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Mahoning County Board of Developmental Disabilities
POLICY 1000 – MCBDD Mission Statement
Section: 1000
Section Title: Board

Originally Issued (Adopted): 5-8-1985
Revised: 1-12-2015

Purpose
A mission statement is a statement of the purpose or reason for existence of the organization.
The mission statement should guide the actions of the organization, identify its overall goal(s)
and create a path and guidance for decision-making in the operation of the organization.
Policy Statement
The mission of the Mahoning County Board of Developmental Disabilities is to provide ongoing
programs, services and supports which assist eligible individuals with developmental disabilities
in choosing and achieving a life of increasing capacity to live and work in the community and to
reach their full potential as members of society.
The mission statement shall be displayed in each of the Mahoning County Board of
Developmental Disabilities facilities and included in publications and other important documents
that are distributed to constituents of the county board.
The mission statement (Policy 1000) and philosophy (Policy 1100) policies will be reviewed
periodically by the Board of Directors and staff and revised as needed.

Closely Related Documents:
Policy 1100 –Philosophy
References:
OAC 5123:2-1-02 (B)(1) (County Board Administration)
Revisions:
1-12-2015, 6-13-2000

Mahoning County Board of Developmental Disabilities
POLICY 1100 - PHILOSOPHY
Section: 1000
Section Title: Board

Originally Issued (Adopted): 5-8-1985
Revised: 8-19-2019

Policy Statement
This policy shall apply to all individuals served within the responsibility of the Mahoning County
Board of Developmental Disabilities (MCBDD), and shall be implemented by all personnel
employed by the MCBDD.
Based upon the premise of the inherent worth of each human being, the Board recognizes each
human being is worthy and valuable simply because he or she exists. Every individual is
endowed with the right to develop; the right to succeed or fail; the right to take risks; the right to
social interaction with others; the right to develop meaningful relationships; the right to participate
in cooperative ventures of the environment.
The Constitution of The State of Ohio and the Bill of Rights of individuals with Developmental
Disabilities guarantees each individual is vested with the right to an education. Thus, we base
this philosophy and our curriculum on a strong commitment to the principle that the highest
function of a humane society is to offer each citizen the fullest opportunity to develop his
capacities to the highest degree possible.
We therefore propose the purpose of the Mahoning County Board of Developmental Disabilities
and its philosophy to be to provide:
1.

The right to be treated at all times with courtesy and respect and with full recognition of
their dignity and individuality;

2.

The right to an appropriate, safe and sanitary living environment that complies with local,
state and federal standards and recognizes the persons’ need for privacy and
independence;

3.

The right to food adequate to meet accepted standards of nutrition;

4.

The right to practice the religion of their choice or to abstain from the practice of religion;

5.

The right of timely access to appropriate medical or dental treatment.

6.

The right of access to necessary ancillary services including, but not limited to,
occupational therapy, physical therapy, speech therapy, and behavior modification and
other psychological services;

7.

The right to receive appropriate care and treatment in the least intrusive manner;
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8.

The right to privacy, including both periods of privacy and places of privacy;

9.

The right to communicate freely with persons of their choice in any reasonable manner
they choose;

10. The right to ownership and use of personal possessions so as to maintain individuality
and personal dignity;
11. The right to social interaction with members of either sex;
12. The right of access to opportunities that enable individuals to develop their full human
potential;
13. The right to pursue vocational opportunities that will promote and enhance economic
independence;
14. The right to be treated equally as citizens under the law;
15. The right to be free from emotional, psychological, and physical abuse;
16. The right to participate in appropriate programs of education, training, social
development, and habilitation and in programs of reasonable recreation;
17. The right to participate in decisions that affect their lives;
18. The right to select a parent or advocate to act on their behalf;
19. The right to manage their personal financial affairs, based on individual ability to do so;
20. The right to confidential treatment of all information in their personal and medical
records;
21. The right to voice grievances and recommend changes in policies and services without
restraint, interference, coercion, discrimination, or reprisal;
22. The right to be free from unnecessary chemical or physical restraints;
23. The right to participate in the political process;
24. The right to refuse to participate in medical, psychological, or other research or
experiments.
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With the above as a base, it is the Mahoning County Board of Developmental Disabilities
philosophy, then, to advocate equality and normalization for all individuals with a developmental
disability. Thus, we set down this philosophy for the Mahoning County Board of Developmental
Disabilities.

Closely Related Documents:
Policy 1000: Mission Statement
References:
OAC 5123-04-01Administration and Operations of County Boards of Developental Disabilities
ORC 5123.62 (Rights of Persons with a Developmental Disability)
Revisions:

6-13-2000
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Mahoning County Board of Developmental Disabilities
POLICY 1200 – Board Membership
Section: 1000
Section Title: Board

Originally Issued (Adopted): 5/08/1985
Revised: 8-19-2019

Purpose
To set forth the statutory requirements of Board appointments, reappointments, filling vacancies
for an unexpired term, annual in service, Oath of Office and duties of the Board.
Scope
Each of Ohio’s 88 counties is required to have a County Board of Developmental Disabilities for
the purpose of assessing the facility and service needs of county residents with intellectual and
other developmental disabilities as well as planning and setting priorities based on available
resources. State law further specifies how the Board is to be comprised, how Board members
are appointed, and the qualifications to be appointed to serve on a County Board of
Developmental Disabilities.
The Board follows the mandates of the Ohio Revised Code as to the structure and basic duties
of the Board as outlined in ORCand 5126.
Each appointed or re-appointed Board member shall take an oath of office in accordance with
ORC Section 3.22. A record of the Oath shall be filed with the records of the Board.
The Superintendent shall develop procedures to implement this policy.

Closely Related Documents:
References:
ORC 3323 (Education of Children with Disabilities)
ORC 5126.022 (Appointment of members of county boards)
ORC 5126.023 (Persons who may not serve on a County Board of Developmental Disabilities)
ORC 5126.024 (Declaration of eligibility prior to appointment to board)
ORC 5126.025 (Time and term of appointment of members of board)
ORC 5126.026 (Reappointment of members of board)
ORC 5126.027 (Filling a Vacancy- on the Board for an unexpiredterm)
ORC 5126.028 (Members of Board not Compensated-reimbursement for expenses)
ORC 5126.029 (Organization of the Board)
ORC 5126.0210 (Members of Board to Attend Annual In-service training)
ORC 5126.0212 (Participation of Member Involving Matter of Conflict of Interest)
ORC 5126.0213 (Grounds for removal of Board Member)
Revisions: 1-12-2015, 6-13-2000

Mahoning County Board of Developmental Disabilities
POLICY 1220 – Ethics Council
Section: 1000
Section Title: Board

Originally Issued (Adopted): 6-24-1999
Revised: 1-12-2015

Purpose/Reason for Policy
To establish guidelines of the Mahoning County Board of Developmental Disabilities to perform
the duties of an ethics council as outlined in the Ohio Revised Code.
Scope
The Board is concerned that there be no influence or favoritism in the awarding of contracts or in
attaining services offered by the Board. The Board will investigate and review the outside
employment of staff to ensure that a conflict of interest does not exist between the Board and the
employing entity or the individuals they mutually serve. The Board believes that any member of
the Board, and appropriate staff employed by the Board, should not be eligible for payment by
the Board for services provided under a direct service contract or be considered for services
offered by the Board. Therefore, prior to awarding a direct service contract or in changing
services that any present or former staff or Board member may have a vested interest in, the
Board shall conduct a review of the individuals by the Ethics Council. A former staff member shall
be defined as an employee who has separated employment, been laid off, or retired from the
Board within one year.
The role of the Ethics Council shall be the following in accordance with the requirements of ORC
5126:
• Review staff affidavits
• Review all direct service contracts;
• Make recommendations to the Board on whether a direct services contract should be
approved by the Board, and;
• Develop for recommendation to the Board policies and procedures regarding ethical
standards, contract audit procedures and grievance procedures with respect to the award
and reconciliation of direct service contracts.
The Superintendent shall develop procedures to implement this policy.
Closely Related Documents:
References:
ORC 121.22
(Public Meetings- exceptions)
ORC 5126.03 (Direct Services Contract Definitions)
ORC 5126.021 (Membership of County Boards)
ORC 5126.031 (Appointing ethics council)
ORC 5126.032 (Reviewing Direct Services Contracts)
ORC 5126.033 (Direct Services Contract Requirements)
ORC 5126.034 (Contracts in Conformity with Law)
Ohio Ethics Laws
Revisions: 1-12-2015, 4-08-2002

Mahoning County Board of Developmental Disabilities
POLICY 1230 – Review of Direct Services Contracts
Section: 1000
Section Title: Board

Originally Issued (Adopted): 1-12-2015
Revised: 8-19-2019

Purpose/Reason for Policy
To establish the review of all direct services contracts by the Mahoning County Board of
Developmental Disabilities Ethics Council.
Scope
A direct services contract includes any legally enforceable agreement that may result in the
payment from the Board to an eligible individual or a member of the eligible individual’s family for
services provided to the eligible individual.
The Mahoning County Board of Developmental Disabilities as a Board shall review all direct
services contracts to ensure the absence of conflict with current and former Board members,
employees and the contracting entity. The Superintendent shall certify that resources are
available for the contracts presented and reviewed.
The Prosecuting Attorney, at the request of the Board, shall prepare a legal review of the direct
services contracts recommended, or recommended with revisions. The Board shall enter into
only those contracts submitted for review that are determined by the Prosecuting attorney to be in
compliance with state law.
The Mahoning County Board of Developmental Disabilities shall not enter into a direct service
contract with any of the following individuals:
•
A current Board member
•
A former Board member
•
A family member of a current Board member
•
A family member of a former Board member
A former Board member is defined as a person whose service on the Board ended less than one
year prior to commencement of services under a direct services contract.
The Mahoning County Board of Developmental Disabilities shall not enter into a direct services
contract under which an individual, agency, or other entity will employ an individual who is also
an employee of the county board unless all of the following conditions are met:
•
The employee is not in a capacity to influence the award of the contract
•
The employee has not attempted in any manner to secure the contract on behalf of the
individual, agency or other entity
•
The employee is not a management employee and/or does not provide service and
support administration (including any position requiring SSA certification) and/or does not
work as an MUI investigator
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•

•
•

The employee is not employed by the Board during the period when the contract is
developed as an administrator or supervisor responsible for approving or supervising
services to be provided under the contract and agrees not to take such position while the
contract is in effect, regardless of whether the position is related to the services provided
under the contract
The employee has not taken any actions that create the need for the services to be
provided under the contract
The individual, agency or other entity seeks the services of the employee because of the
employee’s expertise and familiarity with the care and condition of one or more eligible
persons and other individuals with such expertise and familiarity are unavailable, or an
eligible person has requested to have the services provided by that employee

If the direct services contract does not meet the above conditions in this policy, the Board
shall not enter into the contract and may suggest revisions. The Superintendent shall provide
needed information by the Board to make its determinations.
The Superintendent shall notify the employee of the Board’s decision as Ethics Council
regarding the direct services contract.
On an annual basis, all employees must notify the Superintendent or his designee of any
employment the employee has outside the County Board.

Closely Related Documents:
Policy 4680 – Outside Employment
References:
ORC 5126.031 (Appointing ethics council)
ORC 5126.032 (Reviewing direct services contracts)
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 1300 - BOARD MEETINGS
Section: 1000
Section Title: Board

Originally Issued (Adopted): 5-8-1985
Revised: 8-19-2019

Purpose
To establish guidelines regarding public notice of Board meetings, structure and citizen
involvement as outlined in the Ohio Revised Code.
Scope
The Board shall conduct its meetings in accordance with the Ohio Revised Code. The Board shall
establish a regular time and place of meetings of the Board. A schedule shall be established
during the annual organizational meeting. All regular, special, and committee meetings
of the Board shall be open to the public and adequate information as to the time and place shall
be publicized. The Board must meet at least ten times annually in regularly scheduled sessions
and maintain minutes of it meetings.
At the organizational meeting of the Board each year, the Board shall elect its officers to
serve for a term of one (1) year beginning immediately upon election and continuing until the time
that a successor is elected. The Board officers shall consist of a President, a Vice President and
a Recording Secretary. The Board may elect any other officers determined by the Board to be
necessary or expedient to conduct the Board’s business. Any Member of the Board may be
elected by the Board to succeed himself or herself as an officer. However, no Member of the
Board shall be elected to hold more than one (1) office in any given year.
The Superintendent shall develop procedures to implement this policy.
Organization & Officers
The President of the Board shall be elected from among its Members for a term of one (1) year as
set forth above. The duties of the President shall be:
1. To preside at all meetings of the Board as the chairperson;
2. To appoint committees;
3. To represent the Board as spokesperson on all public matters relating to the Board;
4. To perform such other duties as may be prescribed by law or by action of the Board.
The Vice President of the Board shall be elected from among its Members for a term of one (1)
year as set forth above. The duties of the Vice President shall be:
1. To preside as the chairperson in the absence of the President;
2. To perform the duties of the President in the President's absence;
3. To perform such other duties designated by the President.
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The Recording Secretary of the Board shall be elected from among its Members for a term of one
(1) year as set forth above. The duties of the Recording Secretary shall be:
1. To ensure that a complete and correct record of all Board resolutions and meetings is kept;
2. To ensure the notification of all Board Members of meetings and to handle other Board
correspondence as requested by the President;
3. To perform such other duties as may be delegated either by the President or as assigned
by the Board.
In the event of the absence of both the President and Vice President, the Board Member with the
most seniority shall act as President. In the event of the absence of the Recording Secretary, the
Board Member with the least seniority shall act as Recording Secretary.
When the President’s or Recording Secretary’s position is being substituted at any meeting in
accordance with the above, such substitution shall be explained at the beginning of such meeting
and reflected in the minutes.
Public Comments
Ohio Law (O.R.C. 121.22) requires Board meetings to be held in public. The Board endorses the
principle of open communication between the public and the MCBDD Board of Directors. The
Board welcomes comments from interested individuals attending the meetings of the MCBDD
subject to the guidelines stated within this policy.
Interested individuals are encouraged to contact the Board’s program and administrative offices
during regular business hours to obtain information about the MCBDD services and programs.
Public participation in the Board’s Annual Planning process and Action Committees is welcomed
and encouraged at all times.
Individuals who want to make comments at public Board meetings must comply with the following
guidelines when addressing the Board:
1. Public comments will take place as determined by the Board agenda. Individuals who
havequestions or concerns may write their signed statements on forms provided and submit that
in
lieu of public comments if they prefer to do so. The written statement must state the
individual’s name and relationship to the program and must be submitted on the attached form.
2. Individuals who wish to address the Board must come to the microphone and state their name
and relationship to the program before beginning their comments.
3. Comments are limited to three (3) minutes per person, regardless of how many subjects the
person wants to comment upon. An individual cannot delegate their time to another speaker.
4. No more than 30 minutes of public comments will be heard at any Board meeting unless the
time limit is waived, at the discretion of the chairperson conducting the meeting.
5. Once a subject has been addressed by one individual, the Chair reserves the right to limit
further discussion of topics that have already been discussed.
6. Comments must be directed to the chairperson who is conducting the meeting. Attempts
to direct comments to specific Board members, employees or members of the audience
2
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are not appropriate and should be ruled out of order by the chairperson who is conducting the
meeting.
7. Personal attacks against individual employees or Board members are not appropriate and
will be ruled out of order.
8. The Board of Directors is required to conduct its meetings in public, but not with the public.
Therefore, the Board may or may not respond to comments or questions presented during
the Public Comments portion of the meeting. The Board is not required to make any
response to questions or comments even if prompted to do so by the speaker.
Duties and Responsibilities:
1. The individual who is making the public comment is expected to comply with the
requirements set forth in this policy.
2. The chairperson conducting the Board meeting has the responsibility for implementing the
standards of conduct set forth in this policy.

Closely Related Documents:
Public Comment Form
References:
Open Meetings/Sunshine Laws
ORC §121.22 (Public Meetings)
ORC §5126.04 (Planning & Setting Priorities)
ORC §5126.029 (Organization; Meetings; Quorum; Record of Proceedings)
Revisions:
11-20-2017, 1-12-2015, 6-13-2000, 9-11-1991, 3-12-1990, 8-10-1988, 9-9-1987
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Public Comment and Question Form
If filled out prior to meeting submit to Board office.
If filled out the evening of the meeting place on the head table.

Meeting date: ________________________________________
Name:

________________________________________

Relationship to MCBDD program: (i.e., parent/staff/etc.)
____________________________________________________
Comments / Questions:
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________

Thank you for your interest in our program
You are welcomed at any time to call the Board office 330.797.2825 for information
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Mahoning County Board of Developmental Disabilities
POLICY 1900 – Facility & Grounds Use
Section: 1000
Section Title: Board

Originally Issued (Adopted): 5-8-1985
Revised: 8-19-2019

Purpose/Reason for Policy
To provide guidelines on the use of Board facilities.
Scope
The Board encourages community groups to use Board facilities for civic, educational, cultural or
recreational purposes. Board, school and workshop activities will always take precedence over
any other use of Board facilities.
The use of Board facilities will be limited to those groups drawing their membership predominately
from within the boundaries of Mahoning County.

The School Principal or Adult Services Director will be responsible for recommending and
scheduling the use of school facilities by community organizations, upon the approval of the
Superintendent.

2.

Smoking in buildings is prohibited by state law and on all MCBDD property. The renting
organization is responsible for complying with this regulation.

3.

Alcoholic beverages will not be permitted on Board property at any time.

4.

Decorations must be fireproof and shall be erected and taken down in a manner not
destructive to Board property. Decorations are subject to the approval of the administration.
The use of open flames, such as candles, is forbidden.

5.

The permit holder shall be fully responsible for all loss or damage to Board property,
including property of pupils, adults, and employees, during the time the building is in use
under the permit.

6.

All equipment and facilities to be used must be listed on the application.

7.

The use of any materials on floors or other parts of the building is strictly prohibited without
specific approval in writing from the administration.
8.

Use of stages, furniture and equipment must be arranged for in advance. Set-up and
clean-up may be performed by members of the group using the facility, provided the
responsible persons are listed on the application.

Mahoning County Board of Developmental Disabilities
Public Use of MCBDD Property & Facilities
Policy 1900 Form
Facility:

(check one)

Please allow 5 working days to process

__ Leonard Kirtz School

Date of anticipated use: ______________________________

__ Bev MASCO

Time including set up and clean up: ____________________

__ Meshel MASCO

Start: _____________

__ Grounds

End: ______________

Specific Area(s) to be used (i.e. room, cafeteria, conference, gym): _____________________________
_____________________________________________________________________________________
Expected number of guests/participants: __________
Special instructions, set up, etc.: _________________________________________________________
_____________________________________________________________________________________
Group or organization represented: ______________________________________________________
Purpose of property or facility use: _______________________________________________________
__ Admission will be charged

__ Admission will not be charged

Person responsible for activity:
Name: _________________________________

Phone: _______________________________

Address: ____________________________________

Email: _______________________________

____________________________________

If applicable, rental fee, custodial charge and actual costs agreed upon and paid in full in advance.
Rental

________________

Custodial

______________

PO #

________________

Check #

______________

Actual total cost

________________
1

If your organization has liability insurance covering its activities, you must attach a certificate from your
insurer or its agent showing the amounts for which your organization is insured for bodily injury, property
damage and medical expense coverage. The signature of an authorized representative of your organization
must also be attached hereto affirming that such coverage will be in full force at the time you use the
facility.
If your organization does not have liability insurance, then the authorized representative of your
organization agrees, on its behalf, to defend indemnity and hold harmless the Mahoning County Board of
Developmental Disabilities from all loss, cost and damage arising out of, or in any manner connected with
your organization’s use of any Board building, grounds, facilities or equipment. This indemnity agreement
includes payment of all attorney fees, court costs, settlements and judgments.
I

_____________________________________,

the

authorized

representative

of

________________________________________ by signing this document agree, on behalf of my
organization to all terms and conditions hereof.
Name of Organization:

___________________________________________________________

Authorized Representative:

___________________________________________________________

Date: _________________

_____ Recommended
_____ Not Recommended

____________________________________________
Building Administrator

_____ Recommended
_____ Not Recommended

_____________________________________________
Building /Grounds Supervisor

_____ Recommended
_____ Not Recommended

_____________________________________________
Superintendent

If custodial services are required, such services have been confirmed and scheduled.
cc:

Superintendent (original), Buildings & Grounds Supervisor, Building Supervisor, Custodian
2
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Additional custodial services required for work not done satisfactorily will be paid for by
the using group. Arrangements must be made with the principal or adult services
director for use of any special or extra equipment. Extra compensation paid employees
for moving, operating, or supervising special or extra equipment, will be charged to the
using group.
9.

Buildings will normally be opened one-half hour before the scheduled program time and
closed one-half hour after the scheduled end of the program unless other arrangements
are requested on the application and approved.

10.

Facilities may be rented to outside groups during summer vacation or on holidays or
during other vacation periods, providing the events do not conflict with building cleaning
and renovating programs and providing there is building service personnel available for
supervision.

11.

A custodian shall be on duty whenever a facility is being used except as exempted by
the principal or adult services director. The custodian will render custodial assistance in
handling furniture and equipment and will be responsible for seeing that the facility or
facilities are left in good order after the activity is over. The custodian’s overtime,
including clean-up time will be charged against the non-exempt group or organization at
the regular overtime rate.

12.

Responsibility for enforcement of rules and regulations concerning use of Board
facilities rests with renting group, and any infractions of the above regulations may be
grounds for refusing to grant subsequent requests for the use of Board facilities to said
group.

13.

Corridors, exits and stairways must be free of obstructions at all times. Exits are to be
lighted when facilities are in use. Members of audience or spectators must never stand
or sit so they block exits, stairways or aisle ways.

I am the person recognized by the group requesting building use, and I have read and
understand the foregoing policy.

___________________________________________
Signature

Closely Related Documents:
Policy 4659 – Tobacco Free Workplace
Facility request form
References:
ORC 3794: Smoking Ban
Revisions: Reviewed in January 2015
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Mahoning County Board of Developmental Disabilities
POLICY 2000 – MANAGEMENT STAFF
Section: 2000
Section Title: Administration

Originally Issued (Adopted): 2-11-1986
Revised: 9-21-2020

Purpose
The purpose of this policy is to establish employment guidelines for management staff per Ohio Revised
Code.
Policy Statement
The Mahoning County Board of Developmental Disabilities shall be the appointing and employing authority
for the Superintendent. Under the general direction from the Board, the Superintendent shall approve hiring
of management and/or administrative staff.
For purposes of this policy, management and administrative staff are defined in ORC 5126.20 - .25.
Further, management employees may be referred to as administrators and are not in a bargaining unit.
Management Employees include limited contract staff and staff who have supervisory/managerial
responsibilities. This includes professional staff who are SSA Supervisors and investigative agents.
Contracts
Superintendent - The Superintendent will be hired, evaluated, disciplined or terminated by the Board.
(ORC 5126.0219)
Management Employee Contracts – The Superintendent shall approve all employment contracts and
personnel actions that involve employees including management employees, as may be necessary to carry
out the work of the Board, including school personnel.
The Superintendent shall approve all limited contracts of one (1) year or less. The Board shall approve all
limited contracts in excess of one (1) year, however, no limited contract shall exceed five (5) years in
accordance with Ohio Revised Code 5126, including 5126.024 and 5126.05.
Classification, hiring, discipline, certification and position descriptions are referenced in ORC 5126.23.
A 90 day notification is required when the Superintendent decides to non-renew administrative staff.
(ORC 5126.21)
Classification of Management Employees – ORC 5126.22 defines titles of management employees.
Certifications & Licensure - Uniform Standards and Procedures for certifications or Licensure of
management/administrative staff, including the Superintendent, will be adopted according to ORC 5126.2023. The Board may adopt qualifications for the Superintendent or management in excess of those of the
Ohio Department of Developmental Disabilities (DoDD). For school staff, ORC will be followed according to
Ohio Department of Education standards.
Lay-off – The Board, at its sole discretion, shall determine the need for a lay-off only when one or more of
the following conditions are present, and documented:
1. A lack of funds necessitating lay-offs in at least one program area other than management, reasonably
expected to last at least one year.
2. A lack of work, reasonably expected to last for at least two years.
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3. Re-organization of the management table of organization based upon a clearly recognizable
programmatic need, reasonably expected to last at least two years. (ORC 5126.21-23)
All layoffs will be in accordance with Chapter 124 of the Ohio Revised Code.
Vacation – vacation accrual and use will be based on Policy 4500. However, Management staff shall
only be entitled to compensation for a maximum of twenty(20) days of accrued and unused
vacation time per calendar year.

References:
ORC 5126.20 – 5126.25
ORC 124.241, 124.322 & 124.324
Revisions:
9/14/2015, 10/13/2014, 06/21/1993
Last Reviewed: 9/14/2020
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Mahoning County Board of Developmental Disabilities
POLICY 2300 – HIPAA and Confidentiality
Section: 2300
Section Title: Administration

Originally Issued (Adopted): 3-18-2003
Revised: 10-13-2014

Purpose
To affirm the Board’s intention to comply with all requirements of the Health Insurance Portability and
Accountability Act, and the Health Information Technology for Economic and Clinical Health Act
(HITECH).
General Policy
The Board shall conform to all requirements for privacy and confidentiality set forth in HIPAA, HITECH and
other applicable law. The Board shall not use or disclose Protected Health Information (PHI) except in
accordance with applicable requirements.
This policy shall apply whether the Board is acting as a covered health care provider or a Health Plan
under HIPAA. If the Board is acting in more than one capacity, the Board shall be subject to the
requirements applicable to that function and shall use or disclose PHI only for purposes related to the
function being performed.
The Board may use PHI for treatment, payment and health care operations without an individual’s release
or authorization to the extent that such activities occur within the Board program.
The Board shall obtain a release or authorization from the individual for any disclosure for treatment,
payment or health care operations when such disclosure is to a person or entity, which is not otherwise
entitled to receive such information under applicable requirements.
1. Personnel Designations:
A. Privacy Officer
B. Complaint Officer
C. Security Officer
D. Person to answer questions about notice of privacy practices
E. Person responsible for receiving requests to access information in individual files
F. Person responsible for processing requests for information
2. Designated Record Set
By definition this is a group of records that is the medical and billing records relating to an
individual maintained by or for a healthcare provider, or other records used by the provider
to make decisions about the individual. This group of records is available for inspection
upon request.
3. A HIPAA Procedure Manual will be implemented and reviewed annually by the HIPAA Privacy
Officer and other designated staff.
As outlined in the Manual:
A. All employees are required to keep PHI of MCBDD confidential.
B. Use and disclosure of PHI will follow the minimum necessary standard.
C. A procedure for the authorization of information to be released will be followed.
D. Complaint procedures for any individual who feels their HIPAA rights may have been violated.
E. Annual staff trainings shall take place.

Policy 2300– Page 2 of 2

F. The Board will enter into contracts or modify existing agreements with all business associates regarding
the distribution of PHI.
G. Any employee of MCBDD found to be in violation of HIPAA laws or Board procedures may be subject
to disciplinary actions or dismissal.
Closely Related Documents:
4901- Employee HIPAA, Series 4000 – Employee discipline
References:
HIPAA Procedure Manual
45 CFR Part 160, O.R.C. 379, ORC § 5126.044
Revisions:
10-13-2014
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Mahoning County Board of Developmental Disabilities

POLICY 2301 – Retention of Board Records
Section: 2000
Section Title: Administration

Originally Issued (Adopted): 3-18-2003
Revisions: 3-9-2015

Purpose
The Mahoning County Board of Developmental Disabilities (MCBDD) will maintain current information
for all Board records in accordance with applicable laws of the state of Ohio and the Ohio Department of
Developmental Disabilities (DoDD).
Policy Statement
In accordance with the Ohio Records Manual prepared by the Archives- Library Division of the Ohio
Historical Society with revisions appropriate for changes mandated legislatively, or by rule of the Ohio
DoDD, the State Board of Education, or any other licensing entity having appropriate and authorized
jurisdiction, the MCBDD shall maintain a records retention schedule.
A Records Officer or Committee shall be appointed by the Superintendent to carry out this policy. Records
destruction shall be carried out according to the schedule and utilizing forms provided by the State of Ohio.
Retention Schedule
Record Type

Time Period

Format

Accreditation Files- Documentation of the annual accreditation of the board by
the Ohio Department of Developmental Disabilities as required by ORC
5126.081
Accident/incident Reports/Files – Report of personal or property damage
involving a county vehicle or occurring on county property.

Permanent

Paper

2 fiscal years after
audit release

Paper

Accounting/Financial Records – Records pertaining to financial transactions
including accounts receivable & accounts payable; pay- ins to treasury; purchase
orders; requisitions; invoices; warrants; bill-backs; bill schedules; detail reports;
cash and account books; receipts; vouchers; appropriation adjustments; transfers;
encumbered & unencumbered amounts; remaining balances; monthly
expenditures statements; petty cash, etc. Some records in county MUNIS system.
Annual Budgets Departmental – Preparation documents used to create annual
budgets. Fiscal allocation to a department or office for a fiscal year.

7 fiscal years after
audit release

Paper/electronic

3 years

Paper/electronic

Annual Cost Reports- Annual report of income and expenditures. Required by
the Ohio Department of Developmental Disabilities per ORC 5126.12

8 years after audit
release

Paper

Annual Program Certifications & Inspections - Fire, tornado, earthquake or other

5 years

Paper

Applications for Employment (not hired) - Includes resumes and cover letters.

2 years

Paper

Applications for Program Approval –Includes applications to provide Medicaid
services as well as other required program applications

Permanent

Paper/electronic

Automatic data processing& electronic data processing media used for storage or
control – Computer generated backup tapes and data created, used and
maintained for disaster recovery purposes.

Retain for one system
cycle then delete, erase
or destroy data

Paper/electronic

Audit Reports (Federal, State and Internal) – Financial examinations& reports
issued by the Federal Government, Auditor of State, independent auditing or
conducted internally.
Bids (unsuccessful) – Bids not awarded.

5 years

Policy 2301
Paper/electronic

3 Years

Paper

Bids and RFP’s – Records documenting publicizing, hearing and awarding
quoted bids from vendors for services or merchandise including bonding
information, spec sheets, bid forms and amounts, references, etc. Incorporate into
contract file. ORC 2305.06
Blue Prints/Vellums/Drawings/Tracings/Mylars & Building occupancy permits

15 years

Paper/electronic

Permanent

Paper

Board Meeting minutes, agendas & packets, resolutions- To include Board
Committees
Board Member service records – List of Board members with contact
information and terms.

Permanent

Paper/electronic

Length of term + 2
years

Paper/electronic

Board Publications- Newsletters, pamphlets, calendars or promotional materials,
Annual Plans, Action Plans. Keep at least 1 copy.

Permanent

Paper/electronic

Building construction files

Permanent

Paper

Bus Driver’s Records

2 years after
termination

Paper

Certification Files (employee) - Records of employee certifications as
required by ORC 5126.25. With personnel file.

Permanent

Claims, litigation, arbitration & negations records (other than client) – Records
related to legal claims against an office& subsequent legal actions and court
proceedings.
Committee Minutes – Other than Board minutes, such as Safety, Human Rights,
Behavior Support, etc.

5 years after case closed
and appeals exhausted
4 years

Paper

Contracts & Leases- Legal agreements with individuals, organizations or entities
to procure goods and/or services.

15 years following end
of contract

Paper

Correspondence – Internal & external correspondence sent and received by any
media including letters, memos, faxes, emails, misc. communications dealing
with matters of formal nature, policies, directives, informative nature,
anonymous letters and follow up, etc.
Daily Class Attendance Records of Teachers

3 years, providing no
pending or foreseeable
investigations or
litigation
3 years

Paper/electronic

Daily Student/Pupil Attendance Records

1 year

Paper/electronic

Disaster Plans – Documents, plans or procedures to protect & reestablish county
operations in the event of a disaster.
Employee Badges/ID’s

Until updated or
superseded
Until obsolete

Paper/electronic

Employee Continuing Education/Class/Seminar/Training/In-service attendance

5 years

Paper/electronic

Employee Health Insurance Booklets – includes any medical, dental,
prescription, life or any pamphlets, forms associated with health insurance.
Employee Payroll Records- time sheets, leave forms, leave balances & accruals

1 year after plan
termination
4 years after audit
release
Permanent

Employee Personnel Files – applications, background checks, abuse registry,
certifications, I-9, affidavits, confidentiality agreements, evaluations, medical
records, etc. Includes HIPAA and FMLA information.
Facility Usage Forms
Family Support Services/Supported Living Documentation – Requests, approval,
reports: supported living agreements, documentation, payment records & reports.
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Electronic

Paper/electronic

Paper

Paper

Paper
Paper/electronic
Electronic

1 year

Paper

3 years

Paper/electronic
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Paper/electronic

Fuel Records –records of fuel consumption & costs

4 years

Grant Records – approved or funded grants to include application, evaluation,
award, monitoring and tracking.

7 years after audit
release

Health Office Referrals – MUI’s and employee incidents have copies attached
with them when necessary.

7 years

Paper

Insurance Policies/Records (Liability, property, fleet)

Paper

Job Descriptions – Documents detailing classification, needed
experience/education/physical requirements and duties by position title
Legal advertisements/notices – announcements published to notify the public
about meetings, hearing, bids auctions or other events
Levy Records

2 years after expiration,
provided all claims
settled & appeals
exhausted
Continuously updated
& revised. RC-3 not
required.
Until superseded or
classification abolished
1 year or until
superseded
Permanent

Maintenance Work Orders & Repair Records

1 year

MSDS (Material Safety Data Sheets) – Information about chemical properties
including physical data, toxicity, first aid, storage, disposal processes, etc.

Until superseded

Paper

Meal program Records – school meal counts, daily servings, records of
temperatures, food inventory, daily meal purchase records, food supply or
delivery receipts, operating license, menus. May involve federal grant funds.
Medicaid Documentation & Billing Records – Documentation of adult day
services, attended days, time and services provided. Includes non-medical
transport. Target Case Management notes. All billable waiver services, data
collected to complete annual report and/or rate setting.
Major Unusual Incidents/Unusual Incidents- Documentation and investigation of
incidents involving clients. Incidents involving occurrences out of the norm. Can
include witness statements, incident reports, health office referrals, pictures,
police reports and correspondence.
OSHA/PERRP Records – Records related to occupational safety and health.
Originals kept with County Commissioners. Copies kept at Board office.
Person Served DATABASE – Database of current client information. Can
include contact information, case management notes, evaluations, individual
service plans, IDS sheets/reports, billing reports, medical information, accident
reports and incident reports. Daily & Monthly attendance records. Billing reports
for Medicaid audit purposes.

7 years following end of
school year

Paper

7 years from date of
investigation or 6 years
after adjudicated audit,
whichever longer.
7 years from date of
investigation or 6 years
after adjudicated audit,
whichever longer.
5 years

Electronic &
paper

Inventory Lists- Inventory of purchased & tracked.

Person Served FILES - Documents ongoing services provided to individuals.
Records have value for the life of the consumer. Can include Behavior Support
Plans, legal documents (IDs, social security card, birth certificate, Medicaid care,
burial, Individual Service Plans, guardianship/custody, diagnosis) education
records, significant waiver forms (enrollment, determination, initial paperwork,
redetermination, ODDP, AAI, etc.) and eligibility records (enrollment,
acknowledgement of eligibility, documentation of qualifying diagnosis).
Person Served: Long Term Records -Documentation of services provided to
consumers. Records used to conduct adjudicated audits of board services.
Includes annual Medicaid records, educational & Title XX services. Can also
include assessments(vocational, emotional, psychiatric, social history, daily
functioning ability, educational skills, OT, PT, SLP), attendance records,
individual service plans, medical and nursing files, case management records,
transportation records and authorizations.
Person Served: Short Term – Consumer records that are routinely updated or
incorporated into monthly or annual reports. Can include community
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Paper/electronic

Paper

Paper/electronic
Paper/electronic
Paper/electronic
Paper/electronic

Paper/electronic

Paper

Past data destroyed as
changes occur or as
data no longer has
administrative value.
Ensure data is
migrated to any new
system.
Permanent

Paper/electronic

Life of consumer plus 7
years

Paper/electronic

8 years

Paper/electronic

Paper/electronic
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employment forms, transportation logs, Family Support Services, non-significant
waiver forms (release *& consent) and miscellaneous files (checklists, visitor
logs, in/out logs, referral requests, change of status, planning lists).
Transportation attendance records.
Person served: Waiting Lists – Documentation of individuals, including students,
seeking board services who are placed on a waiting list.
Policies & Procedures/Policy Manual
Professional Association Records – Documents from association related to an
employee’s job functions that enhance job performance & knowledge, inform of
events or provide general information about the association.
Program Calendars- to include school, noting scheduled work days, holidays and
training days.
Project Plans/Drawings – Written plans or drawings/pictorials for work related
project or program
Records Retention & Disposition Forms – Also called RC-1, RC-2 and RC-3
forms, and other locally developed forms documenting retention and disposition
of office records.
Reference Materials

Continually updated &
revised
Until superseded.
Appraise for historical
value
Until no longer of
admin value
3 years
Until information is
superseded, obsolete or
replaced. Appraise for
historical value.
Permanent

Until Superseded or
obsolete

Paper/electronic
Paper/electronic

Paper/electronic

Paper
Paper/electronic

Electronic

Paper

Retirement System Reports- Payroll reports, new employee reports, retiring
employee reports, annual reports.
Rosters – personnel, students, person served, Board Members

4 fiscal years after
audit release
Permanent

School Health Records

7 years after last
contact

School Psychologist Records- Standardized assessments, log notes (log notes are
never to be part of student file or for public access)

7 years

Paper/electronic

Seniority Lists

Until superseded

Paper/electronic

State Reports/Requests – HCBS waiver enrollment projections, (maintained on
DD web application), requests for waiver enrollment as an emergency or
replacement and accompanying allocation letters from Ohio DoDD; ODE
subsidy reports, payment reports and other related reports
Student Files (LKS) - Records of students enrolled at board-operated schools.
Can include enrollment and withdrawal information, grades, transcripts,
attendance records, test results, incident reports, individual educational plans and
home schooled student records.
Tape recordings, video recordings and short hand notes of meetings

5 years after audit
release

Paper/electronic

Permanent

Paper/electronic
Paper
Paper

Paper &
electronic

Until minutes are
approved per Board
policy
Until no longer of
admin value

Paper/electronic

Transportation Field Trip Forms – Documentation of field trips utilizing Board
transportation

5 years after audit
release

Paper/electronic

Transportation Routing Forms – Files documenting vehicle seating charts, route
sheets and corresponding information

4 years

Paper/electronic

Travel Expense Reports – scanned into MUNIS system of Mahoning County

4 years after audit
release

Vehicle Maintenance Records –To include documentation of ownership,
warranties, maintenance & repairs (titles, warranties, recalls and specs)

Until vehicle is sold or
disposed of

Paper/electronic

Vehicle Mileage Records – Log of mileage and expenses occurred in countyowned vehicles

Until vehicle is sold or
disposed of.

Paper/electronic

Telephone messages

4

Paper/electronic

Electronic
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Paper/electronic

Vehicle Pre-Trip Inspection and other inspection records

5 years

Vehicle Video Surveillance (with sound recording)

Use for one cycle then
reused provided no
action pending
Until obsolete or until
superseded

Electronic

Use for one cycle then
reused provided no
action pending

Electronic

Vendor Files- W-9, etc. scanned into MUNIS system of Mahoning County
Video Surveillance - property

Electronic

For those records not listed, reference the Ohio Administrative Code, the Ohio Historical Society LGR,
and the Ohio Department of Administrative Services General Schedule.
II.
Policy and Procedure Audit Trail
When created, all policies will include the date approved by the Board and be placed in the current policies
and procedures binder and on the server. Any previous version will be placed in the Historical policies and
procedures binders.
Updating Required Designations
The Privacy Officer will maintain and update HIPAA Required Designations as necessary.
Review of Computer Software
The HIPAA Privacy Officer and Security Officer will coordinate with software vendors as necessary to
insure seven (7) year audit trail on records maintained in computer.
Electronic Records
Records that are originated on paper may be scanned into electronic format. Electronic records are kept on
various servers in PDF and TIFF format. Backup and security meet Ohio Electronic Records Management
standards and HIPAA standards.
Internal Audit
The Privacy Officer shall conduct a periodic audit, as necessary, to insure proper maintenance of all
documentation itemized above.
Closely Related Policies:
Public References:
Federal Law 45, CFR 164.530 (j), 164.520 (3), 164.524 (3), 164.526 (f), 164.508 (b)(6),
164.512(1)(2), 164.522(a)(3), §164.528 (d), 42 U.S.C. 1320 d, Family Educational Rights and
Privacy Act, 20 U.S.C. 1232 g, ORC Chapter 149, OAC Chapters 5122-5127,
OAC 3793:2-1-06(Client Records)
Revisions:
Originally adopted as Policy 1915 on March 18, 2003
Revised and adopted as Policy 2301 on September 11, 2006
Revised 3/9/2015
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Mahoning County Board of Developmental Disabilities
POLICY 2301.1 – Public Records Request
Section: 2000
Section Title: Board

Originally Issued (Adopted): 10-8-2007
Revised: 10-13-2014

Purpose
Openness leads to a better form of citizenry, which leads to better government and better public
policy. Consistent with the premise that government at all levels exists first and foremost to
serve the interests of the people, it is the mission of MCBDD to, at all times, fully comply with
and abide by both the spirit and the letter of Ohio’s Public Records Act.
Definitions
All records kept by MCBDD are public unless they are exempt from disclosure under Ohio law. All
public records must be organized and maintained in such a way that they can be made available for
inspection and copying.
A record is defined to include the following:
A document in any format – paper, electronic (including, but not limited to, business e-mail) – that
is created, received by, or comes under the jurisdiction of MCBDD that documents the organization,
functions, policies, decisions, procedures, operations, or other activities of the office.

Response Timeframe
Public records are to be available for inspection during regular business hours, with the exception of
published holidays. Public records must be made available for inspection promptly. Copies of public
records must be made available within a reasonable period of time. “Prompt” and “reasonable” take into
account the volume of records requested; the proximity of the location where the records are stored; and
the necessity for any legal review and redaction of the records requested.

Handling Requests
No specific language is required to make a request for public records. However, the requester must at
least identify the records requested with sufficient clarity to allow the office to identify, retrieve, and
review the records. If it is not clear what records are being sought, the office must contact the requester
for clarification, and should assist the requester in revising the request by informing the requester of the
manner in which the office keeps its public records.
The requester does not have to put a records request in writing, and does not have to provide his or her
identity or the intended use of the requested public record. It is this office’s general policy that this
Information is not to be requested. However, the law does permit the office to ask for a written request,
the requestor’s identity, and/or the intended use of the information requested, but only (1) if a written
request or disclosure of identity or intended use would benefit the requestor by enhancing the office’s
ability to identify, locate, or deliver the public records that have been requested; and (2) after telling the
requestor that a written request is not required and that the requester may decline to reveal the
requestor’s identity or intended use.
In processing the request, the office does not have an obligation to create new records or perform new
analysis of existing information.
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An electronic record is deemed to exist so long as a computer is already programmed to produce the
record through simple sorting, filtering, or querying. Although not required by law, the office may
accommodate the requestor by generating new records when it makes sense and is practical under the
circumstances.
In processing a request for inspection of a public record, an office employee must accompany the
requester during inspection to make certain original records are not taken or altered.
A copy of the most recent edition of the Ohio Sunshine Laws manual is available via the Attorney
General’s internet website (www.ohioattorneygeneral.gov) for the purpose of keeping employees of the
office and the public educated as to the office’s obligations under the Ohio Public Records Act, Open
Meetings Act, records retention laws and Personal Information Systems Act.

Electronic Records
Records in the form of e-mail, text messaging, and instant messaging, including those sent and received
via a hand-held communications device (such as a Blackberry) are to be treated in the same fashion as
records in other formats, such as paper or audiotape. Public record content transmitted to or from
private accounts or personal devices is subject to disclosure. All employees or representatives of this
office are required to retain their e-mail records and other electronic records in accordance with
applicable records retention schedules.

Denial or Redaction of Records
If the requester makes an ambiguous or overly broad request or has difficulty in making a request for
public records, the request may be denied, but the denial must provide the requester an opportunity to
revise the request by informing the requester of the manner in which records are maintained and
accessed by the office. Any denial of public records requested must include an explanation, including
legal authority. If the initial request was made in writing, the explanation must also be in writing. If
portions of a record are public and portions are exempt, the exempt portions may be redacted and the
rest released. When making public records available for public inspection or copying, the office shall
notify the requestor of any redaction or make the redaction plainly visible. If there are redactions, each
redaction must be accompanied by a supporting explanation, including legal authority.

Copy and Mailing Costs
Those seeking public records may be charged only the actual cost of making copies, not labor.
A requester may be required to pay in advance for costs involved in providing the copy. The requester
may choose whether to have the record duplicated upon paper, upon the same medium in which the
public record is kept, or upon any other medium on which the office determines that the record can
reasonably be duplicated as an integral part of the office’s normal operations.
If a requester asks that documents be mailed, he or she may be charged the actual cost of the postage
and mailing supplies. There is no charge for documents e-mailed.

Managing Records
MCBDD records are subject to records retention schedules. The office’s current schedules are available
at the Board Office, located at: 4791 Woodridge Drive, Austintown, Ohio 44515 and readily available to
the public as required by §149.43(B)(2), Ohio Revised Code.
Closely Related Documents:
Policy 2301 - Records Retention Schedule
References:
ORC 149.43 (B)(2)
Revisions:
10-13-2014
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Mahoning County Board of Developmental Disabilities
POLICY 2303 – Prohibition of Intimidating or Retaliatory Acts
against Staff & Individuals Served
Section: 1000
Section Title: Board

Originally Issued (Adopted): 5-8-1985
Revised: 1-12-2015

The Mahoning County Board of Developmental Disabilities will not intimidate, threaten, coerce,
discriminate against, or take other retaliatory action against individuals who exercise any right,
not against staff or other individuals, expressing the opinion that MCBDD policies are not
consistent with the law, or are not being implemented properly.
1. The Mahoning County Board of DD will not intimidate, threaten, coerce, discriminate against,
or take other retaliatory action against:
a. Individuals: Any individual for the exercise, by that individual, of any right under, or for
participation by the individual in any process established by, Federal or State statutes,
rules or regulations or the misuse of public resources.
b. Individuals and others: Any individual or other person for:
I. Filing of a complaint with the proper authority under Federal or State statutes;
ii. Testifying, assisting or participating in an investigation, compliance review,
proceedings or hearing under Part C of Title XI; or
iii Opposing any act or practice made unlawful under Federal or State statutes
provided the individual or person has a good faith belief that the practice
opposed is unlawful, and the manner of the opposition is reasonable and does
not involve a disclosure of protection health information.
2. Retaliatory action is defined as doing any of the following:
a. Removing or suspending the employee from employment;
b. Withholding from the employee salary increases or employee benefits to which the
employee is otherwise entitled;
c. Denying the employee a promotion that would have otherwise been received;
d. Transferring or reassigning the employee;
e. Reducing the employee in pay or position.
3. Non-retaliation statement - A person who in good faith brings a complaint will not be subject
to retaliation. Retaliation against any person who falls within this definition, either individual
served or staff member of the MCBDD, is strictly prohibited.
Closely Related Documents:
Policy 2304- Whistleblowers
References:
Part C of Title XI
Revisions:
10-13-2014

Mahoning County Board of Developmental Disabilities
POLICY 2304 – Protection of Whistleblowers
Section: 2000
Section Title: Personnel

Originally Issued (Adopted): 3-18-2003
Revised: 10-13-2014

A. Any employee of the Board who learns in the course of his/her employment of a violation of
Federal statutes, rules or regulations, or misuse of public resources which his / her supervisor
or superintendent could correct may report that violation or misuse without reprisal as follows:
1.

Reports must be written. Oral reports have no protection under the ‘Whistle Blower’
statute, O.R.C. '124.341.

2.

The report must be filed with either the superintendent or the employee’s supervisor,
unless the employee reasonably believes the violation or misuse constitutes a criminal
offense or a violation of O.R.C. '102 (ethics) or O.R.C. '2921.42 (unlawful interest in a
public contract) or O.R.C. '2921.43 (soliciting or receiving improper compensation).
Suspected criminal offenses can be reported to a prosecuting attorney, the chief legal
officer of a municipality or a peace officer.
Suspected violations of O.R.C.'102, '2921.42 or '2921.43 may also be reported to the
Ohio Ethics Commission.

B. Except as provided below, MCBDD shall not take any disciplinary or retaliatory action against
an employee for taking action as provided in this policy, if the employee made a reasonable
and good faith effort to determine the accuracy of any information. Retaliatory action
includes:
1.
2.
3.

Removing or suspending the employee from employment;
Transferring or reassigning the employee;
Reducing the employee in pay or position.

C. Employees shall make reasonable efforts to determine the accuracy of any information
reported under this policy. Employees may be punished, up to and including removal, for
purposely, knowingly or recklessly reporting false information.

D. Employees who are punished as a result of reporting violations or misuse under this policy
may appeal that punishment through the Grievance Procedure of the Collective Bargaining
Agreement. All discipline shall be in accordance with Board policy regarding progressive
discipline for employees.
Policy 4091
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E.

For purposes of this policy:
1.

A person acts purposely when it is his specific intention to cause a certain result, or
when the gist of the offense is a prohibition against conduct of a certain nature,
regardless of what the offender intends to accomplish thereby, it is his specific intention
to engage in conduct of that nature.

2.

A person acts knowingly, regardless of his purpose, when he is aware that his conduct
will probably cause a certain result or will probably be of a certain nature. A person
has knowledge of circumstances when he is aware that such circumstances probably
exist.

3.

A person acts recklessly when, with heedless indifference to the consequences, he
perversely disregards a known risk that his conduct is likely to cause a certain result or
is likely to be of a certain nature. A person is reckless with respect to circumstances
when, with heedless indifference to the consequences, he perversely disregards a
known risk that such circumstances are likely to exist.

Closely Related Documents:
Policy 2303 – Protection of Whistleblowers
References:

O.R.C.124.341 Violation or Misuse- Whistleblower Protection
O.R.C. 2921.42 – Unlawful Interest in a Public Contract
O.R.C. 2921.43 – Soliciting or Receiving Improper Compensation
O.R.C. 102.01 – Public Officers-Ethics Definitions
Revisions: 10-13-14
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MEMORANDUM
TO:

Superintendents
County Boards of Developmental Disabilities
Bridget Gargan, Executive Director
Ohio Association of County Boards Serving People
with Developmental Disabilities

FROM:

Stephen P. Postalakis, Esq.
Blaugrund Kessler Myers & Postalakis, Incorporated

DATE:

September 29, 2016

RE:

Amendments to Ohio's Public Records Law - R.C. §149.43

INTRODUCTION
S.B. 321, which went into effect on September 28, 2016, makes some significant
changes to Ohio Revised Code §149.43 - Ohio's Public Records law. The amendments
to the law are described below.
DISCUSSION
A.

New venue for addressing a public records dispute: Ohio Court of Claims

One of the most significant changes to the Public Records Law is the additional venue
available to a person aggrieved by the failure of a public office to comply with R.C.

1

§149.43(B). R.C. §149.43(C)(1) now allows such an aggrieved person to do either of
the following, but not both:


File a complaint with Ohio Court of Claims pursuant to R.C. §2743.75;
or



Commence a mandamus action in a court of common pleas in which
the public office is located, the court of appeals for the appellate district
in which the public office is located, or the Supreme Court of Ohio.

The goal of adding the Court of Claims as a venue is to provide an expeditious and
economical procedure to resolve disputes over public record requests.
R.C.
§2734.75(D)(1) establishes the filing fee for a complaint in the Court of Claims at $25,
which is significantly less expensive than the filing fee for a mandamus action. While
the clerk of the court of common pleas in each county shall act as the clerk of the Court
of Claims for purposes of accepting complaints, accepting filing fees for those
complaints, and serving those complaints, R.C. §2734.75(D)(1) allows the aggrieved
party to file the complaint with either the clerk of the Court of Claims or the clerk of the
court of common pleas of the county in which the public office from which the records
are requested is located.
Upon filing of a complaint, the Clerk of the Court of Claims will assign a special master
to review the complaint. The special master will refer the case to mediation, unless the
special master determines, in the interest of justice, that the case should not be referred
to mediation. In addition to mediation in person, the mediation may be conducted by
teleconference, telephone, or other electronic means. Upon recommendation of the
special master, the Court of Claims may dismiss the complaint at any time.
If the mediation is unsuccessful, or if the special master does not refer the case to
mediation, the public office will have 10 business days to file either a response to the
complaint or a motion to dismiss. No further motions or pleadings are allowed unless
directed otherwise by the special master. In deciding the complaint, the special master
issues a report and recommendation. Discovery is not permitted as part of the case.
Additionally, in preparation of the report and recommendation, the parties may attach
supporting affidavits to their respective pleadings, and the special master may require
either or both of the parties to submit additional information or documentation supported
by affidavits. The special master has 7 business days from receipt of the response or
motion to dismiss to submit his report and recommendation.
Either party may object to the report and recommendation within 7 business days after
receiving the report and recommendation by filing a written objection with the clerk and
sending a copy to the other party by certified mail, return receipt requested. If either
party timely objects, the other party may file with the clerk a response within 7 business
days after receiving the objection and send a copy of the response to the objecting party
by certified mail, return receipt requested. The Court of Claims, within 7 business days
after the response to the objection is filed, shall issue a final order that adopts, modifies,
2

or rejects the report and recommendation. If neither party timely objects, the Court of
Claims shall promptly issue a final order adopting the report and recommendation,
unless it determines that there is an error of law or other defect evident on the face of
the report and recommendation.
If the Court of Claims determines that the public office denied the aggrieved person
access to the public records in violation of R.C. §149.43(B) and if no appeal from the
Court's final order is taken under R.C. §2734.75(G), both of the following apply:


The public office shall permit the aggrieved person to inspect or
receive copies of the public records that the Court requires to be
disclosed in its order.



The aggrieved person shall be entitled to recover from the public office
the amount of the filing fee of $25.00 and any other costs associated
with the action that are incurred by the aggrieved person.

Any appeal from a final order of the Court of Claims following issuance of the report and
recommendation or from an order of the Court of Claims dismissing the complaint shall
be taken to the court of appeals of the appellate district where the principal place of
business of the public office from which the public record is requested is located. No
appeal is allowed if the Court of Claims adopts the special master's report and
recommendation but a timely objection to the report and recommendation was not
made. If the court of claims materially modifies the special master's report and
recommendation, either party may take an appeal to the court of appeals but the appeal
shall be limited to the issue in the report and recommendation that is materially modified
by the Court of Claims. Such appeals shall be given such precedence over other
pending matters before the court of appeals.
Unlike in a mandamus case, the aggrieved person will not be awarded attorney fees if
the Court of Claims finds in his/her favor. Rather, if an appeal is taken to the court of
appeals by the public office, however, the aggrieved person may be awarded attorney
fees if:
(1) the court of appeals determines that the public office denied the
aggrieved person access to the public records in R.C. §149.43(B); and
(2) obviously filed the appeal with the intent to either delay compliance
with the Court of Claims' order for no reasonable cause or to unduly
harass the aggrieved person.
No discovery may be conducted on the issue of whether the public office filed the
appeal with the alleged intent to either delay compliance with the Court of Claims' order
for no reasonable cause or to unduly harass the aggrieved person. The statute does
not create a presumption that the public office filed the appeal with the intent to either
delay compliance with no reasonable cause or unduly harass the aggrieved person.
3

Mahoning County Board of Developmental Disabilities

Public Records Request


The Superintendent shall be accountable for maintaining the public records of the MCBDD subject to all
applicable federal, state and local laws & regulations. These public records shall be available to be
reviewed by members of the public pursuant to relevant sections of the Ohio Revised Code 149.43.



All records kept by MCBDD are public unless they are exempt from disclosure under Ohio law. All public
records must be organized and maintained in such a way that they can be made available for inspection
and copying. A record is defined to include the following:
A document in any format – paper, electronic (including, but not limited to, business e-mail) – that
is created, received by, or comes under the jurisdiction of MCBDD that documents the
organization, functions, policies, decisions, procedures, operations, or other activities of the office.
This does not pertain to those records considered PHI (protected health information) and
addressed in other federal and state laws.



Person, other than employees requesting to review their personnel records, who wish to examine a public
record, must make a request to the Superintendent or designee at the Board Office located at 4791
Woodridge Drive, Austintown, Ohio 44515 or at 330-797-2825. The request can be made in any manner
including in writing or by fax. Fax requests should be sent to 330-797-2843.
Response Timeframe
Public records are to be available for inspection during regular business hours, with the exception of
published holidays. Copies of public records must be made available within a reasonable period of time.
“Prompt” and “reasonable” take into account the volume of records requested; the proximity of the location
where the records are stored; and the necessity for any legal review and redaction of the records
requested.
Handling Requests
The requester must at least identify the records requested with sufficient clarity to allow the office to
identify, retrieve, and review the records. If it is not clear what records are being sought, the office must
contact the requester for clarification, and should assist the requester in revising the request by informing
the requester of the manner in which the office keeps its public records.
The requester does not have to put a records request in writing, and does not have to provide his or her
identity or the intended use of the requested public record. It is this office’s general policy that this
Information is not to be requested. However, the law does permit the office to ask for a written request for
certain circumstances.
In processing the request, the office does not have an obligation to create new records or perform new
analysis of existing information.
In processing a request for inspection of a public record, an office employee must accompany the
requester during inspection to make certain original records are not taken or altered.
Copy and Mailing Costs
Those seeking public records may be charged only the actual cost of making copies, not labor.
If a requester asks that documents be mailed, he or she may be charged the actual cost of the postage
and mailing supplies. There is no charge for documents e-mailed.
Reference Policy 2301.1

B.

New exclusion from definition of "public record"

R.C. §149.011(G) defines the term "record" to include "any document, device, or item,
regardless of physical form or characteristic, including an electronic record as defined in
section 1306.01 of the Revised Code, created or received by or coming under the
jurisdiction of any public office of the state or its political subdivisions, which serves to
document the organization, functions, policies, decisions, procedures, operations, or
other activities of the office." R.C. §149.43(A)(1), in turn, defines a "public record" as
records kept by any public office, including, but not limited to, a county. A County Board
of DD is a "public office."
R.C. §149.43(A)(1) further states what records and information are not public records,
and S.B. 321 has added R.C. §149.43(A)(1)(dd) to provide that "personal information",
as defined in R.C. §149.45, does not constitute a public record. R.C. §145.45(A)(1)
defines "personal information" to mean any of the following:
(a) An individual's social security number;
(b) An individual's federal tax identification number;
(c) An individual's driver's license number or state identification number;
(d) An individual's checking account number, savings account number, or
credit card number.
(e) An individual's demand deposit account number, money market
account number, mutual fund account number, or any other financial or
medical account number.1

C.

