are pathogenic microorgasigrat are present in human blood and can
cause disease in humans. These include, but ahenited to, hepatitis B virus (HBV) and
human immunodeficiency virus (HIV).
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BLOODBORNE PATHOGENS
(Handling and Disposing of Contaminated Fluids)

Health department information about the transmrssiodiseases including AIDS and hepatitis
B focuses on “body fluids” as a possible carrieofanisms that can infect others. The term
includes drainage from cuts and scrapes, vomigsfeespiratory secretions (nasal discharge),
saliva, semen and blood. While any contact withldbdy fluids of another person represents a
risk, the level of risk is very low. The risk iscreased if the fluid comes in contact with a break
in the skin of another individual. Generally, simponsistent standards and procedures of
cleanliness minimize risk.

The following procedures are precautionary measagamst the transmission of diseases.
Prudent actions are to be employed by all staffest actions should focus primarily on steps
that staff members can take to ensure their owhlveahg.

Those who administer first aid, provide physicakocar may otherwise incur occupational
exposure to blood or other potentially infectiouatenials as determined by the ESC will be
specifically protected through the ESC’s Exposuoatl Plan.

The procedures, however, are a review for all steffppropriate hygienic and sanitation
practices.

1.

Universally recognized precautions are to llevieed at all times. Universally
recognized precautions require the assumptiorstaéitand students approach
infection control as if all direct contact with hamblood and body fluids is known to
be infectious for HIV, HBV and/or other bloodbompathogens.

Whenever possible, a student should be dirgotedre for his/her own minor bleeding
injury. This includes encouraging students to gpipeir own Band-Aids. If assistance
is required, Band-Aids may be applied after rema¥ajloves if the caregiver will not
come into contact with blood or wound drainage.

Gloves are required for all tasks in whichmalividual may come into contact with
blood or other potentially infectious materialsucB tasks include cleaning body fluid
spills, emptying trash cans, handling sharps/caetai handling contaminated broken
glass, cleaning contaminated equipment and handbntaminated laundry/clothing.
This also includes assisting with any minor wouatkectreating bloody noses, noses,
handling clothes soiled by incontinence, diapeingag and cleaning up vomit.

Complete and effective hand washing of at |I@@steconds’ duration should follow any
first aid or health care given a student or contatit potentially infectious materials.



5. If exposure to blood or other potentially intfeas materials occurs through coughing,
any first-aid procedure, or through an open sottereak in the skin, thorough washing,
preferably with germicidal soap, is necessary.
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11.

12.

13.

File: EBBC-R

In the event hand-washing facilities are natiy available, thorough cleaning using

an antiseptic cleanser and clean cloth/paper towvedsitiseptic towelettes provided by
the ESC as an alternative is necessary. In that @lternatives are used, hands must be
washed with soap and running water as soon ashjp@ssi

Any surface contaminated with blood or othetleptally infectious materials must be
cleaned after each use and at the end of the dhyseap and water and then rinsed
with an EPA- approved disinfectant*. These surdaoelude equipment, counters,
mats (including those used in physical educatiahathletic events) or changing tables.

An EPA-approved disinfectant must be used witeaning fluids such as blood or
vomit from the floor or other such contaminatedaces.

Contaminated laundry such as clothing and tewelst be placed and transported in
bags and containers in accordance with the ESQv&rgally recognized precautions.
All such items must be laundered in hot or coldewvand soap and placed in a dryer.

Needles, syringes, broken glassware and sh@p objects found on ESC property
must not be picked up by students at any timepgataff without appropriate
puncture-proof gloves or a mechanical device sgch laroom, brush and dustpan. Any
such items found must be disposed of in closabiecture-resistant, leakproof
containers that are appropriately labeled or cotated.

All wastebaskets used to dispose of potentiadectious materials must be lined with a
plastic bag liner that is changed daily.

Gloves and repellent gowns, aprons or jacketsequired for tasks in which exposure
to blood or other potentially infectious materieds be reasonably anticipated to
contaminate street clothing. Type and charactesistf such protective clothing will
depend on the task. Such tasks may include dragaileting with gross
contamination, assisting with wound care, sortingaygging contaminated
laundry/clothing and disposing of regulated wasth @ross contamination.

Maximum protection with gloves, face and/og pyotection and gowns are required
whenever splashes, spray, spatter or dropletsootidr other potentially infectious
materials may be generated and eye, nose or moataraination can be reasonably
anticipated. Such tasks may include feeding alakith a history of spitting or forceful
vomiting and assisting with severe injury and wowntth spurting blood.

