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ATHENS COUNTY BOARD OF
DEVELOPMENTAL DISABILITIES

Administration
801 West Union Street - Athens, Ohio 45701
Phone: 740-594-3539 - Fax: 740-593-3189
Dr. Kevin Davis, Superintendent
athenscbdd.org

Updated Policies for Review
Batch 4
Second Read

Administrative Policies

e Policy 23 — Delegated Nursing — Updated qualifications to meet current standards,
updated references to OAC and ORC

e Policy 30 — Administration of Funds — Updated to reflect changes from the most recent
state budget and programming changes, other minor updates

e Policy 44 — Transportation — Updated to reflect current level of programming

e Policy 48 — Advertising, Contributions, and Ticket Sales — Reviewed for updates, minor
changes throughout

e Policy 49 — Table of Organization — Reviewed for updates, minor changes throughout

e Policy 67 — Employment First — Reviewed for updates — none necessary, updated format

e Policy 83 — Pediculosis Infestation — Minor updates, removal of procedure, updated
format

e Policy 91 — Board Meeting Conduct — Updated to reflect current ORC, updated to reflect
current board agenda format, minor updates throughout

e DODD Administrative Rules — Consider abolishing, as this is outdated

e Transmittal Memorandum — Consider abolishing, as this is outdated

Personnel Policies
e Policy 4.1 — Ethics — Added details pertaining to Ohio Ethics law, relationships between
staff and individuals served, staff expectations, and protected materials. Incorporated
Policy 10.3 Employment of Program enrollees by Board Employees, and 10.4 Staff-
Enrollee Relationships.
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e Policy 10.3 — Employment of Consumers — Consider striking, as this is incorporated into

4-1 Ethics

e Policy — 10.4 Staff-Consumer Relationships — Consider striking, as this is incorporated

into 4-1 Ethics
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Integrate Athens
9033 Lavelle Road
Athens, Ohio 45701
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Fax: (740) 593-3189
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23 — DELEGATED NURSING Reference OAC 5123:2-6-01 through 5123:2-6-07

Adopted 4/16/2001
Status Pending Review
Historical Versions | 4/16/2001; 2/17/2004; 6/21/2005; 7/27/2010; 2/24/2015; 7/14/2016
Initiated by: Megan Stack, RN, Health Services Coordinator
Approved by: Board of the Athens County Board of Developmental Disabilities

Definitions for Purpose of This Policy

10.

11.

12.
13.
14.

15.
16.

17.

18.

"Adult services" has the same meaning as in section 5126.01 of the Revised Code.
"Business day" means a day of the week, excluding Saturday, Sunday, or a legal holiday as defined in section 1.14
of the Revised Code.
"Certified home and community-based services provider" means a person or government entity certified under
section 5123.045 of the Revised Code.
"Certified supported living provider" means a person or government entity certified under section 5123.161 of the
Revised Code.
"Contact hour" has the same meaning as in Chapter 4723-14 of the Administrative Code.
"County board" means a county board of developmental disabilities.
"Delegable nursing task" means a nursing task, which a licensed nurse has determined meets the provisions listed
in Chapter 4723-13 of the Administrative Code.
"Delegating nurse" means the licensed nurse who transfers the responsibility for performance of selected nursing
tasks and/or medication administration to developmental disabilities personnel who have been trained and/or
certified to do so, while retaining accountability of outcome. The delegating nurse determines the level of
supervision required to ensure adequate oversight of developmental disabilities personnel to perform nursing
tasks and/or administer medication. The delegating nurse is not necessarily the same nurse as the nurse who
trains developmental disabilities personnel.
"Department" means the Ohio department of developmental disabilities (ODODD).
"Department-approved curriculum" means the standards for instruction, training, and performance approved by
the ODODD.
"Developmental disabilities personnel" means the employees and workers who provide specialized services to
individuals with developmental disabilities:

(I) Through direct employment with the ODODD or a county board;

(1) Through an entity under contract with the ODODD or a county board; or

(1) Through direct employment or being under contract with private entities, including private entities that

operate residential facilities.

“Director" means the director of the ODODD or his or her designee.
"Drug" has the same meaning as in section 4729.01 of the Revised Code.
"Employer oversight" means the monitoring of developmental disabilities personnel and ensuring developmental
disabilities personnel perform health-related activities and administer medication in accordance with this chapter.
"Family support services" has the same meaning as in section 5126.01 of the Revised Code.
"Health-related activities" means only:

(I) Taking vital signs;

(I1) Application of clean dressings that do not require health assessment;

(1) Basic measurement of bodily intake and output;

(IV) Oral suctioning;

(V) Use of glucometers;

(VI) External urinary catheter care;

(VII) Emptying and replacing colostomy bags; and

(Vi Collection of specimens by noninvasive means.
"Independent provider" means a self-employed person who provides services for which he or she must be certified
in accordance with rule 5123:2-2-01 of the Administrative Code and does not employ, either directly or through
contract, anyone else to provide the services.
"Individual" means a person with a developmental disability.
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19.