Amendments to awards of attorney fees and court costs in mandamus
complaints

S.B. 321 makes several changes to the circumstances in which a person who files a
mandamus complaint against a public office may be entitled to attorney's fees and court
costs. As noted above, attorney fees cannot be awarded by the Court of Claims, so the
changes described below only apply to mandamus actions
Prior to the enactment of S.B. 321, if a public office provided requested records to the
requesting party after the filing of a public records mandamus action, all or part of the
case could have been determined to be moot. Even if the case was rendered moot, the
1

R.C. §145.45 generally governs records made available by a public office on the internet, and requires a
public office to redact, encrypt, or truncate a social security number of a person on its own accord, and
requires a public office to redact, encrypt, or truncate other personal information of a person upon the
request of such person, if practicable. R.C. §149.43(A)(1)(dd) now makes clear that such personal
information is not a public record.
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requesting party may still have been entitled to statutory damages, but not attorney
fees. State ex rel. Striker v. Smith, 129 Ohio St.3d 168, 2011-Ohio-2878, ¶22; State ex
rel. Cincinnati Enquirer, Div. of Gannett Satellite Information Network, Inc. v. Dupuis, 98
Ohio St.3d 126, 2002-Ohio-7041; State ex rel. DiFranco v. S. Euclid, 138 Ohio St.3d
367, 2014-Ohio-538, ¶¶31-35.
Sub. 321 changes that dynamic. As amended by S.B. 321, R.C. §149.43 now provides
that if a public office releases records after the requesting party files a mandamus
action but before the court rules on the mandamus action, the court may award the
requesting party attorney's fees if the court finds that the public office acted in bad faith
when it released the records. Thus, a court may award reasonable attorney's fees to
the requesting party if:



the court renders a judgment that orders the public office to comply with
R.C. §149.43(B); or
the court determines:
o the public office failed to respond affirmatively or negatively to the
public records request in a reasonable period of time.
o the public office promised to permit the requesting party to inspect
or receive copies of the public records requested within a specified
period of time but failed to fulfill that promise within that specified
period of time.
o the public office acted in bad faith when the public office voluntarily
made the public records available to the relator for the first time
after the relator commenced the mandamus action, but before the
court issued any order concluding whether or not the public office
was required to comply with R.C. §149.43(B).

No discovery may be conducted on the issue of the alleged bad faith of the public office.
The statute does not create a presumption that the public office acted in bad faith when
it voluntarily made the public records available to the relator after mandamus action was
commenced.
Existing law continues to provide that a court shall not award attorney's fees if it
determines both of the following:


That, based on the ordinary application of statutory law and case law as it
existed at the time of the conduct or threatened conduct of the public
office that allegedly constitutes a failure to comply with an obligation in
R.C. §149.43(B) and that was the basis of the mandamus action, a wellinformed public office reasonably would believe that the conduct or
threatened conduct of the public office did not constitute a failure to
comply with an obligation in accordance with R.C. §149.43(B); and



That a well-informed public office reasonably would believe that the
conduct or threatened conduct of the public office would serve the public
5

policy that underlies the authority that is asserted as permitting that
conduct or threatened conduct.
Even if a court does award attorney's fees to a requesting party, S.B. 321 has imposed
new limitations on the award of attorney's fees.




Attorney's fees awarded shall not exceed the total of the reasonable attorney's
fees incurred before the public record was made available to the relator and
reasonable fees incurred to produce proof of the reasonableness and amount of
the fees and to otherwise litigate entitlement to the fees.
The court may reduce the amount of fees awarded if the court determines that,
given the factual circumstances involved with the specific public records request,
an alternative means should have been pursued to more effectively and
efficiently resolve the dispute that was subject to the mandamus action.

Similar to provisions that currently exist in R.C. §121.22 (Ohio's Open Meetings Act"),
S.B. 321 amends R.C. §149.43 to permit a court to award, court costs, expenses, and
reasonable attorney's fees to the public office if the court does not issue a writ of
mandamus and determines that the bringing of the mandamus action was frivolous
conduct as defined in R.C. §2323.51(A). R.C. §2323.51(A) defines "frivolous conduct"
to mean, in pertinent part:


D.

Conduct of an ... other party to a civil action ... or of the ... other party's
counsel of record that satisfies any of the following:
o It obviously serves merely to harass or maliciously injure another
party to the civil action or is for another improper purpose,
including, but not limited to, causing unnecessary delay or a
needless increase in the cost of litigation.
o It is not warranted under existing law, cannot be supported by a
good faith argument for an extension, modification, or reversal of
existing law, or cannot be supported by a good faith argument for
the establishment of new law.
o The conduct consists of allegations or other factual contentions that
have no evidentiary support or, if specifically so identified, are not
likely to have evidentiary support after a reasonable opportunity for
further investigation or discovery.
o The conduct consists of denials or factual contentions that are not
warranted by the evidence or, if specifically so identified, are not
reasonably based on a lack of information or belief.

Limitation on Number of Digital Records Provided Per Month

Pursuant to current R.C. §149.43(B)(7), a public office may adopt a policy and
procedure that it will follow in transmitting, within a reasonable period of time after
receiving a request, copies of public records by United States mail or by any other
6

means of delivery or transmission. The public office must then comply with such policy
and procedure in responding to public records requests. Through such policy and
procedure, the public office may limit the number of records that the public office will
transmit by U.S. mail or by another delivery service to 10 per month per person, unless
the person requesting the records certifies to the public office in writing that the person
does not intend to use or forward the requested records, or the information contained in
them, for commercial purposes. For purposes of this particular division of the law, the
term "commercial" is to be narrowly construed and does not include reporting or
gathering news, reporting or gathering information to assist citizen oversight or
understanding of the operation or activities of government, or nonprofit educational
research.
As amended by S.B. 321, and again, through the policy and procedure, a public office
that chooses to provide some or all of its public records on a web site that is fully
accessible to and searchable by members of the public at all times, and that charges no
fee to search, access, download, or otherwise receive records provided on the web site,
may limit to 10 per month the number of records requested by a person that the office
will deliver in a digital format, unless the requested records are not provided on the
web site and unless the person requesting the records certifies to the public office in
writing that the person does not intend to use or forward the requested records, or the
information contained in them, for commercial purposes.

E.

Limitation on Infrastructure Records

Pursuant to R.C. §149.433(B)(2), "infrastructure records" of a public office are not public
records under R.C. §149.43. "Infrastructure record" means any record that discloses
the configuration of critical systems including, but not limited to, communication,
computer, electrical, mechanical, ventilation, water, and plumbing systems, security
codes, or the infrastructure or structural configuration of a building. A risk assessment
of infrastructure performed by a state or local law enforcement agency at the request of
a property owner or manager is also an "infrastructure record. An "infrastructure record"
does not mean a simple floor plan that discloses only the spatial relationship of
components of the building.
As amended by S.B. 321, R.C. §149.433(B)(3) provides that a record kept by a public
office that is an infrastructure record of a private entity may be exempted from release
or disclosure in accordance with R.C. §149.433(C). R.C. §149.433(C) provides:
A record prepared by, submitted to, or kept by a public office that is an
infrastructure record of a private entity, which is submitted to the public
office for use by the public office, when accompanied by an express
statement, is exempt from release or disclosure under section 149.43 of
the Revised Code for a period of twenty-five years after its creation if it is
retained by the public office for that length of time.
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The exemption applies if the record is accompanied by an express statement from the
private entity. The statement must be in writing, and be substantially similar to the
following: "This information is voluntarily submitted to a public office in expectation of
protection from disclosure as provided by section 149.433 of the Revised Code."
Presumably, if the public office has such a record but destroys it in accordance with an
applicable retention schedule prior to the expiration of the 25-year period, the
infrastructure record never becomes a public record.

RECOMMENDATIONS
As we have stated in the past when responding to public records requests, a Board that
receives a request for public records should and must do the following:









Upon receipt of a request for public records (whether or not the person
submitting the request refers to it as a public records request), the Board should
acknowledge that it has received the request, and depending on the volume and
type of records requested, advise of the expected date of availability. This
should be done in writing.
If a request is made in writing, the Board must respond in writing. Even if a
request is not made in writing, the Board should respond in writing, to the extent
possible, to avoid any misunderstandings.
Whenever a record is denied or redacted (which also constitutes a denial, unless
otherwise authorized by law), the Board must advise the requesting party of the
basis for the denial or redaction. The basis can be a federal or state law or
regulation, or a court decision. The Board should state this in writing.
It is the responsibility of the requesting party to identify with clarity the records
requested. If a request is unclear, overbroad, or voluminous, advise the
requesting party of such flaw in the request, and ask that the records request be
resubmitted. The law requires the Board to do this. Further, keeping the line of
communications open and acting in a reasonable manner could engender one of
two things. First, such actions may convince a court to determine that an
alternative means should have been pursued to more effectively and efficiently
resolve the dispute between the Board and the requesting party, resulting in a
denial of attorney's fees. Second, depending on whether the requesting party
ever amends its request in response to the Board's communication before he/she
files the mandamus action, the court may find the requesting party's actions to be
frivolous conduct.
Upon receipt of notice that a complaint has been filed in the Court of Claims,
immediately contact legal counsel given the very short response deadline
imposed by the statute.
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Mahoning County Board of Developmental Disabilities
POLICY 3100 – EARLY INTERVENTION
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 5-1-1998
Revised: 3-18-19

Purpose
The purpose of this policy is to direct the Mahoning County Board of Developmental Disabilities
(MCBDD) in the provision of services and supports to infants and toddlers, from birth to age
three, with developmental delays and/or disabilities, and their families.
Early Intervention Services and Supports

The Mahoning County Board of Developmental Disabilities shall provide Early Intervention
services in accordance with Part C and the rules established by the Ohio Department of
Developmental Disabilities referenced in the Ohio Administrative Code. MCBDD provides
Evidenced-Based Early Intervention (EBEI) services that align with the Mission and Key
Principles as developed by the Office of Special Education Programming.
Mission: Part C Early Intervention builds upon and provides supports and resources to assist
family members and caregivers to enhance children’s learning and development through
everyday learning opportunities.
Key Principles
1 Infants and toddlers learn best through everyday experiences and interactions with familiar
people in familiar contexts.
2 All families, with the necessary supports and resources, can enhance their children’s
learning and development.
3
The primary role of a service provider in early intervention is to work with and support
family members and caregivers in children’s lives.
4
The early intervention process, from initial contacts through transition, must be dynamic
and individualized to reflect the child’s and family members’ preferences, learning styles
and cultural beliefs.
5 IFSP outcomes must be functional and based on children’s and families’ needs and
family-identified priorities.
6 The family’s priorities, needs and interests are addressed most appropriately by a primary
provider who represents and receives team and community support.
7 Interventions with young children and family members must be based on explicit
principles, validated practices, best available research and relevant laws and regulations.
MCBDD provides early intervention services on a year-round basis to eligible children that
adhere to Part C and the rules promulgated by the Ohio Department of Developmental
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Disabilities. Early Intervention services are delivered in natural environments using a
comprehensive, coordinated, family-centered, transdisciplinary system of services through an
evidence-based, primary service provider teaming approach. The core EI Team consists of a
minimum of an Early Intervention Service Coordinator, Developmental Specialist, SpeechLanguage Pathologist, Occupational Therapist, and Physical Therapist.
As part of a comprehensive effort to ensure that all eligible infants and toddlers and their
families have access to high-quality, family-centered services, through a contract with the
Mahoning County Juvenile Court acting as the Administrative Agent of the Mahoning County
Family & Children’s First Council (MCFCFC), MCBDD is the lead agency responsible for
implementing all services in the county’s EI system.
Public Awareness/Child Find
In collaboration with state and regional partners, MCBDD conducts child find and public
awareness activities through coordinated outreach activities to potential referral sources such
as local hospitals, pediatricians, public agencies, and community organizations. In addition,
MCBDD promotes Early Intervention programming through its website, in-person outreach at
local events, and through social media.
Evaluation to Determine Eligibility
MCBDD provides initial developmental evaluations to determine eligibility for children referred
to the Early Intervention system. Funding is provided by MCBDD’s local levy funds. Evaluation
teams consist of two licensed/certified evaluators from two different disciplines or one dually
licensed evaluator. Annual evaluations are provided for children receiving EI services who
need redetermination of eligibility. All evaluations are provided in accordance with Ohio
Department of Developmental Disabilities Part C Rules and timelines.
Child and Family Assessment
MCBDD participates in initial and annual child assessments to determine need for services for
all eligible children. Initial and annual family-directed assessments are conducted by the EI
Service Coordinator to identify the family’s concerns, priorities, resources and supports and
inform all team members through the evaluation and assessment and IFSP process.
Service Coordination
Through a contract with the MCFCFC’s Administrative Agent, MCBDD serves as the county’s
Early Intervention Service Coordination Contractor. MCBDD utilizes funding from the Part C
Service Coordination grant in addition to local levy funds as in-kind to cover the cost associated
with service coordination. A dedicated EI Service Coordinator is assigned to every family upon
entry into the EI system at the time MCBDD receives an EI program referral. The EI Service
Coordinator acts as the single point of contact for the family in coordinating EI services and
linking the family to other resources throughout their time in EI.
Early Intervention Services in Natural Environments through an IFSP
MCBDD provides EBEI services consistent with Ohio’s Mission and Key Principles of Early
Intervention. MCBDD ensures that services are provided in natural environments through the
family assessment process that identifies strengths and challenges in the places and contexts
that are unique to each family. Through this collaborative team process lead by the EI Service
Coordinator, outcomes for the Individualized Family Service Plan (IFSP) are developed that
contain the specific locations and daily routines in which the service is to be provided such as
the home, child care center and a variety of community locations. The process also identifies
the people that the child spends time with who may participate in early intervention services 2
2
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with the child. Services are individualized to support the IFSP outcomes and delivered
through coaching and teaming based on the availability of funds. County Board funded IFSP
services may include special instruction, family training, speech-language pathology,
occupational therapy and physical therapy.
Procedural Safeguards
MCBDD EI Service Coordinators ensure that families are informed of their rights and procedural
safeguards by explaining parent rights to each family and providing the Early Intervention
Parents Rights brochure to the family during their initial visit. Parent rights are also discussed
throughout the family’s time in EI and the brochure is offered at IFSP meetings and in
conjunction with required Prior Written Notice forms when a change is proposed. Additionally,
the MCBBD Director of Early Intervention in the role of EI Contract Manager is responsible for
all compliance issues and assurance of procedural safeguards through a contract with the

Closely Related Documents:
References:
Part C of IDEA 20 USC 1431-1445
34 CFR Part 303 -Early Intervention for Infants
OAC 5123-4-01 -Administration & Operation of County Boards of Developmental Disabilities
OAC 5123-10 -Early Intervention
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 3104 – Leonard Kirtz School COVID 19 Reopening
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 8 -17- 2020
Revised:

Purpose:
This policy outlines the procedures Leonard Kirtz School employees, Transportation employees,
students, and parents will be required to follow in order to ensure the Leonard Kirtz School
operates safely to protect the health and well-being of employees, students and families served
receiving educational services, in response to the COVID-19 pandemic
Policy:
Leonard Kirtz School and Transportation Employees
All employees must take their temperatures before coming to work in the morning. The
employee must have a temperature below 100 degrees F and have no other symptoms of illness
(respiratory symptoms, sore throat, nausea/vomiting, intense headache) before reporting to work.
Anyone with above symptoms is asked to take a sick day and report off from work following the
appropriate procedures. An employee may be asked to provide a doctor’s excuse or release to
return to work based on the symptoms noted. If an employee is unsure about calling off, the
employee should contact their supervisor prior to reporting to work and/or entering any Board
location.
All employees will need to follow the health assessment procedures regarding building entrance
(have temperature taken and wear a mask) using the assigned entrance way. Employees will be
asked to use hand sanitizer once entering the building and to follow the traffic flow pattern.
Employees are required to maintain a physical distance of at least six feet while a colleague is
going through the health assessment. DO NOT enter the building prior to receiving a health
assessment. THIS IS THE RESPONSIBILITY OF EACH EMPLOYEE.
All employees must wear a face mask that covers both mouth and nose in hallways, common
areas, and classrooms where other employees or students are present.
All employees must frequently wash their hands during the school day following the standard
handwashing protocol. Hands should be washed after contact with a student and before touching
another student. Gloves and face shields or goggles should be worn during changing and feeding
of children. Gloves should be changed and hands washed between each child.
Social distancing (six feet apart) should be maintained whenever possible.
Every effort should be taken to maintain 10 or fewer persons in each classroom.
Policy 3401
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All therapists entering classrooms should at a minimum wear a mask. If there is a possibility for
contamination with saliva or other bodily fluids then additional personal protective equipment
(PPE) should be worn. This includes face shields or goggles, cloth or disposable gown, and
gloves in addition to the mask. Since each therapist may deal with different levels of exposure,
PPE can be worn to minimize risk of exposure. Each therapist must wash hands per protocol
after any contact with a student and keep clear records of children seen on a daily basis in case
there is a need for contact tracing.
Pursuant to Ohio Department of Health guidelines, employees should notify their immediate
supervisor if they have been exposed to COVID-19 or if they, or any members of their
households, have been diagnosed with or presumed to have COVID-19. The employee must also
notify their immediate supervisor if they are quarantined. Any employee with a known exposure
to someone with diagnosed or presumed COVID-19 must self-quarantine at home for 14 days.
Employees who travel to a location with known community spread may choose to selfquarantine at home for 14 days.
School employees who become sick during the school day will need to request for a nurse to
complete an assessment on them in the classroom. If fever or other COVID -19 symptoms are
present, the employee will be sent home immediately and will be unable to return to work until
they have two negative COVID -19 tests and are released by their physician.

Leonard Kirtz Students and Families
It is expected that parents take their child’s temperature at home before they get on the bus. If the
child’s temperature is 100.0 or higher, the parents will keep their child home. If the student is
parent transported, their temperature will be taken before entering the school building. Parents
may be asked to stay outside of the building and may have their temperature taken before being
admitted into the building. Parents must wear a mask to enter the building. Admission to the
building may be at the discretion of the Principal.
At the bus stop, while loading, if a bus driver or assistant observes fever or respiratory symptoms
of a child or family member, they will contact nursing or their supervisor, and transportation may
be refused based on symptoms. Any child that gets sick at school will have to be picked up by
their parent or designated adult. Transportation will not be provided to sick children.
Leonard Kirtz School wants to prevent the spread of any illnesses and is concerned about the
health and well- being of all of our students. Any student that is not feeling well prior to coming
to school, is asked to remain home for the day and be monitored. The school and transportation
office should be notified of absence. If fever or respiratory symptoms develop, the family should
contact their healthcare provider. Families must be aware that according to the CDC, children
with COVID-19 generally have mild, cold-like symptoms, such as fever, runny nose, and cough.
Vomiting and diarrhea have also been reported in some children.
If the student or any family member, tests positive for COVID-19, all family members of the
household should remain quarantined. The school office should be notified by the parent, and the
student will only be allowed to return when released from the Mahoning County Health
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Department or a doctor’s release. MCBDD and the Leonard Kirtz School will follow all
directives issued by the Mahoning County Health Department regarding a positive COVID-19
test.
If at any time during the school day, a student develops a fever of 100.0 or greater or shows other
known symptoms of COVID-19, parents/guardians will be notified immediately. The child will
have a mask placed on them, if tolerated, and taken to a designated isolation room away from
other students and monitored by an employee wearing appropriate personal protective equipment
(PPE) and maintaining physical distance when possible. The parent/guardian will be asked to
pick up their child immediately. Parents will be required to follow the building entrance policy
including having their temperature taken prior to entering the building and wearing a mask at all
times while in the building. If a parent cannot pick up their child immediately, depending on the
severity of the symptoms, emergency transportation services may be utilized to transport the
student to local emergency room.
In order for the student to return to school, he/she must be taken to the doctor and have a release
to return to school by their doctor. Transportation is unable to accept a doctor’s release.
Therefore, the release must be brought in by the parent or faxed to nursing by the physician's
office. If the student is not taken to the doctor, he/she must remain at home for a minimum of 14
days. Educational services will continue to be provided remotely during this time.
In addition, school employees will refer those displaying symptoms of COVID-19 to an
appropriate health care professional or testing sites. The local health department will be
contacted in the case of positive or suspected COVID-19 cases in a school building. The
Mahoning County Board of DD and Leonard Kirtz School will work closely with the Mahoning
County Health Department to determine appropriate actions to be taken should the school
experience high levels of absenteeism due to illnesses or confirmed or suspected cases of
COVID-19. Appropriate action may include closing part of the school or the entire school for a
period of time in order to thoroughly clean and disinfect all surface areas. Should the school or
part of the school be required to close all educational services will be provided remotely.

References:
Ohio Department of Health – COVID-19 Health and Prevention Guidance for Ohio K-12
Schools
Ohio Department of Education Reset and Restart Education Planning Guide for Ohio Schools
and Districts
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Mahoning County Board of Developmental Disabilities
POLICY 3112 – Educational Policy & Procedures
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 5-13-1996
Revisions:

Child Identification
The Mahoning County Board of Developmental Disabilities will cooperate with the school district of
residence in ongoing efforts to identify, locate, and evaluate children below 22 years of age, who
attend the county board of mental retardation and developmental disabilities and have a confirmed
or suspected disability in accordance with all federal regulations and state standards.
Procedure Safeguards
The Mahoning County Board of Developmental Disabilities will cooperate with the school district of
residence to ensure that a child with a disability who attends this county board of mental
retardation and developmental disabilities and his / her parent shall be provided with safeguards,
as required by law, throughout the identification, evaluation, and placement process, and the
provision of a free appropriate public education to the child.
Multifactored Evaluation
The Mahoning County Board of Developmental Disabilities will cooperate with the school district of
residence in the provision of a multifactored evaluation for children with disabilities to ensure that
children are assessed in their native language or other mode of communication; tests are used for
their validated purposes; children are evaluated in all areas related to their suspected disability;
testing is conducted by a multidisciplinary team; testing materials and procedures are not racially
or culturally biased; tests are administered by trained personnel qualified in accordance with all
federal regulations and state standards; tests are administered in conformance with the
instructions provided by the producer; and, that medical evaluation, when required as part of the
multifactored evaluation, shall be provided at no cost to the parent by a licensed physician
designated by the superintendent of the school district of residence or his / her designee, when
other no-cost resources are not available.
Individualized Education Program
The Mahoning County Board of Developmental Disabilities will cooperate with the school district of
residence in the development of an individualized education program (IEP) for each child with a
disability who needs special education. The IEP shall be designed to meet the unique educational
needs of the child and shall be developed in a planning conference. Parents of the child shall be
strongly encouraged to participate in the planning conference. The IEP shall be reviewed and
revised as often as necessary, but at least annually.
Least Restrictive Environment
The Mahoning County Board of Developmental Disabilities will cooperate with the school district of
residence to ensure that the education of children with disabilities shall occur in the least
restrictive environment; special education programs and services shall be appropriate and
designed to meet the unique needs of each child with a disability, to the maximum extent
appropriate.
Closely Related Documents:

References:

Revisions: Reviewed 3/2016

Mahoning County Board of Developmental Disabilities
POLICY 3120 – Confidentiality
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 6-12-1985
Revised: 1-27-2020

Purpose
To establish guidelines regarding confidentiality of students and individuals served.
Scope
It is the policy of MCBDD to collect, store and destroy student and consumer information in
accordance with OAC 5123-4-01 governing County Boards, OAC 3351-51-04 governing rules of
the Ohio Dept. of Education regarding children with special needs, HIPAA and FERPA.
The Board acknowledges that all information maintained in student and consumer records shall be
for valid programmatic purposes only, and that the confidentiality of such information shall be
safeguarded through implementation of appropriate procedures.
The MCBDD will implement and make available procedures to protect the confidentiality of
personally identifiable data collected, stored, disclosed and destroyed. Annual trainings will be
provided for review.
All Board staff collecting, maintaining, using or otherwise having access to such information shall
be informed of the Board’s confidentiality policy and procedures. This policy applies to all MCBDD
staff, interns, volunteers and any other business associates or agents granted access to Protected
Health Information (PHI).

Closely Related Documents: Policy 2300: HIPAA
HIPAA procedure manual
References: OAC 5123-4-01 Administration of Operations of County Boards of DD
OAC 3301-51-04 Ohio Dept. of Education- Confidentiality
67 Fed Reg 51.181. Adm. Requirements, HIPAA
Last Reviewed: 10-15-19

Mahoning County Board of Developmental Disabilities
POLICY 3122 – FAMILY SUPPORT SERVICES
Section: 3000
Section Title: Special Areas

Originally Issued (Adopted): 3-11-1996
Revisions: 10-21-2019

Purpose
Family Support Services program assists a family who keeps their family member with a disability at
home. The program promotes the unity of the family by assisting them to meet the special needs of
the individual. The program also assists the individual to maximize self-sufficiency and prevent
inappropriate institutionalization.
Philosophy for FSS
1.
All individuals with a developmental disability have a right to live in a stable home, enjoy
membership in a family, have access to the array and quantity of supports needed to enable them
to participate in the life of their communities to the degree they choose, and experience enduring
relationships with brothers, sisters, other family members, and friends committed to their welfare.
2.
Reimbursable service and supports through FSS program shall be tailored to the unique
needs of individuals and their families as outlined in section 5126.11 of the Ohio Revised Code
(ORC) and section 5123-4-01 (K) of the Ohio Administrative Code (OAC).
3.

Family Support Services should:
a.
Seek and nurture partnerships between family members, other supportive people,
and the professionals who serve both these individuals and their families;
b.
Build on the unique strengths and characteristics of each family;
c.
Utilize the resources in each family’s social network and home community; and
d.
Respect the beliefs, values and structures of each family.

Family Eligibility for FSS
1.
Those eligible for FSS would meet the eligibility criteria for Community Based service set
forth in OAC 5123-4-01 (K) “Family” also means person(s) acting in a role similar to those
specified in this paragraph even though no legal or blood relationship exists if the individual with a
disability lives with the person(s) and is dependent on the person to the extent that if the supports
were withdrawn another living arrangement would have to be found. The person(s) shall verify the
relationship by signature.
a.
Planned service: A family shall be eligible for reimbursement of FSS if it includes a
family member who resides at home and has been determined eligible for county
board services.
b.
Emergency services: The following families shall be considered eligible for
reimbursement according to section 5126.042 of the Ohio Revised Code.
i.
A family that includes an individual living at home who is eligible for services
from the MCBDD
ii.
Other families that include an individual living at home with DD who is not
receiving services from the MCBDD board but is determined as eligible by the
superintendent or designee of the county board for FSS.
c.
If resources are not available, the MCBDD shall place the family on the waiting list
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for FSS in accordance with OAC 5123-9-04 Home and community-based services
waivers - waiting list.
2. The County Board will utilize an income based fee for service schedule as part of eligibility.
Request Process
1.
The request process for FSS shall be initiated by an individual and/or family or family
member. The family’s request for FSS shall be honored if funds and services are
consistent with the FSS section of the MCBDD annual plan and the written philosophy of
FSS written in this policy. The MCBDD shall work with the family to obtain supports and
services. At the family’s request, the MCBDD shall assist families in developing individual
plans and strategies for family supports. FSS shall be considered a component of the
individual planning process using person centered approaches.
a.
FSS may be provided in a county other than Mahoning County.
b.
FSS may be provided by agencies or persons other than the MCBDD including, but
not limited to, generic agencies or service providers in the community.
c.
The MCBDD has chosen to contract the daily program administration of FSS. The
MCBDD shall ensure the contract agency administering the FSS program adheres to
the administrative rules governing the program.
2.

The family may request a list of certified respite care providers from the county
board/contracted agency before deciding on a provider, or the family may recommend a
provider to the county board/contracted agency.

3.

To be assured of reimbursement, the family shall obtain the estimated cost and prior
approval of the expenditure from the county board/contracted agency before agreeing to
services or signing a contract with a provider.

4.

The county board/contracted agency shall respond to an eligible family’s request for
reimbursement within seven (7) working days after receiving the request. The request shall
be reviewed based only on the following criteria:
a.
The family is eligible for FSS
b.
Funds are available according to the MCBDD’s annual plan;
c.
The requested service is directly related to improving the living environment or
facilitating the care of the individual who has the disability.

5.

Payment may be made for the following services:
a.
Respite care, in or out of the home;
b.
Counseling, supervision, training and education of the individual, the individual’s
caregivers and members of the individual’s family that aide the family in providing
proper care for the individual, provide for the special needs of the family, and assist
in all aspects of the individual’s daily living.
c.
Special diets, purchase or lease of special equipment or modifications of the home,
if such diets, equipment or modifications are necessary to improve or facilitate the
care and living environment of the individual.
d.
Providing support necessary for the individual’s continued skill development,
including such services as development of interventions to cope with unique
problems that occur within the complexity of the family, enrollment of the individual in
special summer programs, provision of appropriate leisure activities, and other social
skills development activities.
e.
Any other services consistent with the purposes specified in this policy and specified
in the individual’s service plan.
2
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6.

Reimbursement/payment for services shall be made in the following manner:
a.
Upon approval of the request for FSS, the MCBDD/contracted agency shall give the
family a voucher in the amount of the approved service provider payment.
b.
The family shall present the voucher and the family’s share of the cost of the service
to the provider when the service has been received or at such time as mutually
agreed.
c.
The provider shall redeem the voucher through the MCBDD/contracted agency.
d.
The MCBDD/contracted agency shall redeem the voucher within forty-five (45) days
after the provider submits it.

7.

At the time of initial application, the FSS coordinator/contracted entity shall inform the
family of their informal complaint resolution and due process rights under OAC5123-4-04 .

Reimbursement
1.
Maximum annual reimbursement – The maximum annual reimbursement to each family
shall be determined through the FSS component of the MCBDD’s annual plan.
2.
Co-payment schedule
•
The co-payment schedule for a family shall be based on the family’s taxable income
as certified by signature. Income shall be based on the federal taxable income (after
applicable deductions). The individual and/or family shall be responsible for
reporting any changes in income.
•
The Board may consider extenuating circumstances in the determination of copayment, with the superintendent and/or designee determining if an extenuating
circumstance exists.
Income Schedule
Income
$27,258 or less
$27,259 - $37,759
$37,760 - $48,260
$48,261 - $62,261
$62,262 - $79,762
$79,763 and over

Percentage of Contribution
0%
10%
30%
50%
75%
100%

Planning Process (Annual Plan)
1.

The FSS component of the MCBDD’s annual plan shall include the following:
a.
The procedures for and the results of the assessment of the FSS funding needs of
the families of residents of Mahoning County with DD, and must include:
i.
The number of eligible families projected to need FSS funding
ii.
The amount of FSS funds available to each family for the year addressed in
the plan; and
iii.
The number of eligible families currently receiving FSS.
b.
The projected number of families to be served each year.
c.
Prioritization of funding, with corresponding justification, shall include:
i.
Comprehensive FSS funding to relatively few families who have extensive
needs
ii.
Limited FSS funding to a broad base of families.
d.
Collaborative county board linkage with needed programs or services from other
3
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e.
f.

g.
h.
i.

2.

g.
h.

i.

community agencies.
The commitment of funds to the FSS program.
The projected amount and percentage of MCBDD’s allocation of state funds to be
used for routine services and the amount and percentage to be used for
emergencies shall be determined through the MCBDD’s planning process. The
percentage to be used for emergencies shall not exceed twenty-five percent (25%)
of the total dollar amount committed to the FSS program.
The organization structure for implementing the FSS program.
An evaluation of the FSS program annually on the basis of data collected from the
individuals served, families and providers and the direct monitoring of providers.
A description of the procedures and schedule of events used to make families and
other agencies in the community aware of the FSS program and planning process.

MCBDD administrative procedures – The Mahoning County Board of DD and/or
contracting entity shall have procedures for the following:
a.
Identifying other resources that the family could use to pay for FSS services.
b.
Determining that the family has exhausted all other services.
c.
Identifying and developing providers.
d.
Certifying the individual respite provider or administering agency when applicable.
e.
Direct monitoring of certified providers
f.
Reimbursing families for services:
i.
Estimating the amount of funds needed to reimburse families between regular
meetings of the county board, encumbering those funds and authorizing
expenses.
ii.
Reimbursing families in a timely manner, no later than forty-five (45) days
after the family has notified MCBDD/or contracted entity that the expense has
been incurred;
iii.
Redeeming vouchers for providers within forty-five days after the MCBDD
receives them.
Maintaining a list of certified respite care providers as a guide to families.
Assuring that no reimbursement is made on behalf of an individual who is living in a
residential facility that is providing services that are funded according to section 5123.18 of
the Revised Code or Title XIX of the Social Security Act or by a county board.
The Superintendent/or designee may authorize FSS funds upon review of special situations
and circumstance when deemed appropriate even if other funding sources such that exist
in item h exist.

3.

Additional provisions:
a.
The MCBDD is not required to make reimbursements at a level of funding that
exceeds available state and federal funds for this program.
b.
The MCBDD will not use funds allocated for FSS to replace existing local funded
programs other than FSS.
c.
The MCBDD may support the FSS program with additional locally generated
funds, within available resources.

4.

Standards for Supervision – The MCBDD/contracted agency shall supervise the FSS
program and be responsible for the following:
a.
The approval of services and costs prior to the provision of services; and
b.
The enforcement of ceilings on reimbursement to a family based income.
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Certification of Respite Providers
1.
Family Selected Respite Providers
a.
Respite providers selected by families need not be certified by the MCBDD.
b.
When using a family selected provider, the family shall sign an assurance assuming
responsibility that the health and safety needs of the individual will be met and that
no liability shall be incurred by the MCBDD.
2.

3.

Non-family selected respite providers
a.
The MCBDD/contracted entity shall maintain a list of trained and certified
respite providers.
b.
Certified respite providers are DoDD certified waiver providers and shall meet all
providers qualifications as set forth in Ohio Revised Code 5123.169.
c.
The MCBDD and/or contracted agency shall perform a criminal
background check on all non-family selected, certified respite providers.
d.
MCBDD providers of out-of-home respite shall be subject to the provisions
of OAC that consider the health and safety of the individual.
The family, provider and any applicable agency shall plan the continuum of school,
workshops, or other habilitation programs during respite care.

DoDD Responsibilities
1.
The Ohio Department of Developmental Disabilities (DoDD) shall allocate funds to the
MCBDD.
a.
To receive the annual FSS allocation, MCBDD/contracting entity shall submit reports
required by DoDD.
b.
Allocation shall be determined according to a formula established annually to the
MCBDD at the beginning of each fiscal year. The allocation of FSS funds to the
MCBDD is based according to a formula based equally on the following three
factors:
i.
The numbers of enrollees in the MCBDD programs
ii.
The population of Mahoning County; and
iii.
The number of people in Mahoning County whose income falls below the
poverty level as determined by the Ohio Department of Job and Family
Services
2.

As part of the department’s annual report, the status of the FSS program shall be included.
Closely Related Documents:
References:
ORC 5126.11 – County Boards of DD Family Support Services
ORC 5126.042 – Waiting Lists
OAC 5123-4-01 - Administration of County Boards of DD
OAC 5123-9-04 Home and community-based services waivers - waiting list
OAC 5123-4-04 Resolution of complaints involving county boards of developmental disabilities and
appeals of adverse action proposed or initiated by county boards of developmental disabilities.
OAC 5123-4-01 (K) – Administration of County Boards of DD, Family Support Services
ORC 5123.18 Contracts with person or agency to provide services
ORC 5123.169 Issuance of supported living certificate

Revisions:
9/19/16, 7/18/2005, 2/9/2004, 11/1/2001
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Mahoning County Board of Developmental Disabilities
POLICY 3130 – Home & Community Based Waivers- Waiting List
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 9-11-1991
Revised: 10-15-2018

Purpose
This policy sets forth requirements for the waiting list established pursuant to Ohio Revised
Code (O.R.C.) § 5126.042 and Ohio Administrative Code (O.A.C.) § 5123-9-04 when a
County board determines that available resources are insufficient to enroll individuals who are
assessed to need and who choose home and community-based services in department
administered home and community-based services waivers.
Definitions
The terms contained herein shall have the same meaning as set forth in O.R.C. § 5126.042 and
O.A.C. § 5123-9-04.

Planning for locally-funded home and community-based services waivers
Mahoning County Board of Developmental Disabilities (“MCBDD”) shall, in conjunction with
development of its strategic plan described in O.R.C. § 5126.054 and in O.A.C. § 5123-4-01,
identify how many individuals it plans to enroll in each type of locally-funded home and
community-based services waiver during each calendar year, based on projected funds
available to MCBDD to pay the nonfederal share of Medicaid expenditures and the assessed
needs of the county's residents on the waiting list for home and community-based services, and
establish a waiting list when resources are not available.
Waiting list for home and community-based services
1. An individual or the individual's guardian, as applicable, who thinks the individual has an
immediate need or a current need may contact MCBDD to request an assessment of the
individual using the waiting list assessment tool. MCBDD shall initiate an assessment of
the individual using the waiting list assessment tool within thirty calendar days. An
individual or the individual's guardian, as applicable, shall have access to the individual's
completed waiting list assessment tool maintained in the department's web-based waiting list
management system and upon request, shall be provided a copy by MCBDD.
2. MCBDD shall place an individual's name on the waiting list for home and community-based
services when, based on assessment of the individual using the waiting list assessment tool,
the individual:
(a) Is eligible for MCBDD services
(b) Has a current need which cannot be met by community-based alternative services
available in the county. (Including a situation in which an individual has a current need
despite the individual's enrollment in a home and community based services waiver)
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3. MCBDD shall not place an individual's name on the waiting list for home and communitybased services when the individual:
(a) Is a child who is subject to a determination under O.R.C. 121.38 of the (the court has
ordered the Board to enroll the child in a HCBS waiver) and requires home and
community-based services; or
(b) Has an immediate need, in which case MCBDD shall take action necessary to
ensure the immediate need is met. Such action may include assisting the individual or
the individual's guardian, as applicable, in identifying and accessing alternative services
that are available to meet the individual's needs. If an individual who has an immediate
need or the individual's guardian, as applicable, chooses to decline services available at
an intermediate care facility for individuals with intellectual disabilities, MCBDD shall take
action to ensure the individual's immediate need is met through community-based
alternative services and/or enrollment in a home and community-based services waiver.
4. When a county board places an individual's name on the waiting list for home and
community-based services, MCBDD shall:
(a) Enter the individual’s information in the department's web-based waiting list
management system.
(b) Notify the individual or the individual's guardian, as applicable, that the
individual's name has been placed on the waiting list for home and community-based
services.
(c) Provide contact information to the individual or the individual's guardian, as
applicable, for a person at MCBDD who can assist in identifying and accessing
alternative services that address, to the extent possible, the individual's needs.
Annual Review
1. Review the waiting list assessment tool and service needs of each individual whose
name is included on the waiting list for home and community-based services with the
individual and the individual's guardian, as applicable; and
2. Assist the individual or the individual's guardian, as applicable, in identifying and
accessing alternative services.
Due Process
Due process shall be afforded in accordance with O.R.C. 5160.31 and O.A.C. Chapters
5101:6-1 to 5101:6-9 to an individual aggrieved by an action of a county board related to:
(a) The approval, denial, withholding, reduction, suspension, or termination of a service
funded by the state Medicaid program;
(b) Placement on, denial of placement on, or removal from the waiting list for home and
community-based services or the transitional list of individuals waiting for home and
community-based services; or (c) A dispute regarding an individual's original waiting list
request or current waiting list tool assessment date.
Closely Related Documents:
References: O.R.C. 5126.042 - Waiting lists for services

O.R.C. 5160.31 - Appeals regarding determination of eligibility for medical
assistance program
O.R.C. 121.38 - Resolving agency disputes regarding services or funding
O.A.C. 5123-9-04 - Home & community based services-waiting lists
O.A.C. 5101:6-1 to 5101:6-9 - Hearings
Last Reviewed: 10-15-19
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Mahoning County Board of Developmental Disabilities
POLICY 3140 - Civil Rights Compliance
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 5-10-1993
Revised: 1-27-2020

POLICY
A. Non-Discrimination Policy for Client Services
1. It is the policy of the Mahoning County Board of DD to provide services to all eligible
individuals equally, without regard to sexual orientation, national origin, age,
ancestry, gender, gender identity or expression, disability, physical or mental
disability, political affiliation, marital status, military status, genetic information, or
other characteristic protected by state or federal law in accordance with the
determined needs of the individual.
2. There is no distinction made in determining eligibility for or in the manner of
providing services because of race, color, national origin, religion, age, sex or
disability.
3. Any individual receiving services, parent, guardian or advocate who believes that an
individual receiving services has been treated in a discriminatory manner may make
a verbal or written complaint of discrimination at the Board Office.
B. Accessible Program and Facilities Policy
1. No qualified individual shall be denied access to, participation in, or benefits of any
appropriate treatment, program, or activity because of race, color, national origin,
religion, sex, age or disability, or due to failure on the part of the Agency to provide
equal opportunities or accessible facilities.
C. Non-Discrimination in Employment Policy
1. Mahoning County Board of DD or any entity under contract with the Board is an
Equal Opportunity Employer and shall not take any action regarding employment
that is discriminatory on the basis of race, color, national origin, religion, age, sex or
disability as regards hiring, rate of pay, promotion, layoff, rehiring, termination or
employment benefits and opportunities.
2. Employment policies, practices and procedures will be based on essential jobrelated standards of ability, experience, education, training, past performance and
other relevant factors affecting performance for the position in question.
3. Employees who believe they have been treated in a discriminatory manner should
file a verbal or written complaint with the Equal Employment Opportunity Officer, at
the Board Office.
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D. Policy on Employee Reasonable Accommodation
1. It is the policy of the MCBDD that no qualified individual with a disability shall be
subjected to discrimination in employment.
2. It is the policy of the MCBDD to provide reasonable accommodation for the known
physical or mental disabilities or otherwise qualified applicants for employment or
employees, unless the accommodation would cause undue hardship to the Agency.
3. An individual with a disability is any person who has a physical or mental impairment
which substantially limits one or more of the person’s major life activities or a person
who has a record of such impairment, or a person who is regarded as having an
impairment.
4. Applicants with disabilities will be interviewed regarding their background and
experience for the job in question, using the same interview format as is used for
applicants that do not have a disability. Pre-employment medical examinations or
pre-employment inquiry into the nature of severity of an applicant’s disability is not
practiced unless it is practiced for all applicants. However, inquiry into the person’s
ability to perform job-related functions is permitted after the applicant’s other
qualifications for the position have been established.
5. Reasonable accommodation to a known disability will be made on a case by case
basis and may include job restructuring, part-time or modified work schedules, use
of modified or assistive equipment, making facilities that are used by the employee
with a disability accessible or similar accommodations that will not impose an undue
hardship on the Agency.
E. Policy on Resolving Discrimination Complaints
1. Any qualified individual or employee who believes that he/she has been the subject
of discrimination because of his/her race, color, national origin, religion, age, sex or
disability, has the right to file a discrimination complaint with the MCBDD, and to
have the complaint heard by an appropriate authority of the agency, such as the
EEO Officer of the Agency.
2. Parents, guardians, or advocates may act on behalf of an individual and may assist
the individual in seeking a resolution to the complaint. The Agency will inform the
complainant of his/her rights and assist in the referral of the complaint to an
appropriate state or federal agency if the complainant wishes.
3. The resolution of individual complaints within the Agency shall provide for a period of
counseling or negotiations between the Agency and the complainant in an attempt to
resolve the complaint prior to any formal proceedings. Guidelines for hearing
complaints shall be provided by the Agency and are based on the Comprehensive
Civil Rights Plan of the Ohio Department of Developmental Disabilities.
4. The hearing of employee complaints of discrimination shall follow procedures set
forth by the Ohio Department of Administrative Services and shall be conducted by
the Agency.
5. Complainants with disabilities will be provided such auxiliary aids as are necessary
to offer an equal opportunity to participate in the complaint process. This includes,
but is not limited to, holding meetings in an accessible place and the provision of
interpreters for the hearing impaired at no cost to the participant with the disability.
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F. Policy on Non-discriminatory Contracts
1. Any individual, agency or service provider entering into contract with the MCBDD
shall act in a non-discriminatory manner both as an employer and as a service
provider and shall act without regard to the race, color, national origin, religion, age,
sex, or disability of the employee or program beneficiary. Failure to do so may result
in termination of the contract.

Closely Related Documents:
References: ORC 5126: County Boards of Developmental Disabilities
Title VI Civil Rights Act of 1964
Americans with Disabilities Act
Last Reviewed: 10-15-19
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Mahoning County Board of Developmental Disabilities
POLICY 3150 – Resolution of Complaints
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 4-14-1997
Revised: 1-27-2020

Policy
The Mahoning County Board of Developmental Disabilities shall have a Resolution of Complaints
process, Due Process procedures and Procedural Safeguards for the individuals and families
served by the Board. The families shall be notified on an annual basis of these processes. The
documents may cover the areas of: Prior Written Notice, Written Consent, Use of Parents Native
Language or Preferred Mode of Communication, Confidentiality and Release of Information,
Procedure for Resolving Complaints, Agency Due Process, Medicaid Due Process as applicable
and Accepting/Declining Services without jeopardy.
The Board shall establish a grievance process as required by the Ohio Revised Code 5126.42.

Closely Related Documents:
Reference:
ORC 5126:42 - Procedures for Resolution of Grievances
OAC 5123-4-04 - Resolution of complaints involving county boards of developmental
disabilities and appeals of adverse action proposed or initiated by county boards of
developmental disabilities
Last Reviewed: 10-15-19

Mahoning County Board of Developmental Disabilities
POLICY 3160 – Parent Surrogate
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 6-12-1985
Revised:

Purpose
The purpose of this policy is to allow the Mahoning County Board of Developmental Disabilities
to protect the rights of a child when the parents of that child are unknown or unavailable, or
when the child is a ward of the State, or when the child is without a formally declared
representative.
MCBDD hereby instructs that all administrators whom may discover a child for whom written
permission is not forthcoming from the parent or legal guardian to begin any evaluation
process, a request shall be made through the MCBDD Superintendent to the local school
district to send a written inquiry to the adult in charge of the child’s place of residence, as well
as to the parents or legal guardian at their last known address. If it is a request for a parent
surrogate it will be filed with the Superintendent of the local school district by the
Superintendent of MCBDD.
The parent surrogate will be responsible for protecting the rights of the child through the
complete decision making process as described in Rule 3301-51-02 of the Rules for the
Education of Handicapped Children.
A child who has reached the age of majority may request a parent surrogate through the local
school district when no parent is available.

Closely Related Documents:
References: Rule 3301-51-02 Free and Appropriate Education
Rules for the Education of Students with Special Needs
Last Reviewed:

Mahoning County Board of Developmental Disabilities
POLICY 3170 - Volunteerism
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 8-8-1994
Revised: 1-27-2020

Scope
The Mahoning County Board of Developmental Disabilities allows for volunteers under certain
guidelines. The board intends for volunteers to supplement services provided by agency staff,
however, in no situation will volunteers be considered in the calculation of staffing ratios nor be
used to supplant agency personnel.
Volunteers may fall into the following categories:
1. College students completing appropriate course work and who are there as the result of
approved activities for the course work.
2. High school students fulfilling their community service requirement.
3. Volunteers must be age appropriate.
4. Family members or guardians who are accompanying field trips or are participating in
activities in which their family member or individual is participating in.
Activities for which volunteers may participate include field trips, Holiday parties or events, or
activities taking place in the workshop where the family member is assisting in that unit with
individuals, but not when the activities are occurring as the result of the individual’s service plan.
Rehired, former trained employees who are volunteering to assist in feeding, field trips or special
activities may do so as long as no break in service longer than three (3) months occurs.
Building Program/Managers shall:
- have volunteers sign a confidentiality form
- review confidentiality with the volunteer
- ensure that the volunteer is not left alone with the individual or student
- ensure that the volunteer does not participate in any restraint, or other high risk activities
- maintain logs for all trips/activities that include volunteers
- review social media privacy and restrictions
- review HIPAA and FERPA confidentiality
- require that a school staff or mentor is onsite for volunteer groups of 8 or more
Volunteers who are considered longer term may be required to have criminal background check,
at the expense of the Board, and a brief orientation process. This will be determined case by case.
The use of volunteers in any other activities or the use of volunteers recruited from the community
cannot be permitted. Rules of the Ohio Department of Developmental Disabilities require
extensive training and supervision of volunteers other than those outlined above. For that reason,
the amount of time and effort required precludes all other issues.
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Closely Related Documents: Confidentiality Form
References:
Last Reviewed: 10/15/2019
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Mahoning County Board of Developmental Disabilities
POLICY 3180- Supported Living
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 10-10-1994
Revised: 1-27-2020

Purpose/Scope
The purpose of the Supported Living Program is to provide choices based on individual needs and
desires of each consumer in the program and to create a life environment in which these needs
and desires are met. An individual’s choices are addressed through the supports made available.
These supports are designed to improve and enhance the quality of the individual’s life based on
choices he or she makes within the confines of eligible resources.
Philosophy:
Supported Living is an array of supervision, adaptive devices, assistance and other interventions
that will enable an individual to live in a setting of his or her own choice. Although the Supported
Living Program is designed to be flexible enough to serve a wide variety of people, limits in the
available funding has required county boards to identify areas of service delivery which need
priority attention. The Mahoning County Board of Developmental Disabilities has determined their
focus will be on serving a larger number of people needing lower levels of support rather than
concentrating on higher levels of support needs that would limit the number of individuals who
could receive funded services.
Definition
Supported Living means services provided to an individual with a developmental disability through
any public or private resources, including moneys from the individual; that enhances the
individual’s community life and advances their individual’s quality of living by doing the following:
A.
Providing the support necessary to enable an individual to live in a residence of
his/her choice and to choose to live alone, with any number of individuals who are
not disabled, or with not more than three (3) individuals with a developmental
disability unless the individuals are related by blood or marriage;
B.
Encouraging the individual’s participation in the community;
C.
Promoting the individual’s rights and autonomy;
D.
Encouraging the increase of the individual’s skills and competence.
Supported Living can include the provision of housing, food, clothing, habilitation, staff support,
professional services, and any related support services necessary for the health, safety and
welfare of the individual receiving the services.
The Superintendent or designee will develop a procedure to implement this policy.

Closely Related Documents:
References: ORC 2111.01- Guardian and conservatorship definitions
ORC 5123.62- Rights of persons with a developmental disability
ORC 5126- County Boards of Developmental Disabilities
ORC 5126.45- Terms of Contracts with providers
Last Reviewed: 12-17-19

Mahoning County Board of Developmental Disabilities
POLICY 3230 – Wellness Policy (LKS)
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 8-14-2006
Revised: 3-21-2016

Purpose
Each local education agency must establish a local wellness policy no later than the first day of
the school year beginning after June 30, 2006.
Scope
I.
Philosophy
The Mahoning County Board of DD believes that children and adults who participate in good
nutrition will be healthier individuals who can learn more and learn better. The Board also
believes that healthy staff can more effectively perform their assigned duties and model
appropriate wellness behaviors for students. This policy encourages a holistic approach to
student and staff wellness that is sensitive to individual and community needs.
Wellness: a healthy state of well-being; the condition of good physical and mental health,
especially when maintained by proper diet, exercise and habits.
II.

Nutrition

In order to establish excellence in student productivity and performance, good nutrition is key.
The Mahoning County Board of DD Leonard Kirtz School lunch program will use government and
USDA nutrition guidelines in order to insure that proper nutrition and good health practices are
met that promote a healthy and productive lifestyle. In addition, Adult Services will make efforts to
serve healthier food products.
The hot lunch program shall meet all USDA health and nutrition guidelines in both nutrients and
portion size in order to maintain good health in an enjoyable relaxed environment.
Nutrition service policies and guidelines for reimbursable meals shall not be more restrictive than
federal and state regulations require.
1. Vending Machines
The machines are not located where students’ meals are served or eaten. They are only
for staff use. Beverages are available within the school and shall include:
 Water
 100% fruit juice
 Non-carbonated drinks with less than 150 calories per container
 Milk
2. Fundraising
 All fundraising projects are encouraged to follow the Board Nutrition Standards
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All fundraising projects for sale and consumption within and prior to the
instructional day will be expected to make every effort to follow the Board
Nutritional Standard when determining the items being sold
Items being sold that do not meet the Board Nutrition Standards may be
acceptable for student consumption within moderation (i.e., limit quantity sold to
an individual student) or when offered on an intermittent basis.

III.

Health Education and Life Skills
Healthy life skills will be incorporated in the daily curriculum to promote health education.
Skill based health education will be based on state standards, benchmarks and students
level and/or mode of learning. Students will have access to valid, useful health education
and the opportunity to practice these behaviors while at school, home or out in the
community. Students will be encouraged to set personal goals and appropriate decision
making skills to enhance their personal health skills.

IV.

Adapted Physical Education and Physical Activity
1. All students are entitled to receive and participate in Adapted Physical Education
activities as directed by their Individual Education Plan (IEP).
2. In addition to regularly scheduled Adapted Physical Education classes, students are
encouraged to participate in other physical activities, to the extent possible, as part
of the school day.
3. During times when no Adapted Physical Education classes are scheduled, the
gymnasium will be open for students to ride the adult-size tricycles, walk the
perimeter of the gymnasium and participate in sport activities such as basketball.
4. As the weather permits, the playground area may be utilized to encourage
participation in physical activity. Equipment from the gymnasium may be taken to
the playground area, provided all equipment is returned after use. Regularly
scheduled Adapted Physical Education classes have priority to use the equipment
over an unscheduled class time. Hallways may also be used for walking or riding
adult tricycles.
5. Staff of the Mahoning County Board of DD are also encouraged to participate in
daily physical activity. Scheduled breaks and lunch periods may be utilized for
physical activity purposes. Staff walking in the hallway may wear a badge or pass to
indicate they are exercising, so they will not be disturbed from their activity.
Furthermore, the gymnasium may be utilized by staff to participate in physical
activity during unscheduled or free class times. In addition, staff members are
encouraged to participate in regular physical activity outside of the workday as well.
6. Information pertaining to health and fitness will be disseminated to staff and family
members on periodic basis as it becomes available.

V.

Health and Safety
Opportunities for a healthy and safe environment shall be provided for all staff and
students. A healthy and safe environment enhances the quality of life for all.
1. The school building and grounds, busses and equipment shall meet all current
health and safety standards, including environmental air quality and be kept inviting,
clean and safe.
2. All MCBDD property is 100% tobacco free, including at evening activities.
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3. Safety procedures and appropriate training for students, staff (and sometimes
parents/caregivers) shall support personal safety and a violence and harassmentfree environment.
4. The school and classroom (students and staff) shall work to create an environment
where all students, staff and parents / caregivers / guardians are valued and
respected.
VI.

Health Services
An effective health care system will help to ensure academic success by providing a broad
scope of services from qualified health care providers to improve the mental and physical
health of students and staff.
Primary coordination of health services shall be through the nursing staff in cooperation
with administration and support staff.
Mahoning County Board of DD will collaborate with community health liaisons to promote
health and wellness for students, family and staff.
A coordinated program of health services shall be provided to student and staff and shall
include communicable disease prevention, health screening, community health referrals,
first aid, parent education and other applicable health education topics.

VII.

Family, School and Community Partnership




VIII.

Family, students and community partners shall be included on an on-going basis in
school and the Board wellness planning process.
Community partnerships shall be developed and maintained as a resource for
school programs, projects, activities and events
The school shall actively develop and support the engagement of students, families
and staff in community health activities and events at the school or throughout the
community.

Leonard Kirtz School Nutrition Committee
This committee will monitor the implementation of the wellness policy, evaluate policy
progress, and serve as a resource to the school. The committee will meet a minimum of
two times annually with committee membership as follows:
 Administrative Representative, chairperson
 Adapted Physical Education Teacher
 Teacher
 Classroom Assistant
 Nurse
 Food Service Representative
 Parent Representative
 Student Representative if possible.

Closely Related Documents:
References: Ohio Dept. of Education: Healthier Schools: A Brighter Tomorrow
Last Reviewed:
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Mahoning County Board of Developmental Disabilities
POLICY 3260- Management of Communicable Disease &
Immunizations
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 11-11-1987
Revised: 1-27-2020

Purpose
Scope
It shall be the responsibility of the Program Administrators and the Health Service Personnel, with
input from appropriate staff, to maintain up-to-date procedures for the following:
A. Management of communicable disease, including exposure control procedures;
B. Temporary exclusion and subsequent return of students/adults from programs operated
by the Mahoning County Board of Developmental Disabilities; and
C. Handling illness on-site.
These procedures:
A. Shall not exclude an individual from services solely due to a handicapping condition,
such as HIV illness or HBV;
B. Shall also include training to all Board personnel in the use of universal precautions;
C. Shall be consistent with commonly accepted standards of practice;
D. Shall be maintained in the student/parent and adult service handbooks and updated
annually.
Required Immunizations for Pupils Enrolled in School
With regard to pupils who are enrolled in any school subject to the state board of education’s
minimum standards, in accordance with and as more specifically set forth in Ohio Revised Code
§3313.671(as may be amended and/or renumbered in the future), at the time of initial entry to said
school and at the beginning of each school year, a pupil shall not be permitted to remain in school
for more than fourteen (14) days until such pupil presents written evidence satisfactory to the
person in charge of admission, that the pupil has been immunized (or is in the process of being
immunized) by a method and schedule of immunization approved by the state department of health
pursuant to Ohio Revised Code §3701.13 (as may be amended and/or renumbered in the future)
against mumps, diphtheria, poliomyelitis, pertussis, tetanus, rubeola, rubella, hepatitis B, chicken
pox, and meningococcal disease, and/or other such communicable diseases as recognized in
current Ohio Department of Education rules and/or as specified in the Ohio Revised Code and
Ohio Administrative Code.
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The exceptions to the above rule are, as set forth in Ohio Revised Code §3313.671 as of
December 18, 2017:
*Any pupil who has not met the required immunization schedule set forth pursuant to
applicable laws, rules and regulations for rubeola, mumps, and/or chicken pox, but who has
had natural rubeola, mumps, and/or chicken pox, shall submit a signed statement from the
pupil’s parent, guardian or physician to that effect to the person in charge of admission.
*Any pupil who has not met the required immunization schedule because of reasons of
conscience, including religious convictions, must submit a written statement (to the person
in charge of admission) from the pupil’s parent or guardian to that effect and stating that
such parent or guardian, based upon such reason, declines to have the pupil immunized.
*Any pupil who has not met the required immunization schedule because any of the required
immunizations is/are medically contraindicated, must submit a written certified statement (to
the person in charge of admission) from the pupil’s physician to that effect and stating that,
based upon such reason, the pupil is not required to be immunized against the disease(s) at
issue.
In accordance with Ohio Revised Code §3313.671 (as may be amended and/or renumbered in the
future) and notwithstanding the foregoing exceptions, in the event that the director of the state
department of health notifies the school’s principal or chief administrative officer that a chicken pox
epidemic exists in the school’s population, then any and all pupils who are then unvaccinated
against chicken pox may be denied admission to school until the director of the state department of
health notifies the principal or officer that the epidemic no longer exists. In the event of such denial
of admission, the pupil will be entitled to maintain such pupil’s academic standing and make up any
and all missed work, if applicable.
The provisions of this Policy are and remain subject to automatic revision, deletion and/or addition
in the event of any future amendment to Ohio Revised Code §3313.671.

Employee Hepatitis B Immunization
All new employees of MCBDD shall be afforded the opportunity to receive the Hepatitis B
immunization protocol at the Board’s expense. Employees declining this opportunity shall
complete appropriate forms indicating their declination.
Management of Information
All information discovered as a result of the implementation of this policy shall be treated in
accordance with law, rule and existing Board policy regarding individual privacy rights and
confidentiality.