Disinfectants which can be used include LysaitdX, Clorox, Tough Act bathroom
cleaner, Dow bathroom cleaner, Real Pine liquidroée, Pine Sol, Spic and Span,
Tackle liquid, Comet and other products with EPAnters.

(Approval date: January 7, 2003)
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EMERGENCY PLANS

The safety and well-being of the staff of the ES€@iorities. Emergencies and disasters can
never be predicted; however, plans will be preparethe event of a disaster, to minimize their
impact.

The Superintendent or his/her designee is the auatat for the emergency plans.
Emergency plans have been prepared under theidirexftthe ESC and shall be used by all

tenant organizations in case of fire, tornadoesaher natural disasters. Periodic drills will
provide personnel with practice in responding teegancy situations should they occur.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3737.73; 3737.99
OAC 1301-7-7-07
3301-35-03(D)(4-7)

CROSS REFS.: EBD, Crisis Management
ECA, Buildings and Grounds Security
Emergency Plans Handbook
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EMERGENCY CLOSINGS

It is the belief of the Board that the ESC showddpen for business, as usual, whenever
possible. This includes times when local schoady meed to close because of inclement
weather.

The Board further believes that the health andigafiets employees is of utmost importance,
and that health and safety must be consideredcisidas relative to closing or not closing the
Fairfield County ESC in the event of inclement viieat In addition, the Fairfield County ESC
Governing Board recognizes that its employeesifiwarious areas which may not be equally
affected by inclement weather conditions and thatraber of options need to be available to
these employees.

Therefore, in the event that the local schoolsaifffeld County are closed due to inclement
weather or other reasons, the following policyoibé followed:

1. If all seven school districts in the countyteys are closed and if the Fairfield County
Sheriff has declared a "Travel Emergency", the 8omndent will close the ESC by
placing the initial calls using the "phoning treéenotify the employees of the closing.
If the Fairfield County ESC is closed under theseditions, no employees are to report
for work and no compensatory time will be permittedthat day.

2. If all or part of the county schools are clodaat the sheriff has not declared a "Travel
Emergency,"” the ESC will be open. If the ESC isrgmall employees are to report to
work as usual whenever they can do so without ynelatlangering their health and
well-being.

Note: In the case of a situation where the Sofmrdent is going to close the office or
delay the opening of the office, he/she will pl&oe initial phone calls to activate the
phoning tree as early as possible. If employegs hat received a call by 6:45 a.m.,
the office is open and on the usual schedule.

When the office is open and an employee findshbsshe is unable to report for work
due to the inclement weather, he/she shall infétvenSuperintendent of that fact. The
employee has the option of requesting to work aténfor that day, providing that
he/she has work that can be done at home.

If the employee chooses not to report to workalise of inclement weather and will not
be working at home or does not have work with hen/the employee has the option of
using a personal day or a vacation day ratherrdaorting to work. The employee
may also request that he/she be permitted to niekday of work up on a day that is
not a scheduled workday for the Fairfield CountyCESf any of these options are
selected by the employee and verbally approvetidy-airfield County ESC



Superintendent, the employee will complete the @ppate form when he/she returns
to work and submit it to the Fairfield county ES@p8rintendent for his/her
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signature. The Fairfield County ESC Superintenaall give the approved forms to
the Fairfield County EXC Treasurer for the requisedounting purposes. If the
employee chooses not to exercise any of thesengpfibeir salary will be reduced by
one day of pay for each day of work so missedhi#f last option becomes necessary,
the Fairfield County ESC Superintendent will notife Fairfield County ESC
Treasurer and the employee in writing of the redeothe reduction in pay in
accordance with Ohio Revised Code.

Note: If any employee chooses the option of ‘kireg at home,” he/she will be
required to complete an absence form for each olayosked.

3. Inthe event that the Fairfield County ESC Sugpendent determines that it is
necessary to close the Fairfield County ESC becaliselement weather conditions or
other calamities, employees will not have theiasak reduced for the day(s) that the
office is closed except that hourly, as-needed eygas will not receive pay for time
not worked.

Disasters and Extended Closings

4. If the local schools would be closed for areexted period of time due to inclement
weather or some other form of disaster, the Fadrfzounty ESC Superintendent will
inform staff members on nine, ten and eleven-maoaotiiracts as to the number of days
which they will be required to work during the extied closing. Under these
conditions, the number of days that these emplogieesff will be made up after
schools reopen. This will ensure that schoolsivecgervices of the Fairfield County
ESC classified staff during a possible extendedalcyear. Twelve-month employees
will be required to work during any extended peradcgchool closing unless otherwise
informed by the Fairfield county ESC Superintenddntno case will employees be
required to work more days than are in their cantra

Classroom Units

5. Employees of the Fairfield County ESC who asigned as teachers, speech
pathologists, aides, etc. at the classroom unigsaded by this Board need not report to
work on days that the buildings in which they assigned are closed due to inclement
weather or other calamity reasons; however, théyb@irequired to make up any days
that are deemed needed to be made up by the lgildiwhich they are housed or by
the Fairfield County ESC.