20.

21.

22.

23.

24,
25.

26.

27.

28.

29.
30.
31.

32.

33.

"Individual plan" or "individual service plan" means the written description of services, supports, and activities to
be provided to an individual.

"Individual-specific training" means training provided to developmental disabilities personnel by a licensed nurse
or by an employer of developmental disabilities personnel through employer oversight, which shall address:

(1) The unique needs of the individual being served;

(1) A summary of the individual's relevant health care information; and

(1) Implementation of the individual's health care plan as part of the individual plan or individual service plan.

"Licensed health professional authorized to prescribe drugs" has the same meaning as in section 4729.01 of the
Revised Code.

"Licensed nurse" means a registered nurse or a licensed practical nurse who holds a current valid license to
practice nursing in Ohio pursuant to Chapter 4723. of the Revised Code.

"Major unusual incident" has the same meaning as in rule 5123:2-17-02 of the Administrative Code.

"Medicaid" has the same meaning as in section 5162.03 of the Revised Code.

"Medication/treatment error" means:

() Wrong medication/treatment administered or performed;

() Medication/treatment administered or performed at the wrong time;

(1) Medication/treatment administered or performed by a route not prescribed;

(IV) Incorrect dose or amount of medication/treatment administered or performed;

(V) Expired medication/treatment administered or performed;

(V1) Contaminated medication/treatment administered or performed;

(VI) Improperly stored medication/treatment administered or performed;

(Vi Medication/treatment administered or performed without corresponding order from a licensed
health professional authorized to prescribe drugs;

(IX) Not performing or administering a medication/treatment during the prescribed time, including failure to
ensure the medication/treatment, equipment, or supplies needed to administer or perform the
medication/treatment are available at the prescribed time;

(X) Not documenting a medication/treatment that was administered or performed;

(X1) Administration of medication/treatment by developmental disabilities personnel without certification or
whose certification has expired; and

(X11) Administration of medication/treatment without nursing delegation when nursing delegation is required.

"Mentally alert" means the ability of an individual to cognitively understand and communicate specific information
pertaining to his or her health, safety, and medication.

"Nursing delegation" means the process established in rules adopted by the Ohio board of nursing pursuant to
Chapter 4723. of the Revised Code under which a registered nurse or licensed practical nurse acting at the
direction of a registered nurse transfers responsibility for the performance of a particular nursing activity, task, or
prescribed medication administration to another person who is not otherwise authorized to perform the activity,
task, or prescribed medication administration.

"Nursing task" means those activities that constitute the practice of nursing as a licensed nurse and may include
but is not limited to, assistance with activities that are performed to maintain or improve an individual's wellbeing
when the individual is unable to perform those activities for himself or herself.

"Oral prescribed medication" means any prescribed medication that can be ingested through the mouth.
"Prescribed medication" means a drug that is to be administered according to the instructions of a licensed health
professional authorized to prescribe drugs.

"Qualified intellectual disability professional" has the same meaning as in 42 C.F.R. 483.430 in effect on the
effective date of this rule.

"Quality assessment registered nurse" means a registered nurse who is a registered nurse instructor or registered
nurse trainer employed by or under contract with a county board and who assists with consultation and quality
assessment oversight as set forth in rule 5123:2-6-07 of the Administrative Code.

"Registered nurse instructor" means a registered nurse who is certified by the Ohio department of developmental
disabilities in accordance with rule 5123:2-6-04 of the Administrative Code to plan, develop, coordinate, and
deliver a course of instruction (i.e., the registered nurse train-the-trainer program) to prepare other registered
nurses to train developmental disabilities personnel to perform health-related activities, administer oral prescribed
medication, apply topical prescribed medication, administer oral prescribed medication via stable labeled
gastrostomy tube or stable labeled jejunostomy tube, or administer subcutaneous insulin injections.
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34.

35.
36.

37.
38.
39.

40.

41.

"Registered nurse trainer" means a registered nurse who is certified by the Ohio department of developmental
disabilities in accordance with rule 5123:2-6-04 of the Administrative Code to train developmental disabilities
personnel to perform health-related activities, administer oral prescribed medication, apply topical prescribed
medication, administer oral prescribed medication via stable labeled gastrostomy tube or stable labeled
jejunostomy tube, or administer subcutaneous insulin injections.

"Residential facility" has the same meaning as in section 5123.19 of the Revised Code.

"Service and support administrator" means a person, regardless of title, employed by or under contract with a
county board to perform the functions of service and support administration and who holds the appropriate
certification in accordance with rule 5123:2-5-02 of the Administrative Code.

"Specialized services" has the same meaning as in section 5123.50 of the Revised Code.