Closely Related Documents:
References: ORC §3313.671 - Proof of Required Immunizations - Exceptions
ORC §3701.13 - Department of Health – Powers
OSHA 29CFR 1910.1030 - Blood-borne Pathogen Standard
ORC 3313.67 - Immunization of Pupils – Immunization Record – Annual Summary
Last Reviewed: 12-17-2019
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Mahoning County Board of Developmental Disabilities
POLICY 3268 Delegated Nursing
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 2-12-2007
Revised: 5-18-2020

Purpose
To provide guidance on delegated nursing according to definitions prescribed in the Ohio Revised
Code and the Ohio Administrative Code (OAC) Chapter 5123:2-6 Performance of Health-Related
Activities.
Scope
The Mahoning County Board of DD may implement delegated nursing in accordance with the
requirements of the Ohio Revised Code sections 5123:2-6 and Ohio Administrative Code (OAC)
sections 5123:2-6-01 through 5123:2-6-07. These include:
 Definitions
 Self- administration or assistance with the self-administration of prescribed medications
 Authorization of developmental disabilities personnel to perform health-related activities
and administer prescribed medication
 Qualifications, training, and certification of registered nurse instructors and registered nurse
trainers
 Qualifications, training, and certification of developmental disabilities personnel who
perform health-related activities and administer prescribed medication
 Qualifications & training of DD personnel to activate a vagus nerve stimulator, use an
epinephrine auto injector, and administer topical over-the-counter medication for the
purpose of cleaning, protecting, or comforting the skin, hair, nails, teeth, or oral surfaces
A nursing delegation procedure will be developed and reviewed annually.
This policy applies to all DD personnel as defined in OAC 5123:2-6-01, including the county board
as a provider and contracted agencies within the Mahoning County Board of DD who provide
delegated nursing to individuals receiving services.

Closely Related Documents:
Delegated Nursing Procedure
Policy 3270 –Epinephrine Injector for Students at LKS
References:
ORC 5123:2-6 Performance of Health Related Activities and Administration of Medication
OAC 5123:2-6-01 Delegated Nursing Definitions
OAC 5123:2-6-02 Self-administration or assistance with self-administration of prescribed
medication.
OAC 5123: 2-6-03 Authorization of developmental disabilities personnel to perform healthrelated activities and administer prescribed medication
OAC 5123:2-6- 04 Qualifications, training, and certification of registered nurse instructors and
registered nurse trainers
OAC 5123:2-6-05 Qualifications & training of developmental disabilities personnel to activate a
vagus nerve stimulator, use an epinephrine auto- injector, and administer
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topical over-the-counter medication for the purpose of cleaning, protecting, or
comforting the skin, hair, nails, teeth, or oral surfaces
OAC 5123:2-6-06 Qualifications, training, and certification of developmental disabilities
personnel who perform health-related activities and administer prescribed
medication
OAC 5123:2-6-07 General provisions and compliance for performance of health-related
activities and administration of prescribed medication

Closely Related Documents:
Revisions: 10-16-2017, 6-20-2016
Last Reviewed: 4-2020
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Mahoning County Board of Developmental Disabilities
POLICY 3270 – Epinephrine Auto Injectors for Students
Section: 1000
Section Title: Programs

Originally Issued (Adopted): 6-8-2015
Revised: 1-27-2020

Purpose
This policy is intended to create guidelines for accommodating individuals with undiagnosed
life-threatening allergies (anaphylaxis) at Leonard Kirtz School and the use of an epinephrine
auto injector.
Scope
As mandated by Section 3313.7110 of the Revised Code, MCBDD/LKS may obtain a prescriberissued protocol specifying definitive orders for epinephrine auto injector and dosages of epinephrine
to be administered through them. This prescriber shall be a licensed health care professional
authorized to prescribe drugs, as defined in section 4729.01 of the Revised Code.
Procurement
LKS may procure epinephrine auto injectors through purchase or by donation from a wholesale
distributor of dangerous drugs or a manufacturer of dangerous drugs, as defined in section 4729.01
of the Revised Code. The district may accept donations of money to purchase epinephrine auto
injectors.
Location, Replacement and Disposal
Building level administration shall be responsible for identifying one or more locations in the school
in which an epinephrine auto injector must be stored. Epinephrine auto injectors must be stored in a
safe, secure, accessible, locked location in accordance with ORC 3313.7110 that will allow for
rapid, life-saving administration.
Epinephrine auto injectors that have expired should be disposed of in a sharps container.
Epinephrine auto injectors that have been used should either be sent with emergency medical
services or disposed of in a sharps container. Used and expired epinephrine auto injectors shall be
replaced in a reasonable time period.
Specifications of individuals who can provide a dosage of epinephrine to an individual in
an emergency situation
Building level administration shall be responsible for identifying individuals employed by or under
contract with the Board, in addition to the school nurse licensed under section 3319.221 of the
Revised Code, who may access and use an epinephrine auto injector to provide a dosage of
epinephrine to an individual in an emergency situation.
Those other than a school nurse, must complete training based on protocol developed with the
prescriber before being authorized to access and use an epinephrine auto injector. Only trained
personnel should administer an epinephrine auto injector to a person believed to be having an
anaphylactic reaction. Emergency medical services must be requested immediately after an
epinephrine auto injector is used.
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Usage
Identified and trained individuals may administer an epinephrine auto injector to students, school
employees or contractors, school visitors and other individuals in the school building in an
emergency situation when a person exhibits signs and symptoms of anaphylaxis on school
premises during the school day.
Reporting
The district will report each procurement of and occurrence in which an epinephrine auto injector is
used to the department of education per protocol.
The Superintendent or designee may develop a specific procedure related to this policy.

Closely Related Documents: Policies 3268 A – G: Delegated Nursing
References: ORC 3313.7110 - Procurement of epinephrine auto injectors for public schools
ORC 3319.221 - School Nurse and School Nurse Wellness Coordinator
ORC 4729.01 - Pharmacists; dangerous drug definitions
Last Reviewed: 12-17-2019

2

Mahoning County Board of Developmental Disabilities
POLICY 3272 – Hazardous Materials
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 3-11-1991
Revised: 1-27-2020

Purpose
The purpose of this policy is to ensure that the hazards of materials potentially harmful to our
employees, individuals served, and the public are minimized, and where possible, eliminated.
Scope
This policy makes it mandatory for every employee to be aware of, and knowledgeable about,
materials they utilize in their workplace, and the potential to cause harm by their use, incorrect
use, ingestion, exposure, and / or contact to other employees, self, individuals served, or the
public.
No chemical, cleaning agent, or other product, containing hazardous substances, shall be
removed from its original container and be placed in any other container. When, because of
practical considerations, this is impossible, the new container shall not be a container that in any
way can be confused to be a container holding edible or drinkable or topical products. Such new
container must also be CLEARLY labeled or tagged and marked with the identity of its contents. If
there are known health precautions on the original container, they must also be marked on the
new container, including exposure limits, precautionary measures, and emergency first aid
procedures.
If the product is delivered from the manufacturer with a Safety Data Sheet (SDS) anyone
reasonably expected to use or come in contact with the hazard shall be given an opportunity to
read and understand the SDS. A copy of the SDS shall be given to the building nurse, also.
An inventory of chemicals will be updated annually.
SDS will be kept for 30 years.
Staff will be trained on hazard communications upon hire and annually.
No employee shall keep hazardous materials under their control and supervision that are not
required in the routine performance of their duties. Any hazardous materials that are necessary
for the performance of their duties shall be stored in such a way as to make them inaccessible to
individuals served. They shall be used only under direct supervision of an employee, when
individuals served are present. Enrollees involved in semi-supervised work experiences who will
utilize such materials must first demonstrate an understanding of the hazards and an ability to use
the materials safely and correctly. This should be documented.
Any flammable or combustible materials must be stored in an approved fire-safety locker when not
in use.
At all times, the information on such containers shall be followed, including but not limited to, how
to use the product and any safety measures recommended by the manufacturer.
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It shall be the responsibility of every employee to promptly report to their immediate supervisor
any failure by any other employee to follow this policy. It shall be the responsibility of every
employee to report to the nurse, administrator, or case manager any “incidents” involving
enrollees and hazardous materials.
Pest management
MCBDD shall attempt to minimize the use of chemicals. Therefore, sanitary measures shall be
enforced to prevent infestations. When chemicals are used, SDS sheets shall be maintained by
the Maintenance Coordinator.
Contractors
Contractors utilizing chemicals shall provide SDS to MCBDD.
SDS sheets will be kept for 30 years.

Closely Related Documents: Procedure 3399: Building Response Plans
Policy 3402: Safe Facility &Program Operations
References: OAC 5123-4-01 - Administration and operation of county boards of dd
OSHA
Last Reviewed: 12-17-2019
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Mahoning County Board of Developmental Disabilities
POLICY 3273 – Securing Emergency Squad/Ambulance Services or
Personal Physicians, Telephone Lists
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 2-11-2003
Revised: 1-27-2020

Scope
In the event of an accident or injury to any individual served on Board premises, the MCBDD shall
only provide emergency first aid treatment.
Should the medical needs of the individual require treatment beyond this, the Board shall secure
an emergency squad or ambulance service and/or the services of the individual’s personal
physician.
In each Board building, the building administrator shall designate a location where all emergency
medical authorizations for all individuals served and for all staff are filed and accessible to the
appropriate staff. The building administrator shall communicate such location to all such
appropriate staff.
Transportation personnel who transport individuals served and responsible program staff who
supervise outside excursions involving individuals shall have emergency medical authorizations
for all employees and passengers on the vehicle during transport.
Each building administrator shall create a list of geographically appropriate emergency squad
and/or ambulance, and police and fire department telephone numbers. These numbers shall be
posted by telephones in each building, and shall be present on school busses, as well as any
vehicle used to transport individuals.
Suitable first aid facilities shall be provided by the Board. Also, suitable first aid equipment and
supplies shall be provided by the Board in each building, at appropriately-designated emergency
shelter areas, and in appropriate vehicles. The specific locations of the facilities, emergency
shelter areas and such equipment and supplies shall be designated by the Board and shall be
communicated via posting or other mode of communication on site by the Board to all appropriate
staff, volunteers, individuals, parents and guardians.

Closely Related Documents:
Procedure 3399: Building Response Plans
Policy 3402: Safe Facility & Program Operations
References:
OAC 512304091 (Q) Administration and Operation of County Boards of Developmental Disabilities HEALTH
Revisions: 12/18/17 combined with Policy 3275: First Aid Facilities [Rescinded on 3/21/16 because its
contents were added to this policy]

Mahoning County Board of Developmental Disabilities
POLICY 3274 – Do Not Resuscitate Orders or Advanced Directives
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 9-9-1996
Revised: 1-27-2020

Purpose
Scope
The Mahoning County Board of Developmental Disabilities is committed to ensuring that
individuals who attend the Leonard Kirtz School or an Adult Services Day Program have as much
dignity as possible and are afforded the same rights as any other citizen.
Because there are times when attempting CPR would cause terminal pain, suffering, loss of
dignity and a lengthening of the dying process, law has been created to permit individuals to have
Do Not Resuscitate Orders (DNR) regarding their desires concerning life-sustaining procedures.
This policy will ensure that individual and/or guardian legal rights for Do Not Resuscitate Orders
are honored.
In accordance with guidelines developed by the Ohio Department of Developmental Disabilities
and the Ohio Revised Code, the MCBDD shall honor and comply with valid DNR Orders.
(Appendix A) Update 9/01/2019
Definitions:
1. A “Do Not Resuscitate” or (DNR) order is an order signed by a an authorized healthcare
providers authorized by the OAC 3701-62 that directs the specific cardiopulmonary
resuscitative measures that are not to be undertaken when specific conditions exist.
2. Do Not Resuscitate Orders only preclude resuscitative measures and do not influence
other therapeutic interventions that are appropriate for the care and comfort of the
consumer. A Do Not Resuscitate Order will not prohibit employee(s) of the MCBDD to
perform the following enumerated tasks pertinent to the school settings and day
programming:
a. Maintaining an adequate airway.
b. Any other indicated therapeutic or palliative care for which a Doctor’s order is on file.
c. Customary and usual nursing care.

Closely Related Documents: DNR Procedure
References: ORC 2133 - Modified Uniform Rights of the Terminally Ill Act and the DNR Identification and
Do-Not-Resuscitate Order Law
OAC 3701-62 - Do Not Resuscitate Protocol
Last Reviewed: 12-17-2019

Mahoning County Board of Developmental Disabilities
POLICY 3280 – Person Centered Plans with Restrictive Measures
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 1-14-1987
Revised: 1-27-2020

Purpose
To provide guidance on the process of Person Centered Plans with Restrictive Measures by the
Mahoning County Board of Developmental Disabilities (MCBDD).
Scope
The focus of a behavioral support strategy shall be the creation of supportive environments that
enhance the individual's quality of life. Effort is directed at:
(a) Mitigating risk of harm or likelihood of legal sanction;
(b) Reducing and ultimately eliminating the need for restrictive measures; and
(c) Ensuring individuals are in environments where they have access to preferred activities and
are less likely to engage in unsafe actions due to boredom, frustration, lack of effective
communication, or unrecognized health problems.

Philosophy
 MCBDD fosters and oversees a wide range of person centered best practices focused
on teaching appropriate and socially acceptable behavior in a positive manner, by the
least restrictive means, utilizing the least intrusive forms of service.
 MCBDD promotes growth of individuals, individual’s choices, decision-making and selfdetermination to ensure that they are a part of their Person Centered Plans with
Restrictive Measures process.
 MCBDD promotes the creation of supportive environments that enhance the individual’s
quality of life.
 As part of the MCBDD consent, restrictive measures will be developed with sufficient
safeguards and supervision to ensure the health, safety, welfare, due process, civil and
human rights of individuals served by MCBDD.
 MCBDD uses Positive Culture, such as the Good Life Model, to better serve individuals.
 MCBDD will strive to reduce and eliminate restrictive measures in person centered
plans.
MCBDD will develop a process to address, at minimum, the following:
1. SSA authored plan
2. Referrals
3. Assessment
4. Support strategies interwoven into the ISP (Individual Service Plan)
5. Implementation
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6. Monitoring
7. Human Rights Committee
8. Emergency Human Right Approvals

Closely Related Documents: Person Centered Planning with Restrictive Measures
References: OAC 5123: 2-2-06 D (6) - Behavior Support Strategies that include Restrictive Measures
Last Revised: 12-17-2019
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Mahoning County Board of Developmental Disabilities
POLICY 3284 – Developing & Writing the Individual Service Plan
(ISP)
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 2-9-2004
Revised: 1-27-2020

Purpose
One process shall be used by the Mahoning County Board of DD to develop the individual service
plan (ISP) which is the written description of the services, supports and activities provided to an
individual.
Scope
I. Each individual receiving service and support administration from the MCBDD will have a
plan that reflects all programs, services, and supports that the individual receives to
ensure health and safety, and meet the individual’s desired outcomes.
A.

The plan is comprehensive and is guided by the individual’s wants, needs and
desires; as well as formal and informal assessments;
a)
The Service and Support Administrator (SSA) is responsible to complete or
coordinate and ensure the completion of assessments to determine an individual’s
need for services.
b)
Assessments by licensed or certified professionals are required as dictated by
the needs of the individual.

B.

The individual, family, legal guardian (if applicable), and others agreed upon by the
individual/guardian are involved in the development of the Individual Service Plan;
a)
The SSA is the team leader and primary point of coordination
b)
The SSA coordinates the individual’s annual and special team meetings.

C.

Individuals receiving only service response activity or Family Support Services will
not have an ISP unless requested by the individual/guardian. Service response
activity will be documented via TCM (Targeted Case Management) notes.

2.
The SSA shall assist the individual in developing a person centered plan by using all
information gathered and shall ensure the following are included:
A.
All paid and non-paid services and supports received by the individual must be
included in the plan
B.

Service Coordination among providers and across all appropriate settings.

C.
Indicate the provider, provider type, frequency, duration and funding source for each
service and activity.
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D.

A signature and date which indicates the ISP meets all criteria and is approved by
the MCBDD prior to implementation.

E. The plan shall take into consideration what is important to and for the individual, known and
likely risks, their place on the path to employment, what is and is not working for the individual.
F. The plan shall identify supports that promote the individuals rights, self-determination, physical
well-being, emotional well-being, material well-being, personal development, interpersonal
relationships and social inclusion.
G. The plan shall reflect the assessment results and include services and supports that assist the
individual to engage in meaningful activities, support community connections, assist at with selfadvocacy skills, assure achievement of outcomes important to and for the individual, identify risks
and how to minimize them, and reflect supports that are consistent with consistency, efficiency
and quality of care.
H. The planning process includes the SSA establishing a recommendation and approval for a
service budget based on the individuals assessed needs.
3.

All plans shall be reviewed with the individual / legal guardian on at least an annual basis;
A.

The ISP shall be reviewed and revised;
a)
At the request of the individual / guardian or at the request of a member of the
team
b)
Whenever an individual’s assessed needs, circumstances or status changes.
c)
As a result of ISP monitoring, Quality Assurance, or identified trends of
unusual incidents or major unusual incident.
d)
If DODD or ODJFS reduces, denies or terminates services.

B.
A complete copy of the ISP will be provided to the individual / guardian and to the
individual’s provider(s), and any other approved team members annually and any time there are
plan updates .

Closely Related Documents:
References: OAC 5123:2-1-11 - Service & Support Administration
Last Reviewed: 12-17-2019
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Mahoning County Board of Developmental Disabilities
POLICY 3286 – Major Unusual Incident/Unusual Incidents
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 8-8-1994
Revised: 1-14-2019

Purpose
To establish guidelines regarding incidents that may adversely affect the health and welfare of
individuals served.
Scope
It shall be the policy of the Mahoning County Board of Developmental Disabilities (MCBDD) to
provide a safe and healthy environment for individuals eligible for services. A continuous quality
improvement process shall be established to provide such an environment.
A process shall be implemented to manage incidents that adversely affect the health and safety of
individuals. Such process shall include training in definitions, reporting, notification, general
investigative requirements, review, prevention and closure of MUIs, analysis of MUI trends and
patterns, the UI log, oversight responsibilities, access to records and training.
This policy and the related procedures shall apply to all employees, volunteers/interns, contracted
personnel and MCBDD contracted agencies as applicable.
The Superintendent is authorized to establish and revise, as needed, the procedures to be utilized
in the implementation of this policy in accordance with DoDD administrative rules and regulations
and other laws, to minimize risk to the health and safety of individuals with developmental
disabilities.
Nothing in MCBDD policy or procedure shall relieve any person from the responsibility to comply
with Ohio Revised Code 5123.61 and Ohio Administrative Code 5123-17-02 regarding duty to
report abuse, neglect, and other major unusual incidents.

Closely Related Documents:
References: OAC 5123-17-02 - Addressing major unusual incident and unusual incidents to ensure
health, welfare and continuous quality improvement
ORC 5123.61 - Reporting abuse, neglect & other major unusual incidents
ORC 5123.611 - Reviewing report of abuse, neglect or major unusual incident
ORC 5123.612 - Reporting unusual incidents
ORC 5123.614 - Procedure following the report of a major unusual incident
Last Reviewed: 1-14-2019

Mahoning County Board of Developmental Disabilities
POLICY 3289– Use & Disclosure of Protected Health Information
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 4-14-2003
Revised: 1-27-2020

Purpose
The Mahoning County Board of Developmental Disabilities shall disclose protected health
information (PHI) about an individual receiving services according to the Privacy Rule, Sections
164.512 (b)(1)(ii), 164.512(c), 164.512 (f)(3), 164.528(b) and 164.528(d). Board personnel may
not disseminate PHI except as specifically permitted under Board policies.
Scope
I.
Definitions
A.
Disclosure Refers to permitting access or release, transfer, or other communications of
protected health information (PHI) orally or in writing, or by electronic means or any other means
to a party.
B.
Minimum Necessary “When using or disclosing the protected health information or when
requesting protected health information from another covered entity a covered entity must make
reasonable efforts to limit the protected health information to the minimum necessary to
accomplish the intended purpose of the use, disclosure, or request.” (45 C.F.R. S 164.502(b) and
45 C.F.R. S 164.514(d).
C.
Protected Health Information (PHI) Refers to individually identifiable health information
relating to the past, present, or future health of a person.
D.
Qualified protective order In this policy and in relation to the use of PHI, refers to an order
of a court or of an administrative tribunal or a stipulation by the parties to the litigation or
administrative proceeding that
1.
Prohibits the parties from using or disclosing the PHI for any purpose other than the
litigation or proceeding for which such information was requested; and
2.
Requires the return to the Board or destruction of the PHI (including all copies made) at the
end of the litigation or proceeding.
II.

Permitted disclosures regarding abuse, neglect or domestic violence

A.
The MCBDD shall disclose protected health information (PHI) about an individual receiving
services when the Board reasonably believes the individual is a victim of abuse, neglect, domestic
violence and crime to the following entities:
1.
The individual receiving services, unless notification would place him/her at risk for serious
harm.
2.
The local law enforcement agency, as defined in Section 5123.61 of the ORC.
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3.
The local public children services agency if the individual is under twenty-one years of age
and meets the definition of an abused or neglected child as defined in Section 2151.03 and
2151.031 of the ORC.
4.
The Service and Support Administrator for the individual, unless that person is the primary
person involved in the reported incident.
5.
The licensed or certified provider of residential or supported living services where the
eligible person resides, when the incident occurs at a program operated by the Board or a Board
contracting entity.
B.
The investigative agent shall enter the preliminary information regarding the major unusual
incident through the online system (ITS) established by the department. In the event the online
system is unavailable, the incident will be faxed.
C.
The investigative agents are the designated contact persons receiving and managing
required reports.
III.

Permitted use and disclosure of PHI for judicial or administrative proceedings

A.
The Board must disclose PHI in response to an order of a court or administrative tribunal.
Only PHI expressly authorized by the order is to be disclosed.
B.
The Board may disclose PHI in response to a subpoena, discovery request, or other lawful
process not accompanied by an order if one of the three conditions below is met:
1.
The Board receives satisfactory assurance from the party seeking the information that
reasonable efforts have been made to ensure that the individual whose PHI has been requested
has been given notice of the request.
a.
Satisfactory assurance means that the party seeking PHI provides a written statement and
documentation demonstrating that:

i.
The party requesting the information made a good faith attempt to provide written notice to
the individual (if individual’s location is unknown, mail notice to individual’s last known address);
ii.
The notice included sufficient information about the litigation/proceeding in which the PHI is
requested to permit the individual to raise an objection to the court/ administrative tribunal; and
iii.
The time for the individual to raise objections to the court/administrative tribunal has
elapsed and
(a)
either no objections were filed or
(b)
all objections filed by the individual have been resolved by the court/administrative tribunal
and the disclosures being sought are consistent with the resolution.
2.
The Board receives satisfactory assurance from the party seeking the PHI that reasonable
efforts have been made by the party to secure a qualified protection order.
a.
Satisfactory assurance means the party seeking PHI provides a written statement
documenting either:
i.
the parties to the dispute giving rise to the request for PHI have agreed to a qualified
protective order and have presented it to the court/administrative tribunal with jurisdiction over the
dispute or
2
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ii.
the party seeking the PHI has requested a qualified protective order from the
court/administrative tribunal.
3.
Absent receipt of the satisfactory assurance in 1 and 2 above, the Board has the option to
follow either the notification process described in Step 1, or to seek the qualified protective order
in Step 2. If the Board chooses to follow either of these processes, it must document these steps
as described above, and upon doing so, may disclose the requested PHI.
IV.

Permitted use and disclosure of PHI for law enforcement purposes

A.
The Board must disclose PHI for law enforcement purposes in any of the situations
specifically outlined below:
1.
Gunshot, stabbing or burn wound - Board personnel noting gunshot; stabbing or burn
wounds must report the incident to law enforcement officials as required by ORC 2921.22.
2.
Other law enforcement proceedings - Board personnel may disclose PHI when served with
any of the following:
a.
A court order or court-ordered warrant, or a subpoena or summons issued by a judicial
officer
b.
A grand jury subpoena, or
c.
An administrative request, including an administrative subpoena or summons, a civil or an
authorized investigative demand.
The PHI sought must be relevant and the request must be specific and limited in scope.
3.
Identification or location of suspect or witness - Board personnel may provide the following
limited information in response to a law enforcement official’s request for the purpose of identifying
or locating a suspect, fugitive, material witness or missing person:
a.
Name and address
b.
Date and place of birth
c.
Social security number
d.
ABO blood type and Rh factor
e.
Type of injury
f.
Date and time of treatment
g.
Date and time of death, if applicable
h.
A description of distinguishing physical characteristics, including height, weight, gender,
race, hair and eye color, presence or absence of facial hair, scars, and tattoos.
4.
Victims of crime - Board personnel may disclose, in response to a law enforcement official’s
request, information about an individual who is or is suspected to be a victim of a crime if:
a.
The individual agrees to the disclosure, or
b.
The Board is unable to obtain the individual’s agreement because of incapacity or other
emergency circumstance, and the following three conditions are met:
i.
the law enforcement official represents that such information is needed to determine
whether a violation of law by a person other than the victim has occurred, and such information is
not intended to be used against the victim,
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ii.
the law enforcement official represents that immediate law enforcement activity that
depends upon the disclosure would be materially and adversely affected by waiting until the
individual is able to agree to the disclosure, and
iii.
the disclosure is in the best interests of the individual as determined by the Board, in
exercise of professional judgment.
5.
Decedents - If the Board believes an individual’s death may have resulted from criminal
conduct, Board personnel must make a report to the appropriate law enforcement officials, and
follow MUI policy and procedure as appropriate.
6.
Crime on premises - In the event that Board personnel believe that a crime has occurred
on the premises of the Board, Board personnel may disclose PHI that is relevant to the situation to
appropriate law enforcement officials.
7.
Reporting crime in emergencies - In the event Board personnel are providing emergency
health care, other than an emergency on the premises, and the need arises to alert law
enforcement, Board personnel are authorized to make this report to the appropriate law
enforcement agency.
The following information may be disclosed if the emergency is not a result of abuse, neglect or
domestic violence:
a.
The commission and nature of a crime
b.
The location of the crime or of the victims of the crime
c.
The identity, location and description of the perpetrator of the crime (this does not include
the result of abuse, neglect or domestic violence).
V.

Documentation of disclosed information

A.
All disclosures noted in Section XI of this policy must be documented and retained for six
(6) years. The information retained regarding the disclosure includes:
1.
The date of the disclosure
2.
The name and address, if known, of the person or entity receiving the protected health
information
3.
A brief description of the protected health information disclosed
4.
A brief statement regarding the purpose of the disclosure
5.
A copy of an authorization, if obtained
6.
A copy of the written request for the disclosure
7.
Documentation of oral communication with the individual about the disclosure.

Closely Related Documents:
References: HIPAA Privacy Federal Rule: 164.512, 164.528, 164.402, 164.514
ORC 5123.61 - Reporting abuse, neglect, and other major unusual incidents
ORC 2151.03 - Neglected child defined - failure to provide medical or surgical care for
religious reasons
ORC 2921.22 - Failure to report a crime or knowledge of a death or burn injury
Reviewed: 12-17-2019
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Mahoning County Board of Developmental Disabilities
POLICY 3290 – Service & Support Administration
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 1-11-1995
Revised: 1-27-2020

Purpose
The Mahoning County Board of Developmental Disabilities shall provide service and support
administration as described in Ohio Administrative Code 5123:2-1.
Scope
A.
Mahoning County Board of DD shall provide service and support administration to the
following individuals:
1.

2.
3.
4.

Each individual three (3) years of age or older, who is eligible for service and support
administration if the individual requests, or a person on the individual’s behalf
requests service and support administration.
Each individual receiving home and community-based services.
Each individual receiving day programming.
In accordance with the service coordination requirements of 34 C.F.R. 303.23, the
Board may provide service and support administration to an individual under three (3)
years of age eligible for early intervention services under 34 C.F.R. Part 303.

B.

Mahoning County Board of DD may provide service and support administration to an
individual who is not eligible for other services of the Board.

C.

Service and Support Administrators shall not be assigned responsibilities for implementing
other services for individuals and shall not be employed by or serve in a decision-making or
policy-making capacity for any other entity that provides programs or services to individuals
with developmental disabilities.

D.

Service and Support Administrators shall do all of the following:
1. Establish an individual’s eligibility for the services of the MCBDD.
2. Assess individual needs for services.
3. Develop Individual Service Plans (ISP) with the active participation of the individual
served, other persons selected by the individual, and, when applicable, the provider
selected by the individual, and recommend the plans for approval by the Ohio
Department of Developmental Disabilities when services included in the plans are
funded through Medicaid.
4. Establish budgets for services based on the individual’s assessed needs and
preferred ways of meeting those needs.
5. Assist individuals in the free choice of provider process to choose a provider able
and willing to serve them for their approved service needs.
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6. Ensure that services are effectively coordinated and provided by appropriate
providers.
7. Establish and implement an ongoing system of monitoring the individuals services to
assure health and safety and achievement of the persons desired outcomes.
8. Incorporate the results of quality assurance reviews and identified trends and
patterns of unusual incidents and major unusual incidents into amendments of an
individual’s service plan for the purpose of improving and enhancing the quality and
appropriateness of services rendered to the individual.
9. The SSA is the primary point of coordination for the person served.
10. With the active participation of the individual and their chosen team the SSA will
coordinate assessment of the individual which will include what is important to and
for the person, known and likely risks, their place on the path to employment, and
what is and is not working for the person.
11. The SSA shall identify supports that promote the individuals rights, selfdetermination, physical, emotional and material well-being, personal development,
interpersonal relationships and social inclusion. The SSA shall ensure these are
included in their Individual Service Plan.

Closely Related Documents:
References:
ORC 5126.15: Service & Support Administration Provided
OAC 5123:2-1-11: Service & Support Administration
34 C.F.R. 303.23
Last Reviewed: 12-17-2019
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Mahoning County Board of Developmental Disabilities
POLICY 3291 – Qualification, Training & Supervision of Service and
Support Administration
Section: 3000
Originally Issued (Adopted): 11-1-2001
Section Title: Programs
Revised: 8-14-2006
Purpose
The Mahoning County Board of Developmental Disabilities shall provide supervision of individuals
employed as Service & Support Administrators in order to ensure proper implementation of the
Ohio Administration Code 5123:2-1-11 and Ohio Revised Code 5126.15.service and support
administration as described in Ohio Revised Code 5126.15 and Ohio Administrative Code 5123:21-11.
Scope
A. Service and Support Supervisors and Service and Support Administrators (SSA’s)shall
meet the certification criteria established by the Ohio Department of Developmental
Disabilities as outlined in OAC 5123:2-5-02.
B. SSA Supervisors and SSA’s will receive a minimum of 30 hours of orientation as described
in OAC 5123:2-5-02 within 90 days of hire.
C. The MCBDD shall employ administrative staff (SSA Supervisors) who provide direct
supervision to SSA’s.
D. SSA Supervisors review Individual Service Plans (ISP), special team meetings/revisions,
Targeted Case Management (TCM) notes and any other documentation necessary in order
to ensure effective implementation of service and support administration.
E. Any concerns noted by the SSA Supervisor that question implementation of OAC 5123:2-111 and ORC 5126:15 are addressed immediately with the SSA.
F. Unresolved issues are directed to the Director of Community Services for consultation and
resolution.
G. The Director of Community Services directly supervises the SSA Supervisors and ensures
all functions of service and support administration are implemented as outlined in the Ohio
revised Code and the Ohio Administrative Code.
Closely Related Documents:
References:
OACORC 5126.15
OAC 5123:2-1-11
OAC 5123:2-5-02
Revisions:
Adopted as Qualifications and Training of Case Managers 1/11/1995
Revised & Renamed 8/14/2006

Mahoning County Board of Developmental Disabilities
POLICY 3293 – Admission to Adult Services
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 1-14-2002
Revised: 1-27-2020

Purpose
Scope
Referrals for admission into the Adult Service Program of the Mahoning County Board of DD shall
be received by the Community Services Department. The procedures used in determining
eligibility and appropriate program content shall be in compliance with existing ODoDD operating
rules.
To receive services and supports from MCBDD Centre @ Javit, an individual shall meet one of the
following criteria: have been enrolled or regularly attended a MCBDD supported site post
September 3, 2018, or to have exhausted attempts to procure a willing and able community
provider to provide day activities.
Parents and other community members shall be encouraged to visit the Centre @ Javit
throughout the year, as a means of becoming better informed regarding the operation of the
Centre @ Javit. As a security measure, all visitors shall register in a manner prescribed by the
Facility Manager upon entering the building. The visitor may be requested to present proper
identification and to state the purpose of the visit.

Closely Related Documents:
References:
Last Reviewed: 12-17-2019

Mahoning County Board of Developmental Disabilities
POLICY 3320 – Attendance/Suspensions/Expulsions School
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 10-14-1987
Revised:

Purpose
Scope
No student shall be suspended for more than a total of ten (10) days in any one school year.
Suspensions do not ordinarily serve any educational purpose as students are then no longer in an
educational setting; therefore, suspensions shall only be considered as a disciplinary alternative if
there is reason to believe:
(1)

The behavior precipitating the suspension places the student or others in immediate
physical jeopardy and;

(2)

There is reason to believe a suspension may help remediate the behavior and;

(3)

That all other in-school strategies have been tried and have not succeeded, and;

(4)

That there is no causal relationship between the misconduct giving rise to the suspension
and the student’s handicap.

If the need to suspend exceeds ten (10) days in a school year, and expulsion is considered a very
drastic educational alternative and therefore, at a minimum shall require:
1.

A multi-disciplinary team meeting chaired by an administrator charged with determining:
a.
b.
c.

Is the child appropriately placed?
Is the student’s IEP proper?
Is there a causal relationship between the misconduct giving rise to the discipline
and the student’s expulsion handicap?

Immediately following a determination of a negative answer to a or b, a placement review meeting
shall be convened to consider alternative placement or I.E.P. rather than expulsion. If the
determination in c is negative, and a and b is positive, suspend or expel with concurrence of LEA.
An administrator shall have the authority to suspend. The Superintendent or the Adult Services
Director shall have the authority to expel with a review scheduled for the next regularly scheduled
Board meeting, and with the concurrence of the LEA Superintendent.
In a suspension or expulsion the student and parent / guardian shall be afforded both prior notice
and due process protections.
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Immediately upon return of the student from either a suspension or expulsion, an I.E.P.
conference shall be convened and the new I.E.P. shall include specific strategies and
consequences relating to how the educational process shall apply to the student and the
presenting behavior.
A specific procedure shall be written to implement this policy and shall annually be disseminated
to appropriate faculty, staff, and all parent / guardians.
At all times, the intent shall be to educate, not to exclude, and to exhaust all educational
alternatives prior to invoking any exclusion of students from school.

Closely Related Documents:
References:
Public Law 94-142
Section 504 Rehabilitation Act
ORC 3313.66
ORC 3313.661
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 3321 – Discipline at School
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 9-14-1988
Revised:

Purpose
Scope
The Mahoning County Board of Developmental Disabilities holds that discipline should mean a
process by which a person learns self-control, and deferment of immediate satisfaction to longrange satisfaction, and a balance between self and group interests. Therefore, it shall be the
policy of this Board to direct the Superintendent, and his/her designees along with appropriate
others, to develop a complete and written procedure completely defining an appropriate
philosophy and procedure concerning discipline, at a minimum including:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Responsibility
Philosophy of Firm, Fair, Consistent
Preventive measures
Goal-setting
Recognition of Achievement
Limits
Discipline tailored to ability and needs of individual students, and adults
A chain of least punitive alternatives
Corporal Punishment is by Board policy, forbidden
Alternatives

Closely Related Documents:
Policy 3280- Behavior Management
References:
Revisions:

Mahoning County Board of Developmental Disabilities
POLICY 3350 – Adult Services Staffing Requirements
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 2-13-1995
Revised: 1-27-2020

Purpose
Scope
All persons employed in adult services shall comply with all applicable certification and registration
standards contained within the rules of the Ohio Administrative Code.
The staffing requirements of Adult Services shall be based upon individual enrollee plans and
resulting outcomes of the provision of services and supports under these plans. All individuals
billing/staff intensity ratios will be determined from administration of the ODODD Acuity
Assessment Instrument (AAI). The availability of resources shall be taken into account when
determining staffing levels.
Adult Services shall be in operation a minimum of two hundred and thirty-two days per annum.
However, an individual’s needs may require an adjusted number of days of employment,
continuing education, training, services and/or supports.
This policy shall be reviewed annually.

Closely Related Documents:
References: OAC 5123:2-9-19 - (D) and (E)
Last Reviewed:

Mahoning County Board of Developmental Disabilities
POLICY 3354 – EMPLOYMENT FIRST
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 12-8-2014
Revised: 3-18-2019

Scope
The Mahoning County Board of Developmental Disabilities believes that community employment
is the first and most desired outcome for all working age individuals with developmental
disabilities. It is MCBDD’s highest priority to give all people a real choice of working in the
community by advocating for and expanding our community workforce resources.
The Mahoning County Board of Developmental Disabilities takes an active role in building strong
relationships that will benefit all individuals served. These collaborations include providers,
families, guardians, area employers, businesses, and school districts and mental health
agencies.
Our agency will continue to work with other entities to identify, prepare, and support people with
disabilities in finding and maintaining competitive employment. This goal will assist in promoting
meaningful employment as well as community inclusion.

Closely Related Documents:
References: O.R.C. 5123.022 - State Policy Regarding Community Employment for Individuals with
Developmental Disabilities
OAC 5123:2-2-05 - Employment First
Last Reviewed: 10-15-2019

Mahoning County Board of Developmental Disabilities
POLICY 3399 - Building Emergency Plans
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 2-11-2003
Revised: 1-27-2020

Purpose
Scope
The Mahoning County Board of Developmental Disabilities shall cause written building emergency
plans to be developed, which include procedures for fire, tornado, and other emergencies
according to State and Local Law and Administrative Rules. These building emergency plans
shall be available to, and communicated in writing to all members of the staff, including volunteers
and others that may use the buildings.
The building emergency plans shall include but not be limited to: procedures for emergency
closing; provisions for dealing with bomb threats, medical emergencies, power failures, and
natural disasters; provisions for the training of at least one staff member in each building in
techniques of fire suppression; procedures for reporting all accidents or injuries within twenty-four
hours of the occurrence, including recommendations for prevention and information for special job
considerations.

Closely Related Documents: Procedure 3399 - Building Response Plans
References: OAC 5123-4 - County Boards Administration
Last Reviewed: 10-15-2019

Mahoning County Board of Developmental Disabilities
POLICY 3402 – Safe Facility & Program Operations
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 2-9-2004
Revised: 1-27-2020

Purpose
MCBDD desires to provide and operate safe buildings and environments within which to provide
programs and services to eligible children and adults.
Scope
With that goal in mind, the Board and its administrators shall:
1. Ensure the design and maintenance of program facilities and equipment shall be in
conformance with all applicable laws, including ADA & Section 504 - Rehabilitation Act of
1973 and any reauthorization of these acts by the federal government.
2. Ensure each program facility owned, leased, or operated by the county board shall be
inspected annually by the local fire marshal or designee to ensure compliance with fire
safety practices, including fire drills & posted exit routes. Fire drills shall be held without
warning.
3. Each employee shall be instructed on the use and location of all fire extinguishers within
the building. Supervisors and custodians shall cooperate with the local Fire Chief and Fire
Marshall in keeping the buildings free from fire hazards. A record of drills shall be recorded
and maintained in the Administrative office of each facility.
4. Ensure storage areas for combustible or flammable materials shall be effectively separated
from all rooms and work areas in such a way as to minimize and inhibit the spread of a fire.
5. Ensure all hallways, entrances, ramps, and corridors shall be unobstructed at all times.
6. Ensure that if the county board provides a swimming program, regardless of location, a
person shall be present who has a current water safety instructor certificate, or a senior
lifesaving certificate, or an adapted aquatics certificate.
7. Ensure tornado drills are conducted according to the Ohio Administrative Code and records
are kept in each building.
8. Ensure all power equipment includes operating safeguards as required by OSHA. In the
event of an accident or injury, the facility manager shall cause a report of the accident or
injury
to
be
made
within
48
hours,
according
to
Board
policy.

Closely Related Documents:

Policy & Procedure 3399: Building Response Plans
Policy 3272: Hazardous Materials
References: OAC 5123-4 County Boards Administration
Last Reviewed: 10-15-2019

Mahoning County Board of Developmental Disabilities
POLICY 3605 – HCBS Waiver Services Documentation
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 1-23-2006
Revised: 1-27-2020

Waiver service documentation requirements for services provided to individuals.
Purpose
This policy sets forth the requirements of the information that must be maintained by any waiver
provider in Mahoning County in order to fully disclose the nature and extent of the services
delivered.
Scope
Definition of Service Documentation
“Service documentation” means the maintenance of all records and information on one or more
documents, including documents that can be printed from electronic software programs, in such a
manner as to fully disclose the nature and extent of the services delivered and must include each
of the following items to validate Medicaid reimbursement:
1.
2.
3.
4.
5.
6.
7.

Date of service;
Place of service;
Name of recipient;
Medicaid identification number of the recipient;
Name of provider;
Provider identifier / contract number;
Signature of the person delivering the service or initial of the person delivering the service if
a signature and corresponding initials are on file with the provider;
8. Type of service (homemaker / personal care, type must include if routine, on-site / on-call,
or level one emergency)
9. Number of units of the delivered service or continuous amount of uninterrupted time during
which the service was provided;
10. Group size in which the services were delivered ;
11. Arrival and departure times of the provider of service’s site visit to the recipient’s location or
of the recipient’s visit to the provider of service’s location;
12. Description and details of the services delivered that directly relate to the services specified
on the recipient’s approved individual service plan as those services to be provided;
13. A notation made at least monthly indicating the responses to services delivered; and
14. Forms that identify, for the individual, the ISP service(s) to be delivered. The forms shall
include all the above and may be checked off and initialed by staff for each continuous
period of service delivery time for each date of service. Any variation between the ISP
requirements and actual staff to individual rations, times of service delivery, group size, or
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type of service delivered shall be documented. Documentation shall reflect the actual staff
to individual ratios and the time period of the variation.

Invoices the provider of services submits to the DoDD for reimbursement of services delivered
shall not be considered service documentation. Any information contained on the submitted
invoice may not and shall not be substituted for any required service documentation information
that the provider of services is required to maintain to validate Medicaid services.
Services shall not be considered as delivered unless the provider maintains service
documentation.
Reimbursements made to provider of services for services delivered that are not supported by
service documentation or are supported by service documentation that does not include all the
required items listed in this policy may be recoverable.
Each provider of services shall maintain all service documentation in an accessible location. The
service documentations shall be available, upon request, for review. Agencies with the authority
to view such records upon request are the Centers for Medicare and Medicaid Services, the Ohio
Department of Jobs and Family Services, the Ohio Department of Developmental Disabilities and
Regional Councils of Government that submit to the department payment authorization for the
service and those designated or assigned authority by the Ohio Department of Job and Family
Services of the Ohio Department of Developmental Disabilities.
The provider(s) of services shall maintain all service documentation for a period of six (6) years
from the date of receipt of payment of those services or until an initiated audit is resolved,
whichever is longer.
Should the provider of services discontinue operations, the provider of services shall within seven
(7) days of discontinuance, notify the Mahoning County Board of DD as to the location of where
the service documentation will be stored and provide the MCBDD with the name and telephone
number of the individual responsible for maintaining the records.

Closely Related Documents:
References: Ohio Revised Code: 5166 - Federal Medicaid Waiver Programs
Ohio Revised Code: 5166.21 - Transitions developmental disabilities waiver
Last Reviewed: 10-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 3606 – HCBS Waivers
Implementation, billing and payment standards for Adult Day Support, Vocational Habilitation,
Supported Employment – Enclave, Supported Employment – Community and Non-Medical
Transportation.

Section: 3000
Section Title: Programs

Originally Issued (Adopted): 12-10-2007
Revised:

Purpose/Scope
The purpose of this policy is to define the implementation standards for enrollees receiving adult
services at the Mahoning County Board of Developmental Disabilities for individuals who receive
either the Individual Options Waiver or Level One Waiver effective January 1, 2008.
The Mahoning County Board of Developmental Disabilities will follow all standards of
documentation to verify staff intensity ratios that result from administration of the ODoDD Acuity
Assessment Instrument (AAI) and are necessary to justify billing for adult day support, vocational
habilitation, and/or supported employment – enclave services.
All individuals receiving HCBS Waivers will comply with all applicable implementation, billing and
payment standards contained within the rules of the Ohio Administrative Code under the areas of
adult day support, vocational habilitation, supported employment – enclave, supported
employment – community, and non-medical transportation.

Closely Related Documents:
References:
OAC 5123:2-9-05, 5123:2-1-11, 5123:2-9-16, 5123:2-9-17, 5123:2-9-18, 5123:2-9-19
Revisions:

Mahoning County Board of Developmental Disabilities
POLICY 3700 – HCBS Waivers: Free Choice of Provider
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 8-8-2005
Revised: 1-11-2010

Purpose
Individuals and / or legal guardians, who are receiving Home and Community Based Services
(HCBS) waivers have the right to choose any willing and qualified provider of home and
community-based services. OAC 5123:2-9-11 HCBS waivers – free choice of provider defines the
process to be used in assuring adherence to the free choice of provider process.
Scope
This policy applies to Service and Support Administrators when assisting individuals/legal
guardians in selecting HCBS waiver providers and to providers of HCBS waivers in accordance
with Section 5126.15 of the Revised Code.
The SSA must follow the provider choice process set forth in OAC 5123:2-9-11, for each service
specified in an ISP at the time of enrollment in an HCBS waiver, annually at the time of redetermination and at any other time the individual / legal guardian expresses an interest in or
makes a request to choose a new, different or additional provider.

Closely Related Documents:
References:
OAC 5123:2-9-11
ORC 5126.15
Revisions:

1/11/2010, 2/12/2007

Mahoning County Board of Developmental Disabilities
POLICY 3710 – Payer of Last Resort
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 11-05-2007
Revised: 8-19-2019

Purpose
Scope
It is the policy of the Mahoning County Board of DD to exercise fiscal responsibility by
encouraging and assisting individuals served and their families to access all available resources
before using county tax levy dollars for needed services and supports. County tax dollars will be
reserved for the payment of last resort. With limited funding to serve new individuals, existing
resources must be maximized to meet the needs of all individuals and families eligible for our
services.
The Board shall establish and maintain procedures that assure that the expense for Board-funded
services provided to any individual does not exceed an amount equivalent to the cost of the nonfederal share for the services, if the services were funded by a Medicaid Home and Community
Based Services (HCBS) Waiver.
This policy is intended to assure that the Board maximizes the flow of federal tax dollars back to
the citizens of Mahoning County and, thereby, also maximizes the number of individuals who
receive benefit from the local tax dollar resources available to serve individuals with
developmental disabilities who are eligible for services from the Board.
Individuals who are Medicaid eligible and meet “Level of Care” requirements will be assisted to
enroll on a Medicaid HCBS Waiver. Implementation procedures will assure the provision of
services to those who require time to make necessary arrangements to accomplish Medicaid
eligibility. Wherein individuals, or their legal representatives, are not agreeable to establishing
Medicaid eligibility and/or waiver enrollment, options for decreased services or private payment
options will be offered.
The Board reserves the right to identify exceptions to this requirement when the maximization of
federal funding is not applicable.
The Superintendent may waive any requirements of this policy for a period of up to one hundred
eighty (180) days for any person deemed to be in emergency need of services according to the
definition of emergency status.
State and federal laws and rules shall take precedence over any contrary provisions of this policy.
Closely Related Documents:
Procedure 3710 - Payer of Last Resort
References:
OAC 5123:2-1-08 (G) – Waiting Lists
Last Reviewed: 10-15-2019

MEDICAID GLOSSARY for Policy 3720
20/20
501
ABD
ABLE
Abuser Registry
Active Treatment

ADA

ADM
Advocacy
APSI

Assessment

Assistive Technology

At risk
Atlantes
Autism
Autism Spectrum Disorder
(ASD)
BCHP
BCII
Behavior Support Plan
(BSP)
BSVI
Buy-In Options

Definition
A cost projection tool used in Ohio to develop service plans for people who live together.
A type of subsidy from the State of Ohio, paid to a County Board of Developmental
Disabilities, in order to serve people within the community.
Aged, Blind and Disabled population.
Adult Basic Literacy Education
The Abuser Registry lists individuals who have committed abuse, neglect,
misappropriation of funds, a failure to report an incident, or who have engaged in improper
sexual relations with an individual who has a developmental disability.
A holistic plan designed by a team of specialists to teach a person to live more
independently
The Americans with Disabilities Act, enacted in 1990, prohibits discrimination against
persons because of their disabilities. The ADA serves as a "comprehensive national
mandate for the elimination of discrimination against individuals with disabilities." (42
U.S.C. 12101(b)(1)) The ADA targets three major areas: Title I addresses discrimination
by employers; Title II addresses discrimination by governmental entities; and Title III
addresses discrimination in public accommodations operated by private entities.
Average Daily Membership: Used in calculating costs in Medicaid-funded programs.
Activities in support of people with developmental disabilities including rights protection,
legal and services assistance, and system or policy changes.
Advocacy and Protective Services Inc. is an agency that provides guardianship services to
people with developmental disabilities, age 18 or older, who otherwise would not be able
to advocate for themselves.
A formal or informal evaluation of an individual's needs for supports and specialized
services. Evaluation findings form the basis for determining an individual's level of care
(LOC), and for writing a person's Individual Service Plan (ISP).
Assistive Technology (AT) can be a device that is used to increase, maintain, or improve
the functional capabilities of a person with a disability or a service that directly assists a
person with a disability in the selection, acquisition, or use of an assistive technology
device. Examples of AT include augmentative communication devices which assist a
person who cannot communicate through speech to communicate with others, and
adaptive equipment which assists a person to write (such as an adapted pencil or arm
brace), or move objects in the person's environment (such as a switch or remote control
device).
Example: When a disease has not yet happened to a person, but because of conditions, it
is likely to occur, that person is considered to be 'at risk' for the condition.
A case management tool that is in development with ODJFS that will be used to identify
services for people receiving Medicaid services.
A developmental disorder that may be characterized by impaired social interaction,
difficulties in communicating, repetitive or habitual behavior, and other issues.
A group of diagnoses that describe characteristics consistent with autism.
Bureau of Community Health Plans -- a section of ODJFS that deals with services in the
community.
Bureau of Criminal Identification and Investigation. This agency provides a criminal record
check used to determine the eligibility of a person to be certified by DODD as a Medicaid
service provider.
Defines how services and supports are used to address behavior issues for a person.
Bureau of Services for the Visually Impaired
This is federal Medicaid reform enacted by Congress that allows states to modify Medicaid
eligibility rules that permit people with disabilities returning to work to secure extended
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Definition
Medicaid coverage, but also requires them to contribute toward such coverage, according
to rules established by the State. See MBI-WD.
Bureau of Vocational Rehabilitation. A state agency which may provide funding for
BVR
services, equipment, and supports that prepare an individual with disabilities for
employment.
Card Services
The Medicaid services that are available to people with and without a waiver.
Council on Accreditation of Rehabilitation Facilities performs a review regarding the quality
CARF
of care in residential facilities. Successful surveys result in CARF Accreditation.
A case manager is another term for a Service and Support Administrator (SSA -- see
Case Manager
below).
County Board of Developmental Disabilities. The powers and duties of this political
CBDD
subdivision are defined in ORC 5126.05. Ohio has 88 County Boards of DD -- one in each
county.
CCG
County Collaborative Group -- Investigates early childhood issues.
CDJFS
County Department of Job and Family Services
Cerebral Palsy is a functional disorder caused by damage to the brain during pregnancy,
delivery, or shortly after birth. It is characterized by movement disorders, such as:
spasticity (tight limb muscles), purposeless movements, rigidity (severe form of spacticity),
Cerebral Palsy
a lack of balance, or a combination of these disorders. Individuals with cerebral palsy may
or may not also experience seizures, abnormal, speech, hearing, and visual impairments,
and/or mental retardation.
CFR
Code of Federal Regulations.
Also referred to as S-CHIP, CHIP stands for Children's Health Insurance Program. Also
CHIP
may be referred to as Healthy Start.
Children's Health Insurance Program/State Children's Health Insurance Program (also
CHIP/SCHIP
known as Healthy Start)
Centers for Medicare and Medicaid Services is the federal agency that administers
CMS
Medicare and Medicaid, and regulates the certification of agencies and care facilities for
people with developmental disabilities.
Children's Ohio Eligibility Determination Instrument (and Ohio Eligibility Instrument, OEDI),
COEDI
are tests to determine the eligibility of persons for state and county developmental
disabilities services.
COG
Councils of Government.
A person who has been or is receiving developmental disabilities services or supports.
Consumer
Instead of 'consumer', preferred terms are 'participant in services' or an 'individual'.
Control Number
Number assigned by DODD to each waiver recipient for internal tracking purposes.
County Board of
County Board of Developmental Disabilities. The powers and duties of this political
Developmental Disabilities subdivision are defined in ORC 5126.05. Ohio has 88 County Boards of DD -- one in each
(CBDD)
county.
Refers to a person who meets the eligibility requirements that permit a County Board of
County Board-eligible
Developmental Disabilities to deliver services.
An opportunity to dispute an action related to Medicaid or non-Medicaid services with a
County Dispute Resolution
County Board of Developmental Disabilities, before a state hearing.
CPT
Cost Projection Tool.
Client Registry Information Systems-Enhanced. Database maintained by Ohio Dept. of
CRIS-E
Job and Family Services (ODJFS).
CY
Calendar Year: From January 1 to December 31 of any year.
DBU
Daily Billing Unit
An Intermediate Care Facility (ICF) for the Mentally Retarded (Medicaid terminology)
Developmental Center (DC)
under the managing responsibility of the Department of Developmental Disabilities. Ohio
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Definition
has ten state-operated DC's.
Developmental Delays refer to conditions that represent a significant delay in the process
of child development. The delays may involve cognitive, physical, communicative,
Developmental Delays
social/emotional, and adaptive areas of development. Without special intervention, these
delays may affect the educational performance of the child.
Conditions that may impair physical or intellectual/cognitive functions or behavior, and
Developmental Disabilities
occur before a person is age 22.
A mental or physical condition that is restricting or limiting, or interferes with various
Disability
activities.
A waiver issued by the Ohio Dept. of Job and Family Services (ODJFS) so that people
Disability Waiver
under age 60 can receive services in their home instead of going to live in a nursing home
or hospital.
Outdated as of October 2009: Shortened name for ODMRDD, referring to it as
DMR
Department of Mental Retardation.
DOB
Date of Birth
The Ohio Department of Developmental Disabilities -- acronym used after October 5,
DODD
2009, following passage of Senate Bill 79,removing the words "Mental Retardation and"
from the state agency's name. (Replaces ODMRDD acronym)
DRA
Daily Rate Application: A program used in calculating Daily Billing Units.
Diagnostic and Statistical Manual of Mental Disorders: A Medical reference book that lists
DSM-IV
and describes many developmental disabilities.
DSS
Decision Support System.
EDI
Electronic Data Interchange.
EFT
Electronic Funds Transfer -- This is an electronic and/or direct deposit into your account.
EI
Early Intervention. Services for children from birth through age 2.
The trade name for a software tool that offers interactive trainings or 'webinars' using the
Elluminate
internet.
EMMA
Executive Medicaid Management Agency (now defunct)
Etiology
Means 'cause of a disease or condition'.
ETR
Evaluation Team Report
Persons identified by the individual with disabilities as either family members or significant
Family Support
others who provide necessary support.
Family Supported Services Locally-paid services, rather than waiver services.
FAQ
Frequently-Asked Questions
Federal Financial Participation. The portion of waiver payments reimbursed to Ohio from
FFP
the U. S. Dept. of Health and Human Services.
FFY
Federal Fiscal Year: From October 1 to September 30 of any year.
Form 2
DODD Monthly Roster of Services Form.
Fiscal Year. Time measurement used by state governmental agencies, which extends
FY
from July 1 of one year, to June 30 of the following calendar year.
GACS
Generic Adult Community Service
GHI
Centers for Medicare and Medicaid Services'(CMS') consulting organization.
Allowing a person who was part of an old set of rules, to be allowed under a new set of
Grandfathered
rules as well. The person is said to be "grandfathered in".
Group Home
A home for persons with disabilities that generally has 16 or fewer residents.
Habilitation
Training in life skills, such as housekeeping, that have not been otherwise learned.
A Home and Community Based Services Waiver allows a person to get services that are
HCBS Waiver
not normally covered under the state's Medicaid plan.
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HIPAA
Home Choice
Home Modifications
ICD-9
ICD-9 code
ICFMR (ICF)

IDEIA

IDS

IEP
IHP or ISP or IP

IIF

Independent Living

IO Waiver

ISP

ISTV
IT
IWGA

Definition
Health Insurance Portability and Accountability Act of 1996. The HIPAA Privacy Rule
creates national standards to protect individuals’ medical records and other Protected
Health Information (PHI).
A program that allows for people leaving institutions to access some funding to help make
the transition to the community.
Home modifications are adaptations made to a home to allow for easier and safer access
due to specific needs resulting from a disability.
International Statistical Classification of Diseases -- a code used in the medical field to
identify ailments and conditions.
A coding system that tracks services provided to people.
Intermediate Care Facility for the Mentally Retarded (federal language): A Medicaidfunded residential facility that teaches living skills to help people live in less restrictive
environments. The acronym ICFMR, while still in statutory language, now may be
represented as "ICF" with the remainder dropped.
The Individuals with Disabilities Education Improvement Act (IDEIA) is a federal law that
guarantees all eligible children with disabilities between the ages of 3 and 21 (or until the
child graduates) the right to a free and appropriate public education designed to meet their
individual needs. The Education for All Handicapped Children Act (Public Law 94-142)
was an earlier version of the IDEIA.
Individual Data System: A client-centric data management system that is the single point
of access to data collections about individuals the DODD serves, and/or supports. The
IDS replaced the IIF (see this Glossary) and goes further to serve as a 'parent folder' for
all systems applications. The houses all data about an individual, and allows users to
modify multiple records without repeatedly using the client search function.
Individual Education Plan. It outlines the goals and objectives necessary to meet the
educational needs of a person.
Individual Habilitation Plan. Individual Service Plan. Individual Plan. These outline what
type of training or other supports may be needed to help people gain the living skills they
need.
Individual Information Form (See IDS, above) - Completed annually by local County
Boards of Developmental Disabilities, and submitted to DODD. The data collected
includes information on average daily membership of County Boards, and services
individuals are receiving.
Independent living involves the belief that individuals with disabilities have the same rights
and responsibilities as other people in society. Thus, services provided to the public
should be accessible to persons with disabilities, and systems of support should be made
available to help individuals with disabilities live within the community, and lead more
independent lives.
The Individual Options Waiver is a home and community-based waiver to let people
receive the services they need in their own homes.
Individual Service Plan. Developed to identify specific services and supports needed and
desired by an individual. The ISP describes all services and supports necessary,
regardless of payor source, for a particular individual to maintain health and safety, and
avoid institutionalization. The ISP should explain how each support service is intended to
meet a need, as indicated in the most recent assessment of the individual's functioning
levels.
Intra-State Transfer Voucher.
Information Technology. Also, ITS: Information Technology Services.
Interagency Work Group on Autism: The IWGA was convened by the Ohio Department of
Developmental Disabilities, and coordinates efforts among state agency partners so that
the gifts, talents, wishes, and needs of Ohioans with autism spectrum disorders are
recognized, valued, and addressed.
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JAD
JCARR

Job Coach

Level 1 Waiver
LOC

LRE

Martin Settlement
MBI-WD
MBS
Medicaid Card Services
Medicaid Case Number
Medicaid Match
MEM

Mental Retardation

MER
MFE
MH
MI/DD
MIG
MIS
MR/MH (see also MI/DD)
MUI

Definition
Joint Application Development: A process of talking through a software application's
design with the people who program it.
Joint Committee on Administrative Rule Review: The legislative committee that reviews
and approves all departmental (non-emergency) rules before becoming effective.
In supported employment, the Job Coach provides one-on-one training to an individual on
the job, until that individual is able to complete tasks to the employer's satisfaction. As the
worker becomes proficient, the Job Coach begins spending less time training the worker.
The Job Coach continues to monitor the worker occasionally, and is available when
needed to assist with retraining and other support that the worker might need.
This waiver offers several different services with set spending limits. Some limits can be
changed with prior approval from the local County Board of Developmental Disabilities.
Level of Care is a determination of the help needed to guarantee a person's health and
safety.
Least Restrictive Environment. One of the principles of normalization. It requires that
people with disabilities receive services and support in environments that do not limit their
life activities unnecessarily. For example, children with disabilities should be educated in
ways that meet their needs, and least limits their opportunities to be near and interact with
other children.
A legal agreement that allowed for a total of 1500 individuals with disabilities to receive
Individual Options (IO) waiver services, enrolling during the years 2008 and 2009, and
paid for through funds appropriated under the Martin v. Strickland Settlement of 2006.
Medicaid Buy-In for Workers with Disabilities. (Also: MBI) A program to help people with
disabilities who work maintain Medicaid coverage and not lose their benefits.
Medicaid Billing System.
The Medicaid services that are available to people with and without a waiver.
This is a ten-digit, permanent identification number assigned by ODJFS to an individual's
file.
The federal government requires that the state/local government match federal
government funds for Medicaid reimbursement services. In Ohio, this is about 60 percent
federal and 40 percent state match.
Medicaid Eligibility Manual. Formerly known as the Public Assistance Manual (PAM).
Mental Retardation is defined as, 'significantly below-average general intellectual
functioning (IQ 70-75 or below), existing concurrently with deficits in adaptive behavior,
and manifested during an individual's developmental period, which is before the age of
22.' Mental retardation is a developmental disability. Use of the terminology is fading from
usage except for medical diagnoses and federal statutory language. Preferred terms are
'intellectual disability', 'cognitive disability', or, the broader term, 'developmental disability.'
Medicaid Eligibility Rate
Multi-Factored Evaluation: Used in schools to determine special education eligibility.
Mental Health.
MI/DD stands for Mental Illness/Developmental Disabilities. Previously the 'dual diagnosis'
reference was MR/MH, an acronym fading from usage and referring to "Mental
Retardation/ Mental Health".
Medicaid Infrastructure Grant.
Management Information System.
Mental Retardation/ Mental Health: (See 'mental retardation', above -- this acronym fading
from usage as well) An MR/MH diagnosis may also be termed a 'dual diagnosis', wherein
an individual exhibits both mental retardation and mental health issues. "MI/DD" is now
preferred, and stands for Mental Illness/Developmental Disabilities"
Major Unusual Incident: The reporting system mandated by Ohio law that sets procedures
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NCI

NDC
NF
NICS
OAC

OACBDD
OAKS
OBM
OCALI
ODADAS
ODDP
ODE
ODH
ODJFS
ODMH
ODMRDD

OEDI
OHP
Olmstead v. LC
DRO
onset age
OOTF
OPRA
ORC

Definition
to review and report allegations of abuse, neglect and other potentially serious incidents
that occur in the Developmental Disabilities system.
National Core Indicators: Nationally-recognized performance and outcome indicators that
enable developmental disabilities policy makers to benchmark the performance of their
state against the performance of other states. NCI also enables each participating state
developmental disabilities agency to track system performance and outcomes from year to
year on a consistent basis.
National Drug Code: The name given to the imprint codes on medications.
Nursing Facility. A residential facility that is established pursuant to section 1919 (a) - (d)
of the Social Security Act, to provide Medicaid-funded services.
Notification of Individual Change in Status.
Ohio Administrative Code. The Administrative Code contains the full text of, or a reference
to, every rule that has been adopted by the agencies of state government. A rule is a
formal, written communication of the law that has been established by an agency under a
statute that authorizes the agency to adopt rules.
Ohio Association of County Boards of Developmental Disabilities: The Association
representing all 88 Ohio County Boards of Developmental Disabilities. (Full name is Ohio
Association of County Boards Serving People with Developmental Disabilities.)
Ohio Administrative Knowledge System: A PeopleSoft administrative software system
used as a financial and human resources system across Ohio.
Office of Budget and Management.
Ohio Centers for Autism and Low Incidence: OCALI specifically focuses its efforts on the
needs of individuals who have Autism Spectrum Disorders (ASD) and other
developmental disabilities with a 'low-incidence' in the general population -- some of which
are newly-emerging, or newly-identified.
Ohio Dept. of Alcohol and Drug Addiction Services.
Ohio Developmental Disabilities Profile is an assessment tool for individuals enrolled on
the Individual Options (IO) Home and Community Based Waiver.
Ohio Department of Education.
Ohio Department of Health.
Ohio Department of Job and Family Services, the single Medicaid agency for Ohio.
Ohio Department of Mental Health.
Ohio Department of Mental Retardation and Developmental Disabilities: The name of the
Ohio Department of Developmental Disabilities before dropping the words 'Mental
Retardation and' in October 2009, following passage of Senate Bill 79.
Ohio Eligibility Determination Instrument (diagnostic) for ages 16 and over. This refers to a
test to determine the eligibility of persons for state and county Developmental Disabilities
services.
Ohio Health Plans. An office in the Department of Job and Family Services.
A U.S. Supreme Court decision that found that people with disabilities have rights to
services in the least restrictive environment.
Disability Rights Ohio provides rights protection and advocacy services to adults and
children with disabilities.
The age of a person when a condition, such as a developmental disability, first is found to
be present.
Ohio Olmstead Task Force: An organization that advocates for community-based
services.
Ohio Provider Resource Assn.: An organization of providers of Developmental Disabilities
services.
Ohio Revised Code. Contains the laws of the State of Ohio.