[Adoption date: January 7, 2003]

LEGAL REFS.: ORC 3313.48; 3313.482; 3313.483
3317.01
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3737.73
OAC 3301-35-03

CONTRACT REF.: Teachers’ Negotiated Agreement
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CRISIS MANAGEMENT

A crisis can occur at any time and has the alititsnake a significant impact on members of the
community. A crisis is defined as any event whiateatens the actual safety and security of
students, employees or visitors of the ESC or wiogact threatens the feeling of safety and
security, both of which are detrimental to a pesiiearning environment.

There are unlimited possibilities for crises thatild impact the ESC. These include, but are not
limited to, suicide, death of a student or employgets of violence, trauma and accidents.

In recognizing the need to be proactive in prempfan possible crises, the Board directs the
Superintendent to prepare a Crisis Managementwiteah addresses:

1. the primary goal of preventing a crisis froncaeing;

2. appropriate means of dealing with a crisismESC, including who shall serve as the
primary spokesperson for the ESC and the stepsichvwhe plan shall be carried out
and

3. assessment of the way the crisis was handlégdswggestions for improvement in the
future, if necessary.

The administration annually reviews the Crisis Mggraent Plan, considering the most current
information dealing with the subject, as well akimg relevant information about the plan
known to the community.

[Adoption date: January 7, 2003]

LEGAL REF.: ORC 3313.20

CROSS REFS.: EBC, Emergency Plans
GBE, Staff Health and Safety
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BUILDINGS AND GROUNDS SECURITY
Offices and equipment of the ESC constitute oniésajreatest investments. It is in the best
interest of the ESC to protect the investment aatsdiy
Security means not only maintenance of a secutdibgj but also protection from fire hazards,
faulty equipment and unsafe practices in the usdeatrical, plumbing and heating equipment.
The ESC requires and encourages close cooperatilotosal police and fire departments and
with insurance company inspectors.
The Superintendent assigns keys to the individfiales according to need. He/She will further

be responsible for instructing recipients on the arsd maintenance of such keys and will keep
an accurate record of all keys assigned to mendjdns/her staff.

[Adoption date: January 7, 2003]

LEGAL REF.: ORC 3313.20
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AUTHORIZED USE OF SCHOOL-OWNED MATERIALS

Personal Usage Policy

All office equipment in the Fairfield County Eduratal Service Center is provided for staff use
as a legitimate educational and administrativeuseso Use of such equipment, including
copiers, faxes, computers and software is graraeddon each staff member’s professional
duties. In order to maintain usage of office equept, all staff members must take responsibility
for appropriate and lawful use of such equipment.

[Adoption date: January 7, 2003]
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COMPUTER/ON-LINE SERVICES

Internet access and electronic mail are provide@docation, educational administration, and
communication. The Fairfield County ESC Governirga&l and Administration reserve the
right to monitor, inspect, copy, review and stararay time and without prior notice any and all
usage of the Internet access and any and all ralstefiles, information, software,
communications and other content transmitted, vecdeor stored in connection with this usage.
All such information, content and files shall belaemain the property of the Fairfield County
ESC, and there should be no expectation of privegsrding those materials. For Educational
Management Information System (EMIS) purposes,idential information regarding both
students and personnel is stored on our systeriger @an transmission of such information to
the Metropolitan Education Council or the Ohio Deypeent of Education, no confidential
information is to be electronically transmittedNo files stored on office hard drives, discs, or
tapes are to be deleted without the approval op#tson responsible for the maintenance of
those specific files. In the event of terminatadremployment, no files are to be deleted or
copies removed.

In use of the Internet, staff members shall compth the following guidelines and procedures:

1. Use appropriate language. Do not use profanitgcenity or other language which
may be offensive to other users. lllegal actigi@ee strictly forbidden.

2. Do not reveal your personal home address, eaddress or phone number or those of
other students or colleagues.

3. Note that electronic mail (e-mail) is not gudesed to be private. People who operate
the system do have access to all messages refatongn support of illegal activities
and such activities will be reported to the auttiesi

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

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

6. Rules and regulations of on-line etiquettesaligect to change by the administration.

7. Users shall keep all personal passwords, halteesses and telephone numbers
private. They shall use this system only undeir tnen user name and password.

8. The system shall be used only for a legitineah@cational resource. Commercial,
political and/or personal use of this system fdreotfpurposes is strictly prohibited. The
administration reserves the right to monitor anppater activity and on-line
communications for improper use.



9. Users shall not use the system to encouragesthef drugs, alcohol, or tobacco, nor
shall they promote unethical practices or any @gtprohibited by law or Board policy.
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10. Users shall not view, download or transmitenat that is threatening, obscene,
disruptive or sexually explicit or that could benstrued as harassment or
disparagement of others based on race, natiorgahpditizenship status, sex, sexual
orientation, age, disability, religion or politida¢lief.

11. Copyrighted material may not be placed orsyflstem without the author's permission.
12. Vandalism results in the cancellation of yserileges. Vandalism includes
uploading/downloading inappropriate material, drgatomputer viruses and/or any

malicious attempt to harm or destroy equipment atemals or the data of any other
user.

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

14. Users are expected to keep messages briefseamnabpropriate language.

Each staff member will be given a copy of this ppknd will sign an acceptable usage
agreement.

[Adoption date: January 7, 2003]
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COMPUTER/ON-LINE SERVICES

The following guidelines and procedures shall bmgleed with by staff, students or community
members who are specifically authorized to us€elB€’s computers or on-line services.

1. Use appropriate language. Do not use profasittycenity or other language which
may be offensive to other users. lllegal actigi@éee strictly forbidden.

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

3. Note that electronic mail (e-mail) is not gudesed to be private. Systems managers
have access to all messages relating to or in suppitiegal activities and such
activities may be reported to the authorities.

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

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

6. All communications and information accessibbethe network should be assumed to

be property of the ESC.

Rules and regulations of on-line etiquettesatgect to change by the administration.

The user in whose name an on-line service atgsussued is responsible for its proper

use at all times. Users shall keep personal accaumbers, home addresses and

telephone numbers private. They shall use thiesysnly under their account
numbers issued by the ESC.

9. The system shall be used only for purposesectla education or administration.
Commercial, political and/or personal use of th&tey is strictly prohibited. The
administration reserves the right to monitor anypater activity and on-line
communications for improper use.

10. Users shall not use the system to encouragest of drugs, alcohol or tobacco nor
shall they promote unethical practices or any @gtprohibited by law or Board policy.

11. Users shall not view, download or transmitenat that is threatening, obscene,
disruptive or sexually explicit or that could benstrued as harassment or
disparagement of others based on their race, @tuoigin, citizenship status, sex,
sexual orientation, age, disability, religion oflipcal beliefs.

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

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

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

15. Users are expected to keep messages briefsgnappropriate language.

16. Users shall report any security problem omusesof the network to the teacher or the
principal or immediate supervisor.

© N
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APPLICATION FOR ACCESS
AND
TERMS AND CONDITIONS FOR USE OF THE NETWORK

Please read the following carefully before sigrtimg document.

Terms and Conditions

1.

Acceptable Use - The purpose of this netwotk support education in and among
academic institutions to provide access to uniggeurces and opportunities for
collaborative work. Access must be in supportdafaation and research and consistent
with the educational objectives of the ESC. Usetbér organizations networks or
computing resources must comply with the rules eypate for that network.
Transmission of any material in violation of anySUor State regulation is prohibited.
This includes, but is not limited to: copyrighte@terial, threatening or obscene
material or material protected by trade secrete {ds commercial activities by for-

profit institutions is generally not acceptableselfor product advertisement or political
lobbying is also prohibited.

Privileges - The use of the network is a peigd, not a right, and inappropriate use will
result in a cancellation of those privileges. Bhstem administrators will deem what is
inappropriate use and their decision is final. cAlhe system administrators may deny
access at any time as required. The administrafitime ESC may also request the
system administrator to deny, revoke or suspenesacc

Security - Security on any computer systemhgyh priority, especially when the
system involves many users. If you feel you camiidly a security problem on the
network, you must notify the system administratbo not demonstrate the problem to
other users. Do not use another individual’s antand never give your password to
another user. Never allow students to use yoerret account. Attempts to log in to
the system as any other user will result in caatielh of user privileges. Attempts to
log in to the network as a system administratol iggult in cancellation of user
privileges. Any user identified as a security rigkhaving a history of problems with
other computer systems may be denied access.