6

MEDICAID GLOSSARY for Policy 3720
OSDA

P.L.A.Y.
PAR
PAR (second listing)
Part C, Medicare
Part D, Medicare
PASRR
PASSPORT
Patient Liability
PAWS
PCP
PCS
People First
PHI
PICT

POS

Protocol
Provider
Provider Agreement

Provider Pool

QA

Definition
Ohio Self-Determination Assn.: An advocacy organization to help people with disabilities
achieve greater independence and exercise choices in their lives.
Play and Language for Autistic Youngsters (P.L.A.Y.) is a program of play and parental
coaching developed by Dr. Richard Solomon of Ann Arbor, Michigan, to help children
emerge from the 'shell' of Autism Spectrum Disorders (ASD) and choose and enjoy social
interactions.
Prior Authorization Request
Professionals, Advocates, Resources: PAR is an organization assisting in the
development of Professionals, Advocates, and Resources within Ohio's developmental
disabilities community.
Part of Medicare that allows for private insurance to contract with the federal government
to offer Medicare benefits through their own policies.
Section of the Medicare program that covers the cost of prescription medications.
Pre-Admission Screening Resident Review. The system used to determine eligibility for
nursing facility placement and/or specialized services.
Pre-Admission Screening System Providing Options and Resources Today. A waiver
available to people over the age of 60 who meet certain requirements.
The amount that the consumer owes, per month, toward his/her care. This amount is
determined by the Ohio Dept. of Human Services on an individual basis, and is related to
a consumer's income.
Payment Authorization for Waiver Services. The form that authorizes payment for HCBS
(see above) Waiver services.
Person Centered Planning emphasizes the needs and choices of the individual when
planning services.
Provider Certification System
An advocacy organization that directly involves people with disabilities in a variety of local,
state, and national issues, projects, and programs.
Protected Health Information: The type of personal information protected under HIPAA.
Preliminary Implementation Component Tool: A tool used by County Boards and the
DODD to identify and allocate capacity on Home and Community-Based waivers
administered by the Department.
Purchase of Services: NOTE -- POS was eliminated in 1997. It referred to a contractual
arrangement between the (then) ODMRDD and a person, agency, or governmental entity
to provide community-based residential services to individuals determined to be eligible to
receive these services.
A documented and uniform process, which is followed to identify services, paid for by a
waiver, which are necessary to meet the health and safety needs of individuals, and avoid
their institutionalization.
A person or agency that delivers services to people with disabilities.
A contract between ODJFS and a provider of Medicaid services in which the provider
agrees to comply with the terms of the provider agreement, ODJFS, state, and
administrative code.
A listing of DODD-certified waiver/supported living providers who have expressed an
interest to a specific County Board of Developmental Disabilities, or responded to an RFP,
to provide waiver/supported living services within the county. The provider pool is
maintained by the County Board, and this listing is made available to persons receiving
services and supports. These individuals may select a provider who is a member of the
pool, or may select a certified provider who is not a member of the pool, but who is
otherwise qualified to provide supports which the individual requires.
Quality Assurance. A structured method of measuring and documenting quality of
services.
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Request for Additional Information: A term used by CMS to stop a waiver amendment's
90-day review period before approving amendments to HCBS waivers or Ohio's State
RAI
Plan. Once an RAI is issued, Ohio must answer the questions CMS has raised, and then a
new 90-day review period can begin.
Redetermination. A process of reassessment of an individual's continued eligibility for
waiver services. Redetermination activities begin for each individual enrolled on a waiver
at least three months prior to the date ending his/her current waiver span. New
Redet
assessments must confirm continued Medicaid eligibility, and are to be used as guidelines
for writing a new ISP appropriate for the individual's needs as described in the
assessment report.
Residence County
County where a person lives -- used in preparing certain forms.
Assigned by DODD Information Systems for identification. The majority of the numbers
have seven digits and a few are six digits. Twice yearly, each County Board reports on the
Resident Number
IIF (IDS) what services, if any, each eligible person residing in that county has received.
On the IIF (IDS)form this number is called, 'client number'. Waiver services are not directly
related to this number.
A statutorily mandated component of supported living administration, which requires a
County Board of Developmental Disabilities to convene a group of individuals to provide
Residential Advisory Group input and discuss issues relative to the operation of supported living in the county. At a
minimum, this group must be comprised of an individual receiving supports, a County
Board representative, and a residential service provider.
A service designed to provide temporary residence for a person with a disability who
ordinarily lives with family or friends, or to assume temporary responsibility for care of the
Respite Care
person in his or her own home. This service provides back-up support, and in some cases
relief, to people responsible for care of an ill or disabled person who ordinarily lives in their
household.
Request for Proposal. One of the two methods by which providers may be included in the
provider pool. This method affords the County Board of Developmental Disabilities the
RFP
opportunity to deny pool access to certain providers that do not meet their defined
expectations.
Also referred to as CHIP, SCHIP stands for Children's Health Insurance Program. Also
SCHIP
may be referred to as Healthy Start.
SED
Severely Emotionally Disturbed.
People with developmental disabilities, either individually or in groups, speaking or acting
Self-Advocacy
on behalf of themselves, or on behalf of issues that affect people with disabilities.
An initiative built on the principles of freedom, authority, support, responsibility, and
confirmation. Self-Determination gives people with disabilities the freedom to decide how
they will live, work and participate in the community; the authority to decide how the
Self-Determination
money allocated to them will be spent; the supports that will allow that person to lead the
life they choose; the responsibility of assuring that the money they are using is spent in a
useful and appropriate manner; and confirmation that the person and his or her family are
critical to making life decisions and designing the system to help them.
The management of a person's set of services, typically by a government entity. See SSA,
Service Coordination
below.
A Service Coordinator is another term for a Service and Support Administrator (SSA - see
Service Coordinator
below)
SFY
State Fiscal Year: Begins July 1, ends June 30 of any year.
A record created in a database that contains a minimum number of required fields, but is
shell record
not fully complete. Can be used for formatting and storing information in a consistent way.
The term CMS uses to describe the Ohio Dept. of Job and Family Services (ODJFS).
Single-State Agency
CMS specifies one agency per state as the agency through which all Medicaid activities
are coordinated. CMS does allow the Single-State Agency to delegate certain
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Sister Agencies
SL

SMD
SN
SNF
SPA

SSA

SSDI

SSI
SSN
State Hearing
State Plan
Supported Employment
Supported Living
TANF
Tax Equity
TBI
TBR
TCM
The League

Transition Planning

Definition
responsibilities (if the Single-State Agency chooses to do so) to other agencies such as
the Ohio Dept. of Developmental Disabilities, through inter-agency agreements.
Ohio agencies involved in Medicaid: They include ODJFS, DODD, ODADAS, ODMH,
ODH, and (partly) ODE. (All of these acronyms are listed in this glossary.)
Supported Living. Defined as assistance directed toward individuals with disabilities, which
enables them to live as independently as possible in their own communities, with supports
as they choose.
Severely Mentally Disabled. A designation for those adults with severe and persistent
mental illnesses who are at the greatest risk for needing services. The SMD designation
has been made using four components: the receipt of SSI/SSDI for a mental impairment,
diagnosis, duration of impairment and level of functioning.
Skilled Nursing.
Skilled Nursing Facility.
State Plan Amendment.
A Service and Support Administrator (SSA) -- also called a service coordinator or case
manager-- works with individuals and providers of services to coordinate services. For
families who have a member with a disability, the SSA should provide the family with the
resources and support the family needs to ensure that their family member with a disability
receives services that are essential to their well-being, as well as monitor progress.
Social Security Disability Insurance. The plan pays monthly benefits to disabled workers
and their dependents. The plan is funded by Social Security. Participants must have
accrued sufficient quarter-years of employment and payment into the system to qualify for
benefits.
Social Security Income. The federal government provides income support to people 65
and over, adults and children with blindness or other disabilities, who have few or no
financial resources.
Social Security Number.
An opportunity to dispute an action related to Medicaid, before a hearing officer from
ODJFS.
A term used to describe the services available in Ohio through the Medicaid card.
Paid employment in community settings for persons with severe disabilities who need ongoing support to perform their work. Support can include on-the-job training, transportation
or supervision.
Supported Living is a service model based on principles that emphasize a person’s
choice, self-determination and community integration.
Temporary Aid to Needy Families.
State funding available to economically disadvantaged areas.
Traumatic Brain Injury.
To Be Refiled: A term that describes rules pulled from the JCARR process prior to the
actual approval.
Targeted Case Management is the coordination of specialized services for an individual
that helps them get the needed services, evaluates if the services are appropriate and
monitors them. TCM is a Medicaid-reimbursed service,
Ohio League for the Mentally Retarded: This organization is now referred to simply as
'The League'. It is an advocacy organization for people with developmental disabilities.
Transition Planning is a coordinated set of activities focused on improving the academic
and functional achievement of a student with disabilities to promote the student's
movement from school to post-school activities. Post-school activities can include college,
vocational training, employment, continuing and adult education, adult services,
independent living, or community participation. Good transition planning is outcome-
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unduplicated count
URL
VPN

Waiting List

Waiver

Waiver Span
WBCC

Webinar
XML

Definition
oriented, and focuses on results that help the student reach post-school goals. For
students with disabilities, transition planning occurs during an Individualized Education
Program (IEP) meeting.
The total number of people who are enrolled or have been enrolled on a waiver in a given
Waiver Year.
Uniform Resource Locator ... used to describe an electronic address in cyberspace,
containing specific identifying elements.
Virtual Private Network: Used with computers as a way to establish a connection with
other data systems.
Each County Board of Developmental Disabilities establishes a waiting list when there are
not enough resources to meet the needs of everyone requesting services. If a person asks
for a service that has a waiting list, a county will document the request, along with the date
and time it was requested, and place the person's name on the list if the service is desired
within the next twelve months.
Waiver is usually used in reference to the Home and Community-Based Waiver program
where a state has applied for and received permission to use Medicaid funds to assist and
keep people with disabilities in the community. Many of the restrictive requirements of
using Medicaid monies are usually waived in these programs.
A consecutive 365 days, during which an individual's waiver is expected to be authorized.
Ordinarily, the first day of an individual's span would be the same date of the year in which
that individual first received waiver funding. In a Leap Year, a waiver span is 366 days.
Web-Based Cost Calculator. A tool developed to assist in more consistent costcalculations for services and other system-related costs.
A presentation that uses computers and the internet as the way people can see and
interact with a presentation or training. It is designed to link people together from various
locations, much like a teleconference, only with the added benefit of viewing the same
information on a computer monitor from the participants' various locations.
A type of computer code format often used to transfer data from one system to another.
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Mahoning County Board of Developmental Disabilities
POLICY 3720 – Medicaid Administrative Claiming
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 9-12-2005
Revised: 8-19-2019

Purpose
The purpose of this policy is to define the Mahoning County Board of Developmental
Disabilities’ role with local Medicaid Administrative Claiming (MAC).
Scope
Medicaid Administrative Claiming (MAC) is a joint state and federal program that offers
reimbursement for a portion of costs of certain administrative activities that support the
Medicaid program and the population it serves.
Mahoning County Board of Developmental Disabilities will participate to the fullest extent
possible in the Medicaid Administrative Claiming (MAC) Program in order to maximize its
revenue obtained through Medicaid waivers. The MAC reimbursement program will be used to
recoup revenue for costs associated with Medicaid waiver administration functions by drawing
down federal funds form the Center for Medicaid/Medicare Services (CMS).
The Mahoning County Board of Developmental Disabilities will administer Medicaid
Administrative Claiming program in accordance with the Medicaid Administrative Claiming
Guide developed by the Ohio Department of Developmental Disabilities. The Mahoning County
Board of Developmental Disabilities will submit Medicaid Administrative claims for
reimbursement to the Ohio Department of Developmental Disabilities in accordance with that
Guide.

Closely Related Documents: Attachment A – ODoDD Definitions
Attachment B – ODoDD Acronyms
References: ODoDD MAC Guide effective February, 2019
ORC Chapter 5166 Federal Waiver Medicaid Programs
Last Reviewed: 10-15-2019

Mahoning County Board of Developmental Disabilities
POLICY 3721 – Fees for Services to Eligible Individuals
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 8-9-2004
Revised: 1-27-2020

Purpose
The Mahoning County Board of Developmental Disabilities shall adopt a rate structure based
upon the lower of either the MCBDD’s unit cost (per the cost report), or the rates established by
Ohio Department of DD (, for persons who are eligible for services from the Mahoning County
Board of DD. The Mahoning County Board of DD will make reasonable efforts to identify third
party payers who may be available to provide payment for services provided to individuals by the
Mahoning County Board of DD and to collect payment from such third party payers in accordance
with the rate structure.
Scope
Fees from third party payers for services provided by the Mahoning County Board of DD
Except as stated herein, the MCBDD will make reasonable efforts to identify third party payers
who may be available to provide payment for services provided to individuals by the MCBDD and
to collect payment from such third party payers in accordance with the rate structure.
Rate Structure
The Rate Structure shall be used for billing third party payers which provide coverage to
individuals or families receiving services from the MCBDD.
Determination of Available Third Party Payers
Determination of Third Party Payers which may be available for coverage of services provided by
the MCBDD shall be made at the time of initial enrollment and repeated at least once per year
thereafter at the time of the ISP team meeting.
All individuals or their families shall be instructed to notify the MCBDD of any change in such third
party payers.
Reasonable Efforts to Seek Reimbursement
The MCBDD will be deemed to have made reasonable efforts to seek reimbursement if the
MCBDD submits claims to third party payers identified as available to the individual in accordance
with procedures adopted by such payers. If the claim is denied, an appeal is not required if the
MCBDD determines there is no reasonable likelihood of success if an appeal were filed.

Policy 3721

Rules by Ohio Department of DD
These procedures are subject to rules promulgated by the DoDD pursuant to O.R.C. 5126.045. In
the event that DoDD adopts rules under O.R.C. 5126.045 and any part of this policy is
inconsistent with such rules, the provisions of such rules shall apply.
This policy is in effect for services delivered after January 1, 2004.
The Board authorizes the Superintendent to develop the rates on an annual basis, based upon the
cost of delivering services.

Closely Related Documents:
References: ORC 5126.045 - Fees for Services
Last Reviewed: 10-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 3725 – HIPAA and Confidentiality
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 3-18-2003
Revised: 10-13-2014

Purpose
To affirm the Board’s intention to comply with all requirements of the Health Insurance Portability and
Accountability Act, and the Health Information Technology for Economic and Clinical Health Act
(HITECH).
General Policy
The Board shall conform to all requirements for privacy and confidentiality set forth in HIPAA, HITECH and
other applicable law. The Board shall not use or disclose Protected Health Information (PHI) except in
accordance with applicable requirements.
This policy shall apply whether the Board is acting as a covered health care provider or a Health Plan
under HIPAA. If the Board is acting in more than one capacity, the Board shall be subject to the
requirements applicable to that function and shall use or disclose PHI only for purposes related to the
function being performed.
The Board may use PHI for treatment, payment and health care operations without an individual’s release
or authorization to the extent that such activities occur within the Board program.
The Board shall obtain a release or authorization from the individual for any disclosure for treatment,
payment or health care operations when such disclosure is to a person or entity, which is not otherwise
entitled to receive such information under applicable requirements.
1. Personnel Designations:
A. Privacy Officer
B. Complaint Officer
C. Security Officer
D. Person to answer questions about notice of privacy practices
E. Person responsible for receiving requests to access information in individual files
F. Person responsible for processing requests for information
2. Designated Record Set
By definition this is a group of records that is the medical and billing records relating to an
individual maintained by or for a healthcare provider, or other records used by the provider
to make decisions about the individual. This group of records is available for inspection
upon request.
3. A HIPAA Procedure Manual will be implemented and reviewed annually by the HIPAA Privacy
Officer and other designated staff.
As outlined in the Manual:
A. All employees are required to keep PHI of MCBDD confidential.
B. Use and disclosure of PHI will follow the minimum necessary standard.
C. A procedure for the authorization of information to be released will be followed.
D. Complaint procedures for any individual who feels their HIPAA rights may have been violated.
E. Annual staff trainings shall take place.
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F. The Board will enter into contracts or modify existing agreements with all business associates regarding
the distribution of PHI.
G. Any employee of MCBDD found to be in violation of HIPAA laws or Board procedures may be subject
to disciplinary actions or dismissal.

Closely Related Documents: Policy 4700: Disciplinary Principles
Policy 4710: Progressive Discipline
Policy 4720: Grounds for Disciplinary Action & Penalties
Policy 4901- Use & Disclosure of Protected Health Information – General
Rules
References: HIPAA Procedure Manual
45 CFR Part 160, O.R.C. 379, ORC § 5126.044
Last Reviewed: 10-15-2019
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Electronic Signature Confidentiality Agreement
PLEDGE OF CONFIDENTIALITY

This is to certify that I, ______________________________, an employee, of Mahoning County
Board of Developmental Disabilities, understand that any protected health information (PHI)
(written, verbal or other form) obtained during the performance of my duties must remain
confidential. This includes all information about members, clients, families, employees and other
associate organizations, as well as any other information otherwise marked or known to be
confidential.
I understand that any unauthorized release or carelessness in the handling of this confidential
information is considered a breach of the duty to maintain confidentiality.
I understand that when using an electronic signature, I am the only person who has access to my
password and login information. I understand that an electronic signature is legally binding and
that my passwords will not be shared and will be kept confidential.
I further understand that any breach of the duty to maintain confidentiality could be grounds for
immediate dismissal and/or possible liability in any legal action arising from such breach.
_______________________________________________
Signature of Employee
_______________________________________________
Date
_______________________________________________
Signature of Staff Witness

Closely Related Documents:
References:
Policy 3725 – HIPAA
Policy 3726-Use of Electronic Signatures
Policy 5040- Computer Usage
Last Reviewed: 10-15-2019

Electronic Signature Confidentiality Agreement
PLEDGE OF CONFIDENTIALITY

This is to certify that I, ______________________________, an employee, of Mahoning County
Board of Developmental Disabilities, understand that any protected health information (PHI)
(written, verbal or other form) obtained during the performance of my duties must remain
confidential. This includes all information about members, clients, families, employees and other
associate organizations, as well as any other information otherwise marked or known to be
confidential.
I understand that any unauthorized release or carelessness in the handling of this confidential
information is considered a breach of the duty to maintain confidentiality.
I understand that when using an electronic signature, I am the only person who has access to my
password and login information. I understand that an electronic signature is legally binding and
that my passwords will not be shared and will be kept confidential.
I further understand that any breach of the duty to maintain confidentiality could be grounds for
immediate dismissal and/or possible liability in any legal action arising from such breach.
_______________________________________________
Signature of Employee
_______________________________________________
Date
_______________________________________________
Signature of Staff Witness

Closely Related Documents:
References:
Policy 3725 – HIPAA
Policy 3726-Use of Electronic Signatures
Policy 5040- Computer Usage
Last Reviewed: 10-15-2019

Mahoning County Board of Developmental Disabilities
POLICY 3729 – TITLE IX POLICY AND PROCEDURE REGARDING
SEXUAL HARASSMENT AND MISCONDUCT
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 2-22-2021
Revised:

I. Purpose
Title IX of the Education Amendments of 1972 (20 U.S.C. §1681(a)) generally states:
No person in the United States shall, on the basis of sex, be excluded from participation in, be
denied the benefits of, or be subjected to discrimination under any educational program or
activity receiving Federal financial assistance.
Thus, Title IX prohibits the Board from discrimination in its educational programs or activities,
admission/enrollment/placement, and employment. Pursuant to Title IX and its implementing
regulations (34 C.F.R. 106), sexual harassment is a form of prohibited sex discrimination. The
Board does not and shall discriminate on the basis of sex (including sexual orientation or
gender identity), in its educational programs or activities. The Board is committed to an
educational environment that is free from unlawful discrimination on the basis of sex and hereby
prohibits unlawful discrimination on the basis of sex, including sexual harassment, as defined
by Title IX and under other law, in all of its programs and services, including education.
When the Board has actual knowledge of sexual harassment against a person in the United
States, it shall promptly respond in a manner that is not clearly unreasonable in light of the
circumstances known to the Board, meaning the Board will not be deliberately indifferent in its
response. The Board shall provide “supportive measures” to a person who has been the victim
of sexual harassment that will restore or preserve that person’s access to the Board’s
educational programs and activities. The Board shall take all necessary and appropriate action
when an individual is determined responsible for violating this policy. Those persons, including
third parties over whom the Board has control, who commit sexual harassment shall be subject
to disciplinary sanctions set forth in this Policy.

II. Scope of Policy
All students participating in the Board’s educational programs and activities in the United States
and all Board staff and members are subject to this Title IX Policy. This Policy applies to
unlawful discrimination based upon sex and sexual harassment that occurs in the United
States, on or after August 14, 2020, and within the Board’s educational programs and activities,
whether committed by a student, employee, member, contractor, vendor, parent, visitor or
guest. This Policy applies to persons, locations, events, and circumstances over which the
Board exercises substantial control over both the Respondent (defined below) and the context
in which the Prohibited Conduct (defined below) occurs. The Board may not have the authority
or ability to implement disciplinary action in every circumstance. When that is not possible, the
Board shall nevertheless comply with its obligations under Title IX by evaluating conduct
reported to it, providing supportive measures, assisting a Complainant (defined below) in

Page 2 of 26
identifying external reporting options, and taking reasonable action to end the Prohibited
Conduct.
This Policy may not apply to certain misconduct that is prohibited by another Board policy or
procedure or applicable federal and state laws and regulations.

III. Notice of Non-discrimination and Title IX Policy
In accordance with Title IX and this Policy, the Board requires the Superintendent to notify
applicants for admission/enrollment/placement and employment; students; parents or legal
guardians of students; Board employees and members; volunteers; and all unions or
professional organizations holding collective bargaining or professional agreements with the
Board of the following information:
Pursuant to and in accordance with Title IX and its regulations, the Board does not discriminate
on the basis of sex in its educational programs or activities. The requirement not to discriminate
in its educational program or activity extends to admission/enrollment/placement and
employment. The Board’s Title IX Coordinators are:
Mr. Sean Kern
Director of Financial Services
4791Woodridge Dr.
Austintown, Ohio 44515
skern@mahoningcountyoh.gov
Dr. Gina Symsek
Director of Education
4801 Woodridge Dr.
Austintown, Ohio 44515
Gina.symsek@mahoningcountyoh.gov
Any inquiries about the application of Title IX and its regulations to the District may be referred
to the Board’s Title IX Coordinators, the Assistant Secretary for the U.S. Department of
Education’s Office for Civil Rights, or both.
The Board has adopted Policy No. 3729 TITLE IX POLICY AND PROCEDURE REGARDING
SEXUAL HARASSMENT AND MISCONDUCT, which contains a complaint and investigation
process that provide for the prompt and equitable resolution of complaints alleging any action
that is prohibited by Title IX and/or its regulations. Policy No. 3729 is available at
www.mahoningdd.org. Policy No. 3729 addresses how to report a complaint of sex
discrimination or harassment, how to file a formal complaint of sexual discrimination or
harassment, and how the Board will respond.
The Superintendent shall conspicuously display the Title IX Coordinators’ contact information
and this Policy on the Board’s website and in each handbook, manual, or brochure that the
Board makes available to applicants for admission/enrollment/placement and employment;
students; parents or legal guardians of students; Board employees and members; volunteers;
and all unions or professional organizations holding collective bargaining or professional
agreements.
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IV. Definitions
This Policy adopts certain terms as defined by Title IX. Where a word is not defined by this
Policy, Ohio law requires that the words be construed in accordance with their plain and
ordinary meanings.
1.

Actual Knowledge

“Actual knowledge” means notice of sexual harassment or allegations of sexual harassment to
the Title IX Coordinator or any Board employee or member who has authority to institute
corrective measures on behalf of the Board. The ability or obligation to report Sexual
Harassment or to inform a student about how to report sexual harassment, or having been
trained to do so, does not qualify an individual as one who has authority to institute corrective
measures on behalf of the Board. “Notice” includes, but is not limited to, an oral, written or
electronic report of sexual harassment to the Title IX Coordinator.
2.

Appeal Officer

A professional neutral decision-maker (such as a retired judge) experienced and trained in
adjudicating matters of civil rights, sexual harassment and/or sexual violence and trained on
this Policy, who will review the parties’ appeals and issue a Notice of Outcome of Appeal.
3.

Board Community

"Board community" refers to students and Board employees, as well as Board members,
agents, volunteers, or other persons subject to the control and supervision of the Board.
4.

Complainant

An individual who is alleged to be the victim of conduct that could constitute conduct prohibited
by Title IX.
5.

Educational Program or Activity

“Educational program or activity” refers to all operations of the Board over which it exercises
substantial control, including in-person and online educational instruction, employment, extracurricular activities, athletics, performances, community engagement, and outreach programs.
The term applies to all activity that occurs on property owned or occupied by the Board. It also
includes events and circumstances that take place off-school property/grounds if the Board
exercises substantial control over both the Respondent and the context in which the conduct
prohibited by Title IX occurs.
6.

Exculpatory Evidence

“Exculpatory evidence” is evidence that tends to clear or excuse a Respondent from allegations
of conduct prohibited by Title IX.
7.

Formal Complaint

“Formal complaint” means a document filed by a Complainant or signed by the Title IX
Coordinator alleging conduct prohibited by Title IX against a Respondent and requesting that
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the Board investigate an allegation of conduct prohibited by Title IX. At the time of filing a
Formal Complaint with the Board, a Complainant must be participating in or attempting to
participate in the Board’s educational programs or activities. A “document filed by a
complainant’’ means a document or electronic submission (such as by electronic mail or
through an online portal that the Board provides for this purpose) that contains the
Complainant’s physical or digital signature, or otherwise indicates that the Complainant is the
person filing the Formal Complaint. If the Title IX Coordinator signs a Formal Complaint, the
Title IX Coordinator does not become a Complainant and is not a party to the Formal
Complaint.
8.

Formal Resolution

An investigation and decision-making process initiated when a Formal Complaint is signed and
filed alleging conduct prohibited by Title IX against a Respondent, and also requests that the
Formal Complaint be investigated. The Formal Resolution includes an investigation, a decision,
and appeal.
9.

Inculpatory Evidence

“Inculpatory evidence” is evidence that tends to establish a Respondent’s responsibility for
alleged conduct prohibited by Title IX.
10.

Informal Resolution

A voluntary process that the parties may consent to participate in, as described in Section VII.F.
11.

Initial Report

A report of conduct that may constitute conduct prohibited by Title IX, which may be made by
any person, even if not the person alleged to have experienced the conduct. An Initial Report is
made prior to a Formal Complaint, and triggers the Title IX Coordinator’s obligation to contact
the Complainant and inform the Complainant of the availability of Supportive Measures
12.

Investigation

The phase of the investigation and decision-making process when the parties are invited to
provide evidence and identify witnesses to the Investigator related to the allegations in the
Notice of Formal Complaint.
13.

Investigative Report

A formal written document that fairly summarizes the relevant evidence gathered during the
Investigation and that is provided to the parties to allow them to review and provide a response.
14.

Investigator

The person assigned by the Title IX Coordinator to investigate Formal Complaints under this
Policy. The Investigator shall have been trained on all elements of an Investigation as required
by federal and state law.

Page 5 of 26
15.

Mandated Reporter

All Board employees, members, volunteers, and vendors are required to disclose to the Title IX
Coordinator any conduct prohibited by Title IX of which they are aware to ensure the Board is
able to provide a prompt, thorough, and supportive response.
16.

Notice of Dismissal

Formal notification issued by the Title IX Coordinator following a determination that the matter
does not meet the definitional or jurisdictional standards of Title IX and stating the reasons for
dismissal.
17.

Notice of Formal Complaint

Formal notification issued by the Title IX Coordinator that a Formal Complaint has been filed
and that includes the details set forth in Section VII.C.1.
18.

Notice of Outcome of Appeal

A written determination describing the Appeal Officer’s final decision of an appeal of a
determination of responsibility.
19.

Preponderance of the Evidence

This term is an evidentiary burden of proof. A preponderance of the evidence means that the
evidence provided is more likely than not to be true.
20.

Prohibited Conduct

Conduct prohibited by Title IX and this Policy, which includes sexual harassment, sexual
assault, dating violence, domestic violence, and stalking, as those terms are defined by and
listed in Section IV.30 of this Policy.
21.

Privacy

This term means that information related to a complaint will be shared with only a limited
number of Board employees who “need to know” in order to assist in the assessment,
investigation, and resolution of any report of Prohibited Conduct. All employees who are
responsible for the Board’s response to Title IX Prohibited Conduct shall receive specific
training and guidance about sharing and safeguarding private information in accordance with
state and federal law. The privacy of student education records will be protected in accordance
with the Family Educational Rights and Privacy Act (“FERPA”), and the privacy of employee
records will be protected in accordance with Ohio law and Board policy.
22.

Remedies

Individualized measures implemented after a determination is made or as part of an Informal
Resolution that are designed to restore or preserve equal access to the Board’s educational
programs and activities. Remedies may include Supportive Measures, but Remedies need not
be non-disciplinary or non-punitive and need not avoid burdening the Respondent. See
Appendix A.
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23.

Reporting Party

Any person who files a report of conduct prohibited by Title IX.
24.

Representative or Advisor

An individual that serves as an advisor to a party after a Notice of Formal Complaint is issued,
at the party’s choosing, and that is permitted to be, but need not be, an attorney.
25.

Respondent

An individual who has been reported to have committed conduct prohibited by Title IX.
26.

Sanctions

Individualized measures implemented after a determination of responsibility that may be
disciplinary in nature.
27.

Supportive Measures

“Supportive measures” means non-disciplinary, non-punitive individualized services offered as
appropriate, as reasonably available, and without fee or charge to the Complainant or the
Respondent before or after the filing of a formal complaint or where no formal complaint has
been filed. Such measures are designed to restore or preserve equal access to the Board’s
educational programs or activities without unreasonably burdening the other party, including
measures designed to protect the safety of all parties or the Board’s educational environment or
to deter sexual harassment. Supportive measures may include counseling, extensions of
deadlines or other course-related adjustments, modifications of work or class schedules, school
escort services, mutual restrictions of contact between the parties, changes in work locations,
leaves of absence, increased security and monitoring of certain areas of the Board’s buildings
and facilities, referral to an Employee Assistance Program, and other similar measures.
28.

Third Parties

"Third parties" include, but are not limited to, guests and/or visitors on Board property (e.g.,
visiting speakers, participants on opposing athletic teams, parents), contractors or vendors
doing business with, or seeking to do business with the Board, and other individuals who come
in contact with members of the Board community at school-related events/activities (whether on
or off Board property).
28.

Title IX Coordinators

The individuals designated by the Board to coordinate its efforts to comply with Title IX
responsibilities.
30.

Title IX Sexual Harassment

“Sexual Harassment” means conduct on the basis of sex that satisfies one or more of the
following:
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A. A Board employee conditions the provision of an aid, benefit, or service of the Board on an
individual’s participation in unwelcome sexual conduct (“quid pro quo” harassment);
B. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and
objectively offensive that it effectively denies a person equal access to the Board’s educational
programs or activities; or
C. “Sexual assault” as defined in 20 U.S.C. 1092(f)(6)A(v); “dating violence” as defined in 34
U.S.C. 12291(a)(10); “domestic violence” as defined in 34 U.S.C. 12291(a)(8); or “stalking” as
defined in 34 U.S.C. 12291(a)(30).
1. Sexual harassment may involve the behavior of a person of any gender against a person of
the same or another gender. Examples of sexual harassment may include, but are not limited
to, the following actions:
a. Unwelcome sexual propositions, invitations, solicitations, and/or flirtations;
b. Unwanted physical and/or sexual contact;
c. Threats or insinuations implying that a person’s conditions of education or employment may
be adversely affected by not submitting to sexual advances;
d. Unwelcome sexual verbal expressions, including graphic sexual commentaries about a
person’s body, dress, appearance, or sexual activities; unwelcome sexually degrading
language, profanity, jokes, or innuendoes;
e. Sexually suggestive objects, pictures, graffiti, videos, posters, audio recordings or literature;
f. Unwelcome and inappropriate touching, patting, or pinching;
g. Asking about, or telling about, sexual fantasies, sexual preferences, or sexual activities;
h. Speculations about a person’s sexual activities or sexual history, or remarks about one’s own
sexual activities or sexual history;
i. Giving unwelcome personal gifts such as lingerie that suggests the desire for a romantic
relationship; and
j. Leering or staring at someone in a sexual way, such as staring at a person’s breasts,
buttocks, or groin.
2. “Sexual assault” means any sexual act directed against another person, without the consent
of the victim, including instances where the victim is incapable of giving consent. Sexual assault
includes rape, sodomy, sexual assault with an object, fondling, incest, and statutory rape.
a. Rape is penetration, no matter how slight, of the vagina or anus with any body part or object,
or oral penetration by a sex organ of another person, without the consent of the victim, including
instances where the victim is incapable of giving consent because of age or because of
temporary or permanent mental or physical incapacity. This definition includes attempted rape.
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b. Sodomy is oral or anal sexual intercourse with another person, without the consent of the
victim, including instances where the victim is incapable of giving consent because of age,
disability, or temporary or permanent mental or physical incapacity.
c. Sexual assault with an object is using an object or instrument to unlawfully penetrate the
genital or anal opening of the body of another person, without the consent of the victim,
including instances where the victim is incapable of giving consent because of age or because
of temporary or permanent mental or physical incapacity. An “object” or “instrument” is anything
used by the offender other than the offender’s genitalia.
d. Fondling is the touching of the private body parts of another person for the purpose of sexual
gratification, without the consent of the victim, including instances where the victim is incapable
of giving consent because of age or because of temporary or permanent mental or physical
incapacity.
e. Incest is sexual intercourse between persons who are related to each other within the
degrees wherein marriage is prohibited by State law.
f. Statutory rape is sexual conduct with a person who is under the statutory age of consent as
defined by Ohio Revised Code §2907.04.
g. Consent refers to words or actions that a reasonable person would understand as agreement
to engage in sexual conduct. A person may be incapable of giving consent because of age,
disability, or temporary or permanent mental or physical incapacity. A person who is
incapacitated is not capable of giving consent.
h. Incapacitated refers to the state where a person does not understand and/or appreciate the
nature or fact of sexual activity due to the effect of drugs or alcohol consumption, medical
condition, disability, or due to a state of unconsciousness or sleep.
3. “Domestic violence” includes felony or misdemeanor crimes of violence committed by:
a. A current or former spouse or intimate partner of the victim;
b. A person with whom the victim shares a child in common;
c. A person who is cohabitating with or has cohabitated with the victim as a spouse or intimate
partner;
d. A person similarly situated to a spouse of the victim under the domestic or family violence
laws of Ohio; or
e. Any other person against an adult or youth victim who is protected from that person’s acts
under the domestic or family violence laws of Ohio.
4. “Dating violence” means violence committed by a person who is or has been in a social
relationship of a romantic or intimate nature with the victim. The existence of such a relationship
shall be determined based on consideration of the length of the relationship, the type of
relationship, and the frequency of interaction between the persons involved in the relationship.
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5. “Stalking” means engaging in a course of conduct directed at a specific person that would
cause a reasonable person to (1) fear for the person’s safety or the safety of others or (2) suffer
substantial emotional distress.

V.

DESIGNATION AND ROLE OF TITLE IX COORDINATOR

The Board designates and authorizes the following individuals to oversee and coordinate its
efforts to comply with Title IX and its regulations:
Mr. Sean Kern
Director of Financial Services
4791Woodridge Dr.
Austintown, Ohio 44515
(330)797-2833
skern@mahoningcountyoh.gov
Dr. Gina Symsek
Director of Education
4801 Woodridge Dr.
Austintown, Ohio 44515
(330)797-2849
Gina.symsek@mahoningcountyoh.gov

The Title IX Coordinators shall report directly to the Superintendent. The Superintendent shall
assign a Title IX Coordinator to handle a report of Prohibited Conduct. Questions about this
policy should be directed to the Title IX Coordinators.
The Title IX Coordinators shall be informed of all reports of Prohibited Conduct shared with
Board employees and members and shall manage the Board’s review, investigation, and
resolution of those reports to ensure the Board’s compliance with Title IX and the effective
implementation of this Policy. All references to actions by the Title IX Coordinators may be
performed by the Title IX Coordinators. The Title IX Coordinators shall be:
•
•
•
•
•
•
•

Knowledgeable of and trained in Board policies and procedures and relevant state and
federal laws;
Available to advise any individual, including a Reporting Party, Complainant, or
Respondent about the courses of action, formal or informal, available at the Board and in
the community;
Responsible for offering and implementing reasonably available Supportive Measures;
Available to provide assistance to any Board employee regarding how to respond
appropriately to a report of Prohibited Conduct;
Responsible for monitoring full compliance with all procedural requirements, record
keeping and timeframes outlined in this Policy;
Responsible for managing training, prevention and education efforts; and
Responsible for facilitating periodic review of this Policy as needed to maintain
compliance with state and federal law.
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In addition to addressing complaints against a particular party, the Title IX Coordinators shall
address reports that the Board’s policies or practices may discriminate on the basis of sex,
gender, gender identity, gender expression, or sexual orientation. The Title IX Coordinators
shall assess such concerns and, using procedures appropriate given the circumstances, shall
advise and work with the Board to ensure that its policies and practices are compliant.

VI.

REPORTING

A.

General Reporting Obligations

Any person may report Prohibited Conduct (whether or not the person reporting is the person
alleged to be the victim of Prohibited Conduct), in person, by mail, by telephone, or by
electronic mail, using the Title IX Coordinators’ contact information, or by any other means that
results in the Title IX Coordinators receiving the person's oral or written report. The Board
encourages persons filing a report to submit it directly to the Title IX Coordinators, but a report
may be made to any Board employee. Reports may be made at any time. Reports can be
made orally or in writing and should be as specific as possible.
To the extent possible, the report should:











Identify the alleged victim(s);
Identify the alleged perpetrator(s)
Identify any witnesses;
Identify the date of the incident;
Identify the location of the incident;
Identify the of the incident;
Identify the nature of the conduct (provide specific details);
Identify the date of any previous report;
Identify to whom any previous report was made; and
Provide any written evidence or reports in the person’s possession.

All Board employees and members are mandatory reporters pursuant to Title IX regulations.
Therefore, Board employees and members witnessing Prohibited Conduct shall report such
Prohibited Conduct to a Title IX Coordinator or to any Board employee or member within
twenty-four (24) hours. A Board employee or member that receives a report of Prohibited
Conduct shall notify the Title IX Coordinators within twenty-four (24) hours of receipt. Members
of the Board’s Community and Third Parties are encouraged to report Prohibited Conduct
promptly to a Title IX Coordinator or to any Board employee. A Board employee’s failure to
make any report required by this Policy may result in disciplinary action, up to and including
termination of employment. A Board member’s failure to make any report required by this Policy
may result in removal from the Board pursuant to Ohio Revised Code §5126.0213.
Nothing in this Policy relieves a Board employee, member or volunteer, when acting in an
official or professional capacity and with knowledge or reasonable cause to suspect, that a child
less than 18 years of age or a person under 21 years of age with a developmental disability or
physical impairment, has suffered or faces a threat of suffering a physical or mental wound,
injury, disability, or condition of a nature that reasonably indicates abuse or neglect of the child
or person, from immediately reporting that knowledge or suspicion to county law enforcement
officer, the public children’s services agency in the county, or the Board’s Investigative Agent in
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accordance with Ohio Revised Code §5123.61 and Ohio Administrative Code 5123-17-02.
Nothing in this Policy shall negate the obligation to report or delay the timeline to make a
mandatory report under either Ohio Revised Code §5123.61 or Ohio Administrative Code 512317-02.
The Board encourages a Complainant to seek assistance from a medical provider and/or law
enforcement immediately after an incident of Prohibited Conduct, whether or not the
Complainant plans to pursue criminal charges. This allows for the preservation of evidence and
a timely response by law enforcement.
If an individual believes that the Title IX Coordinators have engaged in Prohibited Conduct or
have otherwise behaved inappropriately, the individual should contact the Superintendent or
Board President. In such case, the Superintendent will either serve in place of the Title IX
Coordinator for purposes of addressing that particular report of Prohibited Conduct or appoint
another person to serve as a Title IX Coordinator.
B.

Anonymous Reporting

A report of Prohibited Conduct can be made without disclosing one’s own name, identifying the
Respondent, or requesting any action. Depending on the level of information available about
the incident or the individuals involved, anonymous reporting may limit the Board’s ability to respond or take further action.
If not submitted to the Title IX Coordinators, anonymous reports shall be shared with the Title IX
Coordinator. Where there is sufficient information, the Title IX Coordinators shall ensure that
anonymous reports are reviewed. Board employees and members have a duty to report
information to the Title IX Coordinator under this Policy and may not make such reports
anonymously.
C.

Reporting Considerations - Timeliness of Report

In order to ensure the Board’s ability to respond promptly and effectively, any person, other
than a Board employee or member, affected by Prohibited Conduct is encouraged to file a
report as soon as possible. A Board employee or member that witnesses Prohibited Conduct
or receives a report alleging Prohibited Conduct shall notify the Title IX Coordinators within
twenty-four (24) hours of receipt. If a Respondent is no longer a student or employee at the
time of the report, the Board may not be able to take disciplinary action against them. The
Board shall provide reasonably available Supportive Measures to a Complainant, as well as
assistance in identifying appropriate external reporting options.
D.

Report Resolution

A report to the Title IX Coordinator is not the same as a Formal Complaint. In order for a report
to be officially resolved, a Formal Complaint must be filed in writing alleging Prohibited Conduct
against a Respondent and requesting that the Board officially investigate and resolve the
allegation. The Formal Complaint may be resolved through either Informal Resolution (see
Section VII.F.) or through the Formal Resolution (see Section VII.G.).
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VII. INVESTIGATION AND DECISION-MAKING PROCESS: INITIAL RESPONSE,
FORMAL COMPLAINT, INITIAL ASSESSMENT, NOTICE OF FORMAL COMPLAINT,
INVESTIGATION, INFORMAL RESOLUTION, FORMAL RESOLUTION, AND APPEAL
A.

General Principles

The Board shall promptly investigate and resolve student and employee complaints alleging
Prohibited Conduct. In addressing allegations of Prohibited Conduct, the Board shall (1) treat
Complainants and Respondents equitably, (2) provide reasonable supportive measures to both
the Complainant and Respondent, as appropriate, and (3) follow the provisions of this Section
VII before imposing any Remedies, other than Supportive Measures, against the Respondent.
The process described in Section VII relates exclusively to complaints brought under this
Policy. The Board will continue to handle complaints subject to the Board’s other nondiscrimination and anti-harassment policies separately.
B.

Receipt of an Initial Report of Title IX Prohibited Conduct

1.

Offer of Supportive Measures

Upon receipt of notice of an Initial Report of Prohibited Conduct, the Title IX Coordinator shall,
within two (2) calendar days contact the Complainant and:








Discuss the availability of Supportive Measures:
Consider the Complainant’s wishes with respect to Supportive Measures;
Inform the Complainant of the availability of Supportive Measures with or without
the filing of a Formal Complaint;
Explain to the Complainant the process for filing a Formal Complaint;
Advise the Complainant that, if the reported conduct could be a crime, the
Complainant has the right but not the obligation to file a police report, and that if
there is a police investigation, the Title IX Coordinator will coordinate with law
enforcement; and
Discuss the importance of preserving evidence and identification and location of
Witnesses.

If, on the face of the Initial Report, the Title IX Coordinator determines that the conduct alleged
does not fall within the scope of Title IX, the Title IX Coordinator may inform the Complainant
that the matter may be referred for decision by the Superintendent pursuant to other Board
policies. Even then, the Complainant shall receive an offer of Supportive Measures.
The Title IX Coordinators are responsible for coordinating the effective implementation of
Supportive Measures. Supportive Measures are based on individualized review and may not
be the same in every situation. The Title IX Coordinators shall will consider the Complainant’s
wishes with respect to Supportive Measures. The Board shall maintain as private any
Supportive Measures provided to the Complainant or Respondent, to the extent that
maintaining such privacy would not impair the ability of the Board to provide the Supportive
Measures.
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2.

Privacy

Notice to the Title IX Coordinator or another Board employee of Prohibited Conduct requires the
Board to follow its obligations under this Policy to review the available information and
determine whether to proceed to an Investigation. In this context, “privacy” means that
information related to a complaint will be shared with only a limited number of Board employees
who “need to know” in order to assist in the assessment, investigation, and resolution of the
report. The privacy of student education records will be protected in accordance with the
Family Educational Rights and Privacy Act (“FERPA”) and the privacy of employee records will
be protected in accordance with Ohio law and Board policy.
Once a report has been shared with the Title IX Coordinator, a Complainant may request that
his/her identity not be shared with the Respondent (request for anonymity), that no investigation
occur, or that no disciplinary action be pursued. The Board will balance this request in the
context of its obligation to provide a safe and non-discriminatory educational environment.
Confidentiality will not always be possible. Whether or not the Complainant requests
confidentiality, the Board shall maintain privacy with respect to the identity of all Complainants,
Respondents, and witnesses, except as necessary to carry out this Policy or as may be
required by applicable state or federal law. Should a Complainant make a request that the
Board not disclose the Complainant’s identity to the Respondent, the Title IX Coordinator will
inform the Complainant that the Board’s ability to investigate the allegations effectively may be
limited if the request is granted. A Complainant who initially requests confidentiality is not
prohibited from later requesting that the Board conduct a full investigation.
3.

Initial Actions by Board

Based upon an Initial Report or Formal Complaint of Prohibited Conduct, the Title IX
Coordinator may undertake an individualized safety and risk analysis to determine whether the
allegations of Prohibited Conduct indicate a Respondent who is a student poses an immediate
threat to the physical health or safety of any other student or person. If it is determined that
removal from the Board’s educational programs and facilities is appropriate in light of the
existing circumstances, the Board shall provide notice to the Respondent and an opportunity to
challenge the Board’s decision immediately following the removal. Any removal under this
Policy must be conducted consistently with student due process rights regarding emergency
removal, suspension or expulsion, and consistently with any applicable obligations under the
Individuals with Disabilities Education Act, Section 504 of the Rehabilitation Act of 1973, and
the Americans with Disabilities Act.
The Board may place a Board employee on administrative leave with pay in accordance with
Ohio Revised Code §124.388 after notice of a report of Prohibited Conduct and during the
pendency of resolution of the matter. After notice of a report of Prohibited Conduct by a Board
member, appropriate measures will be taken, including, but not limited to, the process
described in Ohio Revised Code §§5126.0213-5126.0217.
When faced with a report of Prohibited Conduct against a Third Party, the Board may take
appropriate preventative action with the Third Party to ensure the health and welfare of the
Complainant.
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C.

Filing a Formal Complaint

After the Initial Report, further proceedings on the Initial Report will not occur unless and until a
Formal Complaint is filed. A Formal Complaint can be filed by a Complainant or Title IX
Coordinator. A Complainant may complete and sign a Formal Complaint alleging Prohibited
Conduct against a Respondent and requesting that the Board investigate the allegation of
Prohibited Conduct.
If the Complainant does not respond to contact by the Title IX Coordinators after the filing of the
Initial Report or declines to file a formal complaint, the Title IX Coordinators must consider the
Complainant’s wishes, safety of students and employees, and the Board’s obligation to
maintain an environment free from Prohibited Conduct, and determine whether to initiate a
Formal Complaint. In considering a Complainant’s request to take no action and evaluating
whether to proceed, the Title IX Coordinator will assess and consider:
•
•
•
•
•
•
•
•
•
•
•
•

the preferences and concerns of the Complainant;
the nature and circumstances of the allegation;
the severity and impact of the reported conduct;
any pattern or evidence of other similar conduct by Respondent;
the respective ages of the parties, including whether the Complainant is a minor (under
the age of 18);
whether the Respondent has admitted to the conduct;
whether the Respondent has been the subject of other complaints or reports of
Prohibited Conduct under this policy;
whether the Respondent threatened sexual violence or other violence against the
Complainant or others;
whether the report indicates that multiple respondents were involved;
whether the report indicates that the conduct was perpetrated with a weapon;
whether the Respondent is an employee; and,
whether the Board possesses independent means to obtain relevant evidence (e.g.,
witnesses, security cameras or personnel, or physical evidence).

Where the Board is unable to take action consistent with the request of the Complainant, the
Title IX Coordinators shall inform the Complainant in writing about the chosen course of action,
and implement necessary Supportive Measures. The Board’s response must be reasonable in
light of the known circumstances. If a report alleges conduct by a Board employee member
against a student, the Title IX Coordinator shall complete a Formal Complaint and initiate an
Investigation.
1.

Receipt or Execution of Formal Complaint

Upon receipt of a Formal Complaint by a Complainant or execution of a Formal Complaint by
the Title IX Coordinators, the Title IX Coordinators shall provide written notice of the following to
the parties who are known:
a.

Notice of the Board's investigation and decision-making process, including any
informal resolution available;
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b.

Notice of the allegations of Prohibited Conduct, including sufficient details known
at the time and providing sufficient time for a party to prepare a response before
any initial interview. Sufficient details include the identities of the parties involved
in the incident, if known, a description of the Prohibited Conduct, and the date and
location of the alleged incident, if known. The written notice must also:

1.

Include a statement that the Respondent is presumed not responsible for the
alleged conduct and that a determination regarding responsibility will be made at
the conclusion of the grievance process;

2.

Inform the parties that they may have a Representative or Advisor of their choice,
who may be, but is not required to be, an attorney, and who may proffer, inspect
and review evidence;

3.

Inform the parties of any provision in this Policy or any other policy that prohibits
knowingly making false statements or knowingly submitting false information
during the grievance process.

c.

If, during the course of the Investigation, the Investigator decides to investigate
allegations about the Complainant or Respondent that are not included in the
original notice provided to the parties, the Title IX Coordinator shall provide notice
of the additional allegations to the parties whose identities are known.

To the extent practicable, the Board shall conclude the Investigation and decision-making
process, including resolving any appeals, no later than 10 business days from receipt of the
Formal Complaint. Based upon good cause, a Title IX Coordinator may approve requests for
temporary delays or limited extensions with written notice to either the Complainant or the
Respondent and the reasons for the action. “Good cause” includes, but is not limited to,
absence of a party, a party's Representative or Advisor, or a Witness; concurrent law
enforcement activity; the need for language assistance or accommodation of disabilities.
2.

Responsibilities and Rights of Parties and Witnesses

During an Investigation, the Complainant, Respondent and Witnesses have the following
responsibilities and rights.
a.

Responsibilities

1.

Complainant, Respondent and Witnesses have the responsibility to be truthful, to
cooperate with the process, and to follow the directions of Board staff and agents
responsible for administering this process. Knowingly making false statements or
knowingly submitting false information shall result in disciplinary action or other
consequences;

2.

Complainant, Respondent and Witnesses have the responsibility not to retaliate
against, intimidate, harass, or threaten any individual who has reported Prohibited
Conduct or who has participated as a party or witness in the process. The Board
shall investigate allegations of a person engaging in any act of retaliation,
intimidation, harassment, or threat;
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3.

Complainant, Respondent and Witnesses have the responsibility to keep private
documents, materials, and information received from the Board during this
process; and

4.

Complainant, Respondent and Witnesses have the responsibility to destroy, when
so directed by the Board, evidentiary materials and/or writings submitted by the
other party as party of the process.

b.

General Rights
1.

A person has the right to be protected from retaliation and intimidation
where he/she has reported Prohibited Conduct or participated as a party or
witness in the process;

2.

A person has the right to be treated equitably and receive the equal access
to Supportive Measures;

3.

A person has the right to have the investigation and decision-making
process completed within a reasonably prompt timeframe;

4.

A person has the right to a Representative or Advisor to support and/or
advise the party during the investigation and decision-making process;

5.

A person has the right to receive a Notice of Formal Complaint that
provides sufficient detail about the allegations for the Respondent to be
able to respond and for both parties to understand the scope of the
Investigation;

6.

A person has the right to decline to give a statement about the allegations
made in a Formal Complaint;

7.

A person has the right to participate in the Investigation, including by
identifying Witnesses and identifying and/or providing inculpatory,
exculpatory and other relevant information and evidence to the
Investigator;

8.

A person has the right to receive any Notice of Dismissal;

9.

A person has the right to appeal any Notice of Dismissal or determination
of responsibility;

10.

A person has the right to review all evidence directly related to the
allegations, in electronic format or hard copy, and for a period of time to
allow the parties to inspect, review, and respond to the evidence.

11.