Vandalism - Vandalism will result in canceltatiof privileges. Vandalism is defined
as any malicious attempt to harm or destroy datmother user of any of the above
listed agencies or other networks that are conddotéhe local network. This includes,
but is not limited to, the uploading or creatiorcomputer viruses, destroying other
users’ files, hacking, etc.

Netiquette - You are expected to abide by #reeally accepted rules of network
etiquette. These include (but are not limitedthe) following:



A. Be polite. Do not become abusive in your mgesdo others. Use appropriate
language. Do not swear, use vulgarities or angrdtfappropriate language.
B. lllegal activities are strictly forbidden.
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C. Do not reveal any personal information abouirgelf to others.
D. Note that electronic mail (e-mail) is not guatesed to be private.

E. Do not overcrowd your mailbox.

F. Do not use the network in such a way that yould disrupt the use of the
network by other users.

G. All communications and information accessihkethe network should be
assumed to be private property.

6. Updating User Information - LEECA may occasibngequire new registration and
account information from the ESC to continue thwise. Currently, there are no user

fees for this service.

7. Exceptions of Terms and Conditions - All teramsl conditions as stated in this
document are applicable to the ESC, LEECA andealless connected through
LEECA. These terms and conditions reflect thererggreement of the parties and
supersedes all prior oral or written agreementsuanarstandings of the parties. These
terms and conditions shall be governed and intezgne accordance with the laws of
the State of Ohio, United States of America.

If a user violates any of these provisions, hisAwess will be terminated and future access
could possibly be denied. The signature(s) aettteof this document is (are) legally binding
and indicate(s) the party (parties) who signed(hasge) read the terms and conditions carefully

and understand(s) their significance.

Fairfield County Educational Service Center, LateaOhio



20f2

Fairfield County Educational Service Center, LateaOhio



File: EEACA

BUS DRIVERS EXAMINATION AND TRAINING

Qualifications of School Bus Drivers

Section 3327.10 of the Ohio Revised Code stateghbaEducational Service Center Governing
Board shall be responsible for the issuance okdiertificates for school bus drivers in those
local districts falling under the jurisdiction dfe¢ Governing Board. Such certificates to operate
a school bus shall be signed by the PresidenteoEthucational Service Center Governing Board.
Any person who has not received a certificate ftbenEducational Service Center Governing
Board shall not be employed as a driver of a schaslor motor van, owned or operated by the
ESC. In order to receive this certificate, the Brger must:

1. pass a physical examination each year withide8@ of applying for employment as a
bus driver in the ESC;

2. be at least 18 years of age, of good moralchar and qualified physically and
otherwise, under OAC 3301-83-06(B) et seq., fohsauposition;

3. produce a safe driving abstract each year igegu CDL when qualified) not more
than 60 days old each year when applying for adowgng certificate in the ESC;

4. submit an acceptable report from the State &ucd Criminal Identification and
Investigation every two calendar years and

5. complete four hours of approved in-servicenirgg annually as required by the Ohio
Pupil Transportation Operation and Safety Rules.

In accordance with criteria for school bus drivhygicals, under OAC 3301-83-07 et seq., all
ESC bus drivers must meet the physical requirenanset forth in these standards. In addition,
the standards require that any person certifiggthgsically qualified to operate a school bus must
require, obtain and present to the Board an aligtegular or CDL when qualified) of his/her
driving record. This abstract is to be attacheth&oDepartment of Education’s copy of the
completed physical examination. This is to bealyaequirement, and the driver is responsible
for obtaining and paying for the cost to obtain délhstract. A new report of the State Bureau of
Criminal Identification and Investigation shall tegjuired every two calendar years.

The Board policy shall hereafter be that when ampsl bus driver loses insurability or, based
upon Ohio’s point system for traffic violations, @many school bus driver accumulates six
traffic violation points during a 12-month periodgardless of the vehicle being driven at the
time of the violation, the driver shall not be iedwa certificate to drive a school bus in the ESC
for a period of two years from the date of the @&s®e of the sixth violation point. Furthermore,
any ESC school bus driver accumulating a totabaf points for traffic violations over a 12-
month period while driving a school bus shall netissued a certificate to drive a bus in the ESC
for a period of two years from the date of issuanfcile fourth traffic violation point. When a



bus driver employed by a ESC loses insurabilitg@aumulates six violations points within any
12-month period, regardless of the vehicle beimgedror accumulates four violation points
within a 12-month period while driving a school btiee local superintendent shall immediately
notify the ESC Superintendent.
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[Adoption date: January 7, 2003]

LEGAL REF.: ORC 3327.10

CROSS REF.: GBQ, Criminal Record Check
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PRINTING AND DUPLICATING SERVICES

State law requires that all public records be prilymprepared and made available for inspection
to any member of the general public at all reaslentmes during regular business hours. Upon
request, the person responsible for maintenantteequblic records is required to make copies
available at cost, within a reasonable periodrogkti

The ESC will provide duplicating services at a aestablished by the Board at the organizational
meeting. The cost will apply to copies of the nt@s) personnel records or other records which
by law can be shared with the general public.

[Adoption date: January 7, 2003]

LEGAL REF.: PL94-553, Copyright Act of 1976

CROSS REFS.: BDDG, Minutes
GBL, Personnel Records
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COPYRIGHT

The Board conforms to existing United States cabyriaws and maintains the highest ethical
standards in the use of copyrighted materialsrsiriictional purposes.

The Board encourages its staff to enrich the legrprograms by making proper use of
supplementary materials. It is the responsibdityhe staff to abide by the copying procedures
and obey the requirements of the law. Under nuanstances may employees of the ESC
violate copyright requirements in order to perfdheir duties properly. The Board is not
responsible for any violations of the Copyright Agtits employees.

Public Law 94-533, The Copyright Act, affects at@oyees because it sets guidelines regarding
the duplication and use of all copyrighted materiaprint, nonprint, music, computer software
and others. The Superintendent is responsibldisseminating the guidelines for duplication

and use of copyrighted materials to all employees.

Any employee who is uncertain as to whether theodycing or use of copyrighted materials
complies with the procedures or is permissible uihalg shall contact the Superintendent/
designee.

[Adoption date: January 7, 2003]

LEGAL REFS.: U.S. Const. Art. |, Section 8
Copyright Act, 17 USC Section101 et seq.
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COPYRIGHT

Educational Use of Copyrighted Print Materials

1. Fairuse

A. The fair use of copyrighted work for purposaslsas criticism, comment, news
reporting, teaching (including multiple copies &&ssroom use), scholarship or
research is not an infringement of copyright. étedmining whether the use
made of a work in any particular case is a fair, ttse factors to be considered
include:

1) the purpose and character of the use, inajudimether such use is of a
commercial nature or is for nonprofit educationalgoses;

2) the nature of the copyrighted work;

3) the amount and substantiality of the portisadiin relation to the
copyrighted work as a whole and

4) the effect of the use upon the potential miaideeor value of the copyrighted
work.

2. Single copying for teachers

A. Asingle copy may be made of any of the follogrby or for a teacher at his/her
individual request for his/her scholarly researchise in teaching or preparation
to teach a class:

1) a chapter from a book;

2) an article from a periodical or newspaper;

3) a short story, short essay or short poem, lvanetr not from a collective
work or

4) achart, graph, diagram, drawing, cartoonictupe from a book, periodical
or newspaper.

3. Multiple copies for classroom use
A. Multiple copies (not to exceed more than ongygoer student in a course) may be
made by or for the teacher giving the course fassioom use or discussion,
provided that:
1) the copying meets the tests of brevity, spugitg and cumulative effect as
defined below and
2) each copy includes a notice of copyright.

a. Brevity



Poetry: (a) a complete poem if less than 266d& and if printed on not
more than two pages or (b) from a longer poem xaer@t of not more
than 250 words.
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Prose: (a) a complete article, story or es$dgss than 2,500 words or
(b) an excerpt of not more than 1,000 words or D@%e work,
whichever is less, but in any event a minimum d 8@rds.

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

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

Special work: certain work in poetry, prosé'moetic prose"”, which
often combines language with illustrations, of l#sm 2,500 words.

A "special work™ may not be reproduced in itsrety. However, an
excerpt comprising not more than two of the pulgéspages of a special
work, and containing not more than 10% of the wdodsd in the text
thereof, may be reproduced.

Spontaneity

The copying is at the instance and inspiratibthe individual teacher.
The inspiration and decision to use the work, &edmoment of its use
for maximum teaching effectiveness, are so clogana that it would
be unreasonable to expect a timely reply to a r€doe permission.

Cumulative effect

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

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

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

The limitations as to single copying for teachend multiple copies for
classroom use are applicable.



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

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

Copying shall not:

1) substitute for the purchase of books, pubisheprints or periodicals;

2) be directed by higher authority or

3) be repeated with respect to the same iterhdgame teacher from term to
term.

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

Educational Use of Copyrighted Music

1. Permissible uses

A.