A person has the right to receive an Investigative Report that summarizes
relevant evidence, in electronic format or hard copy, and for a period of
time to allow the parties to respond;

12.

A person has the right to receive a written determination regarding
responsibility for the alleged Prohibited Conduct (if any);
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13.
c.

D.

A person has the right to receive a written Notice of Outcome of Appeal.

Rights of the Respondent
1.

A Respondent has the right not to have any Sanctions imposed before a
determination of responsibility in accordance with this Policy; and

2.

A Respondent has the right to be presumed not responsible for the alleged
Prohibited Conduct until a determination regarding responsibility is made.

Initial Assessment of Formal Complaint

The Title IX Coordinator shall make an initial assessment as to whether a Formal Complaint
submitted by a Complainant contains sufficient allegations on its face to describe an act of
Prohibited Conduct, to permit an Investigation to be conducted, or to issue a Notice of Formal
Complaint (for example, the identity of the Respondent is not provided). If it does not, the Title
IX Coordinator may seek new or additional information from the Complainant and inform the
Complainant that a Notice of Formal Complaint cannot be issued and an Investigation cannot
be conducted until the Complainant provides additional information.
E.

Withdrawal or Dismissal of Formal Complaint

A Complainant may withdraw a Formal Complaint by informing the Title IX Coordinator in
writing that he/she wants to withdraw the Formal Complaint or the allegations. The Title IX
Coordinator may choose to dismiss a Formal Complaint if a Respondent is no longer
participating in the Board’s educational programs or activities, is no longer a member or
employee of the Board, or is no longer a member of the Board’s Community or Third Party, the
Complainant submits a written request to withdraw the complaint, or specific circumstances
prevent the Board from gathering evidence sufficient to reach a determination.
The Board shall investigate a Formal Complaint unless the conduct alleged by a Complainant
(a) would not constitute Prohibited Conduct, even if proved; (b) did not occur in the Board’s
educational programs or activities; or (c) did not occur against a person in the United States. If
one of the preceding circumstances exist, the Title IX Coordinator shall dismiss the Formal
Complaint. Even if dismissed, the Board may still investigate and take appropriate action with
respect to alleged misconduct pursuant to any other Board policy.
The parties will be notified in writing of any dismissal, including the reasoning.
F.

Informal Resolution

After a Formal Complaint has been filed, the Title IX Coordinator may offer to the parties an
Informal Resolution process. An Informal Resolution is the resolution of a Formal Complaint
through informal interventions such as Remedies and mediation. Informal Resolution is
voluntary and shall occur only with written consent of both parties. Participation in Informal
Resolution is not a required condition of admission/enrollment/placement or continuing
enrollment/placement, or employment or continuing employment, or the enjoyment of any other
right, and a party’s election to participate in Informal Resolution does not constitute a waiver of
the right to an Investigation and determination of a Formal Complaint of Prohibited Conduct.
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Any person who facilitates an Informal Resolution shall be experienced and trained in dispute
resolution and trained on this Policy.
Prior to initiating Informal Resolution, the Title IX Coordinator will issue each party a written
notice disclosing:
•
the allegations;
•
the requirements and procedure of the Informal Resolution process; and
•
any consequences resulting from participating in the Informal Resolution process,
including the records that will be maintained or could be shared.
At any time, either party has the right to withdraw from Informal Resolution and request that the
Formal Complaint be resolved through Formal Resolution. If the parties are not able to resolve
the Formal Complaint through Informal Resolution, the Formal Complaint shall be resolved
through Formal Resolution. Informal Resolution shall not be used to resolve allegations that a
Board employee or member engaged in Prohibited Conduct.
G.

Formal Resolution

Formal Resolution may be pursued only after a Formal Complaint has been filed. The Title IX
Coordinator shall identify the potential violations and prepare the initial notification of
Investigation outlining the charges to be investigated and assessed. At the completion of the
Investigation and any appeal, the Formal Complaint shall be resolved by a written determination
of responsibility by the appointed decision-maker. Both parties will have the opportunity to
appeal the written determination regarding responsibility.
1.

Investigation

The Title IX Coordinator shall designate an individual to conduct the Investigation of a Formal
Complaint. The Investigator may designate either an employee of the Board or an external
person. The Title IX Coordinator shall send the parties the identity and contact information for
the Investigator and provide written notice of the date, time, location, participants, and purpose
of all investigative interviews or other meetings, with sufficient time for a party to prepare to
participate in such investigative interview or meetings.
The Investigator may gather information in multiple ways. The Investigator may collect relevant
documents and other information and may also interview parties and/or Witnesses. In addition,
a Complainant or Respondent may:




submit documents to the Investigator;
submit a list of Witnesses to be interviewed by the Investigator; and/or
request that the Investigator attempt to collect documents and other information that are
not accessible to the requesting party.

During the Investigation, neither party shall be restricted from discussing the allegations under
investigation or gathering and presenting relevant evidence. During the Investigation, the
parties have an equal right to:


Present witnesses, including fact and expert witnesses, and other inculpatory and
exculpatory evidence; and
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Have others present during any interview or meeting, including the opportunity to be
accompanied to any related meeting or proceeding by a Representative or Advisor of
his/her choice. The Board shall not limit the choice or presence of a Representative
or Advisor for either the Complainant or Respondent in any interview or meeting. Any
restrictions the Board imposes on participation by a Representative or Advisor will
apply equally to both parties.

The burden of gathering evidence sufficient to reach a determination regarding responsibility
rests on the Board and not the parties.

2.



A person’s medical, counseling/psychological, and similar treatment records are
privileged and confidential documents that a party shall not be required to disclose. The
Investigator shall not access, consider, disclose, or otherwise use any information or
documents that are subject to a privilege and maintained by a professional (including,
but not limited to a physician, psychiatrist, or psychologist) in connection with the
provision of treatment to a party, unless voluntary, written consent from that party is
executed and provided to the Investigator. Where a party provides written consent to
share medical, counseling/psychological, and similar treatment records as part of the
Investigation, only the portion of the records directly related to the allegations raised in
the Formal Complaint shall be included in the case file for review by the other party and
for use in the Investigation.



Questions and evidence about the Complainant’s sexual predisposition or prior sexual
behavior are not relevant, unless such questions and evidence about the Complainant’s
prior sexual behavior are offered to prove that someone other than the Respondent
committed the conduct alleged by the Complainant, or if the questions and evidence
concern specific incidents of the Complainant’s prior sexual behavior with respect to the
Respondent and are offered to prove consent.
Disclosure of Evidence

After the Investigator has concluded the collection of evidence, the Investigator shall send the
parties all evidence directly related to the allegations, in electronic format or hard copy, as
requested by the parties, including (a) the evidence upon which the Board may not rely in
reaching a determination regarding responsibility and (b) all inculpatory or exculpatory
evidence. Each party shall have ten (10) calendar days to review the evidence. A party may,
but is not required, provide a response to the Investigator, and any response made shall be in
writing.
The parties may identify and proffer new evidence or rebuttal evidence only to allow the
consideration of information that was not available earlier in the Investigation or that could not
have been reasonably anticipated to be relevant to rebut an issue that came to light. “New
evidence” is evidence that was not available earlier in the Investigation, could not have been
available based on reasonable and diligent inquiry, and is relevant to the matter. “Rebuttal
evidence” is evidence presented to contradict other evidence in the file, which could not have
been reasonably anticipated by a party to be relevant information at the time initial information,
documents or witness statements were provided to the Investigator. The opportunity to review
evidence does not permit a party who previously declined to give a statement about the Formal
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Complaint during the Investigation to offer a statement for the first time after the Investigator
has concluded the collection of all other evidence.
3.

Investigative Report.

After the Investigator has received and considered the parties’ responses to the evidence, if
any, the Investigator may conduct any follow up interviews or collection of evidence deemed
necessary, shall complete an Investigative Report that objectively evaluates and summarizes
the relevant evidence, and shall submit the Investigative Report to the Title IX Coordinator and
to the parties in electronic format or hard copy, as requested by the parties. The parties shall
have ten (10) calendar days to respond in writing to the Investigative Report and shall submit
such responses to the Title IX Coordinator. After the Title IX Coordinator has reviewed the
parties’ responses to the Investigative Report, if any, the Title IX Coordinator shall make the
determination whether to dismiss the Formal Complaint or submit it to a decision-maker for a
determination of responsibility.
4.

Dismissal after Investigation
a.

Mandatory Dismissal

The Board must dismiss the Formal Complaint after the Investigation if the Title IX
Coordinator determines that the conduct alleged in the Formal Complaint does not
constitute Title IX Prohibited Conduct, even if proven; did not occur in the Board’s
educational programs or activities; or did not occur against a person in the United States.
b.

Discretionary Dismissal

The Board may dismiss the Formal Complaint if:
1. The Respondent is no longer enrolled or employed by the Board;
2. Specific circumstances prevent the Board from gathering sufficient evidence to reach
a determination; or
3. The Complainant informs the Title IX Coordinator in writing that the Complainant
desires to withdraw the Formal Complaint.
c.

Appeal of Dismissal

The Title IX Coordinator shall promptly send a Notice of Dismissal (mandatory or
discretionary) and the basis for the dismissal to the Parties. Either party may appeal a
Notice of Dismissal by sending a written appeal to an appropriately trained staff member
designated by the Title IX Coordinator within ten (10) calendar days from the receipt of
the Notice of Dismissal
The scope of the appeal is limited to the following questions:


Were there any procedural irregularities that substantially affected the outcome of the
matter to the detriment of the Complainant?
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Was there any substantive new evidence that was not available at the time of the
decision that could not have been available based on reasonable and diligent inquiry
that would substantially affect the outcome of the decision?



Did the Title IX Coordinator have a conflict of interest or bias that affected the
outcome of the matter?



Is the decision one that a reasonable person might have made?

The remedy on appeal is limited to directing the Title IX Coordinator to designate a decisionmaker and submitting the record to the decision-maker for a determination of responsibility.
5.

Determination by decision-maker

The Title IX Coordinator shall appoint a decision-maker to issue a determination of
responsibility. The Title IX Coordinator, the Investigator, and the Appeal Officer shall not act as
the decision-maker. The Title IX Coordinator shall ensure that the designated decision-maker
has received appropriate training under this Policy.
Before the decision-maker reaches a determination of responsibility, the decision-maker shall
afford each party the opportunity to submit written, relevant questions that a party wants asked
of any party or witness, provide each party with the answers, and allow for additional, limited
follow-up questions from each party. The decision-maker shall set the time frame for receiving
response from the parties and allowing for additional, limited follow-up questions. If the
decision-maker excludes any particular question posed to him/her, the decision-maker shall
explain any decision to exclude such question.
The decision-maker shall reach his/her decision by using the preponderance of the evidence
standard and shall consider the totality of the evidence presented during the Investigation and
to the decision-maker. When evaluating evidence, the decision-maker shall first evaluate the
quality. The decision-maker shall consider all of the information and evidence regardless of its
origin. Any information or evidence the decision-maker finds to be of high quality should be
given more weight than any information or evidence the decision-maker finds to be of low
quality. Quality may or may not be identical with quantity, and sheer quantity alone should not
be the basis for a determination of responsibility. The testimony of a single party or witness or a
single piece of information or evidence may be sufficient to establish a fact. A decision that
requires the use of the evidentiary standard shall be made after the decision-maker assesses
the quality of the information or evidence and determines that the decision is justified. That is,
the decision-maker should find that there is sufficient evidence that is relevant, probable, and
persuasive to convince him/her that a particular assertion is more likely than not and that the
evidence supporting such an assertion outweighs any evidence to the contrary.
The decision-maker shall issue a written determination regarding responsibility to the parties
and the Title IX Coordinator. The written determination shall include:




Identification of the Prohibited Conduct found by the Investigation to have occurred;
A description of the steps taken from the receipt of the Formal Complaint through the
determination, including any notifications to the parties, interviews with parties and
witnesses and other methods used to gather other evidence;
Findings of fact;
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Conclusions about whether the alleged Prohibited Conduct occurred;
Rationale for the result as to each allegation of Prohibited Conduct;
Identification of any Sanctions set forth in Appendix that should be imposed on the
Respondent;
Identification of any Remedies that the Board must provide to the Complainant (see
Appendix A);
Identification of the steps a party must follow to appeal the determination.

The decision-maker shall explain his/her decisions on responsibility, Sanctions (if applicable)
and Remedies with sufficient detail for the parties to be able to file meaningful appeals. In
determining Sanctions to be imposed, the decision-maker shall consider the following factors, to
the extent the information is available:

6.



The Respondent’s prior conduct history;



How the Board has sanctioned similar incidents in the past;



The nature of the Prohibited Conduct, including whether acts violence were
committed by Respondent;



The impact of the conduct on the Complainant;



Whether the Respondent has accepted responsibility for his/her actions; and



Any other mitigating or aggravating circumstances.

Appeal

Subject to this paragraph, either party has the right to appeal a written determination regarding
responsibility on the limited bases set forth below. A party may appeal only on the following
grounds:
a.

Were there any procedural irregularities that substantially affected the outcome of
the matter to the detriment of the appealing party?

b.

Was there any substantive new evidence that was not available at the time of the
investigation and determination and that could not have been available based
upon the reasonable and diligent inquiry of a party that would substantially affect
the outcome of the determination?

c.

Did the Title IX Coordinator, Investigator, or decision-maker have a conflict of
interest or bias for or against Complainants or Respondents that affected the
outcome of the matter?

d.

Are the sanctions and/or remedies ones that could have been issued by a
reasonable person given the findings of the case?

e.

Is the decision of the Investigators or the decision-maker clearly erroneous based
upon the evidentiary record?
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In a request for an appeal, the burden of proof lies with the party requesting the appeal. Mere
dissatisfaction with the determination of responsibility is not grounds for appeal. A Complainant
may not appeal or challenge any Sanction or disciplinary action imposed upon the Respondent.
Within ten (10) calendar days from receipt of written determination regarding responsibility, a
Complainant or a Respondent may submit a notice of appeal in writing to the Title IX
Coordinator, who shall forward the notice of appeal to a designated Appeal Officer to decide the
appeal. The Appeal Officer shall not be the Investigator or decision-maker. Any appeal filed by
a party shall be shared with the other party. The Title IX Coordinator shall share the identity
and contact information of the Appeal Officer with the parties.
The Appeal Officer shall offer both parties the opportunity to submit a written statement to the
Appeal Officer with respect to any appeal of the determination regarding responsibility. The
Appeal Officer shall establish the format for any written statement and shall require the parties
to submit their written statements to the Appeal Officer and the Title IX Coordinator within five
(5) business days after receipt of such notice from the Appeal Officer.
The Appeal Officer may reject the appeal in whole or in part, issue a new determination
regarding responsibility, modify the imposition of Sanctions and Remedies, including ordering
new Sanctions or Remedies, or refer the matter to a new decision-maker. The Appeal Officer
shall provide the written Notice of Outcome of Appeal to the Title IX Coordinator no later than
ten (10) calendar days after receipt of all appeal documents. The Title IX Coordinator shall send
the Notice of Outcome of Appeal to the parties. If necessary, the Appeal Officer shall consult
with the Title IX Coordinator regarding the management of ongoing remedies.
Unless there is an appeal, the determination of responsibility by the decision-maker shall be
final. Otherwise, the Notice of Outcome of Appeal by the Appeal Officer shall be the final
decision, and neither party is afforded any further appeal.
7.

Sanctions and Remedies

The Title IX Coordinator shall ensure prompt implementation of any Remedies identified by the
decision-maker or the Appeal Officer for the Complainant. Such Remedies may include
Supportive Measures, and Remedies may be disciplinary or punitive in nature and may burden
the Respondent.
Students who engage in Prohibited Conduct shall be subject to Sanctions identified in Appendix
A, including disciplinary action, up to and including suspension and expulsion.
Board employees who engage in Prohibited Conduct shall be subject to Sanctions identified in
Appendix A, including but not limited to, appropriate disciplinary action, up to and including
termination of employment. Board members who engage in Prohibited Conduct are subject to
Sanctions identified in Appendix A, including, but not limited to, removal from the Board
pursuant to Ohio Revised Code §5126.0213.
Any other member of the Board Community or a Third Party who is alleged to be a Respondent
and is determined to have committed Prohibited Conduct shall be subject to Sanctions
identified in Appendix A.
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VIII.

MISCELLANEOUS

A.

Training

The Title IX Coordinators, Investigator, decision-maker(s), Appeal Officer, or other person(s)
designated to facilitate an informal resolution process shall receive training on:


the definition of Prohibited Conduct (as that term is used in this Policy);



the scope of the Board’s educational programs and activities;



how to conduct an investigation and implement the investigation and decision-making
process under this Policy, including appeals and Informal Resolution, as applicable; and



how to serve in their respective role impartially, including by avoiding prejudgment of the
facts at issue, presumption of responsibility by the Respondent, conflicts of interests, and
bias.

Materials used for training shall not rely on sex stereotypes and must promote impartial
investigations and determinations of Formal Complaints.
Any Investigator appointed shall receive training on issues of relevance, including how to apply
the rape shield protections provided only for Complainants, in order create an Investigative
Report that objectively evaluates and fairly summarizes all relevant evidence gathered by the
Investigator.
Any decision-maker appointed shall receive training on evaluating evidence, including, but not
limited to, determining issues of relevance and including how to apply the rape shield
protections provided only for Complainants, and when questions and evidence about the
Complainant’s sexual predisposition or prior sexual behavior are not relevant.
All Board employees and members shall be trained concerning their legal obligation to report
Prohibited Conduct to the Title IX Coordinator under this Policy. Such training shall address
how to identify Prohibited Conduct.
B.

Conflict of Interest or Bias

No person involved in the investigation and decision-making process, including, but not limited
to, the Title IX Coordinators, Investigator, decision-maker, Appeal Officer, or any other person
appointed to facilitate Informal Resolution shall have a conflict of interest or bias for or against
complainants or respondents generally or an individual Complainant or Respondent in a
particular case. A conflict of interest exists if the person has prior involvement in or knowledge
of the allegations at issue in the case, has a personal relationship with one of the parties or
witnesses, or has some other source of bias. The Superintendent shall take reasonable actions
to ensure that no person involved in the investigation and decision-making process has a
conflict of interest or bias.
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C.

Recordkeeping

The Board shall maintain the following records for a period of fifteen (15) calendar years as
established in an approved records retention schedule:
1. Records of each investigation of Prohibited Conduct, including any determination regarding
responsibility, any Sanctions recommended and/or imposed on the Respondent, and any
Remedies provided to the Complainant;
2.

Records of any appeal and the resulting Notice of Outcome of Appeal;

3.

Records of any Informal Resolution; and

4.

All training materials.

D.

Criminal acts

A person may file criminal charges with appropriate law enforcement simultaneously with filing
a Formal Complaint. A person does not need to wait until the Title IX investigation is completed
before filing a criminal complaint. Likewise, questions or complaints relating to Title IX may be
filed with the U.S. Department of Education's Office for Civil Rights at any time.
At any point, the Board, its Title IX Coordinator, or the Investigator may involve local law
enforcement and/or file criminal charges related to allegations of Prohibited Conduct that
involve a sexual assault or other crime.
If the decision-maker(s) determines a Third Party Respondent is responsible for violating this
Policy (i.e., engaging in Prohibited Conduct), the decision-maker(s) shall recommend
appropriate Remedies, including the imposition of Sanctions.
E.

Retaliation

Neither the Board nor any other person may intimidate, threaten, coerce, or discriminate
against any individual for the purpose of interfering with any right or privilege secured by Title
IX, its implementing regulations, or this Policy, including making a report or filing a Formal
Complaint, testifying, assisting, or participating or refusing to participate in any manner in an
Investigation or proceeding under this Policy. Such actions, for the purpose of interfering with
any right or privilege secured by Title IX, its implementing regulations, or this Policy, constitute
retaliation.
Proven retaliation is a violation of this Policy, which shall result in the imposition of Sanctions
and/or other appropriate Remedies. A person subject to retaliation may file a complaint with the
Title IX Coordinator, the Superintendent, or the Board President.
Taking action against a person for making a materially false statement in bad faith in the course
of the investigation and decision-making process under this Policy shall not constitute
retaliation. A determination regarding responsibility itself does not mean a person made a
materially false statement in bad faith.
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F.

Confidentiality

Except in order to carry out its responsibilities under Title IX and this Policy, or as permitted by
the Family Educational Rights and Privacy Act (“FERPA”), 20 U.S.C. §1232g, and FERPA's
regulations, and Ohio law, including Ohio Revised Code §5126.044, the Board and its staff and
agents shall keep confidential the identity of all Complainants, Respondents, and Witnesses.
Disclosure of such information may be required by federal or state law, and the Board’s
commitment and obligation to keep such information confidential shall not impair or otherwise
affect the Complainant’s and Respondent’s right to receive the information under Policy/Title IX.

Closely Related Documents:
Policy 1100 –Philosophy
Policy 4606 Sexual Harassment
References:
OAC 5123:2-1-02 (B)(1) (County Board Administration)
References: Title VI, VII Civil Rights Act 1964
Revisions:

Mahoning County Board of Developmental Disabilities
POLICY 3730 – Title XX
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 3-11-2002
Revised: September 21, 2020

Purpose
The Mahoning County Board of Developmental Disabilities will participate in the Title Twenty
Federal Assistance Program. Eligibility for services provided under Title XX will be determined
using the process as outlined in section 5123-4-01 of the Ohio Administrative Code (O.A.C.).
Services will be provided in accordance with an annual individual plan. This plan will be reviewed
annually or more frequently if required to determine if the individual is benefiting from the services.
Scope
MCBDD may bill for Board eligible individuals receiving services by the Board as determined in
Board policy, procedure or DoDD definitions. Eligibility for services provided under Title XX will be
determined without regard to income. Title XX services cannot be billed through a waiver. The
Board will only bill for services included in the Title XX Agreement.
The Mahoning County Board of DD will document an individual’s eligibility under the chosen
method and make such documentation available for review to proper authorities upon request.
Such documentation will be maintained for a period of seven (7) years.
Documentation for eligible individuals receiving services funded by Title XX and for whom the
agency bills Ohio DoDD for reimbursement will be kept on file locally and made available for
review. Documentation will include a minimum of the individual’s name, service category for
which they have been determined eligible and verification of receipt for billed services. The Board
will follow the DoDD Title XX Certification of Proper Billing.
The Mahoning County Board of Developmental Disabilities will submit quarterly invoices to the
Ohio Department of Developmental Disabilities for reimbursement of eligible services provided
under Title XX and as authorized/identified in the County Comprehensive Social Services Plan
(CSSP). The rate of reimbursement for services billed will be certified by the Ohio Department of
Developmental Disabilities based on the completion of the applicable Title XX worksheets by the
Mahoning County Board of Developmental Disabilities. The certified unit of service rate(s) will be
included as an Attachment to the annual Title XX Contract submitted to the Ohio Department of
Developmental Disabilities.
The Title XX Block Grant contract currently provides a list of authorized services and fee schedule
for each service (copy attached). The authorized service and fee schedule and any subsequent
changes or updates to it will automatically become part of this policy.
Closely Related Documents:
References: Ohio DoDD Title XX Forms
O.A.C. 5123-4-01Administration & Operation of County Boards of DD
Revisions: 4/16/2018, 8/23/2010, 2/9/2004

Mahoning County Board of Developmental Disabilities
POLICY 3735 – (Pre-Admission Screening/Resident Review)
Section: 3000
Section Title: Programs

Originally Issued (Adopted): 11-1-2001
Revised: 4-20-2020

Purpose
This policy is to outline the requirements and procedures to determine if an individual with a
developmental disability who is seeking admission to a nursing facility or enrollment in the
PASSPORT home and community based waiver can be admitted to such facility or program, and
whether or not they require supplemental, specialized DD service while residing in the facility or
receiving home and community based services. The Mahoning County Board of DD, through the
PASRR evaluation process provides the Ohio Department of DD with the information to make
such determinations.
Scope
Compliance:
This policy is designed to reflect full compliance with O.A.C. 5123.021, 5123.04, and 5122-21-03
which outline the MCBDD responsibilities for PASARR evaluation and specialized services
provision, and rules governing long-term care facilities.
Any changes in the rules shall supersede this written policy.
implement this policy.

Closely Related Documents:
References: OAC - 4123.021, 5123.04, 5122-21-03
Last Reviewed: 4-2020

A procedure will be written to

Mahoning County Board of Developmental Disabilities
POLICY 4000 – Definitions & Objectives
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 3-21-2016

These policies (Series 4000) apply to all employees, unless otherwise defined in a collective
bargaining agreement.
Personnel System
The Personnel System shall be administered by a person or persons or firm so designated by the
Superintendent. This person or firm shall hereafter be called the Human Resources office.
In addition to other duties set forth in this manual, the Human Resources Office shall:
1.

Maintain or direct the maintenance of centralized records of all employees subject to
the provisions set forth herein, and otherwise established by law.

2.

Advise in personnel matters, and;

3.

Assist in administering and interpreting policies at the request of the Administration
and Board.

Definitions
Unless otherwise indicated in these policies, the following definitions shall apply:
a.

b.

c.
d.

e.
f.

Appointing Authority shall mean the Superintendent, and / or a designee of the
Superintendent authorized by law and the Department of Administrative Services to make
appointments to positions.
Class shall mean a group of positions that involve similar duties and responsibilities,
require similar qualifications, and which are properly designated by a common descriptive
title indicating the general nature of the work. A class may include only one (1) position in
some circumstances.
County shall mean the County of Mahoning, State of Ohio.
Employer shall mean the Appointing Authority, or the designee of the Appointing Authority
authorized by law to make appointments to positions. The Appointing Authority for the
position of Superintendent is the Mahoning County Board of Developmental Disabilities; the
Appointing Authority for all other positions is the Superintendent, with the concurrence of
the Board when applicable.
Position shall mean a group of duties and responsibilities assigned or delegated by
competent authority to be performed by one (1) person.
Administrator and / or Supervisor shall mean an individual who has been authorized by the
Superintendent and the Mahoning County Board of Developmental Disabilities to hire,
Policy 4000
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g.

transfer, suspend, lay-off, recall, promote, discharge, assign, reward, or discipline other
employees; to responsibly direct them, to adjust their grievances, or to effectively
recommend such actions, if the exercise of that authority is not merely routine or clerical in
nature but requires the use of independent judgment.
Transfer shall mean the movement of an employee from one position to another where
there is no change in level of responsibility.

Objectives
The Mahoning County Board of Developmental Disabilities recognizes that a personnel system,
which recruits and retains competent, dependable personnel, is indispensable to effective fruition
of the philosophy and goals of the Mahoning County Board of Developmental Disabilities.
This policy is designed to:
1.
Promote high morale and foster good working relationships among Board employees
by providing uniform personnel policies, equal opportunities for advancement and
consideration of employee needs;
2.
Maintain recruitment and internal promotional practices which will enhance the
attractiveness of a career with the Mahoning County Board of Developmental Disabilities
and encourage each of its employees to give his or her best effort to the Board and to the
public;
3.
Encourage courteous and dependable service to the public;
4.
Provide fair and equal opportunity for qualified persons to enter and progress within
Board service based upon merit and fitness as determined through objective and
practical personnel management methods;
5.
Insure that all Mahoning County Board of Developmental Disabilities operations are
conducted in an ethical and legal manner so as to promote the Board’s reputation as an
efficient, progressive body in the community and the State.
Dissemination
All employees shall be notified of the existence of these policies, and each office shall keep a
copy available for review by employees. Employees are not permitted to use work hours to review
these policies, unless so authorized by their supervisor.
New employees shall review these policies within ten (10) days of employment, and indicate in
writing such review has taken place, or that the opportunity to review them was made available.
All employees shall accomplish this review at a minimum annually and so indicate in writing that
such a review has taken place, or that the opportunity to review them was made available.

Closely Related Documents:
References: O.R.C. 4117.01F – Public Employees Collective Bargaining Positions
O.R.C. 5126 – County Boards of Developmental Disabilities
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4010 - Classified and Unclassified Employment
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

All employees of the Mahoning County Board Developmental Disabilities are presumed to be
classified civil servants unless the position which they occupy has been exempted from the
classified service by a lawful request of the Board, or by operation of law. After completion of a
120-day probationary period, classified employees may only be disciplined for cause and by
following the procedures set forth in Chapter 124 of the Ohio Revised Code and Board discipline
policy.
Some employees serve in the unclassified civil service, or occupy positions which have been
exempted from the classified service. Such employees serve at the pleasure of the Mahoning
County Board of Developmental Disabilities. The position of Superintendent is exempted from the
classified service by law.

Closely Related Documents:
References: O.R.C. 124- Department of Administrative Services -Personnel
O.R.C. 5126- County Boards of Developmental Disabilities
Last Reviewed: 10-16-2019

Policy 4010
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Mahoning County Board of Developmental Disabilities
POLICY 4020 – Human Resources Philosophy and Objectives
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 2-24-2020
Revised:

WHEREAS, The Mahoning County Board of Developmental Disabilities and the
Superintendent are committed to having all employees achieve the greatest degree of
success on their jobs as possible. To this end MCBDD’s philosophy and objectives are
as follows:
















To recognize and to treat each employee with respect;
To establish appropriate job performance standards and to have employee’s
performance reviewed fairly and objectively;
To establish staff development programs that provide employees with the tools,
training and other appropriate resources they may need to deliver the highest
level of customer service to individuals, family members, vendors, providers and
other stakeholders;
To assist in the career development of employees;
To hire the best available candidates for open positions giving careful
consideration to current employees and the MCBDD’s Affirmative Action, EEO
and ADA policies;
To maintain compensation schedules which are competitive with similar
organizations in the community, and to administer the compensation programs
fairly;
To provide comprehensive benefits programs that are competitive with similar
organizations in the community, and which demonstrate a commitment to the
personal health and wellness of employees and their families;
To provide a safe, clean and pleasant work environment;
To foster harmonious relations and good communications among employees;
To encourage participation in community service activities;
To recognize that the reason for MCBDD’s existence is to empower and support
individuals with developmental disabilities, and to that end, the MCBDD desires
its employees to reflect the organization’s commitment to providing the highest
level of customer service;
To ensure that all operations are conducted in an ethical and legal manner; and
To require employees to be respectful, courteous, and responsive to their coworkers, vendors, providers, individuals served, and to members of the public
and other stakeholders.

Mahoning County Board of Developmental Disabilities
POLICY 4030 – Affirmative Action, Equal Employment Opportunity
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 1-27-2020

WHEREAS, The Mahoning County Board of Developmental Disabilities has observed a principle
of recruiting, hiring, training, and promoting employees without regard to race, color, religion,
sexual orientation, national origin, age, ancestry, gender, gender identity or expression, disability,
physical or mental disability, political affiliation, marital status, military status, genetic information,
or other characteristic protected by state or federal law.
WHEREAS, It is now required as a matter of moral right and legal necessity to formally
promulgate the aforesaid policy, now
THEREFORE, BE IT RESOLVED, By the Mahoning County Board of Developmental Disabilities
of Mahoning County, Ohio:
Section 1.

Section 2.
Section 3.

Section 4.
Section 5.

This Board formally declares that we shall administer all personnel areas
without regard to race, color, religion, sexual orientation, national origin, age,
ancestry, gender, gender identity or expression, disability, physical or mental
disability, political affiliation, marital status, military status, genetic information,
or other characteristic protected by state or federal law.
Artificial barriers of personal attitudes and customs shall not be permitted to
have an effect on employment practices.
The Board pledges itself to insure that all activities relative to recruitment,
hiring, and promotion are undertaken to effect the principle of equal
employment opportunity, and that only valid, bona fide, job-related
requirements are imposed when administering personnel areas. Further, all
matters related to compensation, benefits, transfers, layoffs, recalls from
layoffs, and training will be formalized and will be free from any and all
discriminatory practices.
The Board shall have overall responsibility for the formulation and
implementation of the Equal Employment Opportunity Plan.
The Board hereby directs the Superintendent to have a copy of the
Resolution posted on all bulletin boards and other public areas.

Closely Related Documents:
References: Title VI, VII Civil Rights Act 1964,
EEO Acts 1972, 1978
Executive Order 11246, Executive Order 11375
Governor Executive Order 1-27-72
Age Discrimination Act 1975
Section 504, Rehab. Act 1973
Last Reviewed: 10-16-2019

Mahoning County Board of Developmental Disabilities
POLICY 4040 – Management Rights
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

The Appointing Authority maintains the ultimate right to recommend to the Mahoning County
Board of Developmental Disabilities policies governing personnel. Such policies shall be
consistent will all applicable state and federal laws. These policies may include, but are not
limited to:
1.

2.
3.
4.
5.
6.
7.
8.
9.

Determine matters of inherent managerial policy which include, but are not limited to areas
of discretion or policy such as the functions and programs of the employer, standards of
services, its overall budget, utilization of technology, and organizational structure.
Direct, supervise, evaluate, or hire employees.
Maintain and improve the efficiency and effectiveness of operations.
Determine the overall methods, process, means, or personnel by which operations are to be
conducted.
Suspend, discipline, demote, or discharge for just cause, or lay off, transfer, assign, schedule,
promote, or retain employees.
Determine the adequacy of the work force.
Determine the overall mission of the employer as a unit.
Effectively manage the work force.
Take actions to carry out the mission of the public employer.

The employer is not required to bargain on subjects reserved to the management and direction of
the Board except as affects wages, hours, terms and conditions of employment, and the
continuation, modification, or deletion of an existing employment agreement. The representative
may raise legitimate complaint or file a grievance based on the collective bargaining agreement.

Closely Related Documents:
References: 4117.07C
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4050 – Fitness for Duty
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 2-24-2020
Revised:

All employees of the Mahoning County Board of Developmental Disabilities are
responsible for managing their health in a manner that allows them to safely perform
their job responsibilities. Employees must come to work fit for duty and must perform
their job responsibilities in a safe, secure, productive, and effective manner during the
entire time they are working.
Employees are responsible for notifying their supervisors when they are not fit for duty.
They are also responsible for notifying a supervisor when they observe a coworker
acting in a manner that indicates the coworker may be unfit for duty. If the
supervisor’s behavior is the focus of concern, an employee may inform the upper
manager or may call the Human Resources Director.
Supervisors are responsible for observing the attendance, performance, and behavior
of the employees they supervise. If he/she receives reliable information that an
employee may be unfit for duty or through personal observation believes and
employee to be unfit for duty, will validate and document the information or
observations as soon as possible. Actions that may trigger the need to evaluate an
employee’s fitness for duty include, but are not limited to problems with dexterity,
coordination, concentration, memory, alertness, vision, speech, lifting difficulties,
inappropriate interactions with coworkers or supervisors, inappropriate reactions to
criticism, or suicidal or threatening statements.
The supervisor will work with the Human Resources Director to make a determination
of whether a fitness for duty evaluation is required. The employee will be placed on
administrative leave until a fitness for duty examination is completed and the results
have been presented to the employee and the Board. If the employee is found to be
unfit for duty the employee will be required to use their leave time. The final decision
on whether a provider’s certification will be accepted lies with the employee’s ability to
perform the essential functions of the job.
The employee must comply with all aspects of the fitness for duty and
evaluation procedures, including furnishing necessary consent and release
forms to the health service provider. Noncompliance may be grounds for
disciplinary action up to and including termination. Information will be
requested from the health service provider regarding work restrictions that may
be required upon the employee’s return to work.

Mahoning County Board of Developmental Disabilities
POLICY 4070 – Interns and Job Shadowing
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 2-24-2020
Revised:

Policy
It is the policy of the MCBDD to provide unpaid internships and job shadowing for students to
learn about MCBDD and to gain valuable insight and experience in an area of study. In addition,
the internship program is intended to provide a meaningful, positive learning work experience
such that participants may potentially seek full-time employment with MCBDD in the future.
All MCBDD employees and participants in the program shall comply with this policy.
Internship Requirements
Participants in the MCBDD unpaid internship program must ensure the intern is the primary
beneficiary of the internship; that is, the education and experience received by the intern from an
internship is for the express benefit of the intern, regardless of any incidental benefit that may
inure to MCBDD. Interns shall not be considered an MCBDD employee under any circumstances,
and shall not be entitled to any wages, compensation and/or benefits of any kind for the time
spent in this internship and must be informed as such.
Training provided in the internship must be similar to that which would be given in an educational
environment and shall be solely related to an educational purpose. The internship shall be tied to
the intern’s formal education program by integrated coursework or the receipt of academic credit.
The internship’s duration is limited to the period in which the internship provides the intern with
beneficial learning. The internship shall be of a fixed duration, established prior to the outset of the
internship. The schedule shall accommodate the intern’s academic commitments by
corresponding to the academic calendar.
Interns shall not replace or displace any employee of MCBDD. Interns shall not be used as
substitutes for regular workers or to augment the existing workforce during specific time periods.
The internship shall not be used as a trial period for individuals seeking employment at the
conclusion of the internship period.
Participants in the MCBDD unpaid internship program may complete documentation related to the
internship as required by the Intern’s educational institution. The intern shall be responsible for
ensuring that the internship meets his or her educational institution’s requirements.
MCBDD and the intern shall execute an Agreement prior to the start date of the internship.
MCBDD shall not be liable for injury sustained or health conditions that may arise for the intern
during the course of this internship. MCBDD may at any time, in its sole discretion, terminate this
internship without notice or cause.

Job Shadowing
MCBDD will provide 1-2 day learning experiences for high school students and older who have an
interest in learning about or pursuing a career in developmental disabilities.
An individual who wishes to shadow employees must request in advance permission and meet the
requirements of this policy. Such permission may be rescinded at the discretion of the department
manager in which the student is to participate in job shadowing.
It is the responsibility of the department and the preceptor where the student will shadow to
ensure that individual’s protected health information and other confidential information is properly
safeguarded in according with MCBDD policies and state and federal confidentiality laws including
HIPAA.
The student is not an employee of MCBDD and will not be compensated. The student shadowing
must be accompanied by a MCBDD employee at all times while at MCBDD facilities or shadowing
MCBDD business activities. There should only be one (1) shadow student in each area at a time.
Violation of this policy may be grounds for disciplinary action up to and including discharge, and
immediate termination of the internship and/or the Job Shadowing experience.

Closely Related Documents: Procedure 4070 – Interns and Job Shadowing
References:
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4080 – Americans with Disabilities Act Requirements &
Compliance
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 8-9-1983
Revised: 1-12-2015

The Mahoning County Board of Developmental Disabilities has designated an individual to
coordinate its efforts to comply with and carry out its responsibilities under the Americans with
Disabilities Act (ADA), including the investigation of ADA complaints. The ADA prohibits
discrimination in terms of hire, promotion, transfer, or any other benefits and privileges of
employment, of any qualified individual with a disability who satisfies the requisite skill,
experience, education and other job-related requirements of the position such individual holds
or desires and, with or without reasonable accommodation, can perform the essential functions
of the position.
Any individual who believes he / she are subject to unlawful discrimination based upon disability
may submit a complaint to the designated ADA Coordinator. A record of the complaint and
action taken will be maintained. An investigation will be conducted and a decision will be
rendered by the ADA Coordinator or designated individual within fifteen (15) workings days or
as soon as possible thereafter.
If the individual is not satisfied with the decision of the ADA Coordinator or designee, he / she
may appeal such decision to the Superintendent who shall consider the appeal of the employee
or designate an individual to conduct a further review and investigation of the initial decision.
The decision of the Superintendent or designee is final. However, nothing herein shall preclude
an individual from filing a complaint with the U.S. Department of Justice or any other Federal or
State agency. Furthermore, the use of this grievance procedure is not a prerequisite to the
pursuit of other remedies.
The Board shall make reasonable accommodations to the known physical or mental limitations
of a qualified applicant or employee with a disability unless such accommodation would pose an
undue hardship. Undue hardship means that a particular accommodation would be unduly
costly, extensive, substantial or disruptive, or would fundamentally alter the nature of operation
of the Agency. Among the factors to be considered in determining whether an accommodation
would create an undue hardship are the nature and cost of the accommodation, size of the
Agency, overall financial resources of the Agency, nature and structure of the operation, conflict
with collective bargaining agreement or laws, the impact of the accommodation on the Agency
or other employees, etc.
Reasonable accommodations shall be considered on a case-by-case basis and may include,
depending on the individual circumstances, job restructuring, acquisition or modification of
equipment or facilities, reassignment, modified work schedules, etc.
Closely Related Documents:
References: ADA Act
Reviewed: 10-16-2019

Mahoning County Board of Developmental Disabilities
POLICY 4090 – Prohibition of Intimidating or Retaliatory Acts
Against Staff and Individuals Served
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 3-18-2003
Revised:

The Mahoning County Board of Developmental Disabilities will not intimidate, threaten, coerce,
discriminate against, or take other retaliatory action against individuals who exercise any right, not
against staff or other individuals, expressing the opinion that MCBDD policies are not consistent
with the law, or are not being implemented properly.
1.

The Mahoning County Board of Developmental Disabilities will not intimidate, threaten,
coerce, discriminate against, or take other retaliatory action against:
a.

b.

2.

Retaliatory action is defined as doing any of the following:
a.
b.
c.
d.
e.

3.

Individuals: Any individual for the exercise, by that individual, of any right under, or for
participation by the individual in any process established by Federal or State statutes,
rules or regulations or the misuse of public resources.
Individuals and others: Any individual or other person for:
i. Filing of a complaint with the proper authority under Federal or State statutes;
ii. Testifying, assisting or participating in an investigation, compliance review,
proceedings or hearing under Part C of Title XI; or
iii Opposing any act or practice made unlawful under Federal or State statutes
provided the individual or person has a good faith belief that the practice
opposed is unlawful, and the manner of the opposition is reasonable and does
not involve a disclosure of protection health information.

Removing or suspending the employee from employment;
Withholding from the employee salary increases or employee benefits to which the
employee is otherwise entitled;
Denying the employee a promotion that would have otherwise been received;
Transferring or reassigning the employee;
Reducing the employee in pay or position.
Non-retaliation statement - A person who, in good faith, brings a complaint will not be
subject to retaliation. Retaliation against any person who falls within this definition, either
individual served or staff member of the MCBDD, is strictly prohibited.

Closely Related Documents:
References:
Last Reviewed: 10-16-2019

Mahoning County Board of Developmental Disabilities
POLICY 4091 – Protection of Whistleblowers
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 3-18-2003
Revised: 10-13-2014

A. Any employee of the Board who learns in the course of his/her employment of a violation of
Federal statutes, rules or regulations, or misuse of public resources which his / her supervisor
or superintendent could correct may report that violation or misuse without reprisal as follows:
1.

Reports must be written. Oral reports have no protection under the ‘Whistle Blower’
statute, O.R.C. '124.341.

2.

The report must be filed with either the superintendent or the employee’s supervisor,
unless the employee reasonably believes the violation or misuse constitutes a criminal
offense or a violation of O.R.C. '102 (ethics) or O.R.C. '2921.42 (unlawful interest in a
public contract) or O.R.C. '2921.43 (soliciting or receiving improper compensation).
Suspected criminal offenses can be reported to a prosecuting attorney, the chief legal
officer of a municipality or a peace officer.
Suspected violations of O.R.C.'102, '2921.42 or '2921.43 may also be reported to the
Ohio Ethics Commission.

B. Except as provided below, MCBDD shall not take any disciplinary or retaliatory action against
an employee for taking action as provided in this policy, if the employee made a reasonable
and good faith effort to determine the accuracy of any information. Retaliatory action
includes:
1.
2.
3.

Removing or suspending the employee from employment;
Transferring or reassigning the employee;
Reducing the employee in pay or position.

C. Employees shall make reasonable efforts to determine the accuracy of any information
reported under this policy. Employees may be punished, up to and including removal, for
purposely, knowingly or recklessly reporting false information.

D. Employees who are punished as a result of reporting violations or misuse under this policy
may appeal that punishment through the Grievance Procedure of the Collective Bargaining
Agreement. All discipline shall be in accordance with Board policy regarding progressive
discipline for employees.
Policy 4091
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E.

For purposes of this policy:
1.

A person acts purposely when it is his specific intention to cause a certain result, or
when the gist of the offense is a prohibition against conduct of a certain nature,
regardless of what the offender intends to accomplish thereby, it is his specific intention
to engage in conduct of that nature.

2.

A person acts knowingly, regardless of his purpose, when he is aware that his conduct
will probably cause a certain result or will probably be of a certain nature.

3.

A person acts recklessly when, with heedless indifference to the consequences, he
perversely disregards a known risk that his conduct is likely to cause a certain result or
is likely to be of a certain nature. A person is reckless with respect to circumstances
when, with heedless indifference to the consequences, he perversely disregards a
known risk that such circumstances are likely to exist.

Closely Related Documents: Policy 2303 – Protection of Whistleblowers
References: O.R.C.124.341 – Violation or Misuse- Whistleblower Protection
O.R.C. 2921.42 – Unlawful Interest in a Public Contract
O.R.C. 2921.43 – Soliciting or Receiving Improper Compensation
O.R.C. 102.01 – Public Officers-Ethics Definitions
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4092 – Workplace Violence
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 8-8-2005
Revised: 1-27-2020

Mahoning County Board of Developmental Disabilities is committed to supporting the safety of the
workplace. Any employee who threatens violence or engages in violence, engages in intimidating
behavior, or who violates regulations regarding dangerous materials in the workplace is in serious
violation of our policy. The workplace is defined as all MCBDD property; including parking lots, break
rooms, and all public areas, such as lobbies and restrooms.
Mahoning County Board of Developmental Disabilities believes that all employees are entitled to a
non-threatening workplace where the basic safety of each employee is promoted. Therefore, any form
of violence, whether actual or perceived, will not be tolerated.
This includes, but is not limited to:












disruptive activity in the workplace
threatening, hostile or intimidating behavior
possession of a dangerous weapon
violation of restraining orders
fighting
verbal abuse
stalking
sabotaging another employee’s work or personal property
harmful misuse of equipment or other MCBDD property
any behavior which is perceived as threatening
by the recipient

Any employee who believes he / she has been subjected to threatening or intimidating behavior
related to the workplace by a fellow employee, a customer, a family member, or other should report
such conduct to the individual(s) specified in the complaint procedure. Complaints of intimidation or
violence will be promptly and discreetly investigated. Any employee who violates this policy will be
subject to serious disciplinary action, up to and including discharge.
Weapons and Concealed Handguns
Unless authorized by law and in compliance with the Ohio Revised Code, no person shall knowingly
possess, control, convey or attempt to convey any weapon, including but not limited to a handgun, as
defined in O.R.C 2923.11 into a building owned, leased, operated or controlled by the MCBDD.
Persons, including MCBDD employees, holding a valid concealed handgun license (CHL) may
transport or store firearm and/or ammunition in the person’s privately owned, leased, operated or
Policy 4092
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controlled property. The transporting and storing of a firearm and ammunition is subject to all the
following prohibitions:









The firearm and all ammunition must remain inside the person’s privately owned vehicle while
the person is physically present in the vehicle.
The firearm and all ammunition must be locked in the trunk, glove box or other enclosed
compartment/container within the privately owned vehicle when the person is not physically
present in the vehicle.
No person with a valid CHL may possess, transport or store a firearm or ammunition in a
vehicle owned, leased or operated by the MCBDD.
MCBDD employees with a valid CHL shall not be armed, carry a concealed handgun on or
about their body, clothing, when transporting an individual receiving MCBDD services and
supports or another MCBDD employee in the employee’s privately owned vehicle during the
workday hours or while conducting/engaging in MCBDD business unless during such
transportation the firearm and all ammunition is locked in the trunk, glove box or other enclosed
compartment/container within the privately owned vehicle.
MCBDD employees with a valid CHL shall not be armed, carry a concealed handgun on or
about their body, clothing, outside of the employee’s personal vehicle while conducting or
engaging MCBDD business. Examples of such are employees engaged in home visits,
meeting with individuals in the community or meeting personnel form other agencies regardless
of whether the location where such a visit/meeting takes place permits firearms.
MCBDD employees with a valid CHL may be armed, carry a concealed handgun on or about
their body, clothing, during workday hours in their privately owned vehicle if not engaging or
conducting MCBDD business or transporting an individual or another employee. Examples of
such are employees driving between locations or traveling to seminars.

Management Responsibility
Violence, or the threat of violence, whether committed by supervisory or non-supervisory personnel, is
against stated MCBDD policy and may be considered unlawful as well. In addition, management is
responsible for taking action against threats or acts of violence by MCBDD personnel or others
(customers, outside vendors, family members, etc.) regardless of the manner in which the MCBDD
becomes aware of the conduct.
All complaints must be treated as serious violations of MCBDD policy and investigated accordingly. It
is management’s responsibility to show employees that the MCBDD is serious about prohibiting and
preventing violence in the workplace.
If a supervisor becomes aware of any action, behavior, or perceived threat that may violate this policy,
the supervisor is responsible for immediately contacting the department supervisor or the Human
Resources Director.
Complaint Procedure
1. Complaints of violence, or of intimidating behavior, should be brought to the department
supervisor or the Human Resources Director.
2. After the department supervisor or the Human Resources Director have been notified of the
complaint, or when they receive knowledge that a situation involving a possible threat of
violence exists, a thorough investigation to gather all pertinent facts will be undertaken. The
Superintendent shall be kept abreast of the progress of any investigation.
Policy 4092
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3. Non-Retaliation – This policy prohibits retaliation against any employee who brings complaints
of violent or intimidating behavior or who helps in investigating complaints; the employee will
not be adversely affected in terms and conditions of employment, nor discriminated against or
discharged because of the complaint.”
4. After the investigation has been completed, a determination will be made regarding the
resolution of the complaint. If a violation of this policy is found, disciplinary action will be taken,
up to and including termination of employment.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4100 – Employment/Hiring Practices
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 1-27-2020

Purpose/Scope
To provide an outline for employment practices within the organization.
VACANCIES
The appointing authority shall post, or cause to be posted internally, vacancies which occur or are
imminent within the organization. If no current employee is deemed qualified for advancement by
the appointing authority, the job will be filled by hiring outside applicants in accordance with ORC,
Chapter 124.
The appointing authority shall publicly announce, by appropriate means, all vacancies to be filled
by other than transfer or reinstatement, and shall maintain a list of announced vacancies for public
inspection.
Each announcement, insofar as practicable, shall specify the title, salary, nature of the job; the
required qualifications; the type of selection procedure to be used, and the deadline for a method
of application.
An application must be properly completed and submitted before an applicant will be considered
by employment.
EVALUATION OF APPLICANTS
The Superintendent, or designee of the Superintendent, shall interview job applicants screened.
Applicants must submit to reference checks, interviews, background checks, performance tests and /
or other job-related screening procedures.
An applicant shall be required to provide any information necessary to demonstrate ability to perform
the duties of the position sought, insofar as such information is job-related.
DISQUALIFICATION
An applicant shall be eliminated from consideration if he or she:
1.
2.
3.
4.

Does not possess the knowledge, skills and abilities necessary to effectively perform
the duties of the vacant position;
Has made a false statement of material fact on the application form or supplements
thereto;
Has committed, or attempted to commit, a fraudulent act at any stage of the
selection process, or;
Is an alien not legally permitted to work.
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An applicant may be eliminated from consideration upon other reasonable grounds relating to job
requirements.
If an applicant is hired and it is subsequently discovered that any of the above disqualifying criteria
apply, the employee will be terminated for dishonesty, incompetency, nonfeasance, or
malfeasance.
Medical Exam
A physical and medical examination by a qualified physician selected by the Board shall be
required by the appointing authority of all newly hired employees in a particular job category.
Such physical examination shall include a standard drug screen and be conducted after a
conditional job offer has been made before a person actually starts work. The results of a
physical or medical examination shall not disqualify the person from employment unless the
reason for rejection is job-related and justified by business necessity and no reasonable
accommodation was available. During employment, current employees may be required to submit
to a physical examination where there is evidence of job performance or safety problems or where
the examination is required by applicable law. Medical examination or inquirers of current
employees shall be job-related and consistent with business necessity.
The expense of the post-offer medical examination shall be borne by the Employer. The
appointing authority shall select the physician to administer an examination required of an
employee during employment and shall pay the cost. Individuals may request a waiver of the
medical examination requirement for reasons permitted by existing rule or law.
Incumbents of specified positions may be legally required to submit to a regularly scheduled
medical examination during their period of employment with the Mahoning County Board of
Developmental Disabilities. Such an examination is intended to ensure that the incumbent
continues to be physically and mentally able to perform the duties of his / her position consistent
with existing rule or law.
PROMOTIONS
Promotional opportunities shall be offered, as far as practicable, to qualified current Board
employees whenever possible.
Factors to consider for promotion include, but are not limited to, an employee’s successful
completion of required probationary period, required training courses, plus the employee’s
performance as an employee of the Board.
TRANSFERS
A request for transfer, submitted by an employee, may be considered by the appointing authority.
The appointing authority may initiate such a transfer if it is in the best interest of the Mahoning
County Board of Developmental Disabilities service.
A request by an employee to be transferred to another work unit may be granted at the discretion of
the appointing authority. In all cases, the needs of the appointing authority (personnel needed,
availability of work, skill requirements, etc.) will determine if such a request is granted. The needs of
the appointing authority take priority over the wishes of the employee in such matters.
BASIS FOR SELECTION
Appointments to vacant positions shall be made based solely upon the applicant’s knowledge, skill
and job related qualifications as ascertained through fair and practical selection methods.
Policy 4100
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ELIGIBILITY FOR REHIRE
The Board may accept applications for employment from former employees for rehire
consideration under the guidelines and conditions as outlined below in this policy.
A former MCBDD employee may submit his/her application to be considered for rehire under the
following conditions:
1.
2.
3.

The staff member separation from prior employment was voluntary;
Appropriate notice was given and the staff member worked through the notice period
as required;
The staff member was otherwise in good standing at the time of separation from
prior employment.

A staff member who is terminated from employment, who elects to resign his / her employment in
lieu of discipline, or who elects to settle grievances, appeals, or other disputed claims by resigning
his or her employment, shall not be eligible for consideration for rehire by the Board.
In the case of employees who desire to retire and return to work in the same position from which
they retire, the following requirements also shall be met:
1.

2.

The Board will provide public notice, at least 60 days before the re-employment is to
begin, that the person is seeking to retire, draw a pension, and return to work in the
same position, and;
The Board will, at a public Board meeting held 15-30 days before the re-employment
is to begin, raise for discussion the issue of the person being re-hired in the same
position.

RECORD KEEPING
The appointing authority is responsible for maintaining a record keeping system reflecting the
disposition of all job applicants and reasons therefore. Such records shall be kept on file for at
least a 6 year time period. Documents which may be included are a completed job application
form, reference check records, performance test scores and/or other job-related screening
information.

Closely Related Documents:
Public References: ORC 124
Last Revised: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4170 – Organizational Chart
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 2010
Revised: 12-19-2016

Purpose
To provide guidance on the agency organizational chart.
Policy
The Mahoning County Board of Developmental Disabilities shall be the appointing and employing
authority for the Superintendent. Under the general direction from the Board, the Superintendent
shall implement an organizational chart or table of organization with updates as needed. This shall
be reviewed by the Superintendent at least annually. Outdated charts shall be kept as permanent
record.
The Board shall be notified at its monthly meeting when changes occur.

Closely Related Documents:
Public References: ORC 5126.0220 Superintendent of County Board - powers and duties
Revisions: 8-19-2015
Last Reviewed:

Mahoning County Board of Developmental Disabilities
POLICY 4200 – Employment Status
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 3-21-2016

All employees of the Mahoning County Board of Developmental Disabilities shall be classified as
full-time, part-time, temporary, seasonal, or intermittent according to Department of Administrative
Services.
All employees of the Mahoning County Board Developmental Disabilities are presumed to be
classified civil servants unless the position which they occupy has been exempted from the
classified service by a lawful request of the Board, or by operation of law. After completion of a
120-day probationary period, classified employees may only be disciplined for cause and by
following the procedures set forth in Chapter 124 of the Ohio Revised Code and Board discipline
policy.
Some employees serve in the unclassified civil service, or occupy positions which have been
exempted from the classified service. Such employees serve at the pleasure of the Mahoning
County Board of Developmental Disabilities. The position of Superintendent is exempted from the
classified service by law.
Probation
Each person entering employment with the Mahoning County Board of Developmental Disabilities
under these policy provisions shall be required to successfully complete a probationary period of
120 days.
Administrators shall use the probationary period to closely observe and evaluate the work and
fitness of employees and to encourage adjustment to jobs and the Mahoning County Board of
Developmental Disabilities. Administrators shall recommend retention of only those employees
who meet acceptable standards during the probationary period.
A probationary employee may be separated at any time during the second half of the probationary
period when, in the judgment of the appointing authority, the employee’s fitness and / or quality of
work are not such as to merit continuation in the position.
Any newly promoted employee shall also be subject to a 120 day probationary period. Such
employee shall be returned to his or her former position within 120 days after promotion when, in
the judgment of the appointing authority, the employee’s fitness and / or quality of work are not
such as to merit continuation in the higher level position. Such action shall not be considered
disciplinary or eliminate the employee from consideration for later advancement.
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Seniority
Seniority is defined as the uninterrupted length of continuous service with the Mahoning County
Board of Developmental Disabilities. An authorized leave of absence does not constitute a break
in service and seniority time continues to accumulate during the term of the leave, provided that
the employee complies with the rules and regulations governing his/her leave of absence.
This policy applies only to administrative actions required by the Department of Administrative
Services for layoff procedures or determination of Seniority for other personnel actions required by
law. This policy does not apply to pay increases.
Performance Evaluation
Written performance evaluation provides administrators with an effective mechanism to measure
and communicate levels of employee performance to their employees. It provides the employee
with documented, constructive, feedback concerning current job performance. Documented
performance evaluation serve as a basis for important management decisions regarding in-service
needs, job assignments, promotion and retention of employees. The work performance of each
permanent employee shall be evaluated in accordance with established procedures.
Each employee shall be evaluated annually, at a minimum. Special evaluations may be made if
authorized by the appointing authority. Probationary employees shall be evaluated both at the
mid-point of their probationary period and immediately prior to its completion.
Each employee shall be provided a copy of his or her performance evaluation. The administrator
shall discuss the report with the employee and shall counsel the employee regarding any
improvement in performance which appears desirable or necessary.
Employees dissatisfied with their performance evaluations may attach written, signed narratives to
their evaluation.
Evaluations shall be a part of employee’s personnel file.