Emergency copying may be done to replace pseghaopies which for any
reason are not available for an imminent perforreapoovided purchased
replacement copies shall be substituted in dueseour

For academic purposes other than performamggiesor multiple copies of
excerpts of works may be made, provided that tlvemats do not comprise a part
of the whole which would constitute a performabh& guch as a section,
movement or area, but in no case more than 10¥%eoivhole work. The number
of copies shall not exceed one copy per student.

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

A single copy of recordings of performanceshydents may be retained by the
educational institution or individual teacher.

A single copy of a sound recording (such aspatdisc or cassette) of copyrighted
music may be made from sound recordings owned l@danational institution or
an individual teacher for the purpose of constngciural exercises or
examinations and may be retained by the educatins@tution or individual
teacher. (This pertains only to the copyrighthef music itself and not to any
copyright which may exist in the sound recording.)

2. Prohibitions



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

30f7

Fairfield County Educational Service Center, LateaOhio



File EGAAA-R

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

Copying shall not be used for the purpose dbpmance except as previously
stated.

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

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

Educational Use of Copyrighted Audio-Visual Matéria

1.

Before reproducing small portions of sound rdirws, filmstrips, slide sets,
transparencies or motion pictures, or videotapommercial television broadcasts,
employees shall consult with the principal to detiee whether the proposed action
complies with the “fair use” principles of the Coht Act.

School recordings may be made of certain ingtrmal television programs telecast by
the local Public Broadcasting Systems educatialalision station. Before recording
the telecast, the following conditions shall bessisd.

A.

B.

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

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

Recordings shall be used only in the facilioéthe ESC and shall not be loaned
or made available outside of those facilities.

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

Educational Use of Copyrighted Library Material

1.

A library may make a single copy of unpubliskneatk in order to replace it because it
is damaged, deteriorated, lost or stolen, provitdatlan unused replacement cannot be
obtained at a fair price.

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



A. The copy must be limited to one article of aipaical issue or a small part of
other material, unless the library finds that tbpyighted work cannot be
obtained elsewhere at a fair price. Under thedatrcumstances, the entire work
may be copied.
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B. The copy shall contain the notice of copyrigird the student or staff member
shall be notified that the copy is to be used dofyprivate study, scholarship or
research. Any other use subjects the personttityefor copyright infringement.

3. At the request of the teacher, copies may lderfar reserve use. The same limits
apply as for single or multiple copies as previgssated.

Copying Limitations

1. Circumstances arise when personnel are uncavteether or not copying is prohibited.
In those circumstances, the Superintendent shabbtacted. If the Superintendent is
uncertain, he/she shall consult with the ESC’sllegansel.

2. The following prohibitions have been expressfted in Federal guidelines.

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

B. Unless expressly permitted by agreement wighpiliblisher and authorized by
ESC action, there shall be no copying from copyadlconsumable materials
such as workbooks, exercises, test booklets, arsvests or similar materials.

C. Employees shall not:

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

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

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

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

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

NOTICE: THIS MATERIAL MAY BE PROTECTED BY
COPYRIGHT LAW.

3. Employees shall not reproduce or use copyrigitaterial at the direction of an ESC
administrator without permission of the copyrightrer.

Computer Software Copyright

The Board recognizes that computer software piilaymajor problem for the industry, and that
violations of copyright laws contribute to high@sts and lessen incentives for publishers to
develop effective educational software. Thereforgn effort to discourage software piracy and
to prevent such illegal activity, the ESC will tatke following steps.
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1. The ethical and practical implications of safte/copyright violations will be provided
to all employees and students using ESC computéititss and software.

2. Employees and students will be informed thay #re expected to adhere to the
Copyright Act and all subsequent amendments th@®terning the use of software.

3.  Wherever possible, efforts will be made to se@oftware from being duplicated from
floppy disks, hard drives or networked systems.

4. lllegal copies of copyrighted software shalt he made or used on ESC equipment.

5. ESC administrators shall be designated asnlyamdividuals who may sign license
agreements for educational software used on ESQ@utans.

6. Documentation of licenses for software use@8& computers will be located at the
site where the software is being used.

Unsupervised Copy Equipment

The following notice, in large type, shall be a#ikto all ESC copying equipment (Xerox,
Thermofax, audiotape recorder, videotape recondeicapy camera):

NOTICE: THE COPYRIGHT LAW OF THE UNITED STATES GABRNS THE

MAKING OF COPIES OF COPYRIGHTED MATERIAL. THE PERN
USING THIS EQUIPMENT IS LIABLE FOR ANY INFRINGEMENT

Library Copying for Students or Staff

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

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

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

WARNING CONCERNING COPYRIGHT RESTRIONS

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

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

(Approval date: January 7, 2003)
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TELEPHONE SERVICES

Telephones are provided for official ESC use; haavewn order to permit staff members to make
necessary personal calls at a minimum inconvenianddoss of time, telephones may be used
for personal calls. The staff members making suatls will be expected to pay any long
distance or toll charges.