Closely Related Documents:
References: ORC Chapter 124
Department of Administrative Services
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4210 – Anti-Nepotism/Conflict of Interest
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 6-12-1985
Revised: 10-12-2015

Purpose
The Mahoning County Board of Developmental Disabilities is committed to conducting itself in a
manner, which enhances public confidence in government and prevents situations which give the
appearance of partiality, preferential treatment, improper influence, or a conflict of interest.
Scope
A. Members of immediate families of Board Members or of the Mahoning County
Commissioners may not be hired to work for the Board.
B. No employee shall occupy any position in which he/she could directly supervise or
otherwise influence a decision in favor of or against another member of his/her immediate
family.
C. Romantic relationships between an employee and a supervisor within the same department
have the inherent potential to create conflicts of interest. It is the policy of the Board that
romantic relationships between an employee and any supervisor or between two
supervisors in any department are prohibited. This includes, but is not limited to, those
relationships in which a supervisor may influence directly or indirectly the work of the
subordinate or be in a position to influence any decision concerning the terms and
conditions of the subordinate’s employment. Should such a relationship develop or be
created through promotion or transfer, one of the affected employees must be transferred
or discharged.
D. Other employees who are involved in a romantic relationship are responsible for upholding
all Board policies and procedures. A romantic relationship between any two employees is
therefore prohibited when the employees’ conduct interferes with the workplace, regardless
of whether the employees are in different departments and regardless of supervisory
status.
E. Employees who marry are subject to this policy.
F. For the purposes of this Section, the term “relative” shall include: spouse, children,
grandchildren, parents, grandparents, siblings, brother-in-law, sister- in law, daughter-inlaw, son-in-law, father-in-law, mother-in-law, step-parents, step-children, step-siblings, and
a legal guardian or other person who stands in the place of a parent to the employee.
G. The Board will receive employment application from relatives of current employees. The
following four (4) situations shall prevent the Board from hiring a relative of a current
employee:
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1. If one relative would supervise or have disciplinary authority over another.
2. If one relative would audit the work of another.
3. If a conflict of interest exists between the relative and the employee or the relative and
the Board.
4. If the hiring of relatives could result in a conflict of interest with individuals served.

H. An employee is not permitted to work in a position where his supervisor or any person
above him in his established chain of organizational command is a relative.
1. If such a situation is created through promotion, transfer or marriage, one of the
affected employees must be transferred or discharged, or an accommodation
acceptable to the Board must be established.
2. Discharge is a last resort. No employee who meets current standards of performance
and behavior shall be discharged if a transfer is practical.
I. If two employees marry, they will be subject to the same rules listed above as other
relatives, unless state law or judicial decisions dictate otherwise. No person employed by
the Board prior to the adoption of this policy will be retroactively affected by this policy
(except in case of marriages which occur after this policy is adopted).
J. The provisions of ORC 102.03 and 2921.42 render it unlawful for a public official to use
influences to obtain a benefit, including a job for a relative. Any violations of these statutes
may result in criminal prosecution and/or disciplinary action including discharge.

Closely Related Documents:
References: O.R.C. 102.03 – Representation by present or former public official or employee
prohibited
O.R.C. 2921.42 – 5126.21 - Management employees
O.R.C. 5126 – County Boards of Developmental Disabilities
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4300 – Confidential Information
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 3-18-2003

Confidentiality of individual information is taken very seriously at the Mahoning County Board of
Developmental Disabilities. Employees are prohibited from improperly using or disclosing
confidential consumer information, as detailed in various Board policies. Such improper uses
include, but are not limited to, curiosity, malicious purpose, or financial gain. Employees who
violate these policies will be subject to sanctions as detailed in this policy.
A. All Mahoning County Board of Developmental Disabilities employees are expected to
maintain the highest possible ethical and moral standards and to perform within the laws of
the State of Ohio and other rules and regulations as may be set forth by their appointing
authority and / or the Board. It is important to remember that the compensation of all
Mahoning County Board of Developmental Disabilities employees are paid through taxes
(local, state, federal). Therefore, each employee assumes a responsibility to serve the public
in an honest and effective manner.
B. Employees of the Mahoning County Board of Developmental Disabilities are required to keep
student and adult private and / or personal information in strict confidence. The ethics of the
profession require that the students’ / adults’ personal information not be disclosed to anyone
without both authorization and a need to know.
Definitions:
Protected Health Information - Individually identifiable health information as defined in HIPAA
regulations 45 CFR Part 164.
Privacy Violation - Allowed uses and disclosures of Protected Health Information (PHI) are
described in considerable detail in policies and procedures in this manual. For the purposes of
this policy, a “privacy violation” is any use or disclosure which is not explicitly allowed in these
policies.
Minor Violation - A minor violation is defined as a breach of policies, due to either carelessness or
ignorance, which results in minimal harm.
Intentional Violation - A breach of policies done deliberately and knowingly by an employee, but
which results in no personal gain and not done for malicious intent.
Grievous Violation - A breach of policies which is done either with malicious intent or for personal
gain.
REPORTING & SANCTIONS:
1)

Any staff member observing a Privacy Violation is to report the violation to his / her
supervisor. Failure to report a Privacy Violation is, in itself, a disciplinal offense.
Policy 4300
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2)

The supervisor should refer the incident to the Privacy Officer. The Privacy Officer shall, in
conjunction with other management personnel as he / she deems appropriate, investigate the
matter through discussing the matter with staff, consumers or others and / or review of
computer or paper audit trails.

3)

The Privacy Officer, in conjunction with the employee’s supervisor and the Director of Human
Resources, will evaluate the severity of the violation, the degree of harm caused, the
frequency of past violations, and the employee’s overall record of performance with the Board.
Based on this evaluation, one or more of the following sanctions will be applied:
A)
Coaching on allowed uses and disclosure
B)
Requirement to review policies and procedures
C)
Formal reprimand
D)
Formal warning
E)
Suspension from 1 to 30 days
F)
Termination
Note: All disciplinary steps shall be consistent with the Board’s progressive discipline policy.

4)

For grievous violations, immediate termination is generally appropriate. For other violations,
because of the wide variety of types of violation possible and circumstance involved,
considerable flexibility in administering sanctions is given to management.

5)

The Privacy Officer, in conjunction with other members of the management staff he / she
deems appropriate, shall take action to mitigate the harmful effects of the Privacy Violation, if
this is reasonable and possible.

6)

A written incident report will be written by the Supervisor / Privacy Officer and filed in the
Privacy Officer’s Privacy Violations, in the employee’s personnel file and one will be given to
the employee.

Closely Related Documents: Policy 3289 – Use and Disclosure of PHI
Policy 2300 – HIPAA & Confidentiality
Policy 3725 – HIPAA 7 Confidentiality
Policy 4300 – Confidential Information
Policy 4900.10 – Confidentiality and Limits of Use on Medical Information
References: HIPAA Privacy Rules, 45CFR Part 164, 164.530(e)(1) – Standard Sanctions
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4332 – Required Staff Training & Development
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 11-1-2001
Revised: 3-21-2016

Purpose
It is the policy of the Mahoning County Board of Developmental Disabilities that designated staff
members shall be required to complete certain training and/or professional growth activities as
required by the Board or necessary for the maintenance of his/her required registration,
certification or license. Record of such training shall be maintained in the Human Resources
Department. In the case of teaching staff members, such records may also be kept in their
professional development files as per the rules and policies governing the operation of the Local
Professional Development Committee (LPDC).
Personnel are encouraged to participate in staff development including staff meetings, graduate
study, workshops, clinics, local area meetings, and observations of other programs.
New staff shall complete the orientation program within ninety (90) days of their date of hire.
Completion of this training shall be documented and retained in the staff member’s personnel file.
The orientation program may include both in-class and on-the-job education in accordance with
the requirements of the Ohio Department of Developmental Disabilities. Additional requirements of
regulating bodies such as the Ohio Department of Education or the Ohio Department of Health will
be developed by the Superintendent or their designee.
In-service Training/Professional Days/Annual Trainings
Employees may be required to attend job-related in-service programs, courses, workshops,
seminars, etc. These may include annual trainings, professional days or other relevant trainings.
These trainings may be completed during the employee’s probationary period.
The appointing authority shall periodically examine current and proposed in-service programs in
order to ensure the program’s relevance to both the individual employee and organizational
needs.
On-the-Job Education (OJE)
On–the-job education prepares an employee to effectively perform the responsibilities required of
his/her position. It allows the employee to learn his/her job duties, correct procedures and
expected performance levels under the immediate direction of an experienced employee. The
conduct of such education is the responsibility of administrators under the direction of the
appointing authority.
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Maintenance of Certifications and Licenses
It is the responsibility of each employee to maintain certification/registration/licensure as required
by ODODD, ODE or other regulatory body specific to the job classification in which they are
currently employed. It is also the responsibility of each employee to meet all annual training
requirements (Board or ODODD/ODE) specific to their job classification. Employees cannot be
compensated by the Board if that employee does not hold the valid certification/registration
/licensure for their position.
Should the employee allow a required certification/registration or licensure to expire, or fail to meet
the annual training requirements within each program year, the following shall occur:
1.

The employee’s immediate supervisor shall, upon receiving notification from Human
Resources, place the employee on administrative leave, without pay, for a five (5)
day period.

2.

The employee’s immediate supervisor shall schedule a pre-disciplinary conference
on the fifth day.

3.

The employee shall obtain proper certification/registration/licensure or evidence of
required training and present that at the pre-disciplinary conference. Failure to show
evidence of such shall result in immediate termination.

4.

Should the employee obtain the required certification/registration/licensure or
evidence of required training prior to the scheduled pre-disciplinary conference, the
employee must notify his/her immediate supervisor. Upon verification of same, the
employee will be removed from administrative leave without pay, returned to active
pay status and permitted to return to his/her position. In such cases, the predisciplinary conference will be cancelled.

Closely Related Documents:
References: Ohio Administrative Code 5123:2-5 - Certifications of County Board Employees
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4400 – Classification Plan
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

The Appointing Authority shall administer or cause to be administered a classification plan based
on an analysis of the duties and responsibilities of positions within the organization. Class
specifications shall include a class title, nature of work, examples of duties, minimum
qualifications, and content-related worker characteristics.
The Appointing Authority shall provide to each Administrator a copy of the classification plan
applicable to their department and any amendments thereto. Class titles shall be used in all
personnel and payroll matters.
The Appointing Authority shall, on an annual basis, review the duties and responsibilities of
positions and make necessary adjustments or revisions to the classification plan with the approval
of the Department of Administrative Services and the Board.

Closely Related Documents:
References: Policy - Table of Organization
Procedure - 4400
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4402 – Scope of Practice
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 3-8-2004
Revised:

Purpose:
To determine that staff credentialed by professional regulatory boards in Ohio shall not practice
outside their scope of professional practice as defined by their regulatory board.
Policy Statement/Procedures:
1.

All credentials of professional staff will be verified prior to the initiation of employment, and
copies of the verification will be maintained in the employee’s personnel file.

2.

The MCBDD will confer with the credentialing divisions of the Ohio Department of
Developmental Disabilities and Ohio Department of Education to confirm proper provider
qualifications.

Responsibilities:
1.

It is the responsibility of each individual employee and prospective employee / job applicant
to present accurate, truthful evidence of qualifications to the Board and to the appropriate
State departments having oversight over their credentials.

2.

The Human Resources Director will determine qualifications for positions employed by the
Board and will work with the appropriate State departments to verify qualifications and
issue credentials.

3.

Individuals found to be in violation of this policy may be subject to disciplinary action.

Closely Related Documents: 4404 – Scope of Responsibility
References:
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4404 – Scope of Responsibility and Authority
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 3-8-2004
Revised: 1-27-2020

Purpose
To assure that employees working for the Mahoning County Board of Developmental Disabilities
perform duties only within the boundaries of the decision-making authority of their assigned
position description.
Policy Statement/Procedures
1.

The Board employs individuals in various position descriptions to perform the day to day
functions of operating the programs and services.

2.

Each employee should have a written position description which adequately defines the
proper roles and responsibilities associated with that job / position.

3.

The Board has created an organizational chart which further defines the hierarchy of
decision-making status held by the occupant of a position within the organization.

4.

It is the policy of the Board that individual employees should not attempt to perform duties
outside of their assigned position responsibilities, unless specifically authorized to do so by
an administrator having the authority to do so.

5.

It is also the policy of the Board that employees, particularly members of the management
staff, should not make or attempt to make decisions that are beyond their decision-making
authority as defined within Board policy.

6.

As circumstances change over time, position descriptions should be updated to accurately
reflect the current responsibilities and authority of position.

Closely Related Documents: Policy 4402 – Scope of Practice
Policy 4170 – Table of Organization
References:
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4410 – Compensation
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

Compensation practices within the Mahoning County Board of Developmental Disabilities shall
comply with, whenever possible, sound personnel management principles and practices.
Employees shall be compensated by the Mahoning County Board of Developmental Disabilities in
accordance with the rules and regulations of Federal, State and Local governments.

Closely Related Documents: 4410
References:
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4411 – Credentials
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 9-14-1988
Revised:

All employees required by Administrative Rule, Ohio Revised Code, Ohio Department of
Developmental Disabilities, Ohio Department of Education, or any applicable licensing board shall
possess or qualify to possess the appropriate certification and / or license to practice in that
position.
Such requirements shall be a part of each position description. Responsibility for maintaining said
license and / or certificate shall be the responsibility of the employee.
Failure to maintain required certification, licensure, endorsement, or other job-related credentials
can lead to discipline, including dismissal, and employee shall not be permitted to perform duties
requiring said certificate or license or to be paid a wage.

Closely Related Documents:
References: OAC 5123:2-1-01
Appropriate sections of personnel qualifications
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4420 – Pay Period and Deductions
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 3-21-2016

Pay Period
There are normally twenty-six pay periods per year. All employees are paid every other Friday
and are paid for a two (2) week period.
If a holiday falls on a Friday, the Auditor’s Office may issue paychecks on the preceding Thursday.
Immediate Supervisors are to receive any questions regarding an employee’s pay and are
responsible for making the necessary explanations or inquiries to resolve the matter. If a
particular question cannot be resolved at this level, the Administrator will discuss the matter with
the appropriate personnel and / or arrange a time for the employee to do so.
Pay advances of any kind are not permitted.
Payroll Deductions
Certain deductions are made from an employee’s paycheck as required by law, in accordance
with employee benefit plans, or as requested by the employee. These deductions are itemized on
the employee’s pay statement which accompanies his / her bi-weekly check. Deductions include:
1.

PERS/STRS– The state law requires each employee to contribute a part of his / her
income. (Public Employees Retirement System & State Teachers Retirement System)
This program is entirely independent of the Federal Social Security System.
Employees are required to contribute a percentage of their gross pay, which is deducted
each pay period. This amount is more than matched by a contribution from the Mahoning
County Board of Developmental Disabilities.

2.

Income Taxes – The federal and state governments require that taxes be withheld from
each salary payment. The amount of tax to be withheld is determined from tables furnished
to the County Auditor’s Office by the Treasury Department and varies according to the
amount of salary and number of dependency exemptions. Employees are required to
complete withholding tax certificates upon initial employment. Employees wishing to
change the number of dependency exemptions must so inform the fiscal office.

3.

Miscellaneous – Examples include garnishments, credit union, other insurances, etc.
The employer may refuse to make deductions, not required by law, which are below certain
prescribed minimum amounts, or at irregular intervals, or for other cause which the
employer deems not in the best interest of the Board.
1

Garnishments
A court-ordered legal claim against the wages of a Board employee by a creditor for non-payment of a
debt and served by the constituted legal authority is a garnishment and must be recognized and
executed by the County Auditor and the Board.

Closely Related Documents:
References:
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4444 – Alternative Work Locations Policy
Section: 4000
Section Title: Human Resources

Adopted: 3-31-2020
Revised:

Purpose
The purpose of this policy is to establish standard conditions and responsibilities to exist to
permit employees to perform work in another area other than their Mahoning County Board
of Developmental Disabilities (MCBDD) office (Office) . Alternative Work Locations,
(AWL) is a voluntary work alternative that may be appropriate for some employees and
some positions on an intermittent basis. It is neither an entitlement nor an agency-wide
benefit, and in no way changes the terms and conditions of employment with the M B C D D .
AWL allows an employee to work at home, on the road, or in a satellite location, as
determined by the Superintendent or department head.
Applicability
This procedure applies to employees of MCBDD currently in a position which is appropriate to
work in another location other than the Office.

Procedure
AWL is voluntary and may be terminated by the employee or management at any time. Only
employees whose work is appropriate for AWL will be approved for this arrangement.
The employees along with their supervisor will recertify their AWL agreement once a program
year.
Before an employee has permission to perform work in another location other than their
MCBDD Office, the employee and his/her supervisor shall review the following:
1. Each department head must determine the appropriate plan for the AWL program
based on the needs of their department. The Superintendent has ultimate
responsibility for ensuring the AWL program is working efficiently and effectively.
a. The plans should be flexible for each department based on the nature of our
individuals, staff, stakeholders, business, and/or job duties.
b. Monitoring should be in place to ensure that department needs are met at all
times and that work is being completed effectively and efficiently.
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(Continued)

2. Each department head must determine the parameters around who can
participate in the program.
a. Not all staff w h o request to work AWL will be permitted to do so.
Department heads must be able to explain to those staff that the needs of the
department come first.
b. Department heads must make it clear to those that are approved for AWL that
schedules can change, and the employee may be required to report to their
work location with little or no prior notice.
c. Supervisors must be available to their teams and stay in touch with the team
members.
3. After the employee has approval from their supervisor, the AWL Acknowledgement
Form must be submitted and approved by the department head before he/she is
permitted to participate in AWL.
4. The employee must not have any active discipline in their personnel file within the
last 12 months.
5. The supervisor will monitor the employee’s activity for productivity, accuracy and
efficiency of time.
6. All work hours, overtime compensation, and leave usage will comply with all
applicable articles of the collective bargaining agreement, all MCBDD policies and
procedures, and all applicable laws and rules.
7. AWL is not to be used in place of personal leave, sick leave, vacation leave or
bereavement leave, but may be used in conjunction with other paid leaves such as
Family Medical Leave (FML) provided the required criteria under each respective
procedure are met with the approval of the department head or Superintendent.
8. AWL cannot be used in place of day-care or elder-care arrangements. Employees are
expected to dedicate their full workday performing work.
9. An employee must have the prior approval of his/her supervisor before earning
compensatory time, working overtime and/or utilizing flextime at a remote workplace or
any other location. Flexible and variable hours are based on program needs.
Employees must perform work during normal business hours. Employees may not
accrue time during the evening or overnight hours to count towards or makeup
their normal work schedule without prior supervisory approval.
10. The amount of time an employee is expected to work will not change due to AWL.
Employee work hours will be mutually agreed upon by the supervisor and employee.
In the event that business conditions require the employee's presence at the Office,
worksite, and/or other locations for meetings and other events, the employee is
expected to report to the location and should not be utilizing AWL during these types
of situations.
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11. Employees using AWL should include their AWL location and work hours on their Outlook
calendar and update their calendar as changes occur. Appointments, virtual visits,
teleconferences and other periods when the employee will not be available by phone
should be clearly indicated on the employee’s Outlook calendar.
12. The employee must be reachable by phone and e-mail during work hours.
13. The employee will not have any visitors when working at the AWL.
14. Management retains the right to reduce, expand or eliminate the AWL Procedure.
15. Any MCBDD employee’s request to work at an AWL does not ensure he/she will be
granted the privilege to work at the requested AWL. Any request may be denied if the
Superintendent determines it is counter-productive to the needs of the office.
16. Supervisors working AWL must be available to their subordinates via phone, and/or
email so as to provide any necessary guidance during the normal work period.
17. Determination of staff participation should be made based upon work needs of the
department:
a. The number of staff working AWL should be based on work schedules and
staff that are being productive, and not on a predetermined number of staff
that can work AWL within a department. In some cases, the needs of the
department will require a certain amount of staff to report to their office.
b. The days each employee may work AWL are based on the needs of the
department. AWL is not always assigned to a predetermined day of the week.
c. The number of days an employee may work AWL per week shall be based on
their assignments and needs of the department.
Equipment and Supplies
1.

The employee must have a designated workspace at the AWL workplace with
appropriate equipment and supplies to do his/her assigned work. If the AWL is the
employee’s home, the designated workspace must be separate from other home
interactions to avoid distractions.

2.

An employee who is granted an AWL must use the MCBDD-issued equipment and
supplies that the employee is currently assigned to. If the current equipment is not
conducive to permit the employee to work at another location, the employee may
request an exchange of their current equipment for equipment that is. If the request
cannot be fulfilled the MCBDD will not incur additional expenses to fulfill the employee’s
request. At no time will any additional funds be allocated solely to allow an employee to
work at another location other than the one they are currently headquartered. An
employee who is granted AWL will not increase the employee’s overtime hours, travel
reimbursements or equipment and supplies.
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3.

MCBDD equipment provided to an employee shall remain the property of the
MCBDD and shall be returned to the agency, in the same operating condition as
when received, upon the termination of an employee's participation in the AWL.

4.

The use of MCBDD equipment, software, data, and supplies is limited to the use of
authorized persons and for purposes related to MCBDD business only.

5.

The employee will be responsible for the security of all items provided by MCBDD.

Expenses
1.

The employee will be responsible for the costs of maintenance, repair and
operation of personal equipment not provided by the MCBDD. The MCBDD will not
reimburse the employee for utility costs associated with the use of computer
equipment or the use of the alternative work location.

2.

If the employee identifies that additional and/or different equipment, supplies or
furniture may be needed in the remote workspace, it will be his/her responsibility to
purchase and place such equipment, supplies or furniture.

3.

If an employee is requested to return to their normal report-in-location or
headquarters, while on an approved AWL, the employee will not receive travel
reimbursement for reporting to their normal report-in-location at any time.

4.

An employee’s pre-authorized expenditures incurred at the employer's request will
be reimbursed in accordance with MCBDD procedures.

Injuries
1.

All MCBDD employees are covered under the State of Ohio Workers' Compensation
Law for injuries occurring in the course of, and arising out of, the performance of
official duties at the headquarter office or at an AWL.

2.

The employee, or someone acting on behalf of the employee, shall notify the
employee’s supervisor and human resources within two (2) hours of any accident or
injury that has occurred at the headquarter office or an alternative work location.
Failure to properly report and submit an accident/injury report can result in discipline up
to and including removal.

3.

The MCBDD shall not be liable for injury or property damage to third persons at the
AWL. The employee agrees to indemnify and hold harmless MCBDD, its agents and
employees, from and against any claims, demands, judgments, liabilities, losses,
damages, or expenses resulting or arising from any injury or damage to any person,
corporation or other entity caused directly or indirectly by the telecommuter's acts,
omissions, bad faith, willful misconduct, or negligence, excluding acts within the scope
of employment. The employee is responsible for compliance with any local zoning
ordinances or other restrictions related to maintaining a worksite in the home.
MCBDD will not be liable for any fines, penalties, taxes, or other expenses that may
accrue as a result of any violation of applicable restrictions. It is the employee's
4

Alternative Work Locations Policy
(Continued)
responsibility to provide insurance coverage for equipment, supplies, etc., provided
by the employee to furnish the AWL. MCBDD assumes no responsibility for this
coverage.
Worksite Visitors
While participating in the AWL program, the supervisor may, without notice, make on-site
visits to the employee’s alternative work location. Visits shall only be made during the
employee’s work hours. If an employee from the Information Technology Department or
another MCBDD employee, such as a supervisor, has a need enter the home, the
employee will make every effort to:
 safeguard the MCBDD employee from all animals on the premises;
 be in the home during the time any MCBDD employee enters the residence;
 bring the equipment to be serviced into the closest office worksite;
Any MCBDD employee has every right to not enter a residence if they feel their safety is in
jeopardy.
Discipline
1. The AWL arrangement will not affect any expectations of compliance with existing
MCBDD policies and procedures.
2. The MCBDD may take appropriate disciplinary against the employee for failing to
comply with the provisions of the MCBDD AWL agreement and/or MCBDD policies and
procedures.
Weather Emergencies
1. Employees may exercise alternative work location as an option if road conditions make
travel hazardous, even if the local authorities have not declared an emergency.
Supervisors should use their discretion when they are approving the employee’s home as
the alternate location during these types of emergencies.
2. An employee who is considered an essential employee and has requested to work at
their AWL location on a day that is declared a weather emergency must report to their
MCBDD office.
Responsibilities
1. The employee and the supervisor shall take appropriate safeguards to secure
confidential data and information.
2. Verbal and written correspondence shall be conducted confidentially and in accordance
with department and County policies and procedures.
3. The employee is responsible for individual tax implications, auto/homeowner's
insurance, or incidental residential utility costs.
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Closely Related Documents:
References: ORC § 5126.0220
Auditor of State Policy
Revisions:
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4460 – Workers’ Compensation
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

State law provides that every employee is eligible for Workers’ Compensation for injuries arising
out of or in the course of his / her employment. Guidelines for administering Workers’
Compensation are set forth as follows:
a.

Should an employee be injured during the course of employment with the Mahoning County
Board of Developmental Disabilities, his / her supervisor shall notify the appointing authority
and shall complete an accident form. This report shall be completed, regardless of the
apparent seriousness of the injury, and regardless whether medical attention is required.
Such report shall be forwarded to the appointing authority no longer than 48 hours after the
accident.

b.

Should an employee’s injury require medical attention, the supervisor shall provide the
injured employee with a “Doctor’s Report of Injury” form, which shall be completed by the
attending physician. This completed report should be forwarded to the appointing authority
at the earliest possible date.

c.

In the event of a serious injury, the injured employee’s supervisor shall notify the appointing
authority immediately so that, if necessary, an investigation may be initiated.

d.

Workers’ Compensation claims forms shall ONLY be completed by the appointing authority
for the purpose of initiating compensation claims for injured employees. If possible, the
injured employee shall go to his / her appointing authority, at a mutually agreeable time, to
assist in completing the form. When necessary, the appointing authority shall visit the
employee in his / her home or in the hospital to initiate the claim.

e.

The appointing authority must be advised and continually updated if an employee continues
to be absent due to a work-related injury. Employees are responsible for providing to their
appointing authority their expected date of return (if known).

f.

Any documents received from the injured employee, his / her physician, hospital or the
state, regarding Workers’ Compensation claims must be immediately forwarded to the
appointing authority.

g.

Employees who are injured in the line of duty and must leave work before completing their
work period shall be paid at their regular compensatory rate, for the balance of time left in
that scheduled work day.

Policy 4460
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h.

An injured employee may elect to use accrued sick leave and vacation leave prior
to receiving payments for Workers’ Compensation. Employees are prohibited,
however, from receiving payment for sick leave while simultaneously receiving
payment from Workers’ Compensation; or receiving hospitalization coverage for
medical bills while claiming same from Workers’ Compensation.

Closely Related Documents: Policy 4462 Transitional Work
References:
Last Reviewed:
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Mahoning County Board of Developmental Disabilities
POLICY 4462 – Transitional Work
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 8-9-2004
Revised: 1-27-2020

Mission Statement
The mission of the Mahoning County Board of Developmental Disabilities (referred to as ‘the
Board’ hereafter) Transitional Work Program (TWP) is to make every reasonable effort to provide
suitable alternate employment or make reasonable modifications for an injured employee who is
unable to perform his/her normal job duties as a consequence of any work related accident, injury,
or illness (referred to as ‘Injured Worker(s)’ or ‘Worker(s)’ hereafter). The ultimate goal is to return
the Injured Worker to full duty within 90 calendar days. This program represents a pro-active
disability management strategy that formalizes the return to work process by providing
organization, structure and accountability for the Board, the Employee, the Managed Care
Organization (MCO) and the Medical Provider. It is a plan that recognizes that all parties have a
responsibility to be active participants in the rehabilitation and return to work process.
The Board will attempt to place workers in a TWP Position temporarily for up to 90 calendar days.
Ultimately, the goal of the Board’s Transitional Work Program is to reduce costs associated with
injuries and illnesses, while concurrently promoting the best interest and employability of the
Worker.
When changes are made in this policy, all Workers will be provided a copy of the policy and will be
provided an opportunity to ask questions about the program changes.
The Board has identified the MCBDD’s Human Resources Director as the transitional work
program coordinator herein referred to as the TWP Manager.
Program Objectives
This Transitional Work Program (TWP) will benefit the Board’s Workers by providing opportunity
to build strength and stamina to return to regular job duties. Participants in the program will be
paid at their regular hourly rates for the hours worked.
The most important goal is to promote the Worker’s recovery and return to full duty. At the same
time, the TWP is intended to reduce costs associated with work related injuries and illnesses by
decreasing the lost time of the Worker and promote a speedy recovery to full physical and work
capacities. Transitional work allows the Worker to continue in a productive life style, reduce pain
focus and receive the support of co-workers and supervisors.
Transitional Work: An Operational Definition
Transitional work is a progressive and individualized program. It is an interim step in the physical
recovery and conditioning of an injured or impaired worker. Transitional work is not an
Policy 4462 Page 1 of 2

occupational goal. Transitional work represents an opportunity to protect the employability of the
Worker with restrictions, while reducing the compensation liability associated with work disability.
Transitional work is any job, task, function or combination of tasks or functions that a temporarily
Injured Worker may perform safely, for remuneration, and without risk of re-injury or risk to the
Worker or other Employees.
Employees suffering a work related injury may not refuse to participate in the Bureau of Worker’s
Compensation Vocational Rehabilitation program and be eligible for the Transitional Work
program.
At the end of the eligible transitional work period the employee is unable to make transition back
to regular assignments, the department head will consult with the Human Resources Director to
place the employee on sick leave, unpaid leave, FMLA, or initiate disability separation
proceedings.

Closely Related Documents: Policy 4460 Workers Comp
Procedure 4462 Transitional Work
References:
Last Revised: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4480 – Expense Reimbursement
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-19-1985
Revised: 3-21-2016

Scope
Board employees are to receive reimbursement for expenses incurred while traveling on official and
approved business. Employees are eligible for expense reimbursement only when travel has been
authorized in writing by the Superintendent or his/her designee prior to incurring expenses. Expenses
shall be reimbursed in the following manner:
A.
Mileage, Parking, Tolls:
Employees shall be reimbursed for actual miles while on official business, at the current I.R.S. rate per
mile, when using their own personal vehicle. Such payment is considered to be total reimbursement
for all vehicle-related expenses (e.g., gas, oil, depreciation, etc.). Mileage reimbursement is payable to
only one of two or more employees traveling on the same trip, in the same automobile. Employees
using their privately owned vehicle and traveling on routine business must carry their own liability
insurance.
B.
Meals
Expenses incurred for meals while on official business will be reimbursed at the maximum rate of $35
a day per employee, including gratuity tips of up to 15%. An employee is eligible for such
reimbursement only when travel has been authorized in writing by his/her immediate supervisor, and
when travel extends through a normal meal period. All receipts must be itemized.
Non-reimbursable items include alcoholic beverages, entertainment, dry cleaning, laundry, room
service and tips other than for meals.
C.
Overnight Expenses:
Expenses covering the actual cost of a motel (single room rate) will be reimbursed when an employee
travels out of the county on official business, and such travel requires an overnight stay. Motel
expenses will be reimbursed only with prior written authorization by the employee’s immediate
supervisor.
D.
Commercial Air Flight:
In an instance when air flight is less expensive than mileage for a privately owned vehicle or expenses
for a Board owned vehicle, then air flight shall be used. Such flights shall be by coach or second class,
and to the most direct airport. Tickets may be ordered by the employee, and upon submitting the
invoice, be paid by the Board in advance from the travel encumbrances, whenever possible.
E. Travel Expense Report.
All expenses shall be filed on the Travel Expense Report with receipts attached for air flight, motel,
meals, registration, parking, and all expenses associated with the use of Board owned vehicles.
Closely Related Documents: 4490 – Credit Card Use
Procedure 4650 – use of Board owned Vehicles
References:
Last Reviewed: 10-16-2019

Mahoning County Board of Developmental Disabilities
POLICY 4490- Credit Card Use
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 9-11-2006
Revised: 3-21-2016

Purpose
To establish guidelines on the use of Board credit cards.
Scope
The Board shall maintain credit cards to be used for the following purposes:
1. Hotel/motel room reservations for meetings, conferences and seminars related to Board
business and approved by the Superintendent or his/her designee.
2. Any emergencies that require the use of the Board credit card while traveling in a Board
owned vehicle, if related to Board business, will be reported to the
Superintendent/Business Manager upon return.
3. For the purchase of airline tickets provided such travel is related to Board business and is
approved by the Superintendent or his/her designee prior to any charge being incurred.
4. For the purchase of gasoline while driving Board owned vehicles.
5. For the online payment or purchase of supplies, conferences, trainings or other services
approved by the business manager.
All other travel expenses including, but not limited to, meals, parking, turnpike fees, etc., shall be
reimbursed according to Policy 4480.
Except for gasoline (Oil Company) credit cards, all credit cards will be issued jointly in the name of
the Mahoning County Board of DD and the employee for whom the card is issued. The employee
will be ultimately responsible for the payment of any charges made on the card which are not
specifically covered in this policy and/or approved by the Board.
All credit cards with the exception of those issued to the Superintendent will be retained under
lock and key by the Board’s Business Manager or his/her designee. Cards released to authorized
staff by the Board’s Business Manager will be logged out in a card register upon distribution, and
logged back in upon completion of intended use and return of the card to the Board’s Business
Manager or his/her designee. Cards shall not be released any sooner than three (3) working days
prior to the date of need, and must be returned to the Board’s Business Manager or his / her
designee no later than three (3) working days from completion of the intended use.
Purchase authorization cards shall not be construed to be credit cards under the terms and
conditions of this policy, but will be subject to the log-out/log-in procedure described above.
Closely Related Documents:
Policy 4480 –Expense Reimbursement
References:
Revisions: 3/21/16

Mahoning County Board of Developmental Disabilities
POLICY 4500 – VACATION
Section: 4000
Section Title: Personnel

Originally Issued (Adopted): 10-09-1985
Revised: 9-21-2020

Scope
Employees are granted vacation leave with pay as governed by their individual contract with the
Board. Employees are entitled to vacation leave or payment for accumulated vacation leave after
they have completed one (1) year of service with the Board.
Full-time 12 month employees shall be eligible for paid vacation leave, at a minimum, according to the
following eligibility guidelines:

Years of Service
1 but less than 7
7 but less than 12
12 but less than 20
20 and over

Days of Vacation
7
12
17
24

Vacation scheduling is subject to the approval of the employee’s immediate supervisor and the
appointing authority and must should be scheduled and approved at least 5 working days in
advance. The supervisor and appointing authority reserve the right to make exceptions to the 5
working days advance notice clause when an employee need exists.
Vacation leave should be taken within the twelve (12) months following the employee’s
anniversary date. Employees are not permitted to work, rather than take vacation leave and be
paid for hours worked plus vacation pay. Additional vacation leave is not accrued through the
accumulation of paid overtime.
No vacation leave shall be carried over for more than three (3) years. An employee is entitled to
compensation, at his or her current rate of pay, for the pro-rated portion of any earned, but unused
vacation leave for the current year to his or her credit at the time of separation or retirement, and
in addition shall be compensated for any unused vacation leave accrued to his or her credit, with
the permission of the appointing authority, for up to three (3) years immediately preceding the last
anniversary date of employment.
Employees are encouraged to utilize vacation time in the year it is authorized. Leave not
authorized to be carried over will be lost to the employee.
In addition to the above, employees receive four (4) paid days off the week of the July 4 th holiday
and four (4) paid days off the week of the Christmas and New Year’s holidays.
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Closely Related Documents:
Public References:
Respective Collective Bargaining Agreements
ORC 325.19 –Vacation Leave & Holiday Pay for County Employees
Revisions: 9/14/2015
Last Reviewed: 9/21/2020, 6/12/2020
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Mahoning County Board of Developmental Disabilities
POLICY 4510 – Sick Leave, Personal Leave & Separation Pay
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 4-16-2018

This Policy is applicable to all Board employees. In the event of a contract or collective bargaining
agreement between the Board and an employee that addresses the terms, conditions and procedures for
bereavement, the terms of such contract or collective bargaining agreement shall govern and supersede
the terms of this Policy.

Purpose/Reason for Policy
To determine guidelines for employee sick leave accumulation and use, as well as separation pay and
personal leave. For purposes of this policy, an employee is defined in Sections 124.01 of the Ohio
Revised Code.
Accumulation
Each full-time employee on active pay status shall accrue .05769 hours of sick leave per hour to a
maximum yearly accumulation of the equivalent of fifteen (15) days for twelve (12) month employees
and twelve (12) days for nine (9) month employees. Active pay status means the conditions under
which an employee is eligible to receive pay. Employees who are on an approved unpaid leave of
absence do not earn sick leave.
Part-time employees on active pay status shall receive sick leave on a pro-rated basis.
Accumulation of sick leave shall be unlimited.
When sick leave is used, it shall be deducted from the employee's credit on the basis of one hour for
every one hour of absence from previously scheduled work. An employee who requests to use sick
leave shall follow established procedures or guidelines for their respective position. Sick leave will be
used in fifteen (15) minute increments.
Substitutes/intermittent employees directly employed by the Board may use sick leave only for days on
which the employee would have been scheduled to work and only for the normal number of duty
hours. Any sick leave payment, therefore, will not exceed the normal scheduled working earnings.
Employees shall be required to furnish a written, signed statement satisfactory to the Superintendent
to justify the use of sick leave. If medical attention is required, a certificate stating the nature of the
illness from a licensed physician shall be required to justify the use of sick leave. Falsification of either
a written, signed statement or a physician's certificate shall be grounds for disciplinary action.
The Board maintains the right to investigate any employee’s absence.
Employees will submit to such medical examination(s), nursing visit(s) or other inquiries (e.g., fitness
for duty exams) which the Board deems necessary. No sick leave will be charged for this purpose.
An employee who fraudulently obtains sick leave or falsifies sick leave records will be denied such
leave and will be subject to disciplinary action up to and including termination.
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Sick Leave Use
Employees may use sick leave for regularly scheduled work hours and upon the approval of the
responsible administrative officer/supervisor of the Board for absences necessitated by the following
reasons:
1. Illness, injury or pregnancy-related medical condition of the employee, or a member of the
employee’s immediate family if the presence of the employee is reasonably necessary.
2. Exposure of the employee to a contagious disease that would have the potential of jeopardizing
the health of the employee or the health of others.
3. Death of a member of the employee’s family solely as set forth in Policy 4530.
Immediate Family Defined
Immediate family shall be defined as the employee’s parent, spouse, step-parent, grandparent,
grandchild, sibling, child, stepchild, foster child, current parent-in-law, current brother-in-law, current
sister-in-law, current son-in-law, current daughter-in-law, or legal guardian who was appointed for the
employee as a minor and who served in such capacity for a period of at least one (1) year. An
employee may be granted the use of sick leave for a person who stands in the place of a parent (loco
parentis), grandparent, spouse or child so long as the employee can document the relationship to the
satisfaction of the Superintendent.
Transfer of Sick Leave
An employee who transfers into the Board from another public agency in Ohio, or who is employed by
the Board, will be credited with the unused balance of his/her accumulated sick leave provided the
time between separation and reappointment does not exceed ten (10) years. Written verification by the
previous public employer of the unused time must be submitted to the payroll department within sixty
(60) calendar days of employment to be eligible for such a transfer.
Sick Leave Bonus
A 9-month employee who uses no more than three (3) sick leave days during the program year, and a
12-month employee who uses no more than four (4) sick leave days during the program year, will
receive a two hundred dollar ($200.00) bonus. The bonus will be paid the first pay in December of the
successive program year, or in the case of a separation from service at the end of a full program year,
in the final pay, as applicable.
Sick Leave Conversion & Separation Pay
An employee who has attained ten (10) years of service credit with the Board and who separates from
service with the Board and retires from a state of Ohio retirement plan or dies shall receive a
separation payment equal to thirty-five percent (35%) of a maximum of one thousand nine hundred
twenty (1,920) hours of accumulated unused sick leave at the employee's hourly rate equivalent at the
time of retirement or death. The maximum payment under this provision shall be payment for six
hundred seventy-two (672) hours (i.e., .35 x 1,920).
An employee who separates from service with the Board and has less than ten (10) years of service
credit with the Board and retires from a state of Ohio retirement plan or dies shall receive a separation
payment equal to twenty-five percent (25%) of a maximum of one thousand two hundred (1,200) hours
at the employee's hourly rate equivalent at the time of retirement. The maximum payment under this
provision shall be for three hundred (300) hours (i.e., .25 x 1,200).
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Any separation payment will only be made after verification by the state of Ohio retirement plan or a
death certificate.
In the event of a death of an employee, the separation payments set forth above shall be paid in
accordance with Ohio Revised Code Section 2113.04, or to the estate of the deceased employee.
The Board may, through contractual agreement with a service unit or the Superintendent, exceed the
terms of conversion of sick leave. Such modification shall be in accordance with Ohio Revised Code
Section 124.39.
A person who has retired from a State of Ohio retirement system and is hired by the Board is not
entitled to a payment for any portion of accrued but unused sick leave upon their separation from
employment from the Board.
Personal Leave
Full-time employees who have completed their probationary period shall be provided up to three (3)
paid personal leave days per program year for nine (9) month employees and up to four (4) paid
personal leave days for twelve (12) month employees. The program year shall be defined as
beginning on the first day of the program calendar and ending on the last day of such program
calendar as adopted by the Board.
An employee who retires or otherwise terminates employment, or is laid off prior to the conclusion of
the first quarter of a program year, shall not be entitled to personal leave within such program year.
An employee who retires or otherwise terminates employment or is laid off after the conculsion of the
first quarter of a program year shall receive payment for any unused personal leave.
Full-time employees who have not completed their probationary period shall receive one (1)
personal day per quarter (e.g., up to three (3) paid personal leave days per program year for nine (9)
month employees and four (4) paid personal leave days per program year for twelve (12) month
employees). If an employee separates employment less than one (1) year after hire, the Board
reserves the right to reconcile personal days used but not earned.
Part-time employees who have completed at least one (1) full year of service shall be provided up to
three (3) paid personal leave days per program year for nine (9) month employees and up to four (4)
paid personal leave days for twelve (12) month employees, which shall be proportionate to the normal
hours worked per day.
Personal leave is credited based upon applicable work hours (i.e., 9 or 12 months schedule and
daily hours) as of the commencement of the applicable program year and is not cumulative.
Personal leave will be used in one (1) hour increments.

Closely Related Documents: Policy 4500 –Vacation
Policy 4580 – Leave without Pay
Policy 4590 – Disability Leave
References: ORC §124.01 - Dept. of Admin. Service –Personnel; Definitions
ORC §2113.04 – Release of Decedent’s Wages without Administration
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities

POLICY 4511 – Sick Leave Donation Policy
Section: 4000
Section Title: Personnel
I.

Originally Issued (Adopted): 04-19-2021
Revised:

Purpose/Reason for Policy:
This policy has been established to assist employees faced with a serious illness or injury
to himself or herself, or an immediate family member. An “employee” is defined in the Ohio
Revised Code § 124.01, and an “immediate family member” is defined in Ohio
Administrative Code § 123:1-47-01. The Sick Leave Donation Policy allows employees to
voluntarily transfer accrued annual leave hours to another employee who has exhausted all
other paid leave.

II. Donating Sick Leave to an Eligible Employee:
An employee may request to donate sick leave hours to an approved recipient employee,
providing the donation will not cause the donating employee’s sick leave balance to fall
below 20 days. A donating employee may not donate fewer than 5 hours of sick leave,
and no more than 40 hours of sick leave per calendar year, and does so with the
understanding that donated leave will not be returned.
III. Conditions for a Receiving Employee:
The employee has exhausted, or will exhaust in the current pay period, his or her accrued
leave balances due to his or her, or immediate family member’s illness/injury, impairment,
physical or mental condition which is likely to cause the employee to go on leave without
pay, or to leave Mahoning County Board of Developmental Disabilities employment.
The employee has applied for any paid leave, workers’ compensation, or benefits program
for which the employee is eligible.
The employee has filed with Human Resources, a medical certification from his/her health
care provider verifying the nature and expected duration of his/her or immediate family
member’s condition, and the employee’s need to be off work.
The receiving employee shall not receive more than their scheduled hours per pay period,
of donated sick leave for any single qualifying incident.
IV. Use of Donated Sick Leave:
Sick leave will be donated on a pay period by pay period basis. It must be used within the
pay period it is donated and received. The receiving employee may use the donated sick
leave only for the condition that qualified him/her for such donations. They cannot use the
donated sick leave for any purpose once the condition that qualified him or her for such
donation ceases to meet the qualifying criteria.

1

Policy 4511

Employees using donated leave shall be considered in active pay status, and accrue
leave and be entitled to benefits which they would otherwise be entitled to. They must use
the accrued sick leave time earned on the donated sick leave in the following pay period
before additional leave may be received. Donated leave shall be considered sick leave,
but shall never be converted into a cash benefit.

Closely Related Documents:
Policy 4510 –Sick Leave, Personal Leave and Separation Pay
Application to Receive Sick Leave
Application to Donate Sick Leave
References:
ORC §124.01
- Dept. of Admin. Service –Personnel; Definitions
OAC §123:1-47-01 - Division of Human Resources – Definition of Terms
Revisions:
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APPLICATION TO DONATE SICK LEAVE

SECTION I. DONATING EMPLOYEE INFORMATION
Employee Name:

Employee Number:

Department:

Job Title:

I hereby request

hours of my sick leave reserve be transferred to:

Receiving Employee’s Name:
Receiving Employee’s Department:

SECTION II. CONDITIONS FOR DONATING SICK LEAVE TO AN ELIGIBLE EMPLOYEE


An employee may request to donate sick leave hours to an approved recipient employee provided the donation will not cause the donating employee’s
sick leave balance to fall below 20 days.



A donating employee may not donate fewer than 5 hours of sick leave, and no more than 40 hours of sick leave per calendar year.



Donating employee donates sick leave on a voluntary basis, and with the understanding that donated leave will not be returned.

SECTION III. EMPLOYEE DECLARATION OF ACKNOWLEDGEMENT
I hereby certify that I have read and that all statements made on this request are true to the best of my knowledge. Furthermore, I certify that such sick leave
donation(s) is intended to be a gift and is not conditioned upon the exchange of any compensation, obligation or consideration and that none has been or will be
received.

Employee Signature:

Date:

SECTION IV. AUTHORIZATION
I do ☐ I do not ☐ want my donation made known to the recipient.

Employee Signature:

Date:

Supervisor Signature:

Date:

HR Director Signature:

Date:

Superintendent Signature:

Date:

APPLICATION TO RECEIVE SICK LEAVE

SECTION I. RECEIVING EMPLOYEE INFORMATION
Employee Name:
Department:

Employee Number:
Job Title:

I hereby request sick leave to be donated to my sick leave reserve in the quantity of:
I will exhaust my paid leave balances on:
I will be unable to return to work until:

SECTION II. ELIGIBILITY CONDITIONS FOR A RECEIVING EMPLOYEE


The receiving employee has exhausted, or will exhaust in the current pay period, his or her accrued leave balances due to his or her or immediate family
members personal illness, injury, impairment, physical or mental condition which is likely to cause the employee to go on leave without pay, or to leave
Mahoning County Board of Developmental Disabilities employment, and



The receiving employee has filed with the Human Resources Department a medical certification from his or her healthcare provider verifying the nature
and expected duration of his or her condition and the employee’s need to be off of work, and



The receiving employee has used his or her sick leave balance judiciously, and



The receiving employee shall not receive more than his or her scheduled per pay period hours of donated sick leave for any single qualifying incident.



The receiving employee may use donated sick leave only for the condition that qualified him or her for such donations.



The receiving employee cannot use donated sick leave for any purpose once the condition that qualified him or her for such donation ceases to meet the
qualifying criteria.

SECTION III. EMPLOYEE DECLARATION OF ACKNOWLEDGEMENT
I hereby certify that I have read and that all statements made on this request are true to the best of my knowledge. Furthermore, I certify that such sick leave
donation(s) is intended to be a gift and is not conditioned upon the exchange of any compensation, obligation or consideration and that none has been or will be
received.

Employee Signature:

Date:

SECTION IV. AUTHORIZATION
I do ☐ I do not ☐ authorize the Mahoning County Board of Developmental Disabilities to advertise for donated sick leave
donations on my behalf. Diagnosis of my medical condition will not be included in the Department Notice advertisement.

Employee Signature:

Date:

HR Director Signature:

Date:

Superintendent Signature:

Date:

Mahoning County Board of Developmental Disabilities
POLICY 4515 – Family Medical Leave Act (FMLA)
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 3-21-2016
Revised:

Scope
The Board will comply with Public Law 103-3, the Family and Medical Leave Act of 1993 (“Act”), and
Public Law 110-181, which amended the Family and Medical Leave Act of 1993 to include certain
entitlements for employees who have family members who are members of the Armed Services, to
provide family and medical leave as specified in the legislation.
A. An eligible employee under the Act is entitled to twelve workweeks of leave during any twelvemonth period for one or more of the following reasons: (1) the birth of a son or daughter and in
order to care for such son or daughter; (2) the placement of a son or daughter with the employee
for adoption or foster care; (3) to care for the employee’s spouse, son, daughter, or parent who has
a serious health condition; (4) because of the employee’s own serious health condition that renders
the employee unable to perform the functions of the job, 5) because of a qualifying exigency
arising from the fact a spouse, son, daughter or parent is on, or has been notified of an impending
call to active military duty; or 6) to care for a covered service member with a serious illness or
injury. On return from leave, the employee is entitled to be restored to the position held when
leave began or to an equivalent position. The Board will maintain records of utilization of family or
medical leave per the requirements of the Department of Labor.
B. Use of Paid and Unpaid Leave
1. Employees eligible for FMLA leave will be required to use all available accrued paid leave or
unpaid leave concurrently with the twelve (12) weeks of FMLA leave as described below.
a. When FMLA leave is due to the serious health condition of an employee or an employee’s
spouse, child, or parent, the employee must use all paid sick, personal, vacation and
compensatory time as part of FMLA leave. Once available paid leave has the employee is
needed to care for the relevant relative and an estimate of the time that is needed for such
care, or, where the employee’s own health condition is involved, a statement that the employee
is unable to perform the functions of the job; and (5) where intermittent or reduced schedule
leave for planned medical treatment is involved, the dates of expected treatment and the
duration of such treatment, and (a) where the employee’s own health condition is involved, a
statement of the medical necessity for the intermittent or reduced schedule leave and the
expected duration of such leave; or (b) where a relative’s health condition is involved, a
statement that the leave is necessary for the care of the relative or will assist in the relative’s
recovery and the expected duration and schedule of the leave.
b. When FMLA leave is due to the birth and first year care of the employee’s child, the employee
must first use all available accrued paid vacation, personal and compensatory time prior to
using unpaid leave for the remainder of the twelve-week period. If the employee requests
leave for the employee’s own serious health condition that results from pregnancy or child
birth, the employee will also be required to exhaust all accumulated paid sick leave prior to
using unpaid leave for the remainder of the twelve-week period.
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c. When FMLA leave is due to the placement of a child with the employee for adoption or
foster care, the employee must first use all accrued paid vacation, personal and
compensatory time prior to using unpaid leave for the remainder of the twelve-week period.
2. The Board will designate any absence due to workers’ compensation or disability leave as
FMLA leave for eligible employees and count it toward the twelve-week FMLA entitlement if
the employee’s illness or injury qualifies as a serious health condition.
While an employee is receiving compensation related to a workers’ compensation absence,
the employee is not eligible to use paid leave of any type (except as supplemental benefits, if
applicable and requested by the employee).
C. Designation of Leave
It is the responsibility of the Board, through the Superintendent or designee, to designate employee
absences as FMLA leave. This is the case whether or not an employee wishes to have absences
designated as FMLA leave and whether or not the employee has requested FMLA leave. The Board
may request from the employee, and the employee will provide to the Board, such information as is
reasonably necessary for the Board to determine whether an employee’s absence qualifies for FMLA
leave. The Board will act reasonably in determining whether an absence qualifies for and is
designated FMLA leave.
D. Definition of “Year”
For purposes of the Board’s Family and Medical Leave Act policy, a “year” means a “rolling
twelve month period measured backward from the date an employee uses any FMLA leave”.

Closely Related Documents: Policy 4510: Sick Leave
Policy 4570: Paternity Leave
References: Public Law 103-3; Family Medical Leave Act
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4530 – Bereavement Leave
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-09-1985
Revised: 3-19-2018

This Policy is applicable to all Board employees. In the event of a contract or collective bargaining
agreement between the Board and an employee that addresses the terms, conditions and procedures for
bereavement, the terms of such contract or collective bargaining agreement shall govern and supersede
the terms of this Policy.
Each employee shall be granted five (5) work days of bereavement leave with pay upon the death of the
employee’s parent, spouse, step-parent, grandparent, grandchild, sibling, child, stepchild, foster child,
current parent-in-law, current brother-in-law, current sister-in-law, current son-in-law, current daughter-inlaw, or legal guardian who was appointed for the employee as a minor and who served in such capacity for
a period of at least one (1) year.
Each employee shall be granted one (1) work day of sick leave with pay upon the death of the employee’s
aunt, uncle, niece, nephew, or current grandparent-in-law for the purpose of attending the funeral.
Each employee may be granted up to five (5) work days of sick leave upon the death of a person who
stood in the place of a parent (loco parentis), grandparent, spouse or child so long as the employee can
document the relationship to the satisfaction of the Superintendent.
Additional unpaid time off may be granted, or the use of accumulated accrued time may be used, at the
discretion of the Superintendent.
Bereavement leave shall be paid at the employee’s base rate of pay.
Bereavement leave will not be counted against an employee’s accrued sick leave.
Any leave granted under this Policy must be used within fourteen (14) calendar days of the death of the
family member, except where extenuating circumstances exist and it is approved by the Superintendent.
In order to receive any leave under this Policy, verification of the death of the family member and the
relationship to the employee is required. Verification documentation may include a copy of the obituary,
letter from the funeral director, or additional documentation requested by the Superintendent to verify the
death and relationship.
The term “work days” as used in this Policy is job specific and is defined as follows: (i) calendar days for
employees who are paid by salary, and (ii) the total number of hours an employee works on a typical work
day for employees who are paid hourly.
Closely Related Documents:
References: ORC 124.387 Bereavement Leave (Regarding Employees paid by OMB)
Revisions: March 21, 2016 (Title change)
Last Reviewed: 11-15-2019

Mahoning County Board of Developmental Disabilities
POLICY 4540 – Military Leave
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

Active Duty:
A permanent employee who is drafted or is called for active duty in the Armed Forces of the
United States, the Coast Guard, Public Health Service, or Civil Defense, or is drafted in the
Merchant Marine Service shall (in accordance with existing law) be entitled to re-employment after
honorable discharge or discharge under honorable conditions from such services, provided he /
she is physically and mentally able to do the work required and reports for work within 90 days of
such discharge, or within 90 days after he / she is released from hospitalization continuing after
discharge for a period of not more than one year. He / she shall be employed in the job he / she
had, or a similar job, when he / she left at that salary. In the event his / her former job no longer
exists, he / she shall be employed in such capacity for which he / she is qualified at a salary
comparable with that he / she formerly received.
Reserve Training:
A full-time employee who is a member of a Reserve Military Organization of the United States or a
member of the National Guard of the State, and who attends a scheduled military reserve training,
will be given necessary time off with pay for such training for a period not to exceed 31 days in
any one calendar year. Time off for the purpose of attending military reserve training will not be
considered as vacation leave.
Military leave is governed by Chapter 5903 and Section 124.09 of the Ohio Revised Code. In
general, any employee with more than 90 days tenure who voluntarily or involuntarily enters any
of the Armed Services of the United States shall be granted a military leave of absence without
pay. If not accepted for active duty, the employee shall be reinstated to his / her former position
without loss of seniority or status or reduction in pay. Employees who complete their active duty
obligation (without voluntarily re-enlisting or extending that obligation) are entitled to their previous
position within 30 days of their written request, provided such request is submitted within 90 days
of discharge or release from active duty. If temporary physical disability precludes the employee’s
performance on the job, he / she shall be allowed up to one year from the date of application to
overcome such disability and return to work. Employees returning to previously held positions
under these provisions shall receive credit for military services in areas affecting status, rank,
rating, increments, qualifications, etc., as though they had continued their employment. This does
not require that benefits for County vacation and sick leave accrual be applied as part of total
length of service.
Paragraph 5923.05, Ohio Revised Code, requires that Ohio National Guard, Defense Corps,
Naval Militia and all U.S. Armed Forces reserve components members be authorized up to 31
days leave (176 hours) with pay per calendar year for training purposes. Employees are required
to submit a copy of Active Duty for Training Orders with such requests for leave.
Employees requesting such leave will be required to submit the necessary documentation and / or
complete the necessary leave papers.
Closely Related Documents:
References: ORC 5903, ORC 124.29, ORC 5923.05

Last Reviewed: 11-15-2019

Mahoning County Board of Developmental Disabilities
POLICY 4550 – Jury Duty (Civil Leave)
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

If an employee of the Mahoning County Board of Developmental Disabilities is called for court jury
duty, he / she will be paid his / her regular salary or wage in full.
All monies received as compensation for jury duty shall be turned over to the County Treasurer,
unless jury duty was served outside of regular working hours.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4570 – Parental Leave
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 1-27-2020

An employee who becomes a parent by childbirth or adoption shall upon written request be
granted a parental leave of absence without pay for a period of time requested by the employee
not to exceed 16 weeks.
Parental leave runs concurrently with FMLA and is granted after all paid leave has been
exhausted.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4580 – Leave of Absence Without Pay
Section: 4000
Section Title: Human Resources
1.

Originally Issued (Adopted): 10-9-1985
Revised:
1-24-1999

The appointing authority may, with the concurrence of the Board and upon the written request
of a permanent employee, grant the employee a leave of absence without pay, as prescribed
below, or whenever such leave is considered in the best interests of the Board, does not
conflict with the best interests of the Board, or is done to accommodate an employee's
disability without creating an undue hardship on the Board.
a.

For an employee who has served for at least one (l) year and who has a
"satisfactory" performance rating, the appointing authority may grant a non-medical
leave of absence without pay for a period not to exceed thirty (30) consecutive days
in any one (1) year;

b.

For a disabled employee who is physically incapacitated to perform the essential
functions of his/her position, in which case a registered physician shall furnish the
appointing authority with a statement confirming that fact.

2.

When an employee fails to return to work upon the expiration of any authorized leave of
absence without pay, he/she shall automatically be considered as having resigned his/her
position.

3.

An employee who is not on active pay status and has received an authorized leave of
absence without pay does not earn sick or vacation leave credit. However, time spent on
leave of absence is to be considered in determining length of service for purposes of
determine order of lay-off.

4.

If it is determined that an employee is abusing the leave of absence and not actually using it
for the purpose specified, the appointing authority may cancel the leave and require the
employee to report for work.

5.

This leave will not be considered in determining length of service for advancement on a salary
schedule.

6.

A request for a leave of absence without pay must be made prior to the initial date of the
leave and must be approved by the Superintendent.
a.

A leave of absence without pay shall not be granted until all available forms of paid
leave are exhausted (i.e., sick leave, vacation, personal leave).
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b.

An Employee who is absent from work and has exhausted all paid leave
applicable and has not requested and received a leave of absence without pay
may be considered to have abandoned his/her position and could be subject to
disciplinary action.

Closely Related Documents:
References: ADA Act
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4590 – Disability Leave
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 8-9-1993

This section outlines the conditions under which Disability Leave may be granted, and procedures
for administering its use.
Voluntary Reduction
When an employee becomes disabled and is unable to perform the duties of his / her position
after all reasonable accommodations were considered, but is still able to perform the duties of a
vacant, lower level position, he / she may voluntarily request reduction to the lower level position
as an accommodation to his / her disability. Such request shall be in writing, stating the reason for
the request, and, if approved by the appointing authority, attached to the implementing Personnel
Action.
Personal Leave
A disabled employee, who has exhausted his / her accumulated sick leave and for whom
voluntary reduction would create an undue hardship, may request up to six (6) months of personal
leave only if he / she can present evidence as to the probable date during this time period in which
the employee will be able to return. Such request should be in writing, with supporting evidence
attached. If approved by the appointing authority and the Board, the request and evidence should
be attached to the implementing Personnel Action.
Disability Leave Procedure
A disability leave may be granted when an employee has exhausted his / her accumulated sick
leave and any authorized personal leave and is:
1.
hospitalized or institutionalized or on a period of convalescence following
hospitalization or institutionalization as authorized by a physician at the hospital or
institution; or
2.
is declared physically incapable of performing the duties of his / her position by the
licensed physician designated by the appointing authority. Such examination
normally is requested by the appointing authority when the employee is unable or
unwilling to admit his / her capacity. Its costs are paid by the appointing authority.
Any appointment made to a position vacated by disability leave will be on a temporary basis, and
such employee must be made fully aware of its temporary nature. Should the employee returning
from disability leave be reinstated to another position, the temporary appointment will be made
permanent.
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Reinstatement procedures:
Reinstatement rights following disability leave shall be extended for three years from the date
such leave is granted. Such employee is to be reinstated to the same or similar position within
thirty (30) days after making written application and passing a medical examination showing full
qualifications to perform the duties of the position with or without reasonable accommodation.
The examination shall be conducted by a physician designated by the appointing authority; its
costs shall be paid by the employee. If continuing disability precludes reinstatement, the
employee may wish to apply to PERS for Disability Retirement. If approved, such separation
should be reported by the appointing authority on a Personnel Action Form.
The appointing authority should send a written reminder to the employee at least two (2) weeks
prior to the expiration of his / her disability leave. An employee who does not return from disability
leave, formally resigns, or takes disability retirement, shall be separated by Personnel Action with
the designation “Failure to Return from Disability Leave.”

Closely Related Documents:
References: ADA Act
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4590.20 – Notification of Absence
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 1-27-2020

Employees are expected to promptly report to work at their scheduled starting time. Failure to
comply with this work requirement will result in progressive disciplinary action.
All absences from work must be reported by the employee to his / her immediate supervisor or
designee, up to one hour prior to the employee’s scheduled starting time. Only absences logged
by the immediate supervisor or designee will be considered for approval.
When an employee returns to work following an absence, such employee must immediately report
to his / her immediate supervisor or designee. A physician’s statement is required if medical
attention is required. Any written documents which substantiate the employee’s reason shall be
submitted at this time. Written documentation will be reviewed by the supervisor, or the
supervisor’s designee, to determine at that time whether the absence will be approved.



Bus drivers report as per procedures delineated by the Transportation Supervisor
Other classes of employee may have a requirement to report earlier.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4590.30 – Weather Emergency
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

Mahoning County Board of Developmental Disabilities employees will be entitled to pay for hours
they would have otherwise worked during periods declared as an emergency which closes
worksites.
Emergencies also include those days declared as such by the President of the United States or
the Governor of the State of Ohio.
When an emergency is declared, the appointing authority or his / her designee may require
establishing a need for around-the-clock service or emergency service and may continue to use
available personnel.
Employees who are asked by appointing authorities during the time of a declared emergency, to
continue to work or work beyond their regular quitting time shall be paid for such time on an
overtime basis in addition to their regular pay, when otherwise eligible for overtime.
Tardiness, leaving work early, or failure to report for work on days when weather conditions
interfere, but when no emergency has been declared, must be charged to available vacation or
personal time. Otherwise, leave without pay will be charged. Progressive discipline may follow
such abuses.
The valid reasons for use of sick leave do not include inclement weather.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4600 – Attendance
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

The Superintendent or his / her designee shall establish work schedules and maintain daily
employee attendance records.

Closely Related Documents:
References: FLSA 1938 as amended
Last reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4602 – Sexual Harassment
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 3-8-2004
Revised:

Purpose:
To establish a policy defining and prohibiting the practice of sexual harassment.
Policy Statement:
It is the policy of the Board, consistent with state and federal law, that it is illegal for any employee
(male or female) to sexually, discriminatorily or unlawfully harass another employee. The
Mahoning County Board of Developmental Disabilities is committed to providing a workplace free
from this unlawful conduct. It is a violation of this policy for an employee to engage in sexual,
discriminatory, or unlawful harassment.
Definitions:
Sexual harassment is a form of sexual discrimination and consists of unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature in
which:
1) Submission to that conduct is made either explicitly or implicitly a term or condition of
employment; or
2) Submission or rejection of such conduct by an individual is used as the basis for
employment decisions; or
3) The conduct has the purpose or effect of substantially interfering with an individual’s
work performance, or creating an intimidating, hostile, or offensive work environment.
Sexually harassing behavior, whether committed by supervisors or non-supervisory personnel is
prohibited. This behavior includes, but is not limited to:
1) Repeated unwelcome or offensive sexual flirtations, advances or propositions, or
request for dates that maybe associated with discussions of terms and conditions of
employment including performance evaluations.
2) Continued or repeated verbal abuse of a sexual nature including compliments, innuendo
and swearing.
3) Graphic or degrading verbal comments about an individual or his/her body or
appearance.
4) Offensive comments, jokes or suggestions about another employee’s gender or
physical attributes.
5) The display or distribution of sexually suggestive objects or pictures.
6) Unwelcome, lewd, obscene or offensive verbal or written communication of a sexually
suggestive nature including jokes and gestures.
7) Any unwelcome or offensive physical contact including leering, pinching, patting,
unwanted touching and invasion of space.
8) Sexually offensive and/or explicit posters, photos, etc., at the work place.
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9) Unwelcome questions or discussions about one’s personal sexual life/behavior.
10) Use of degrading, derogatory or slang terms such as “sweetie,” “cutie,” or, “fox” or
always using first names or other personal greetings for employees of one sex while
using more respectful or formal names with those of the opposite sex.
11) Requests or instructions that clothing be worn for sexual effect.
Procedures:
1.
Reporting:
Any employee who feels they have been harassed should report their
complaint to their immediate supervisor, the Department head, the Human Resources
Director, or to the Superintendent’s office. If the employee’s complaint is against their
immediate supervisor, the matter should be reported to the next highest level of
administrative authority. In addition, if any employee feels they have been harassed by a
member of the public, a service provider, or a public official during the course of their
employment, the employee shall report the complaint to their immediate supervisor or the
Human Resources Director. There will be no reprisals against any employee for making a
report as provided in this policy.
2.

Investigation: The Board will conduct a prompt and thorough investigation of all complaints
of harassment. The Board will make every effort to keep the complaint confidential, except
as required by law and as may be reasonably necessary to successfully complete
investigation. It will be a violation of this policy for any person who learns of the
investigation or complaint to take any retaliatory action that affects the work environment of
the complainant or any person involved in the investigation. Failure by any employee to
cooperate with the investigation of a complaint will be a violation of this policy.

3.

Disciplinary action: If an allegation of harassment is found to be credible appropriate
disciplinary action will be taken. Harassment on the part of a MCBDD employee will be
treated as a Group II infraction in accordance with the Board’s disciplinary policy. Serious
infractions of a first offense may warrant abrogating progressive discipline as referenced in
Policy 4710.

4.

Responsibilities
a. It is the responsibility of every employee, should they observe or experience
objectionable or unwelcome behavior of the type described in this policy, to report that
behavior as provided in this policy. There will be no reprisals against any employee for
making such a report.
b. Every supervisor is responsible for promptly responding to or reporting any complaint or
suspected act of harassment. Supervisors should report incidents to their immediate
supervisor, the Human Resources Director, or to the Superintendent’s office. Failure by
a supervisor to report or adequately address such harassment will result in disciplinary
action in accordance with the Board’s disciplinary policy.
c. The office of the Human Resources Director will take appropriate steps to ensure that
new employees are provided with notice of this policy as part of a new employee
orientation process.

Closely Related Documents:
References:
Last reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4610 – Tardiness
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

Frequent tardiness is inexcusable and shall not be tolerated. Tardiness is defined as any situation
where an employee reports to work after his / her scheduled starting time.
In addition, if an employee is tardy, that employee may be subject to appropriate disciplinary
action, unless he or she offers to the supervisor a written reason for being tardy deemed
acceptable by the supervisor.

Closely Related Documents: Policy 4710 - Progressive Discipline
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4620 – Breaks/Lunch Period
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

Employees may take break periods as scheduled by their supervisor each full work day. Break
periods shall never interfere with the proper performance of the work responsibilities of the
department. Such breaks shall be considered as part of the employee’s work time. Breaks shall
not affect the time of the start / end of the work shift.
All full-time employees are entitled to a thirty minute lunch / meal period. Therefore, each
employee shall be completely relieved, if possible, from work duty for that time period.
Lunch scheduling is subject to approval by the employee’s immediate supervisor. Breaks may be
used to abut the lunch period on an occasional basis or on a permanent basis with prior approval
of the employee’s immediate supervisor.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019

Policy 4620
Page 1 of 1

Mahoning County Board of Developmental Disabilities
POLICY 4630 – Safety and Health
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

Work-safety and health is the Board’s primary concern. The safe and healthful performance of all
work assignments is the responsibility of both supervisory and non-supervisory personnel. It is
their responsibility to insure that all safety equipment is used and all safety procedures / practices
are observed.
Any employee found to be willfully negligent in use of equipment or an accident shall be
disciplined.
Any employee found to be deliberately negligent in equipment operation or supervision, resulting
in either damage to the equipment or an accident, shall be subject to discipline which may include
immediate termination.
All employees, particularly supervisors, are charged with the responsibility of reporting the
existence of any hazardous condition or practice in the work place.
Any accident occurring during working hours shall be reported to the immediate supervisor, at
once. The supervisor shall, in turn, notify the appointing authority. Upon notification, the
employee, with the supervisor or the appointing authority shall complete an accident form no later
than 48 hours after the accident, in order that the employee may be covered under Workers’
Compensation, and the cause determined and corrected.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4631 – Wellness Policy
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 4-13-2009
Revised:

Purpose:
The Mahoning County Board of Developmental Disabilities recognizes the importance of
workplace wellness and thereby supports the pursuit of such through education and sponsored
activities that will promote healthy lifestyles to employees and their families.
Statements:
The Superintendent, at his discretion, may include funds in the annual budget for the development
and/or continuation of wellness program activities. These programs/activities may include, but
shall not be limited to, the acquisition and distribution of health education materials, the provision
of professional speakers and/or classes/in-services promoting employee health matters, the
subsidized use of fitness facilities, the development of internal policies that promote healthy
behavior, and the offering of employee reward incentives (monetary or non-monetary) for
participation in wellness activities/contests. Any other activities, policies or environmental changes
that may impact positively the health of employees and their families may also be included within
the jurisdiction of this policy. All wellness activities involving the direct or indirect expenditure of
public funds shall be approved in advance by the Superintendent or his authorized designee.
MCBDD sponsored wellness activities and programs may include the participation of substitute
employees and/or individuals not employed by MCBDD (i.e.: family members of employees).
However, only full or part time employees of MCBDD will be eligible for any monetary and/or nonmonetary incentives which may be offered.
The wellness activities and programs offered and conducted by the MCBDD shall be in
compliance with the Health Insurance Portability and Accountability Act (HIPAA) regulations
governing the same and approved in December 2006.

Closely Related Documents: Policy 4630 - Safety and Health
Policy 4659 - 100% Tobacco Free Policy
Policy 4660 - Alcoholism
References:
Last Reviewed: 10-16-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4640 – Equipment and Telephones
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 7-8-1991

When tools, supplies and equipment needed to perform job duties are provided by the employer, it
is the responsibility of supervisors to see that they are properly used and maintained.
Misuse, neglect, theft and abuse of tools, supplies, or equipment is prohibited. Accidents
involving misuse of tools or equipment will be cause for disciplinary action. Loss of tools on more
than one occasion will require payment by the employees for those lost tools.
Telephones, including cellular “mobile” telephones, are provided for official business. They should
be answered promptly and in a courteous manner, by appropriate personnel. Use of Board
telephones, including cellular “mobile” phones, for personal reasons is prohibited except in the
case of an emergency or with prior authorization from the employee’s supervisor. Personal
telephone calls for employees will not be transferred to an employee on duty unless it is an
emergency. Toll calls for personal reasons made on Board equipment or charged to the Board
will result in disciplinary action.

Closely Related Documents:
References: OAG 89-038
Last reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4650 – Use of Board Vehicles
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

Use of Board motor vehicles shall be strictly controlled by the Board, through the Superintendent,
and shall be restricted for business purposes only.
Employees operating a Board motor vehicle are required to have a proper valid motor vehicle
operator’s license on file. Employees shall not use nor permit the use of a Board vehicle for any
purpose other than official Board business.
Employees are required to use privately owned vehicles for purposes of getting to and from work.
Board vehicles are not to be used for this purpose unless explicitly authorized in writing by the
employee’s appointing authority.
Any employee who operates a Board vehicle shall exercise caution and responsibility and shall
adhere to all safety regulations. Traffic fines or arrests for illegal or improper use of vehicles are
the sole responsibility of the employee. Reckless or destructive operations of vehicles are
grounds for disciplinary action. While operating Board vehicles, the employee shall do so with the
understanding that their driving, attitude, and treatment of the public and safety officials will reflect
upon the Board as well as themselves.
Bus drivers and employees who, as a part of their daily employment, drive Board vehicles may
have further responsibilities under other pertinent policy.

Closely Related Documents: Procedure 4650 – Board Vehicles
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4659 – 100% Tobacco Free Environment
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 12-10-2012
Revised: 1-27-2020

PURPOSE
To promote health and wellness, it shall be the policy of the Mahoning County Board of
Developmental Disabilities to designate its facilities as “100% TOBACCO FREE” to provide a
healthy, tobacco free environment for all MCBDD employees, consumers and visitors.
POLICY
In accordance with the Environmental Protection Agency’s January 1993 ruling regarding effects
of second-hand smoke and the Ohio Smoke Free Workplace Act, passed by voters in 2006, the
MCBDD shall be entirely 100% tobacco free effective January 1, 2013. All smoking, as defined
under Ohio Revised Code Section 3794.01, will be entirely prohibited within all MCBDD facilities,
in all MCBDD owned vehicles and on the grounds of all Board properties, including parking lots.
This policy covers the smoking of any tobacco product and the use of oral tobacco products or
"spit" tobacco.
Employees are prohibited from smoking or using other tobacco products during work time, other
than during their scheduled lunch or break periods. No additional breaks are allowed to any
employee who smokes. Employees, consumers, students and visitors are prohibited from
smoking on privately owned adjacent properties. This policy applies to all, but is not limited to,
employees, consumers, students, visitors and contractors.
The Health Office in each facility shall maintain informational resources regarding tobacco
cessation for interested individuals who inquire about such information.
Employees, consumers or students in violation of this policy shall be subject to corrective action
per appropriate Board policy. However, emphasis shall always be on positive encouragement
toward tobacco cessation through education and /or habilitative methodologies rather than
punitive action.
Any employee or consumer who believes a visitor or any other person may be in violation of this
policy shall report said belief to a management level employee for enforcement. Employees who
violate this policy are subject to disciplinary action.

Closely Related Documents: Policy 4631 Wellness Policy
References: ORC 3794
Last Reviewed: 11-15-19
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Mahoning County Board of Developmental Disabilities
POLICY 4660 – Alcoholism
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 12-13-1993

The Board recognizes alcoholism as a disability and disease which is treatable, and will develop
procedures similar to any other disability an employee may have. For the purpose of this policy,
alcoholism exists when an employee’s consumption of any alcoholic beverage adversely affects
job performance.
The Board does not intrude on a person’s private life, but does have a definite concern and
responsibility when an employee’s alcoholism or drinking begins to impact upon job performance.
The social stigma often associated with alcoholism is inappropriate and is an impediment to
effective treatment. The Employer expects that this policy will encourage self-referral of
employees who suspects that they may have a drinking problem.
This policy is intended to assure that no employee with alcoholism will have his / her job security
or promotional opportunities jeopardized by a request for help. The individual’s rights to
confidentiality and privacy are recognized. The pertinent information and records of employees
with alcoholism will be preserved in the same manner as all other medical records.
Supervisors shall not attempt to diagnose alcoholism. Supervisor-initiated referral for diagnosis
and treatment should be based strictly on unsatisfactory or deteriorating job performance resulting
from apparent medical or behavioral problems, whatever their nature.
It will be the responsibility of the employee to comply with the referral for diagnosis and to
cooperate with the prescribed treatment. An employee’s refusal to accept diagnosis or treatment,
or failure to respond to treatment, will be handled in the same manner as for all other illnesses
when job performance continues to be adversely affected.
Implementation of this policy will not require or result in any special regulations, privileges, or
exemptions from the standard administrative practices applicable to job performance
requirements.
This policy includes the same force and effect for substance abuse.
Employees are strictly prohibited from distributing, dispensing, possessing, using, manufacturing,
or being under the influence of any drug or controlled substance during work hours, or at any
location or in any vehicle where employees are conducting agency business. Violations may
result in disciplinary action, including discharge for a first offense.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019

Mahoning County Board of Developmental Disabilities
POLICY 4662 – Alcohol and Drug Testing
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 9-11-2006
Revised: 1-27-2020

A. This policy applies to all employees who are not covered by the Mahoning County Board of
Developmental Disabilities (Board) Safety-Sensitive Alcohol and Drug Testing Policy (4665).
Any questions regarding this policy should be directed to each individual employee’s
department head. The Superintendent and / or his designee(s) shall be responsible for the
administration of this policy.
B.

Alcohol and/or drug use in the workplace jeopardizes the safety, health and welfare of
employees and consumers. The Board will not condone and will not tolerate the use of
alcohol/drugs in the workplace, specifically, the following workplace conduct / behavior is
prohibited:
1.
2.
3.
4.
5.
6.

The use of illegal drugs or the abuse of prescribed (legal) drugs;
The use of alcohol;
The sale, purchase, manufacture, transfer, use or possession of any illegal drugs, or
prescription drugs obtained without a prescription;
The employee’s presence at work under the influence of alcohol or any illegal drug;
The employee’s presence at work under the influence of any prescribed or over-thecounter drug to the extent that job performance and / or safety may be affected;
Conviction of or plea (including No Contest or Nolo Contendre) to a drug-related
offense or the identification of an employee as the focus of a criminal investigation into
illegal drug possession, manufacture, use or trafficking. It is the responsibility of the
employee to notify the employer, within five (5) working days, of any drug-related
conviction or plea.

“Workplace” shall mean any work location, including vehicles, involved in or related to the
conduct of Agency business.
C.

Medical Marijuana
The legalization of Medical Marijuana in Ohio (or the legalization of medical or recreational
marijuana possession and use in any other state) does not change the intent and force of
the MCBDD policy. Marijuana use, whether for medical use or recreationally, while working
or while not working is not permitted per MCBDD policy and will be subject to all
consequences including discipline up to an including discharge from employment.
Medical Marijuana – Marijuana remains a drug listed as a Schedule 1 Narcotic in the
Controlled Substances Act. Therefore, Marijuana is still illegal under federal law, it is
considered an illegal drug under this policy. It remains unacceptable for employees to use,
possess or distribute Marijuana even with the recommendation from a physician for medical
use under Ohio law.
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C. D. Drug and / or alcohol testing may be conducted on employees pre-employment; upon
reasonable suspicion; post-accident while at work under certain conditions; upon return to
duty upon newly discovered evidence that the employee has tampered with a previous drug
or alcohol test and on a follow-up basis. Reasonable suspicion shall mean the belief that an
employee has violated the alcohol or controlled substances prohibitions contained herein,
based on specific observable phenomena and / or behavior related to the appearance,
behavior, speech, or body odors of the employee, and / or an abnormal pattern of conduct
or erratic behavior which may include deteriorating job performance, unexplained patterns of
absenteeism / tardiness, or repeated violations of safety / work rules. All drug tests shall be
conducted only by the Department of Health and Human Services (DHHS) / Substance
Abuse and Mental Health Services Administration (SAMSHA) certified laboratories. The
procedures utilized by the Employer and testing laboratory shall include an evidentiary chain
of custody, Medical Review Officer, and control and split sample collection testing.
D.E

Post-Accident Testing
An accident, for the purpose of this policy, may include, but is not limited to: an unplanned,
unexpected, or unintended event that occurs during the employee’s workday and in relation
to the County’s business. In addition to personnel, it may involve personal or business
property/equipment or vehicles used in the performance of the employee’s job.
Post-accident drug and alcohol testing is mandatory in all cases for all individuals who may
have caused or contributed to an “on-the-job” accident which meets any of the following
criteria:
1.
2.
3.
4.

E. F

A fatality results from the accident;
An employee is at fault in an employment-related accident that causes bodily injury
requiring off-site medical treatment of the employee or another person;
An employee is at fault in an employment related accident that results in significant
property damage, exceeding $1,000; or
An employee is cited in an employment related vehicular accident that results in
damage that exceeds $1,000.

Testing Procedure
In the event that an employee is directed to undergo testing, the first priority of MCBDD is
to remove the employee suspected of abusing controlled substances of alcohol from the
work environment. This shall be done to prevent the employee from causing harm to
himself or herself, other individuals in the workplace, or anyone else.
A trained supervisor or MCBDD official shall instruct the employee under suspicion to
accompany him / her to a private area that is removed from the individual employee’s coworkers. The employee will then be informed of his / her selection and arrangements will be
made for transportation of the employee to the testing facility. Any transportation required
for testing will be the responsibility of the MCBDD. The employee will be compensated for
all time related to the administration of an Employer mandated drug screen.
The results of the testing shall be delivered to the Employer and the employee tested. An
employee whose confirmatory drug test result is positive shall have the right to request a
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certified copy of the testing results in which the Medical Review Officer shall affirm that the
test results were obtained using professional, recognized testing methods. An alcohol
concentration of .04 or greater shall be considered a positive result. The employee shall
provide a signed release for disclosure of any and all testing results to the Employer.

F. G

1.

All specimens identified to the Medical Review Officer as positive on the initial drug
test (screen) shall be confirmed through the use of the gas chromatography / mass
spectrometry method of detection, or any other method that is professionally
recognized as being as, or more accurate that the gas chromatography / mass
spectrometry, method.

2.

In the event the initial and confirmatory test results are positive, the employee is
entitled to have the split sample tested in the manner prescribed above at the
employee’s expense. The results of this test shall be determinative.

3.

In the event the confirmatory test confirms the results of the first test, the employer
will proceed with sanctions as set forth in this article.

In the event that an employee tests positive under this policy, he / she will immediately be
placed on paid administrative leave, pending the outcome of an investigation into the
matter. Upon a positive test, the employee must call someone for a ride or be driven
home from the County property or testing site. If the employee attempts to drive them self
home, the police may be informed for the employee’s and others protection. If the alcohol
or drug testing produces a positive result, the employee may be suspended or terminated.
If the employee is suspended, he will also be required to participate in a rehabilitation
program. The cost of any rehabilitation program shall be borne by the employee, unless
otherwise covered by the employee’s health care insurance.

G. H An employee who participates in a rehabilitation program shall be allowed, after completion
of the suspension, to use sick time, compensatory time, vacation leave or personal time for
the period of the rehabilitation program. If no such leave is available, the employee shall
be placed on disability leave without pay for the period of the rehabilitation program. Upon
completion of such programs, as certified by a substance abuse professional, and upon
receiving results from a return-to-duty test demonstrating that the employee is no longer
under the influence of alcohol / controlled substances, the employee will be returned to his
former position. Such employee may be subject to up to six (6) follow-up tests during the
first twelve (12) months following his return to work.
H. I

A second positive drug and / or alcohol test will result in termination of any employee not
terminated due to the first positive drug and / or alcohol result.

IJ

The cost of alcohol tests and drug screening and confirmatory tests shall be borne by the
employer, except any test initiated at the request of the employee shall be at the expense
of such employee. All records pertaining to drug / alcohol test results shall be kept in a
confidential manner, except as otherwise required by law.

J.K

Refusal by an employee to submit to an alcohol or drug test will be considered
insubordination and will also be treated as a positive test result; the employee will be
subject to discipline, up to and including termination. Actions constituting a refusal to
submit to a test include:
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1.
2.
3.

Failing to provide adequate breath for alcohol testing;
Failing to provide adequate urine or other required specimen for controlled
substance testing;
Engaging in conduct that obstructs or interferes with the testing procedure.

Closely Related Documents: Policy 4665 – Alcohol & Drug Testing Safety Sensitive
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4665 – Alcohol and Drug Testing
(Safety Sensitive Employees)
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 12-27-1995
Revised: 10-8-2007

Scope
This policy is intended to promote and ensure a drug free workplace and to comply with the
Omnibus Transportation Act of 1991 (Act) and relevant U.S. Department of Transportation
Regulations. Its provisions shall be effective January 1, 1996. Safety sensitive employees (e.g.
CDL Drivers and Mechanics) shall be subject to pre-employment, random, post-accident,
reasonable suspicion, return to duty, and follow-up testing for alcohol and controlled substances.
A.
1.

General and Test Types
Pre-employment
All newly hired employees and employees promoted or transferred into a safety sensitive
position shall be required to successfully complete a urine and hair drug screen test prior to
driving a bus or other commercial motor vehicle or performing any safety sensitive
functions.
A newly hired individual's employment and a promoted or transferred
employee's change in position shall be conditioned upon compliance with this provision.
An employee seeking transfer or promotion into a safety-sensitive position who fails the
drug test shall be referred to a Substance Abuse Professional and may be subject to
disciplinary action in accordance with the collective bargaining agreement and / or Board
policy. The cost of pre-employment testing shall be paid by the Board.

2.

Random Testing
All safety sensitive employees shall be subject to random and unannounced testing for
drugs and alcohol. A scientifically valid method shall be used to randomly select such
employees for testing. An employee selected for random testing will be escorted or
directed to report immediately upon notification to the test site. A refusal to submit to a
random test, including any conduct which does not lead to a collection as soon as possible,
shall subject the driver to disqualification and discipline, up to and including discharge. A
percentage equal to at least 50 percent of the average number of safety sensitive
employees will be tested for drugs, and a percentage equal to at least 25 percent of the
average number of safety sensitive employees will be tested for alcohol annually. Each
employee in the pool shall have an equal chance of selection and shall remain in the pool,
even after the employee has been tested. This means that some employees may be
selected more than once in a calendar year. The random drug and alcohol testing shall be
reasonably spread throughout the calendar year. The cost of random testing shall be paid
by the Board.

3.

Post-Accident Testing
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An employee operating a bus or other commercial motor vehicle during work hours who is
involved in an accident where a fatality has occurred shall be required to submit to postaccident drug and alcohol testing. Additionally, an employee who is cited for a moving
violation or as a result of an accident where disabling vehicle damage and/or an injury that
requires medical treatment away from the accident to any person involved in the accident
has occurred shall be required to submit to post-accident testing. Following any accident,
the driver must contact a supervisor or management official immediately. A refusal to
submit to a post-accident drug or alcohol test shall, as defined under Section E of this
policy, subject the employee to discipline up to and including discharge. The Board may
substitute tests for use of drugs or alcohol administered by police or other public safety
officers under separate authority in lieu of conducting its own testing. The employee must
sign a release allowing the Board to obtain results from such federal, state or local officials.
A post-accident alcohol or drug test shall be collected as soon as possible following the
accident. If no alcohol Breathalyzer test can be made within eight (8) hours, attempts to
collect a breath sample shall cease. If no urine sample can be obtained for purposes of a
post-accident drug test within thirty-two (32) hours, attempts to make such collections shall
cease. The employee shall be directed to immediately report or shall be transported and
accompanied by a supervisor or management employee of the Board to the test site. The
cost of post-accident testing shall be paid by the Board.
4.

Reasonable Suspicion Testing
Employees who are personally observed, on duty, by at least one trained supervisor and/or
management employee manifesting physical or behavioral symptoms, appearances,
reactions, speech, or odors commonly associated with alcohol or controlled substance use
or impairment shall be subject to drug and/or alcohol testing. The observing supervisor or
management employee should document the grounds for his reasonable suspicion within
24 hours of the observed behavior or other indications or before the results of the controlled
substances test is released, whichever is earlier. A reasonable suspicion alcohol test
should be administered within two (2) hours, but no later than eight (8) hours. The
employee shall be transported and accompanied by a supervisor or management
employee of the Board to the test site.

5.

Return to Duty Testing
Any employee who has tested positive for drugs and/or alcohol as a result of a random,
reasonable suspicion or post-accident test, and is not terminated from employment, will not
be permitted to return to work until he has been evaluated by a Substance Abuse
Professional, completed any recommended rehabilitation and has a negative drug test
result or a test result of less than .02 on a return to duty alcohol test. The cost of the return
to duty test shall be borne by the employee.

6.

Follow-up Testing
An employee who tests positive for drugs and/or alcohol as a result of a random,
reasonable suspicion, or post-accident test, and is not terminated from employment, shall
be required to participate in follow-up testing for up to 60 months from the employee's
return to work if recommended by a Substance Abuse Professional. If the Substance
Abuse Professional (SAP) recommends follow-up testing, the employee shall be required to
submit to a minimum of six (6) unannounced follow-up tests within the first twelve (12)
months following the employee's return to duty. Follow-up testing shall be conducted just
before, during, or just after the employee performs a safety sensitive function. Follow-up
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testing shall be separate from and in addition to reasonable suspicion, post-accident and
random testing procedures. The SAP shall direct the schedule of unannounced follow-up
testing. The cost of follow-up testing shall be borne by the employee.
B.

Testing Procedures
The following test procedures shall be used for controlled substance and alcohol testing.

1.

Controlled Substance Testing
A urine specimen shall be collected at a collection site which complies with the procedures
set forth in the Act and related regulations and which otherwise conforms to U.S.
Department of Transportation (USDOT) protocols. Such urine specimen shall be split into
two vials: a primary vial and secondary vial. The collection site shall be responsible for
transmitting the urine specimen samples to a Substance Abuse Mental Health Services
Administration (SAMHSA) certified laboratory for analysis. The laboratory shall perform a
screening test on the primary vials and, if positive, will conduct a confirmatory test using the
GC/MS method. The laboratory shall test for the presence of drugs and/or metabolites of
the following controlled substances: (1) marijuana (2) cocaine (3) opiates (4)
amphetamines and (5) phencyclidine (PCP). All laboratory results will be reported to a
Medical Review Officer (MRO) designated by the Board. Negative results will be reported
by the MRO to the Board. Before reporting a positive result to the Board, the MRO will
attempt to contact the employee to discuss the test result. If the MRO is unable to contact
the employee directly, he shall contact a management official, who shall in turn contact the
employee and direct him to contact the MRO. Upon being so directed, the employee shall
contact the MRO immediately. If the employee fails to contact the MRO, the test result
shall be reported directly to the Board. The MRO shall have sole discretion to determine if
the result is negative or positive.
An individual testing positive may make a request of the MRO to have the secondary vial
tested by a different SAMHSA certified lab. Such costs shall be borne by the employee.
The request for testing of a second specimen must be made within seventy-two (72) hours
of being notified of a positive test result.

2.

Alcohol Testing
Employee alcohol testing shall be conducted through the use of an evidential breath testing
device (EBT) by a trained breath alcohol technician (BAT). The employee shall follow all
instructions given by the BAT. If the result of the screening test has an alcohol
concentration of .02 or greater, a confirmation test shall be performed.

3.

Results
For purposes of this policy, a positive test result shall mean .04 or greater for alcohol or a
level above those established by the U.S. Department of Transportation (USDOT) in the
screening and confirmatory tests for marijuana, cocaine, amphetamines, opiates, and
phencyclidine. A prohibited alcohol concentration for purposes of this policy shall mean a
test result of .02 to .039.
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C.

Consequences of Positive Test Results and Prohibited Alcohol Concentration
The following consequences shall apply when an employee tests positive for alcohol or a
controlled substance or has a prohibited alcohol concentration pursuant to any of the above
testing.
1.

Employment Eligibility and Rehabilitation
a.
Any safety sensitive employee who is found to have an alcohol concentration
of .02 or greater but less than .04 shall not be permitted to perform safety sensitive
functions for at least 24 hours. Such employee shall be placed on unpaid leave.
b.

Any employee who is found pursuant to random, reasonable suspicion, or
post-accident testing to have an alcohol concentration level of .04 or greater
or who tests positive for a controlled substance, and is not terminated from
employment, shall be removed from duty. The employee shall be placed on unpaid
leave until such time as he is requalified.
c.
An employee who is found pursuant to random, reasonable suspicion or postaccident testing to have tested positive for alcohol or a controlled substance
and is not terminated from employment, shall become requalified upon being
evaluated by a Substance Abuse Professional, completing any recommended
rehabilitation and treatment, and successfully passing a return to duty test.
Any employee who engages in prohibited conduct, regardless of whether he
is discharged or retained as an employee shall be provided with the names,
addresses and telephone numbers of qualified Substance Abuse Professionals
(SAPs).
d.

D.

Nothing herein shall require the Board to provide alternate employment
during the period when the employee is not eligible to perform the duties of
his position (i.e. driving) nor is there any obligation on the part of the Board
to retain an employee who violates the Act or this policy.

Discipline
1.
In addition to the above consequences for a positive drug or alcohol test result, or
having a prohibited alcohol concentration on duty, the Board may discipline an
employee, up to and including discharge, for violations of the Act, this policy, and/or
misconduct or poor performance resulting from an alcohol or substance abuse problem.
2.

Failure to successfully complete or participate in a prescribed rehabilitation program,
if offered, shall result in the employee's discharge including a refusal to test or a
positive test result on a return to duty or follow-up test. No employee shall be
provided more than one opportunity at rehabilitation. The cost for rehabilitation
services shall be paid by the employee.

3.

An employee who is not terminated pursuant to this policy shall be required to enter
into a last chance agreement with the Board.

4.
Nothing herein shall be construed as a guarantee that the Board will offer an
employee an opportunity for rehabilitation. The Board's decision as to whether or not to
discharge an employee shall be made on the basis of the circumstances surrounding the
employee's positive drug or alcohol test and considerations such as any other misconduct
resulting from the employee's substance abuse (e.g. injury, property
damage,
etc),
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the employee's work record, and other factors traditionally considered when determining
whether to retain an employee.
E.

Refusal to Test
Employees who refuse to submit to required testing shall be subject to disciplinary action
up to and including discharge. A refusal to test for purposes of this policy shall include (1)
a failure to provide a sufficient sample for drugs or alcohol provided there does not exist a
valid medical explanation as to why the employee was unable to do so, (2) any conduct
which clearly obstructs the testing process such as unavailability, leaving the scene of an
accident without proper authorization, or a delay in providing a sample, and (3) a failure to
execute forms required as part of the testing process.

F.

Prohibition Against Use of Alcohol or Controlled Substances
The unlawful manufacture, distribution, being under the influence, sale, possession, or use
of a controlled substance or alcohol is strictly prohibited in the workplace. An employee is
subject to discipline up to and including immediate termination from employment and/or
referral to an appropriate law enforcement authority for violation of this policy. In specific
regard to alcohol use, employees are prohibited from any use that could affect the
performance of the employee including use during the four (4) hours prior to work, having
prohibited concentrations of alcohol in their system while operating a vehicle, and the use
of alcohol during the eight (8) hours after an accident.

G.

Supervisor and Employee Training and Information
The Board will ensure that persons authorized to determine reasonable suspicion are
trained, in compliance with the Act, to recognize the symptoms of impairment and
intoxication. Further, employees of the Board shall be provided a copy of this policy prior to
the start of alcohol and controlled substances testing under the Act as well as other
information required by law. Employees are required to sign a statement certifying that
they have received a copy of these materials.

H.

Medical Prescriptions
Employees who are taking prescription medication must furnish a statement from a
physician specifying the drug being taken and whether the drug will interfere with safe
performance of the employee's job.

I.

Employee Status
Employees shall be on paid status while submitting to any random, post-accident,
reasonable suspicion or follow-up testing performed during times when the employee is
scheduled to work. An employee who is not permitted to return to work pending the
outcome of a test result conducted pursuant to the provisions relating to reasonable
suspicion testing and where the test result is ultimately negative, shall be paid for the time
he/she was not permitted to work.

J.

Confidentiality, Recordkeeping and Reporting
The Board shall maintain records related to its alcohol misuse and controlled substances
use program in a secure location with controlled access. Such records shall further be kept
for the longer of the time periods mandated by federal or state law. Test results shall be
confidential to the extent required by applicable law. An employee is entitled, upon written
request, to obtain copies of any records pertaining to his use of alcohol or controlled
substances.
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K.
*

Definitions
Accident means (1) Except as provided in paragraph (2) of this definition, an occurrence under the Act
involving a motor vehicle operating on a public road which results in:
a.
A fatality,
b.
Bodily injury to a person who, as a result of the injury, immediately receives
medical treatment away from the scene of the accident; or
c.
One or more motor vehicles incurring disabling damage as a result of the
accident, requiring the vehicle to be transported away from the scene by a
tow truck or other vehicle.

*

Alcohol use means the consumption of any beverage, mixture, or preparation, including
any medication, containing alcohol.

*

Confirmation test - For alcohol testing means a second test, following a screening test
with a result of 0.02 or greater, that provides quantitative data of alcohol concentration. For
controlled substances testing means a second analytical procedure to identify the presence
of a specific drug or metabolite which is independent of the screen test and which uses a
different technique and chemical principle from that of the screen test in order to ensure
reliability and accuracy, (Gas chromatography/mass spectrometry (GC/MS) is the only
authorized confirmation method for cocaine, marijuana, opiates, amphetamines, and
phencyclidine.)

*

Medical Review Officer (MRO) - A licensed physician (medical doctor or doctor of
osteopathy) responsible for receiving laboratory results generated by a Board's drug testing
program who has knowledge of substance abuse disorders and has appropriate medical
training to interpret and evaluate an individual's confirmed positive test result together with
his or her medical history and any other relevant biomedical information.

*

Safety sensitive employees - This includes any driver of a motor vehicle with a gross
vehicle weight rating of 26,001 or more pounds, a motor vehicle of any size that is used to
transport hazardous material which requires the vehicle to be placarded under the
materials regulations, or a motor vehicle designed to carry 16 or more passengers including
the driver. An employee is considered to be performing a "safety-sensitive" function if he is
waiting to be dispatched, performing a pre-trip inspection, driving or on the vehicle, loading
or unloading the vehicle, repairing the vehicle, or performing duties at an accident scene.

*

Substance abuse professional means a licensed physician (Medical Doctor or Doctor of
Osteopathy), or a licensed or certified psychologist, social worker, employee assistance
professional, or additional counselor (certified by the National Association of Alcoholism
and Drug Abuse Counselors Certification Commission) with knowledge of and clinical
experience in the diagnosis and treatment of alcohol and controlled substances-related
disorders.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4670 – Gambling
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

The Board does not permit gambling in any form by employees during work days, on Board
property or while on official Board business. For the purpose of this policy, work day includes all
regular working hours, lunch periods and other breaks. Violation of this policy will be cause for
disciplinary action.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4680 – Outside Employment
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 3-9-2015

Purpose
To establish guidelines for MCBDD employees on outside or dual employment.
Scope
Under no circumstances shall a Board employee have other employment which conflicts with the
policies, objectives and operations of their position with the Board. In addition, an employee shall
not become indebted to a second employer whose interests might be in conflict with those of the
Board.
Employment shall “conflict”, as set forth in this policy, when a second job impairs the employee’s
ability to perform the duties of his position with the Board.
Full time employment by the MCBDD shall be considered the employee’s primary occupation,
taking precedence over all other occupations, as far as the Board is concerned.
Prior to accepting “outside” employment, an employee shall notify his/her appointing authority, in
writing, of his/her intention to be employed in a secondary job. The appointing authority shall
confer with the employee to determine whether the “secondary job” presents a conflict with Board
policies, objectives, interests and/or operations.
“Outside” or “dual” employment shall be a concern to the appointing authority if it adversely affects
the job performance of the employee’s Board job with: Two common employment conflicts which
may arise are:
1. Interest conflicts
Defined as when an employee’s outside employment is determined to be a conflict
of interest according to law and reviewed by the Ethics Council.
2. Time conflict
Defined as when the working hours required of a “secondary job” directly conflict
with the scheduled working hours of an employee’s job with the Board; or when the
demands of a “secondary job” prohibits adequate rest, thereby adversely affecting
the quality standard of the employee’s job performance with the Board.
Should an appointing authority feel that an employee’s outside employment is adversely affecting
the employee’s job performance with the Board, the appointing authority may recommend, but
may not demand, that the employee refrain from such activity. However, any conflict, policy
infraction, or other specific offense which are the direct or indirect result of an employee’s
participation in outside employment, shall be disciplined in such a manner that is consistent with
policy.
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On an annual basis, employees shall review the outside employment policy.
On an annual basis, the Ethics Council shall pass a resolution to recognize outside
employment and to verify that no conflicts of interests take place.

Closely Related Documents: Policy 1220: Ethics Council
References: ORC 5126. 031 – 5126.033 – Ethics Council and direct services contracts
Last Reviewed: 9-23-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4685 – Restrictions on Political Activity
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 3-12-1990
Revised:

No employee in the classified civil service may take part in politics of a partisan nature, other than
to vote as he / she pleases and to express freely his / her political opinion.
Partisan political activity on the part of classified employees is grounds for discipline, including
dismissal.
Any employee having a question as to what constitutes partisan political activity should seek the
advice of legal counsel prior to engaging in the activity.

Closely Related Documents:
References: ORC 124.57 Prohibition Against Partisan Political Activity
Heildman v. City of Shaker Heights, 1530 Ohio St. 109 (1955)
Last Reviewed:
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Mahoning County Board of Developmental Disabilities
POLICY 4690 – DRESS
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

The appointing authority reserves the right to prescribe appropriate dress and grooming, and to
set standards which are in the best interest of the Board.
The appointing authority requires that an employee’s clothing and overall appearance be
appropriate, in good taste and should present a favorable public image.
Clothing shall be conducive to the safe and effective performance of required job duties.
Specific procedures shall be established for each employee classification to insure compliance
with the policy.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4690.10 – Solicitations and Selling
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

Solicitations, selling and / or collections of any nature on Board property or on Board time, i.e.,
during work hours by employees or other persons, must have prior approval of the appointing
authority, and is in general not encouraged.
The United Way will be an exception.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4700 – Disciplinary Principles
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 7-10-1985
Revised:

Mahoning County Board of Developmental Disabilities believes that a clearly written discipline
policy will serve to promote fairness and equality, and will minimize potential misunderstandings
among employees in disciplinary matters. Furthermore, the Board believes that certain basic
principles, set forth below, must consistently be applied in order to effectively and fairly corrects
unsatisfactory performance.
1.

Employees shall be advised of expected performance, the types of conduct that the Board
has determined to be unacceptable, and the penalties for such unacceptable behavior.

2.

Immediate attention shall be given to policy infractions.

3.

Discipline shall be applied uniformly and consistently throughout the Board and any
deviations from standard procedure must be well-justified and documented.

4.

Each offense shall be dealt with as objectively as possible.

5.

Discipline, in general, shall be progressive.
warrant abrogating progressive discipline.

6.

An employee’s immediate supervisor and / or the appointing authority shall be responsible
for administering discipline.

Serious infractions of a first offense may

Closely Related Documents:
References:
Revisions:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4710 – Progressive Discipline
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 7-10-1985
Revised:

Mahoning County Board of Developmental Disabilities Supervisors and Appointing Authority shall
generally follow an established system of progressive discipline. Serious infractions of a first
offense may warrant abrogating progressive discipline.
The Board has adopted this Discipline Policy as a GUIDE for the uniform administration of
discipline. It is not, however, to be construed as a delegation of, or a limitation upon, the statutory
rights of the Board as set forth in the Ohio Revised Code.
This discipline policy provides standard penalties for specific offenses; however, the examples of
specific offenses given in any grouping are not all inclusive but serve merely as a GUIDE.
The standard penalties provided in this policy do not preclude the application of a more or less
severe penalty for a given infraction when specific circumstances exist. In those cases where the
penalty deviates from the recommended standard penalty, the reasons for such deviation must be
noted in writing by the Supervisor or Appointing Authority administering the discipline.
Each disciplinary action shall remain effective and in the employee’s file for twenty-four (24)
months after its issuance. Thereafter, the action shall be removed from the file, provided that the
same or a related offense does not reoccur within the initial twenty-four (24) month period.
All multiple policy infractions shall be dealt with by following the system of progressive discipline
set forth below:
1.
Multiple offenses which are unrelated are progressively disciplined in the groups in
which the offenses are classified.
2.

Multiple offenses which are related are progressively disciplined regardless of the
groups in which the offense is classified and regardless of the order in which the
offenses occurred.

Since it is imperative that discipline for multiple offenses be consistently and uniformly applied,
examples clarifying the application of the progressive discipline policy are as follows:
1.

If an employee, as a first offense, is found to have violated the Group I Offense,
failure to use reasonable care of Board property or equipment unless there are special
circumstances, he / she would receive verbal instruction and cautioning. If that
employee committed no other related offense in the next twenty-four (24) months,
upon the employee’s request, the record of such instruction and cautioning
would be removed from the employee’s personnel file. Then, if the employee
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subsequently committed the same offense, and absent special circumstances, he / she
would still receive instruction and cautioning.
2.

If an employee is found to have committed a Group I Offense where there are no special
circumstances, he / she would receive instruction and cautioning. If, two months later, the
employee is found to have committed another unrelated Group I Offense, he / she would,
absent special circumstances, receive a written reprimand. If three months later, the
employee is found to have committed still another unrelated Group I Offense, barring
special circumstances, he / she would receive a three (3) working day suspension without
pay.

3.

If an employee is found to have committed a Group 1 Offense for which he / she received
instruction and cautioning, and then commits an unrelated Group II Offense, his / her
discipline, absent special circumstances, would be verbal instruction and a two (2) or three
(3) working day suspension without pay.

4.

If an employee, as a first offense, is found to have violated the Group I Offense use of or
abusive language, he / she would receive, absent special circumstances, instruction and
cautioning. If, however, the same employee subsequently was found to have violated the
Group II Offense, use of abusive or threatening language toward supervisors – a related
Group II Offense – he / she would receive a fifteen (15) working day suspension without
pay.

5.

If an employee has been found to have committed a Group II Offense, (i.e., - willful failure
to sign in when required) which results in his / her receiving a three (3) working day
suspension without pay, and then was found to have committed a related Group I Offense
(i.e., - neglect or carelessness in signing in), absent special circumstances, he / she would
receive a fifteen
(15) working day suspension without pay.

6.

If an employee has been found to have committed a Group II Offense for which he / she
received verbal instruction and a three (3) working day suspension without pay, and
then was
found to have committed an unrelated Group I Offense, absent special
circumstances, he / she
would receive instruction and cautioning.

Closely Related Documents:
References:
Last Revised: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4720 – Grounds for Disciplinary Action and Penalties
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 7-10-1985
Revised: 8-9-1993

The examples of Group I, II and III Offenses, set forth herein, are characteristic of those offenses
which the State Personnel Board of Review has historically judged to be of such a nature so as to
warrant those penalties established for the Group. In general, Group I Offenses may be defined
as those infractions which are of a relatively minor nature and which cause only a minimal
disruption to the organization in terms of a slight, yet significant, decrease in organizational
productivity, efficiency and/or morale.
Group I Offenses, if left undisciplined by proper authority, will usually cause only a temporary or
minor impact against the organization unless such acts are compounded over time.
Group II Offenses may be defined as those infractions which are of a more serious nature than the
Group I Offenses and which, in turn, cause a more serious and longer lasting disruption to the
organization in terms of decreased organizational productivity, efficiency and/or morale. Group II
Offenses, if left undisciplined by proper authority, can cause a serious and longer lasting minor
impact against the organization than the Group I Offenses.
Group III Offenses may be defined as those infractions which are of a very serious and/or possibly
a criminal nature, and which cause a critical disruption to the organization in terms of decreased
productivity, efficiency and/or morale. Group III Offenses, if left undisciplined by proper authority,
may cause a long lasting and serious impact against the organization.
GROUP I OFFENSE (EXAMPLES)
First Offense
Second Offense
Third Offense
Fourth Offense
Fifth Offense
1.
2.
3.
4.
5.

Instruction and Cautioning
Written Reprimand
Three (3) day suspension without pay
Fifteen (15) day suspension without pay.
Termination

Discourteous treatment of the public.
Failure to "report off" work for any absence.
Failure to commence duties at the beginning of the work period, or leaving duties prior to
the end of the duty period.
Leaving work or the work area during regular working hours without authorization.
Making preparations to leave work without specific prior authorization before the lunch
period, or for any official break time, or before the specified quitting time.

Policy 4720
Page 1 of 4

6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

Leaving post of continuous operations position prior to being relieved by employee of
incoming shift.
Neglect or carelessness in signing in or out.
Unauthorized absence from work.
Creating or contributing to unsanitary or unsafe conditions.
Distracting the attention of others, unnecessary shouting demonstration or otherwise
causing disruption on the job.
Malicious mischief, horseplay, wrestling, or other undesirable conduct, including use of
profane or abusive language.
Threatening, intimidating, coercing, or interfering with subordinates or other employees.
Failure to cooperate with other employees as required by job duties.
Failure to use reasonable care of Board property or equipment.
Use or possession of another employee's working equipment without authorization.
Neglect or carelessness in observance of official safety rules, or disregard of common
safety practices.
Failure to observe established procedures.
Obligating the Board for any expense, service or performance without authorization.
Failure to report accidents, injury, or equipment damage.
Disregarding job duties by neglect of work.
Unsatisfactory work or failure to maintain required standard of performance.
Unauthorized use of telephone for other than business purposes.
Excessive garnishments.

GROUP II OFFENSES
First Offense
Second Offense
Third Offense
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Instruction and a three (3) day suspension without pay.
Fifteen (15) suspension without pay.
Termination

Sleeping during working hours.
Reporting for work or working while unfit for duty.
Drinking alcoholic beverages on the job.
Conduct violating morality or common decency, e.g. sexual harassment.
Unauthorized use of Board property or equipment.
Performing private work on Board time.
Willful failure to sign in or out when required.
Willful failure to make required reports.
Failure to report for overtime work without good reason after being scheduled to work
according to overtime policy.
Solicitation on Board premises without authorization.
The making or publishing of false, vicious or malicious statements concerning students,
adults, families, employees, supervisors, the Board or its operation.
Refusing to give testimony when accidents are being investigated.
Giving false testimony during a complaint or grievance investigation or hearing.
Unauthorized posting or removal of notices or signs from bulletin boards.15.
Distributing or posting written or printed matter of any description on Board premises unless
authorized.
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16.
17.
18.

Unauthorized presence on Board property.
Willful disregard of policy/procedure.
Use of abusive or threatening language toward students, adults, employees, supervisors,
or the public while representing the Board.

GROUP III OFFENSES
First Offense Up To and Including Termination.

1.

Wanton or willful neglect in the performance of assigned duties or in the care, use or
custody of any Board property or equipment. Wanton or willful neglect in the performance
of assigned duties contributing to adverse health, safety and/or welfare of a student or
adult. Abuse, or deliberate destruction in any manner of Board property, tools, equipment,
or the property of employees.

2.

Signing or altering other employees' time records, or unauthorized altering of own time
records.

3.

Falsifying testimony when accidents are being investigated, falsifying or assisting in
falsifying or destroying any Board records, including work performance reports; or giving
false information or withholding pertinent information called for in making application for
employment.

4.

Making false claims or misrepresentation in an attempt to obtain any Board benefit.

5.

Gambling during working hours.

6.

Stealing or similar conduct, including destroying Board property.

7.

The use of narcotics or the sale of narcotics, or any controlled substance.

8.

Abusing, fighting, or attempting injury to students, adults, other employee, supervisors, or
persons.

9.

Carrying or possession of firearms, explosives or weapons on Board property at any time.

10.

Misuse or removal of Board records or information without prior authorization; releasing
information about students or adults without authority.

12.

Instigating, leading, or participating in any unauthorized walkout, strike, sit-down, stand-in,
refusal to return to work at the scheduled time for the scheduled shift, or other concerted
curtailment, restriction or interference with work in or about the Board work stations, in
violation of pertinent Ohio Law.
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13.

Dishonesty or any dishonest action. Some examples of what is meant by "dishonesty" or
"dishonest action" are theft, pilfering, opening desks assigned to other employees without
authorization, theft and pilfering through lunch boxes, tool kits, or other property of the
Board of other employees without authorization; inserting slugs in vending machines
without
paying the proper change therein; making false statements to secure an
excused absence or to
justify an absence or tardiness; making or causing to be made,
inaccurate or false reports concerning any absence from work. The foregoing are examples
only and do not limit the terms "dishonesty" or "dishonest action."

14.

Insubordination by refusing to perform assigned work or to comply with written or verbal
instruction of the Supervisors.

15.

Conduct towards enrolled students and/or adults which violates morality or common
decency, including but not limited to sexual contact.

Closely Related Documents:
References: ADA Act
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4730 – Appeals
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 7-10-1985
Revised: 8-9-1993

Personnel actions such as dismissals, suspension, demotions and layoffs may be appealed by
affected employees to the State Personnel Board of Review.
Appeals from removal, demotion or suspension must be filed within ten (10) days of receipt of the
order to the State Personnel Board of Review. Appeals from layoffs must be made within ten (10)
days of the notice of layoff.
The State Personnel Board of Review maintains authority to decide whether an appeal warrants a
hearing. When an appeal is heard, the Board may affirm, disaffirm, or modify personnel decisions
made by the appointing authority or the Director of Administrative Services.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4740 – A Predisciplinary Conference
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 7-10-1985
Revised:

Whenever a supervisor has cause to believe that an employee under his or her direction should
receive a suspension, disciplinary reduction in pay or position, or removal from public service, the
supervisor must reduce such allegations to writing on the form provided.
The completed form should indicate in sufficient detail the behavior or conduct which is the basis
for the supervisor’s belief that discipline is necessary.
The form should next be sent up the chain of command to the Appointing Authority or designee for
review, appointment of a neutral supervisor, and delivery to the responding employee.
The supervisor and employee shall be notified by the Appointed Authority or the designee, of the
time, location and neutral who will conduct the conference.
All witnesses at the conference will be sworn by a notary public.
Testimony at the conference will be recorded on magnetic tape. A responding employee may also
tape record the proceedings.
The supervisor or his or her representative will present the Board’s evidence to the neutral at the
time designated. The employee, or his or her representative, will be permitted to question any
witnesses presented.
The neutral may limit the number of witnesses, the manner and method of questioning, or the
issues to be addressed.
At the conclusion of the employer’s case, the employee may present any relevant evidence which
rebuts the evidence presented by the employer, or which establishes a reason for the employee’s
conduct. The supervisor, or his or her representative, will be permitted to question the employee
or any witnesses presented by the employee.
The neutral shall determine when the conference is concluded and will adjourn the meeting.
The neutral shall prepare a report which sets forth findings of fact based upon the evidence
presented at the conference.
The neutral’s report shall be furnished to both the Appointing Authority or designee and the
responding employee.
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Within a reasonable time following receipt of the report, the Appointing Authority or designee shall
determine what discipline, if any, is warranted based upon the facts found by the neutral.
If discipline is warranted, the Appointing Authority shall follow the MCBDD disciplinary policy and
procedures.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4800 – Resignation
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 1-27-2020

Employees who plan to voluntarily resign shall notify their immediate supervisor at least two (2)
weeks in advance of the effective date of resignation.
Any employee who resigns is encouraged to give his/her reasons for resigning and discuss with
his / her Superintendent or his designee any working conditions which he / she feels are
unsatisfactory.
A formal letter of resignation shall be required by the Board. It shall be typed, addressed to the
Superintendent and state the specific date effective.
Failure to give proper notification shall result in ineligibility for reinstatement.
A person who resigned in good standing may be reinstated, at the discretion of the appointing
authority, in his / her former type of position within one (1) year following resignation, provided the
person remains qualified to perform the duties of the position and such reinstatement would be in
the interest of the County Board and there exists a legitimate opening in that position.

Closely Related Documents:
Public References:
Revisions:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4810 – Exit Interview
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised:

Upon resignation, or otherwise voluntarily terminated employment, an employee is requested to
complete an exit interview questionnaire, and to personally discuss the questionnaire with the
appointing authority or his / her designee, prior to receiving a final paycheck.
The Exit Interview is an opportunity for the employee to offer constructive criticism and insights to
the appointing authority regarding the operation of their office.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4820 – Layoffs
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 1-27-2020

An employee may be laid off because of reorganization of the department, or for lack of work or
funds. Whenever possible, an employee laid off from one department shall be transferred to a
suitable position elsewhere. Whenever possible, at least two weeks’ notice shall be given an
employee prior to lay-off. Lay-offs shall not be considered disciplinary actions.
A person who was laid off may be routinely recalled to work at any time within one (1) year
provided the person remains qualified to perform the duties of the position.
The Board shall substantially comply with the procedures specified in ORC Section 124.321 and
124.324.

Closely Related Documents: Collective Bargaining Agreements
References: ORC 124.321 - Reduction in work force - layoffs - job abolishment.

ORC 124.322 - Layoff procedures.
ORC 124.324 - Layoff displacement rights.
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4830 – Retirement
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 4-12-2004

All employees are required by law to participate in an Ohio Public Employees Retirement
System. This program is entirely independent of the Federal Social Security System.
If an employee is age 60 and has five (5) years of service, he or she is eligible to retire. He or
she may retire on a lesser benefit, as early as age 55, if he or she has 25 years of credit. A
member who has at least 25 years of total service credit, including military service purchased,
may apply for an age and service retirement benefit. With 30 years of credit there is no age
requirement, no age benefit reduction.

Closely Related Documents:
References:
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4900 – Personnel Records (Access, Duplication, Dissemination, Destruction)
Section: 4000
Section Title :Human Resources

Originally Issued (Adopted): 10-9-1985
Revised: 1-27-2020

The Superintendent shall cause to be maintained official personnel and medical files for each
employee.
Such files shall include, but not be limited to:
1.
Name
2.
Permanent and current address, phone number, and person to notify in case of
emergency.
3.
Job description, civil service classification and title as established by the Board and
the Department of Administrative Services.
4.
Cumulative record of sick leave and vacation.
5.
Record of permanent or temporary certification/license as applicable.
6.
Bus driver abstract.
7.
Records of in-service training.
8.
New Hire and/or Employee Status Change Forms
9.
Annual Performance Evaluation signed by the Superintendent and by the employee,
indicating the employee's awareness of the evaluation.
Personnel records shall be accessible to Department of Developmental Disabilities and Education
personnel and others authorized to have access by operation of law, regulation, or rule.
Personnel files may also contain:
1.
Time schedules
2.
Payroll information
3.
Records of individual employment data
4.
Application forms
5.
References
6.
Records pertaining to hiring, promotion, demotion, transfer, layoff, termination, etc.
Unless otherwise provided by law, personnel files and information shall be confidential and may
not be used or divulged for purposes not connected with the Mahoning County Board of
Developmental Disabilities management system, except with the written consent of the employee
affected.
Nothing herein shall prevent the dissemination of impersonal statistical information.
Each item in the file shall be stamped or recorded by the Office of the Superintendent indicating its
date of origin and the date it was entered into the file.
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An employee shall have a right of reasonable inspection of his/her official personnel file.
Employees shall advise the Office of the Superintendent of a change in: name, address, marital
status, telephone number, tax exemptions, citizenship, selective service classification, or
association with any government military service organization.
Written permission from the employee shall be obtained prior to the release of information to
persons not otherwise authorized to receive such information.
Personnel files shall be kept in the Offices of the Superintendent, and shall be secured and
available only to administrative staff having a legitimate need in the course of their work.
Records shall be maintained during employment and only records required to be maintained after
employment shall be considered maintained.
Prior to destruction of records, the employee shall be notified in writing and given forty-five (45)
days to request copies. Notification shall be made to the last known employee address.
The Superintendent and/or his/her designee shall be responsible for the administration of this
policy and the safekeeping of records and securing them against loss or use by unauthorized
persons

Closely Related Documents: Records retention Policy
References: OAC 5123:2-1-02 (0)
ADA Act
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4900.10 – Confidentiality and Limitations on Use of Medical
Information (Employees)
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 8-9-1993
Revised:

Scope
The Americans with Disabilities Act imposes strict limitations on the use of medical examinations
and inquiries of employees. All medical information obtained from medical examinations and
inquiries shall be collected and maintained on separate forms, in separate medical files and shall
further be treated as a confidential medical record. Medical related material shall not be placed in
an employee’s personnel file. The Board shall also take steps to guarantee the security of the
employee’s medical information, including:
1.
2.