[Adoption date: January 7, 2003]

LEGAL REFS.: OAC 3301-35-03
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DATA AND RECORDS RETENTION

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

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

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

The Superintendent designates a Records Officeaich department/building who is responsible
for all aspects of records retention, including#&lenic mail, within that department/building.

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

Electronic Mail

Electronic mail sent or received by the Board anBligtrict employees may be considered a
public record subject to public disclosure or ingpa under Ohio’s Sunshine Law. Upon
sending or receiving electronic mail, all userdissegregate or store public electronic mail
records.

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

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

[Revision date: 4/6/2010]

1of2

Fairfield County Educational Service Center, LateaOhio



File EHA

LEGAL REFS.: Family Educational Rights and Privédmt; 20 USC 12329 et seq.
ORC 9.01
149.35; 149.41; 149.43
3313.29
3319.321
3701.028
Auditor of State Form RC-2

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

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

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

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

Retention or disposition of e-mail messages muselaged to the information they contain or

the purpose they serve. The content, transactiofaamation and any attachments associated
with the message are considered a record (if thest Btate law criteria). Because the content of
e-mail messages may vary considerably, the contest be evaluated to determine the length of
time messages must be retained.

There are two categories of e-mail retention: reserd messages and official record messages.

Non-Record Messages

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

1. Personal Correspondencény e-mail not received or created in the cowfstate
business may be deleted immediately, since ittisnafficial record. Examples
include, but are not limited to, the "Let's do lbhé¢not a business lunch) or "Can |
catch a ride home" type of note.

2.  Non-State PublicationdPublications, promotional material from vendansl similar
materials that are "publicly available" to anyomne @mot official records. In the
electronic world, this includes list serve messdg#ser than those you post in your
official capacity), unsolicited promotional mateérfgspam"), files copied or
downloaded from Internet sites, etc.
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Official Record Messages

E-mail messages that meet the definition of a gkaothe ORC are official records and must be
scheduled, retained and disposed of as such. Tiiesal records fall into the following
categories:

1.

Transient Messaged his type of e-mail has a very limited admirasitre value.
Transient messages do not set policy, establisteines or procedures, certify a
transaction or become a receipt. The informal tufiteansient messages might be
compared to a communication that might take placend a telephone conversation in
an office hallway.

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

Retention: Until no longer of administrativdwe, then destroy

Intermediate Messageg&-mail messages that have more significant adtnative,
legal and/or fiscal value but are not scheduletlasient or permanent should be
categorized under other appropriate record seflesse may include (but are not
limited to):

A. General Correspondencéncludes internal correspondence (e.g., letteesnos);
also, correspondence from various individuals, camngs and organizations
requesting information pertaining to agency anal@gerpretations and other
miscellaneous inquiries. This correspondence @métive (it does not attempt
to influence District policy).

Retention: 1 year, then destroy

B. Routine Correspondenc®&eferral letters, requests for routine inforroator
publications provided to the public by the Distudtich are answered by standard
form letters.

Retention: 6 months, then destroy

C. Monthly and Weekly ReportdDocument status of ongoing projects and issues;
advise supervisors of various events and issues.

Retention: 1 year, then destroy
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Tn

Minutes of Agency Staff MeetinggVlinutes and supporting records documenting

D.
internal policy decisions.

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

3. Permanent MessageB-mail messages that have significant admirnisgalegal
and/or fiscal value and are scheduled as permat@mshould be categorized under the

appropriate record series. These may include, fieut@t limited to:

Executive Correspondenc€orrespondence dealing with significant aspetts

A.
the administration of executive offices. Corregpemce includes information
concerning policies, program, fiscal and personmatters.
Retention: 2 years, then transfer to State ikesh
B. Departmental Policies and Procedurbxludes published reports, unpublished

substantive reports and policy studies.

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

(Revision date: 4/6/2010)
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INSURANCE MANAGEMENT

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

The Superintendent administers the total insurancgram.
The ESC makes efforts to obtain insurance at th& emnomical cost, consistent with required
coverage and service, through obtaining quotatiorsds.

[Adoption date: January 7, 2003]

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

CROSS REFS.: GCBC, Certified Staff Fringe Benefits
GDBC, Classified Staff Fringe Benefits
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