Keeping the information in a medical file in a separate, locked cabinet, apart from the
location of personnel files; and
Designating a specific person or persons to have access to the medical file.

All medical related information shall be kept confidential, with the following exceptions:
1.
2.

3.

4.
5.

Supervisors and managers may be informed about necessary restrictions on the work or
duties of an employee and necessary accommodations;
First aid and safety personnel may be informed, when appropriate, if the disability might
require emergency treatment or if any specific procedures are needed in case of fire or
other evacuations.
Government officials investigating compliance with the ADA and other Federal and State
laws prohibiting discrimination on the basis of disability or handicap shall be provided
relevant information on request. (Other Federal laws and regulations also may require
disclosure of relevant medical information.);
Relevant information may be provided to State workers’ compensation offices in
accordance with State workers’ compensation laws;
Relevant information may be provided to insurance companies where the company
requires a medical examination to provide health or life insurance for employees.

Closely Related Documents: Policy 4460 – Workers Compensation
References: HIPAA Laws
29 CFR 1630.14
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY 4901 – Use and Disclosure of Protected Health Information
(General Rules)
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 3-18-2003
Revised:

Policy
A.

The general policy is that staff and business associates may use and disclose PHI
(Protected Health Information) for treatment, payment, and health care operations.
Incidental Disclosures are permitted as long as the following two conditions are met:
1. Mahoning County Board of DD - Minimum Necessary Policies are followed
2. Mahoning County Board of DD - Administrative, Technical and Physical Safeguards
are implemented.

B.

Policies and procedures concerning PHI will be made known to all Board employees,
individuals receiving services and supports and/or the parent of a minor, or guardian of an
adult, and contract service providers as applicable.

C.

The Board authorizes the Superintendent to develop and implement written procedures
consistent with applicable Board policy and applicable rules, regulations, and statutes that
apply to all employees, volunteers/interns, and contracted service providers to be
implemented to ensure a system exists to permit the legal release of PHI.

Definitions
Protected Health Information (PHI) - Individually identifiable health information that is or has
been electronically maintained or electronically transmitted by a covered entity, as well as
such information when it takes any other form that is (1) Created or received by a health
care provider, health plan, employer, or health care clearinghouse; and (2) Relates to the
past, present or future physical or mental health or condition of an individual, the provision
of health care to an individual, or the past, present, or future payment for the provision of
health care to an individual. (3) Protected health information excludes individually
identifiable health information in: (i) Education records covered by the Family Educational
Rights and Privacy Act, as amended, 20 U.S.C. 1232g; (ii) Records described at 20 U.S.C.
1232g(a)(4)(B)(iv); and (iii) Employment records held by a covered entity in its role as
employer.
Use - Means, with respect to individually identifiable health information, the sharing, employment,
application, utilization, examination, or analysis of such information within an entity that
maintains such information.
Disclosure - The release, transfer, provision of access to, or divulging in any other manner of
protected health information outside the entity holding the information.
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Incident Disclosure - A disclosure not specifically authorized which occurs during the normal
course of business, such as an overheard conversation.
Treatment - Means the provision, coordination, or management of health care and related
services by one or more health care providers, including the coordination or management
of health care by a health care provider with a third party; consultation between health care
providers relating to a patient; or the referral of a patient for health care from one health
care provider to another. In the context of a Board of DD, treatment includes habilitation
services, community employment services, recreation services, and other services for the
DD population.
Payment - Any and all activities necessary to obtain reimbursement from ODODD and/or ODJFS.
Health care operations - Any of the following activities (see 45C.F.R.'164.501) of the covered
entity to the extent that the activities are related to covered functions, and:








Conducting quality assessment and improvement activities;
Reviewing the competence or qualifications of health care professionals;
Underwriting, premium rating;
Conducting or arranging for medical review, legal services, and auditing functions,
including fraud and abuse detection and compliance programs;
Business planning;
Business management and general administrative activities of the entity;
In the context of DD, operations include transportation services.

Closely Related Documents:
References: 67 Fed. Reg. 51.181
Administration Requirements – H.I.P.P.A.
Last Reviewed: 11-15-2019
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Mahoning County Board of Developmental Disabilities
POLICY A4900 – Administrative Instructions
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-09-1985
Revised:

It is imperative that a system be established and implemented to insure that this Personnel Policy
is administered properly, following its issuance. One person, preferably from the Personnel
Offices, should be assigned the responsibility to conduct those functions necessary to update the
manual, disseminate the policy revisions, and perform various related administrative and clerical
tasks.

Closely Related Documents:
Public References:
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY A4910 – Savings Clause
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10-09-1985
Revised:

If any Article or Section of these policies and amendments thereto shall be:
A.

held invalid, or

B.

restrained by compliance or enforcement by:
1. operation of law
2. a tribunal of competent jurisdiction,

the remainder of this resolution and amendments thereto shall not be affected and shall remain in
full force and effect.

Closely Related Documents:
Public References:
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY A4940 – Exit Interview Form
Section: 4000
Section Title: Human Resources

Originally Issued (Adopted): 10/9/85
Revised: 1-27-2020

Name:
Job Title:
Date Interviewed:
Reason for Termination:

Department:
Termination Date:
Employment Date:

By:

Employee’s Evaluation of the Job
Excellent Satisfactory Fair

Poor

Unsatisfactory

Interest Job Held
Performance Recognition
Supervisory Fairness
Chance for Advancement
Wages and Benefits
Enjoyed Fellow Workers
Training on Job
Work was as Described
Communications
Working Conditions
Would you recommend MCBDD as a great place to work?

Yes

No

What suggestions for improvement do you have?

Other Comments:
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Mahoning County Board of Developmental Disabilities
TEMPORARY POLICY – Emergency Family and Medical Leave
Expansion Policy
Section: 4000
Section Title: Human Resources

Originally Adopted: April 1, 2020 – December 31, 2020
Revised:

Purpose
A. This policy is adopted in accordance with the requirements of the Emergency Family and
Medical Leave Expansion Act.
B. This policy is temporary and shall remain in effect until December 31, 2020. It becomes
effective April 1, 2020.
Employee Eligibility
An employee is eligible for emergency FML under the terms and conditions of this policy if the
employee has been employed by the employer for at least 30 calendar days prior to the requested
start date of the designated FML.
Duration of Emergency FML
Emergency FML is granted to eligible employees for reasons specified in this policy for a
maximum of 12 weeks.
Reason for Emergency FML
An employee may take up to 12 weeks of FML to allow the employee, who is unable to work or
telework, to:


Care for the employee’s child (under age 18) if the child’s elementary or secondary
school or place of care (including if the childcare provider is unavailable) has been
closed due to a public emergency.

Paid Emergency FML
A. Emergency FML shall be unpaid for the first 10 days of leave. However, the employee may
elect to substitute any accrued paid time off, including vacation, sick leave, or other paid time
off offered to cover some or all of the 10-day unpaid period.
B. Following the initial 10 day period of Emergency FML, the employee will be paid in accordance
with the following terms and conditions.
a. Employees who work a regular and predictable schedule are to be paid at the
rate of at least 2/3 of the employee’s regular rate of pay for the number of hours
that the employee would have otherwise been normally scheduled.
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b. Employees who work an irregular schedule (from week to week to such an extent
that an employer is unable to determine with certainty the number of hours to be
worked) the following calculation will be used:



The average number of hours the employee worked for the six month
period ending on the date that the employee begins taking Emergency
FML, including those hours that the employee took leave of any type.
If an employee worked less than six months prior to taking Emergency
FML, the employee is to be paid the reasonable expectation of the
employee at the time of hire of the average number of hours per day
that the employee would normally be scheduled to work.

C. Pay for Emergency FML leave under this policy is limited to $200.00 per day and $10,000 in
aggregate per employee.
Notice to Request FML
When Emergency FML is requested for the reasons specified in this policy, the request is to be
submitted as soon as practicable when the need for leave is foreseeable.
Job Restoration
For a period of one year following the conclusion of an employee’s Emergency FML, the Board
will make reasonable efforts to return the employee to work in the same or equivalent position
when it becomes available.

Closely Related Documents:
References:
Revisions:
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Mahoning County Board of Developmental Disabilities
TEMPORARY POLICY – Emergency Paid Sick Leave
Section: 4000
Section Title: Human Resources

Originally Adopted: April 1, 2020 – December 31, 2020
Revised:

Purpose
A. This policy is adopted in accordance with the requirements of the Emergency Paid Sick Leave
Act.
B. This policy is temporary and shall remain in effect until December 31, 2020. It becomes
effective April 1, 2020.
Reasons For Requesting and Taking Mandated Paid Sick Leave
An employee can take paid sick leave under the terms of this policy if he/she is unable to work (or
telework) due to a need for leave because the employee is:
1. Subject to a Federal, State or local quarantine or isolation order related to the Coronavirus.
2. Advised by a healthcare provider to self-quarantine due to concerns related to the Coronavirus.
3. Experiencing Coronavirus symptoms and is seeking medical diagnosis.
4. Caring for an individual who is subject to a Federal, State or Local quarantine or isolation order
related to the Coronavirus; or advised by a healthcare provider to self-quarantine due to
Coronavirus concerns.
5. Caring for the employee’s child if the child’s school or place of care is closed, or the child’s care
provider is unavailable due to Coronavirus precautions.
6. Experiencing any other substantially similar condition specified by the Secretary of Health and
Human Services in consultation with the Secretary of the Treasury and the Secretary of Labor.
Employee Eligibility
An employee is eligible for paid sick leave under this policy regardless of how long the employee
has been employed by the Board.
Amount of Mandated Paid Sick Leave
The Board will provide eligible employees the following amounts for paid sick leave under this
policy:
a. Full-time employees: 80 hours of paid sick leave at the employee’s regular rate
b. Part-time employees: the number of hours that the employee works, on average, over a 2-week
period.
c. Varying schedule employees: to the extent that it is unable to determine with certainty the
number of hours the employee normally works, the number of hours shall be calculated as
follows:

Policy 3730

• Mandated sick leave hours shall equal the average number of hours that the employee
was scheduled to work per day over the 6-month period ending on the date on which the
employee takes the paid sick time, including hours for which the employee took leave of
any type.
• If the employee has not worked at least 6 months with the employer, hours are calculated
based on a reasonable expectation of the employee at the time of hire regarding the
number of hours per day the employee was hired to work.
Use of Mandated Sick Leave with Other Paid Leaves
The employee may first use mandated sick leave prior to using other paid sick leave or other paid
leaves that the employer may offer.
Sick Leave Amount
A. Paid sick leave under this policy will be provided at the employee’s regular hourly rate for all
time that the employee is on sick leave.
B. Paid sick leave wages under this policy will be capped at:
• $511.00 per day, up to a maximum of $5,110, per employee for the employee’s own use.
• $200.00 per day, up to a maximum of $2,000, when the employee is caring for others and
for any other substantially similar condition.
Replacements
Employees are not required to search for or find a replacement to cover the hours worked during
the time that the employee is using mandated paid sick leave.

Closely Related Documents:
References:
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 5010 – Student/Adult Activities Account
Section: 5000
Section Title: Special Areas

Originally Issued (Adopted): 10-8-1966
Revised:

PARAPHRASED FROM:
Section 3315.062 Revised Code for Public Education.
ESTABLISHMENT:
The activities fund is established for the purpose of promoting the general welfare,
education and morals of all the students and adults to finance the normal legitimate cocurricular activities of their organizations.
AUTHORITY:
Section 3315.062 of the Ohio Revised Code permits a Board to establish and maintain
activity funds.
117.05 (B) Revised Code requires a uniform system of accounting to be used for the
account.
ADMINISTRATION:
Board shall adopt rules, regulations and guideline policies to govern the establishment and
operations of the activities funds. Individual purpose clauses and budgets submitted by
each activity group must also be approved by the Board.
Treasurer – The treasurer of the Board shall be the treasurer of the funds.
Superintendent – Responsible for administering all Board policies.
Principal / or Building Administrator – shall approve requisitions for the expenditures of
funds.
Advisors – Shall prepare budgets and purpose clauses, supervise activities of the group
and be responsible for record keeping of the club.
FUNDS:
Fund 300: Consists of programs which have student / adult participation in the activity, but do not
have student / adult management of the program.
Fund 018: Consists of general fund raising done by the building controlled by the principal, or the
building administrator.
POLICY:
The following are the guidelines that govern the management and control of the activities
account.
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1.

The Board shall authorize, by resolution, those programs it wishes to be operational.

2.

Program advisors shall prepare a purpose statement, annual budget and individual fund
raising activities to be approved by the Board.

3.

All purchases must be made through an authorized purchase order.

4.

Funds must be accounted for by fund, function, object, special cost center and operational
unit in accordance with the Uniform School Accounting System (USAS)

5.

The principal or building administrator will have the delegated responsibility of insuring all
activities will function according to adopted procedures.

Closely Related Documents:
References:

ORC 3315.062 Student activity programs - accident insurance or self-insurance for
athletic programs.
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 5030 – MOBILE DEVICES
Section: 5000
Section Title: Special Areas

Originally Issued (Adopted): 9-11-2006
Revised: 3-18-2013

Purpose/Reason for Policy
The purpose of this policy is to define accepted practices, responsibilities and procedures for the
use of mobile devices (i.e., cell phones, smartphones, air cards, tablets, laptops, etc.) and related
equipment (i.e., cases, power cords, car chargers, mice, keyboards, etc.) that the Mahoning
County Board of Developmental Disabilities (MCBDD) has issued to employees and authorized
to connect to the MCBDD enterprise network. This policy defines the commitment requirement
and provides guidance for secure use of end-user mobile devices.
Scope
This standard applies to all agency-provided mobile devices which are issued to employees and
may be configured to connect to the MCBDD network and to access resources therein. The
employee, through meeting eligibility requirements, must follow the requirements listed below in
exchange for the use of MCDBB owned mobile devices and for access to MCBDD network
resources. It is important that the obligations and consequences of this arrangement are
understood. A signature is required on the last page of this policy confirming that it has been read
and understood. These obligations include, but are not limited to:
Obligations
Employees using County owned mobile devices should limit the mobile device to business use. If
the employee must use the mobile device for personal calls these calls must be for emergency
purposes only. Non-emergency personal use of County owned mobile device may lead to
disciplinary action and revocation of the mobile device.
Employees must use discretion in relaying confidential or sensitive information over mobile
devices. Further, mobile devices may not be used to defame, harass, intimidate, or threaten any
person. Employees are prohibited from using their mobile device in any illegal, illicit, or offensive
manner. Including but not to limited to pornography and child pornography. In the case of child
pornography the appropriate law enforcement authorities will be notified.
Employees shall not use MCBDD mobile devices, equipment or networks for any commercial
activities, such as buying, advertising or selling goods or services (whether to one recipient or
many), unless it is for legitimate MCBDD business. Employees shall not conduct any work or
communication relative to their privately-owned or third-party business using MCBDD equipment
or networks.
Employees shall not install software or apps (applications) on to mobile devices without express
permission from the Superintendent’s office.
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If a MCBDD owned mobile device or related equipment is lost or stolen, the employee must
immediately notify their Department Head and/or Supervisor who then must immediately notify
the Superintendent’s office. The employee is responsible for the full cost of replacement of the
mobile device or related equipment due to employee negligence.
If a MCBDD owned mobile device or related equipment is damaged due to employee negligence
the employee is responsible for the full cost of replacement of the mobile device or related
equipment.
MCBDD issued mobile devices and related equipment must be returned to MCBDD upon
separation of employment. If the mobile devices and related equipment are not returned to
MCBDD, the replacement cost of the mobile devices and related equipment will be deducted
from the employee’s final paycheck.
Any misuse of MCBDD mobile devices and related equipment will subject the employee to
discipline procedures as contained in the MCBDD Personnel Policy or applicable labor
agreements.
User Responsibilities
In case of legal action, devices used for MCBDD communications are subject to e-discovery.
Users are responsible for bringing or sending the mobile device to the Superintendent’s office
and giving the necessary device access codes when notified that the device is needed for ediscovery purposes.
General Security/Safety
 Each device in use must be granted access through the authorization outlined in this
policy and signature acceptance of this policy and approval of the Superintendent’s office.
 Keep mobile devices with you at all times or store them in a secured location when not in
use. Do not leave your devices unattended in public locations (airport lounges, coffee
shops, libraries, restaurants, conferences, unattended vehicles).
 Mobile devices must be password protected. The password should block all access to the
device until a valid password is enabled.
 Passwords must never be shared or revealed to others.
 Lost, stolen, misplaced or replaced mobile devices should be reported to the
Superintendent’s office with 24 hours of discovery.
 If you lose the device, your data will be erased/wiped.
 Employees should not talk, text or otherwise communicate via a mobile device while
driving.
 Laws in the State of Ohio do not allow texting while driving.
 Personally owned devices are prohibited from connecting to the MCBDD network without
prior approval from the Superintendent’s office. Failure to comply may result in loss of
network privileges and possible disciplinary action.
E-Discovery
In the unlikely event the MCBDD needs access to the device for e-discovery purposes; the
employee is obliged to hand over the device along with the necessary passcodes.

2
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Audit
Random audits to ensure compliance with this policy will be conducted by the Superintendent’s
office. Employees must surrender the device for audit. Audits will be conducted with employee
and the device immediately at the employee’s business location.
Employees failing to comply with this policy may be subject to loss of mobile device and/or
possible discipline. Monthly bills will be audited as necessary.
Termination of Privileges
Access can be terminated and all agency data erased/wiped from a device upon written request
from an employee’s supervisor submitted to the Superintendent’s office.
Access will be terminated and all agency data wiped after termination from the MCBDD. It is both
the employee and the supervisor’s responsibility to notify the Superintendent’s office to terminate
this access.
Employees placed on Administrative Leave will turn in any and all MCBDD owned mobile devices
and equipment to their supervisor or Superintendent’s office upon commencement of their leave
Employees will also have their user accounts disabled until such time they may return to active
status.
Employees may have mobile device access terminated for any violations of this Policy committed
by someone else who, with the user’s expressed or implied permission or by the user’s
negligence, accesses the Network or other MCBDD resources with the user’s password.
By accepting MCBDD Network access privileges, users waive any and all rights of privacy in
connection with their usage including, but not limited to, protections provided by the Federal
Wiretaps Act of 1968 and the Electronic Communications Privacy Act of 1986, 18 U.S.C. § 25102520. All such information, content, and files shall be and remain the property of MCBDD and
users should not have any expectation of privacy regarding those materials.
Acknowledgement
I have read and understood my responsibilities and conditions outlined in this policy related to
mobile devices, related equipment and access to the MCBDD network and resources.
_______________________________
Employee Signature

_________________
Date Signed

_______________________________
Printed Name
_______________________________
Witness Signature

_________________
Date Signed

_______________________________
Printed Name

Related Documents:
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Mahoning County Board of Developmental Disabilities
POLICY 5040 – Computer Usage/Electronic Data
Section: 5000
Section Title: Special Areas

Originally Issued (Adopted): 4-13-2003
Revised:

PURPOSE
The purpose of this policy is to establish procedures for employees and contractors regarding the
use of the Information Services Network including computer hardware and software, computer
communications, and to protect the integrity of the Board’s data and computer systems and the
security and privacy of Protected Health Information (PHI). The policy is necessary to establish
appropriate use and prevent misuse of the Board’s personal computers (PCs), network servers,
associated hardware and software, electronic mail (e-mail), the Internet and online services, and
the PHI stored on the computer systems. Employees and contractors are expected to exercise
good judgment in the use of Board computer systems and will be held accountable for their use
and misuse of these public resources and the data stored on the accessed via the computer
systems.
SCOPE
This policy covers all employees and contractors of the Mahoning County Board of Developmental
Disabilities.
DEFINITIONS: (Specific to this policy)
Board Computer(s) - This definition includes, but is not limited to, mainframes, servers, personal
computers (PCs), peripherals, laptop and portable computers, stand-alone workstations and
networked PCs wherever the user(s) and equipment may reside.
The term ‘Board Computer(s)’ includes, but is not limited to: 1) computers and related equipment
which are purchased or leased by the Board; or 2) computers owned by third parties, including the
State of Ohio and used or accessed from county premises.
Electronic Mail (Email) - Email is the transmission of memos and messages over electronic
networks, including but not limited to, local area networks, wide area networks and the Internet
(also known as the worldwide web and the net).
Information Systems (IS) Department - This definition includes a subset of the Business
Department, specifically the Technology Coordinator and the Director of Administrative Services.
Online Services - Online services provide subscribers, both free-of-charge and for a fee, with a
variety of reference and information exchange services.
Systems Administrator - The Systems Administrator is the Technology Coordinator.
Protected Health Information (PHI) - Individually identifiable health information relating to the past,
present or future health of a person.
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I.

General Guidelines
A.

B.

C.

D.

II.

Board computers, including software and work product, are considered public
resources and are the property of or allocated to the Mahoning County Board of
Developmental Disabilities.
Board computers and computer accounts are to assist employees or contractors in
the performance of their jobs. All employees or contractors have the responsibility to
use all computer resources and services in an efficient, effective, ethical, and lawful
manner.
The ability to connect to other computer systems through the network does not imply
a right to connect to those systems or to make use of those systems unless
specifically authorized by the policy or procedure of the Board.
The Board has the right, but not the duty, to monitor any and all aspects of the
computer resources and services, including e-mail, to ensure compliance with this
policy. This includes the right to perform manual or automated audits.

Privacy

The Board respects the individual privacy of all personnel. However, such privacy does not
extend to the individual’s work-related conduct, including the use of Board computers, equipment
or supplies. Employees or contractors have no expectation of privacy when they use Board
computer equipment including but not limited to, software, files, e-mail and Internet browsing.
III.

System Security
A.

B.

C.

D.

E.
F.

G.

Employees or contractors are expected to be vigilant in maintaining system security.
Individuals may not attempt to, or break into system security, or exceed authorized
limits when accessing any computer networks.
The entry or distribution of any self-replicating code, any file which may cause
damage to any computer system or any computer virus is prohibited. Diskettes and
other electronic media from outside the agency must be scanned for viruses before
being used on the Board’s computers. This includes media used on home computer
systems.
No employee or contractor shall log into any system with any identification or
password other than that assigned to them except for authorized IS personnel for
troubleshooting/testing purposes. Employees or contractors shall not divulge their
network, database, or state assigned passwords to anyone except for authorized IS
personnel. All system passwords shall be changed on a periodic basis as
established by the Technology Committee unless other policies apply to those
specific systems.
Any work done under an individual’s user ID and password shall be assumed to
have been done by that person and any consequences of that work shall fall to the
individual under whose name the work was done, including malicious damage done
to files and data which are the property of the Board.
Employees or contractors shall also follow all account authorization processes, login
procedures and password protection features established by the IS Department.
Any employee or contractor who suspects or detects a breach of security shall
immediately notify the Technology Coordinator, or an available Supervisor, who shall
report the breach to the Technology Coordinator.
Each employee or contractor using the system must logoff the system at the end of
the individual’s workday or whenever the person is not physically in the area of the
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H.

IV.

computer for an extended period of time. Remember, if you do not logoff your
account, anyone can access your information, e-mail, etc., and all activities shall be
recorded under your account name.
Employees or contractors shall not attempt to alter or reconfigure the computer
equipment, network settings, dial-up connections or printers without authorization
from the Technology Coordinator. No employee or contractor shall tamper with or
disable any security software installed on a Board computer. This includes, but is
not limited to, Internet filtering software, virus software and auditing software.

Use of Hardware and Software
A.

B.

C.

D.
E.

F.
G.

H.

I.

J.

K.

Computer equipment, including hardware and software, is the property and/or the
responsibility of the Board and shall remain on Board premises, except with prior
authorization. Employees or contractors are to report computer malfunctions and
other technical problems to their department head or designee, who shall in turn
report the problems to the Technology Coordinator.
Prior to any computer hardware purchases by the Board, or one of its components,
the Technology Coordinator must be notified to insure the proposed hardware is
compatible with the existing infrastructure. The Technology Coordinator must
oversee the installation of all hardware.
The System Administrator shall maintain an accurate record and inventory of all
Board owned computer equipment, all allocated equipment and all persons to whom
any hardware has been issued.
Computer hardware and software donated by third parties will not be accepted.
Hardware disposal is the responsibility of the Technology Coordinator. Prior to
disposal all hard drives will be wiped clean of any data using appropriate software
and reformatted to provide reasonable assurance that data is not retrievable through
standard data recovery programs.
All software which is provided by the Board for any individual’s use shall be used for
authorized purposes. Excessive personal use of software is prohibited.
All software acquired by the Board must be purchased through the Technology
Coordinator. Software acquisition channels are restricted to ensure that the Board
has a complete record of all software that has been purchased. Board users may
not duplicate any licensed software or related documentation for use either on Board
premises or elsewhere unless the Board is expressly authorized to do so by
agreement with the licensor. Unauthorized duplication of software may subject
users and/or the Board to both civil and criminal penalties under the United States
Copyright Act.
Users may not give software to any outsiders, including clients, contractors,
customers, and others. Board users may use software on local area networks or on
multiple machines only in accordance with applicable license agreements.
The Technology Coordinator shall oversee the installation of all software to be
utilized on Board computer equipment. No software shall be installed on Board
computer equipment without the permission of the Technology Coordinator.
The Board may evaluate, purchase and install or introduce any software which an
employee or contractor can demonstrate to be relevant to their job duties. Users are
encouraged to suggest applicable software that will provide assistance in performing
job responsibilities (to their department head). Prior to Board purchase and
installation the Technology Coordinator shall be consulted and the administrative
staff shall consider the request and provide a response.
The installation of personal, purchased or downloaded entertainment/game software
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L.

M.

N.

O.

V.

Data Usage
A.

B.

C.

D.

E.

VI

is prohibited.
Playing of any games on the computer (including those issued with Microsoft
Windows) is prohibited during regular working hours (with the exception of
educational games used in classroom situations). Users may play games before or
after work hours as long as it does not interfere with work activity (where the
individual is recording time as hours worked), or during lunch time. If game play is
determined to be abused by an individual, all games may be removed from the PC.
The Administration shall from time to time, and with no requirement to notify, audit
computer hardware and software and, as a consequence, erase or delete software
or remove hardware from the information system which does not conform to the
requirements of this policy.
Any software which is developed on the Board’s property and on the individual’s
work time, including documents, data, Board-owned applications, templates,
macros, routines or programs, is the exclusive property of the Mahoning County
Board of Developmental Disabilities and may not be sold, marketed, downloaded or
distributed by any entity other than the Board. This includes any work product
developed by employees, consultants, private subcontractors or interns.
The Technology Coordinator shall not provide support or training to users on the use
of personal software.

Users should back up their hard drive data to the server prior to the close of the
Business day. Only data that has been changed from the original needs to be
backed up. Printed information that is considered confidential should never be left
on an unattended printer, photocopier or fax machine unless the device is located in
a secure area that is limited to authorized staff.
All data access will be controlled by the use of a user ID and password. It is the
responsibility of the person’s immediate supervisor to request the appropriate
security clearances for the individual user using the security form provided on the
Board’s Intranet site. An individual may not request changes to his/her own
accounts. Verbal requests for security changes will not be honored except in an
emergency. When a verbal request is received and honored, a follow-up request
must be received using the web based forms as quickly as possible.
It is the responsibility of the immediate supervisor to notify the Technology
Coordinator as soon as a resignation or other separation notice is received from an
employee using the security form provided on the Board’s Intranet site. This notice
must include the separation date so the individual’s security will expire on that date.
Any data pertaining to an employee or client which includes PHI shall not be stored
on any publicly accessible drive. All PHI related information must be stored on a
secure drive such as your personal drive or another drive as required by the system
you are working with.
System backups of all file server data are performed on a nightly basis. All backup
tapes are stored in a locked file cabinet in a building separate from the building
where the file server is housed. Tapes are to be randomly tested on a monthly basis
to ensure backups are created properly and files can be restored as needed.

Electronic Mail (E-Mail)

The e-mail system, installed to facilitate effective communication between licensed users, is to be
used primarily for Board business. While each user has an individual mailbox and password, the
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Mahoning County Board of Developmental Disabilities
POLICY 5041 – SOCIAL MEDIA
Section: 5000
Section Title: Special Areas

Originally Issued (Adopted): 1-12-2015
Revised:

Purpose
The purpose of this policy is to establish guidelines for the appropriate use of social media by
Board employees, independent contractors, volunteers and interns.
Scope
The Mahoning County Board of Developmental Disabilities (MCBDD) recognizes the popularity of
social media/social networking and that fundamental changes are occurring in the way people
communicate and share information with one another. For purposes of this policy, social media
are works of user-created video, audio, text or multimedia that are published and shared through
a computer, cell phone or other device to the general public or anyone who can access the social
media site including but not limited to Facebook, LinkedIn, Twitter, Google, blogs and email. This
policy is in addition to and complements any existing or future policies regarding the use of
technology, computers, e-mail and the internet.
MCBDD employees may not access, read, post or monitor their personal social networking sites
while at work. Employees who choose to participate in off-duty social networking must do so in
compliance with this and other MCBDD policies. Conduct that would be illegal or a violation of
MCBDD policy in the “offline” world is still illegal or a violation of MCBDD policy when it occurs
online. While employees are entitled to express their opinions and ideas, employees have a
responsibility not to violate MCBDD policies or negatively affect the operations of the agency.
Following this policy will ensure that employees’ actions reflect our agency’s core values while
exhibiting a level of professionalism that individuals served and their families and caregivers
expect and are entitled to receive.
MCBDD employees are not authorized to represent through on-line files or pages that he or she
is a representative of MCBDD unless specifically authorized in writing by his/her supervisor.
When on-line, employees are speaking in their personal capacity unless the employee has been
pre-approved to speak on behalf of the agency.
What Employees Should Do
1. Be honest and respectful in on-line communications. Make sure what you are posting on-line is
factually correct. Be authentic when posting or commenting by stating your name.
2. Be transparent. State that your post or comment is your opinion. Unless authorized to speak
on behalf of MCBDD, you must state that the views expressed are your own.
3. Be careful to protect what personal information you share online.
4. Be responsible and act ethically. Do not make inappropriate remarks about individuals served
or their families/caregivers.
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5. Report any possible or perceived violations to your supervisor or to the Public Relations Office.
If you think you might have published something you should not have, notify your supervisor.
What Employees Should Not Do
1. Any identifying and/or confidential information about individuals served or their families,
guardians or caregivers shall not be transmitted.
2. Images of individuals served, their families, caregivers, Board employees or the workplace
shall not be published without proper authorization. If you are unsure whether you can talk
about something you learned at work – don’t.
3. Board logos or materials shall not be used without first obtaining permission from the Public
Relations Office. If you think you should be publishing information about the MCBDD, the
individuals we serve or any other topic that might be prohibited by this policy, ask.
4. Social media may not be used to harass in any manner Board Members, fellow employees,
individuals served, their families, guardians, caregivers, customers, providers or others
associated with the Board. This includes inappropriate remarks or displays.
5. Do not disclose anything to do with a legal issue, personnel issue, legal case or attorneys.
6. Do not post materials that belong to someone else. Do not share copyrighted publications,
logos or images that are trademarked. If you do use someone else’s material, do it with their
permission and give them credit.
7. Be careful to protect what personal information you share online. Remember that there are
always consequences to what you publish. On social media sites, special care should be taken
when considering communicating with an individual served.
8. Respect the agency’s relationships with individuals served, families, providers, employees and
other stakeholders. If you have a complaint or issue, address it through the proper chain of
command or process for resolution rather than air it on-line.
Exceptions
 You may share information as required by law or other MCBDD policies.
 If an individual's guardian has provided written consent, which has been provided to the
MCBDD.
 If an individual who is his/her own guardian desires to share certain information, you may
assist them in doing that if it is within your job duties to do so.
Violations of this policy will result in disciplinary action, up to and including termination.
Closely Related Documents:
Policy 3120- Confidentiality
Policy 3725- HIPAA
Policy 4092 – Workplace Violence
Policy 4602 – Sexual Harassment
Policy 5040 –Computer Usage
Public References:
ORC 5126.044 (Confidentiality)
HIPAA Regulations
Revisions:
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system in its entirety belongs to the Board.
A.

Security and Confidentiality
Management’s Right to Access Information - Users do not have any expectation of
privacy using the e-mail system. The Board, through its Administration and System
Administrator, reserves the right to review contents of an individual’s e-mail
communications at any time, for any reason, without prior notification. Users shall
also be aware that e-mail messages may be considered public record and are
therefore subject to the Board’s record retention schedule and possible disclosure to
the general public. Users shall not assume that e-mail messages are confidential.
Users shall also note that deletion of an e-mail message does not necessarily
ensure that the message is not later retrievable.
Notice of Confidentiality - All e-mail messages containing PHI shall include a notice
that the contents of the e-mail are protected and not to be disclosed.

B.

Use
Passwords - All passwords for any accounts not directly controlled by the IS
Department must be recorded with the Technology Coordinator. Users may not
intentionally intercept, eavesdrop, record, read, alter or receive another person’s email messages without proper authorization. Other than the Technology Coordinator
or specific individuals designated by the Board, an individual shall not use the
password of another individual.
Encryption - No encryption programs or document level passwords may be used
without the express authorization of the Board. If encryption is used, then the
method to decipher the encryption shall be recorded and stored and must be made
available to the Technology Coordinator prior to use.
Content - E-mail shall be written in a businesslike manner that if disclosed shall not
be embarrassing to the Board, individual or the receiver. E-mail shall not be used to
send insulting, disruptive or offensive messages to other persons or messages
which tend to be harmful to morale. Forbidden e-mail messages include, but are not
limited to, profane or vulgar language; discriminatory, insulting or defamatory
remarks; sexually-explicit messages, cartoons or jokes; solicitation of funds,
commercial interests, personal or religious causes or political campaign materials;
any message that encourages violation of the Board’s policies, procedures, rules
and/or regulations.
Frequency - Staff, including contractors, are required to check their e-mail box not
less than once every day they are working on the premises.

C.

Deletion of E-mail
Public Records - E-mail messages may be considered a public record and subject to
public record regulations with respect to inspection and disclosure and scheduled
retention and disposition. Public Record Exception: If e-mail message(s) and any
attached document(s) would be confidential by operation of law if in a paper format,
then such e-mail message(s) and attached document(s) although public records, are
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confidential and not subject to public disclosure. Any e-mail messages believed to
be considered public documents shall be printed out in hard copy by the recipient
and filed appropriately.
VIII

Internet Access and Use of Online Services
A.

B.
C.

D.

Access to the Internet is provided for official Board business. Occasional and
incidental personal use may be permitted, subject to the limitations of this policy and
subject to the operational needs of the Board.
Users are expected to communicate in a professional manner. Restraint shall be
exercised regarding the amount of time spent accessing the Internet.
No software, application, plug-in, applet or executable program (evaluation, revision,
update or otherwise) shall be downloaded from the Internet unless the user receives
prior approval from the Technology Coordinator. The Board must adhere to any
license and copyright laws associated with downloaded software and data and
ensure that the Board’s network is not contaminated with computer viruses.
The following is a list of prohibitions but is not exhaustive: any Internet access for
purposes related to partisan political activity is prohibited; accessing or downloading
materials which are considered pornographic is prohibited; fund raising, operating a
business for personal gain, sending chain letters, gaming and gossip are also
prohibited activities.
Sending messages likely to result in the loss of recipients’ work or systems or other
types of use that could cause congestion of the network or otherwise interfere with
the work of others is prohibited.
The use of the Internet or e-mail to harass employees, vendors, customers and
others is prohibited. This includes any insensitive, derogatory, offensive or insulting
messages.
Harassing messages, derogatory comments or other forms of
discrimination based upon color, sex, religion, creed or disabilities is against the law
and users shall not engage in discriminatory behavior while accessing the Internet.
The use of aliases while using the Internet is prohibited. Anonymous messages are
not to be sent. Also, the impersonation of others and/or misrepresentation of any
employee’s job title, job description or position with the Board is prohibited.
The release of untrue, distorted or confidential information, as defined by Ohio’s
Sunshine Laws regarding Board business is prohibited.

E.

VIII.

Management’s Right to Access Information - The Board, through its Administration
and Technology Coordinator, reserves the right to review contents of user’s internet
browsing at any time, for any reason, without prior notification. Users shall note that
internet browsing leaves a distinct path on the hard drive. Furthermore, deletion of
these paths does not necessarily ensure that the paths shall not be retrievable later.
Therefore, individuals shall not assume that internet browsing is private or
confidential. Users are prohibited from changing configurations, modifying or
altering the internet browser tracking system.

Faxing
A.

Fax machines shall be located in areas where public access is limited and where fax
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B.

C.

contents cannot be easily seen by the public.
All fax documents containing PHI shall be accompanied by a cover page with a
notice that the contents of the fax are protected and not to be disclosed. The cover
page shall also contain instructions for an errant recipient requesting that the fax be
shred and Mahoning County Board of Developmental Disabilities be notified
immediately of the error.
Confidential information shall never be left unattended on a fax machine.

VIOLATION OF POLICY
Any suspected violations of this policy shall be reported immediately to Administration and the
Technology Coordinator.
Violations of the policy may result in disciplinary action up to and including termination and/or
appropriate legal action according to the Board’s disciplinary policy.
DISSEMINATION AND TRAINING
Every user shall receive appropriate training on the INFORMATION SERVICES COMPUTER
USAGE policy annually. Each user, upon receipt of the policy and training shall be required to
sign a Statement of Understanding.

Closely Related Documents:
References:
Ohio Sunshine Law
Revisions:

Policy 5040 Page 7 of 7

Mahoning County Board of Developmental Disabilities
POLICY 5042 - Video and Electronic Surveillance
Section: 5000
Section Title: Special Areas

Originally Issued (Adopted): March 9, 2015
Revised:

Purpose
The Mahoning County Board of Developmental Disabilities (MCBDD) is committed to the safety of
individuals served, students, employees, visitors and property. The purpose of this policy is to
regulate the use of video camera recordings for safety and security purposes on MCBDD owned
and/or operated properties and vehicles.
Scope
Video recordings shall be managed in a professional, ethical and legal manner. Video recordings
of students and individuals shall not be based on race, gender, sexual orientation, national origin,
disability, etc. Under no circumstances shall the contents of any captured video recordings be
exploited for purposes of profit or commercial publication, nor shall such recordings be distributed
unless authorized by the Superintendent, or as required by applicable law. This policy does not
imply or guarantee that video recordings will be monitored in real time.
Video cameras will not be used to monitor employees on a regular basis. Data gathered by video
cameras shall not serve as the sole basis for disciplinary action of employees. Any data gathered
by video camera and used in a disciplinary matter may be used by either party to the extent
allowed under applicable law. Information obtained through video cameras shall only be released
upon authorization by the Superintendent, or as required by applicable law. Confidentiality and
rights of individuals served shall be protected at all times.
Video recording of public areas for security purposes are limited to uses that do not violate the
“reasonable expectation of privacy”. All video recordings shall comply with all federal, state and
local laws addressing issues such as wiretapping/electronic surveillance. At no time will persons
other than those designated by the Superintendent have access to the monitors or to the video
recordings.

Closely Related Documents:
Video Surveillance Cameras procedure
References:
ORC 2933.51: Wiretapping, electronic surveillance definitions
ORC 2933.52: Interception of wire, oral or electronic communications
Family Education Rights & Privacy Act (FERPA)
Revisions:

Mahoning County Board of Developmental Disabilities
POLICY 5050 – Strategic Planning
Section: 5000
Section Title: Special Areas

Originally Issued (Adopted): 5-9-2005
Revised:
12-18-2017

Scope
The Mahoning County Board of Developmental Disabilities will develop a multi-year strategic plan
in accordance with Ohio law and provide annual updates/ progress reports to the public.
Policy
The Mahoning County Board of Developmental Disabilities shall develop and adopt by resolution
a strategic plan that will address, at minimum, the requirements of sections 5126.04 and 5126.054
of the Revised Code (both as may be amended and/or renumbered in the future), including the
county board's mission and vision, and addresses the county board's strategy for:
(a) Promoting self-advocacy by individuals served by the county board;
(b) Ensuring that individuals receive services in the most integrated setting appropriate to their
needs;
(c) Reducing the number of individuals in the county waiting for services;
(d) Increasing the number of individuals of working age engaged in community employment;
(e) Taking measures to recruit sufficient providers of services to meet the needs of individuals
receiving services in the county; and
(f) Meeting with each newly certified independent provider within sixty days of the provider
being selected to provide services to an individual, for purposes of confirming the provider
understands the individual service plan and the provider's responsibilities and ensuring the
provider has contact information for the county board.
(2) The strategic plan shall be made readily available as set forth applicable Board Procedure to
individuals and families who receive services, employees of the county board, citizens of the
county, and any other interested persons.
(3) The county board shall prepare a strategic plan progress report at least once per year. The
strategic plan progress report shall be made readily available as set forth in applicable Board
Procedure to individuals and families who receive services, employees of the county board,
citizens of the county, and any other interested persons.
Policy 5050
Page 1 of 2

(4) The Mahoning County Board of Developmental Disabilities shall have a mechanism for
accepting public feedback regarding the strategic plan and strategic plan progress reports as set
forth in applicable Board Procedure.
Closely Related Documents:
Procedure 5050: Annual Planning
References:
OAC 5123:2-1-02 (C)- Administration & Operation of County Boards of Developmental
Disabilities; Strategic Plan
ORC 5126.054 Three-Calendar Year Plan
ORC 5126.04 Powers and Duties; Foster Child Services; Rules; Other Governmental
Entities’ Responsibilities Not Affected; Election Not to Participate in Provision of
Educational Services; Election to Provide Educational Services to Individuals with Multiple
Disabilities
Revisions:
12/18/17 Name change from Annual Planning
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Mahoning County Board of Developmental Disabilities
POLICY 6000 - Purchasing
Section: 6000
Section Title: Special Areas

Originally Issued (Adopted): 8-10-1988
Revised:

The policy of the Mahoning County Board of Developmental Disabilities shall, at all times, be to
purchase with the following guidelines strictly enforced:
1.

Items and services must be practical in their application to the needs of our programs.

2.

Items and services must be reasonably durable and demonstrate an ability to have a lifecycle that justifies cost.

3.

All purchases must be made according to applicable bidding requirements in accordance
with law, when the purchase price indicates a bidding necessity, including the dual concept
of lowest and best.

4.

When a purchase meets the above criteria, preference in seeking items and services, and
preference in purchasing items and services shall be given to vendors whose primary place
of business is within Mahoning County.

The intent of this policy is to return dollars generated by Mahoning County to Mahoning County.

Closely Related Documents:
Mahoning County Purchasing Manual
References:
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 6001 – Formal Opinions on Questionable Expenditures
Section: 6000
Section Title: Special Areas

Originally Issued (Adopted): 3-12-1990
Revised:

In order to avoid findings for recovery by the Auditor of State during audits, in any case where
substantial doubt exists as to the propriety of a proposed expenditure, the Business Manager
shall, in consultation with the Superintendent, seek an opinion from the Auditor of State. Should
an opinion not be available with reasonable case and a substantial doubt still exists as to the
propriety of expenditure, a written, formal legal opinion shall be sought from the Auditor of State’s
legal counsel and / or the Board’s counsel.

Closely Related Documents:
Procedure References:
Public References:

Office of the Auditor of the State of Ohio’s MR / DD Handbook p.9, ¶2
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 6002 – Approval of Bills
Section: 6000
Section Title: Special Areas

Originally Issued (Adopted): 5-9-2005
Revised: 8-19-2019

The Mahoning County Board of Developmental Disabilities must authorize the payment of a bill
and recommend payment by the county auditor before any funds of the Board may be expended.
The Mahoning County Board of Developmental Disabilities delegates the responsibility for the
approval of payment to the Superintendent, in accordance with ORC 5126.0220.
At a monthly regular meeting of the Board or any special meeting of the Board, the
Superintendent’s approval shall be confirmed by the Board by a duly adopted and passed
resolution.
A list of bills approved by the Superintendent since the last meeting shall be presented to the
Board for formal ratification by resolution of the Board. The secretary of the Board shall then
record the approved itemized list in the minutes.
The bill listing to be approved by the Superintendent and subsequently confirmed by the Board
shall be prepared by the Business Manager as follows:
The bill listing shall set forth the name of each vendor, voucher number, purpose of the
expenditure, appropriate code, fund to be charged and the amount due to payment. The listing
shall contain a statement approving the vouchers for payment and ordering the auditor to issue a
warrant. This statement shall be signed by the Superintendent.
The list may be subsequently signed by the Board at its next regular or special meeting and
entered into its minutes.
The vouchers and the list should contain the fund, appropriation code, date of allowance, and a
reference identifying the resolution approving them.
The reference identifying the approving resolution is to be placed upon each voucher. One copy
of the itemized list, together with the vouchers drawn to the individual vendors, is presented to the
county auditor. The county auditor must then prepare and issue a warrant on the treasurer.
The determination as to whether an expenditure constitutes a valid purpose is to be made solely
by the Superintendent and / or Board. The county auditor must not substitute his / her judgment
for that of the Board’s regarding what constitutes an expenditure for a public purpose.
As a result, the responsibility of assuming the correctness and appropriateness of County Board
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expenditures is with the County Board not the county auditor. If the Board determines that an
expenditure is within the Board’s appropriation and the county auditor refuses to issue the
appropriate warrant on the county treasury to pay the voucher, the Board, pursuant to Section
319.16, Revised Code, may seek a writ of mandamus from the court to compel the auditor to
issue the warrant.

Closely Related Documents:
Procedure References:
Public References:

ORC 319.16 - Oaths
ORC 5126.0220 – Superintendent of County Board- powers and duties
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 6003 – Fiscal Records, Minutes and Removal from Offices
Section: 6000
Section Title: Special Areas

Originally Issued (Adopted): 3-12-1990
Revised:

Should it be necessary for fiscal books and / or records to be removed from Board offices in the
course of an audit, or for any reason deemed appropriate by the Superintendent, his / her
designee, or the Business Manager, a Board employee shall prepare a detailed, itemized and
dated receipt for the materials, and ask that the preparer and borrower both sign the receipt.
Upon receipt of the materials, the receipt shall also be returned to the borrower, with a copy for
the Board, with a notation clearly indicating that the materials were returned, dated and signed by
both parties.

Closely Related Documents:
Procedure References:
Public References:

Office of the Auditor of the State of Ohio’s DD Handbook
Revisions:

Policy 6003
Page 1 of 1

Mahoning County Board of Developmental Disabilities
POLICY 6004 – Non-Bid Contracts for Services/Goods in Excess of
$1,000.00
Section: 6000
Section Title: Special Areas

Originally Issued (Adopted): 7-8-1991
Revised:

Requests for Purchase Orders for goods and / or services exceeding $1,000.00 per request or if it
is anticipated that this good and / or services will exceed $1,000.00 and less than $10,000.00 in
aggregate in a budget year, shall be accompanied by at least three (RFP) requests for proposals
being secured from competing vendors. You must verbally or in written form, provide all three
vendors with the exact same specifications and not share prices you receive from one vendor with
another vendor; or change specifications without notifying all vendors originally contracted. As
much as is possible, vendor selection should be random.
Any recommendation to purchase from a vendor other than the lowest will require written
justification acceptable to the Superintendent or his / her designee.
For a service contract meeting this policy, a signed contract approved as to form by Board legal
counsel, signed by the Superintendent or his / her designee, a purchase order request form,
signed by the Superintendent (or designee) and the Business Manager (or designee) indicating
available funds, must accompany the purchase order.
The vendor cannot be authorized to render services until a properly executed purchase order
exists. The County Auditor indicates availability of funds in a manner consistent with his / her
generally accepted accounting principles. As of the date of this policy, this means a purchase
order will not print if funds are unavailable; therefore, a printed P.O. is certification of availability.
Failure to follow this procedure may result in liability for payment to the vendor reverting to the
person authorizing a vendor to supply goods / materials, or services absent the authority created
by this policy.

Closely Related Documents:
Mahoning County Purchasing Manual
Public References:
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 6010 – Contracting
Section: 6000
Section Title: Special Areas

Originally Issued (Adopted): 3-12-1990
Revised:

The Mahoning County Board of Developmental Disabilities has the authority to contract with any
other agency, board, or organization to provide the facilities, programs and services authorized in
ORC §3323 and 5126 except as noted in §5126.03(E).
All contracts entered into by the Mahoning County Board of Developmental Disabilities to provide
services authorized by ORC 3323 or 5126 must be between the contractor and the Mahoning
County Board of Developmental Disabilities.
The Mahoning County Board of Developmental Disabilities may not delegate its authority to
contract to the Board of County Commissioners. The Mahoning County Board of Developmental
Disabilities must make the final determination in regard to which bids to accept.
The Mahoning County Board of Developmental Disabilities shall determine “lowest and best
bidder” in accordance with ORC 309.09.
Form and Procedure
Every contract entered into by the Board must be reduced to writing and formally executed. It
shall be clear and definite regarding each item, including the duties of all parties, the amount of
each payment to be made (or the base upon which each payment is to be calculated), the total
amount to be expended under the contract, any pre-conditions to payment and the time at which
payments are to be made. If any other documents, programs, or plans are incorporated by
reference into the contract, they should be clearly identified and, if they cannot be attached to the
contract, their location should be clearly stated in the contract.
All contracts should be approved as to form by the Board’s legal advisor. If it proves impractical to
have contracts approved individually, consideration should be given to preparation of a standard
contract, approved by the Board’s legal advisor, which may then be approved by the legal advisor
on an individual basis.
Certification
Section 5705.41(D), Revised Code, requires that before any contract is entered into it must be
presented to the county auditor (serving as fiscal officer of the county) for his certification and
certifying that the amount required for expenditure under the contract has been lawfully
appropriated for that purpose and is in the treasury or in the process of collection, free from any
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other previous encumbrance. In the case of a continuous contract to be performed in whole or in
part in an ensuing fiscal year, the amount required to meet the obligation in the fiscal year must be
certified. This certification need only be signed by the county auditor. Any contract entered into
without the certification required is void.
Where a contract is entered into on a per unit basis, the Superintendent is to certify to the fiscal
officer an estimate of the total amount to become due on the contract. A certificate from the fiscal
officer as to the availability of funds for the amount of the estimate, or so much of this estimate as
may be due during the current fiscal year, will satisfy the Section 5705.41(D), Revised Code,
certification requirements.
When purchases are made on a ‘blanket order’ basis for a general type of product or service on a
per-unit, the certificate from the fiscal officer must be obtained for the total estimated amount to
become due. In such cases a delivery receipt of ‘release order’ should be authorized by the
Superintendent for each receipt of product or service. No single delivery of product or service
may exceed the limit ($10,000.00) which requires competitive bidding under Section 307.86, Ohio
Revised Code.
Adoption and Execution
After certification by the fiscal officer, the contract must be formally adopted by resolution of the
Board and duly entered upon its minutes. The resolution should designate by name those
representatives of the Board who are to sign the contract on behalf of the Board.
The contract must be signed by authorized representatives of all parties to the contract. As set
forth in Section 5126.05(A) Revised Code, this may be the Superintendent. An executed copy of
the contract should be retained by all parties. The Board shall retain the original copies of all
contracts in a central location where they are easily accessible when needed.
Property
It is recommended that all contracts with contract agencies include a provision that title to all
tangible personal property identifiable as purchased with public funds be in the name of the
County Board of Developmental Disabilities, and that if the relationship between the Board and
contract agency is terminated, such property be returned to the Board. If the property is
purchased in part with Board funds and in part with agency funds, the contract must provide for a
settlement with the agency of a proportionate amount of the market value of the property.
Property purchases with agency funds, the expense of which is not reimbursed or otherwise
supported by the Board, will, of course, remain with the agency. Mahoning County Board of
Developmental Disabilities may also lease tangible personal property to contract agencies;
however, if the relationship between the Board and the contract agency is terminated such
property must be returned to the Board or purchased by the agency for the market value of the
property.
Insurance for Contract Agencies
Pursuant to Section 5126.09, Revised Code, the Board is authorized to act as principal for
contract agencies in the procurement of insurance coverage for contract agency employees. The
Policy 6010
Page 2 of 4

advantage is clear, due to the savings available in purchasing for a larger group. Any such joint
purchase should be dealt with in a contract. The contract should specify the insurance coverage,
the basis for allocation and the cost for the Board and contract agencies involved. Provision
should also be made for the payment of each agency’s share.

Civil Rights
Section 5126.07 Revised Code, mandates that County Boards of agencies under contract with
such boards not discriminate in the provision of services under its authority or contract on the
basis of race, color, sex, creed, disability, national origin or inability to pay. Therefore it is
recommended that each contract include a provision prohibiting such discrimination, with the
ramification of such discrimination being cancellation of the contract.
Method of Payment
The contract may provide for payment on a grant, reimbursement, or per unit basis or combination
thereof. Section 5126.05, Revised Code, does mandate that each method of payment for contract
services provided by a contract agency be made in accordance with guidelines issued by the
Department of Developmental Disabilities. Therefore, before initiating a payment method of
contract services the Board must verify that they are in compliance with department guidelines.
Advanced funding may be used to avoid cash flow problems, but the terms and conditions of
advance funding must be specifically provided for in the contract. Any expenditure to a contract
agency which is pursuant to a properly adopted contract may result in a finding for recovery
directed against the contract agency, members of the County Board of Developmental Disabilities,
and other officials who authorized or participated in authorizing payment.
Competitive Bidding
The Mahoning County Board of Developmental Disabilities is subject to the competitive bidding
requirements of Section 307.86, Revised Code, for all contracts in excess of ten thousand dollars
($10,000.00) unless such contracts fall within a recognized exception. In addition to the wellrecognized competitive bidding exceptions set forth in Section 307.86 (D) and (F), Revised Code,
exempt from competitive bidding are the following: the purchase of program services, such as
direct and ancillary client services, case management services, residential services, and family
resource services which are purchased for provision by a County Board of Developmental
Disabilities. Contracts between the Board and contract agencies for the provision of these
services shall be exempt from the competitive bidding laws.
Bids in excess of ten thousand dollars which are not exceptions to the competitive bidding
requirements, including non-program contracts, supplies and equipment, shall be accompanied by
a bond or certified check, cashier’s check, or money order on a solvent bank or savings and loan
association. The bond or check shall be for a reasonable amount as stated in the advertisement
but shall not exceed five percent (5%) of the bid. If this bid is accepted, the bidder shall execute a
contract in conformity to the invitation and his bid. (Section 307.87, Revised Code)
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Consultants
Section 5126.06, Revised Code, authorizes the Superintendent of the Board to employ
consultants as is deemed necessary. It is recommended that the contract entered into between
the parties state that the consultant is serving as an independent contractor, and clearly set forth
what fringe benefits, if any, the independent contractor is entitled to.

Closely Related Documents:
References:
ORC 3323
ORC 5126
C.B. Transportation, Inc., V. Butler Co. Board of MR/DD
60 Ohio Misc. 71 (1979)
ORC 309.09
ORC 5705.41 (D)
ORC 307.86
ORC 307.87
ORC 307.88
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 6020 – Inventory
Section: 6000
Section Title: Special Areas

Originally Issued (Adopted): 3-12-1990
Revised: 1-20-2004

A perpetual inventory for Board central office use shall be caused to be maintained of personal
property titled in the name of the Board. All Board property with a cost in excess of $5,000 (Five
Thousand Dollars), and a useful life in excess of one (1) year, shall be inventoried and listed on
this perpetual inventory in accordance with the standards established by the County Auditor and
Commissioners offices.
Inventory records maintained for the purpose listed above shall include, at a minimum, the
following information: for each item, the date of acquisition, the cost, manufacturer, serial number
(if available) an identifying tag number attached to the property and assigned serially to the
equipment, the individual facility to which it is assigned, the date of disposal of the property and
the amount (if any) realized on disposal, and the fund to which proceeds were credited.
An inventory of all items with a cost exceeding $5,000 and a useful life in excess of one year shall
be filed with the Board of County Commissioners and County Auditor by the second Monday of
January each year.
Disposal of all inventoried and non-inventoried assets/property/equipment shall be in accordance
with the terms and conditions of the applicable sections of the Ohio Revised Code.
Assets/property/equipment which are damaged beyond reasonable repair may be removed from
service with approval of the Superintendent or his/her designee upon submitting a written
statement to the Superintendent/his/her designee providing the reason for requesting disposal, the
inventory tag number (if available) and any other applicable identifying information regarding the
asset/property/equipment. No inventory shall be discarded by the requesting party until such
written approval has been provided by the Superintendent or his/her designee.

Closely Related Documents:
References:

ORC 305/18
ORC 307.12
Revisions:
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Mahoning County Board of Developmental Disabilities
POLICY 6040 – Financial Management Plan
Section: 6000
Section Title: Special Areas

Originally Issued (Adopted): 5-10-2004
Revised:

Purpose
The purpose of this policy is to establish basic principles of financial management and business
practices that will enable the Board to accurately understand its current and projected financial
condition. This knowledge will provide the basis for making important decisions about annual
operating budgets, capital improvements, and long range projections of financial resources and
expenses. Program stability and possible growth cannot be accurately forecasted without good
information and guiding principles.
Policy Statement
It is the policy of the Board of Directors that the Superintendent and Business Manager (Director
of Administrative Services) shall develop an annual plan for the management of all financial
assets of the Mahoning County Board of Developmental Disabilities.
The Financial Management plan shall include the following items:
1.
A statement of guiding principles and philosophy.
2.
Identification of methods and reporting mechanisms to collect and evaluate financial
information.
3.
An explanation of the MCBDD’s budgeting process.
4.
Identification of the financial assets available to the MCBDD to operate the DD
program, including all reserve fund accounts.
5.
A list of recommendations for new or amended policy action/approval by the Board
of Directors.
Written procedures shall be available to be used for the effective implementation of the financial
management plan.
The financial management plan shall be presented to the Board of Directors following the Annual
Planning meeting. The Board of Directors shall take action approving the plan prior to the
adoption of the next year’s Calendar Year operating budget.
Closely Related Documents:
References:

ORC 5123.2-1-06
ORC 5123.2-1-08
ORC 5123.2-1-09
Revisions:
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