"Subcutaneous insulin injection" includes injection of prescribed insulin by syringe and needle subcutaneous
injection and by insulin pump injection.

"Task" means a task that is prescribed, ordered, delegated, or otherwise directed by a health care professional
acting within the scope of his or her professional practice.

"Topical prescribed medication" means any prescribed medication that is applied to the outer skin and drops
applied to the eye, ear, or nose. "Topical prescribed medication" may include transdermal prescribed medication
or vaginal or rectal suppositories.

"Unusual incident" has the same meaning as in rule 5123:2-17-02 of the Administrative Code.

I. Delegated Nursing Permitted; Annual Policy Review; implementation of Policy; Locations of
Delegated Nursing; Definitions;

A. ACBDD) will permit delegated nursing

The ACBDD will permit trained ACBDD workers who have been identified and selected in
accordance with this policy to perform delegated nursing tasks and to give or apply prescribed
medication as long as stated laws and regulations are followed and the criteria within this
policy are followed. Should any portion of this policy be inconsistent with state laws or
regulations, the relevant state laws and regulations must be followed and not this policy.
Within this policy the words "client" (used generally in state law and regulations) and
"individual” are used interchangeably to refer to individuals with developmental disabilities
enrolled in a program or receiving services from the ACBDD.

B. This policy will be reviewed annually and is available for review by the Board of the ACBDD and

the Ohio Board of Nursing.
Nurse Must Implement ACBDD Delegated Nursing Policy

The Superintendent shall designate a registered nurse. A licensed practical nurse can delegate

under the direction of a registered nurse. The implementing nurse shall be an employee of

the ACBDD or contracted by the ACBDD and shall have the following qualifications:

1. Complete an approved Delegation Train the Instructor Program;

2.  Maintain the Delegations Train the Instructor certificate by completing training as

required by the-DODD

Maintains proper certification in Personnel Office;

4. A minimum of eighteen sixty months full-time (or equivalent part-time) experience in the
practice of nursing as a registered nurse;

5. Previeus At least twenty-four months experience in the field of earirgforan-individual
with-and developmental disabilities.

w
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Location Where Delegated Nursing Tasks May Take Place, Delegated Medication
Administration, and G/J Tube Feedings May Take Place:

The performance of delegated nursing tasks and the giving or applying of prescribed
medication is permitted in all settings where ACBDD programs and services are being
performed by DD personnel, while ACBDD consumers are on field trips, while ACBDD
consumers are being transported in a vehicle operated or under contract with the ACBDD's
authority so long as there are DD personnel present who have successfully completed training
to perform delegated nursing tasks. The performing of delegated nursing tasks shall be
permitted in the State of Ohio only.

Il.  Prerequisites to Delegated Nursing; Consumer Request; Health Care Professional Statement; Nurse
Assessment/Reassessment, DD Personnel Training

A.

Written Request from Consumer or Guardian Required

Prior to the performance of any delegated nursing tasks, a nurse employed or under contract
with the ACBDD must receive from the consumer or the consumer's guardian, or if the
consumer is a minor, the consumer's parent, guardian, or other person having care or charge
of the consumer, a written request that the prescribed medication be given or applied or the
nursing task be performed.

Written Statement from Health Care Professional Required

In the case of prescribed medication or a nursing task prescribed by a health care professional,
prior to the performance of any delegated tasks, the nurse must receive from the health care
professional a signed statement containing all of the following information.

1. The name, address, and birth date of the individual served.

2. The name of the medication, the dosage to be given or applied route, and, if appropriate,
a description of the task to be performed.

3. Thetime or intervals at which the medication is to be given or applied or the task is to be
performed.

4. The date the medication or task is to begin and cease.

5. Indicators of any severe adverse reaction that should be reported to the health care
professional who prescribed the medication or task and one or more telephone numbers
at which the health care professional can be reached in an emergency.

6. Any special instructions for handling, giving, or applying the medication, including sterile
conditions and storage, or for performing the nursing task.

7. Date and signature of prescribing health care professional.

8. Date and signature of individual, parent, or guardian.
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Changed Conditions: Written Revised Statement from Health Care Professional Required
Changes in orders may be received verbally by the nurse from the prescribing health care
professional. Changes in orders received by the individual served or guardian will be verified
verbally with the prescribing professional by the nurse. An authorization form noting the
change must be signed by the health care professional within 7 days. DD personnel will not be
permitted to take and prescribe orders from health care professionals.

Assessment by Registered Nurse Required

Prior to the performance of any delegated nursing tasks, a registered nurse shall assess the
individual who needs nursing care, the environment or conditions of the setting, and skill of
the trained DD personnel. The nurse shall determine:

1.  Which nursing tasks may be delegated. Nursing tasks are delegable only if:

a. The task requires no nursing judgment on the part of the trained unlicensed worker
performing the task;

b. The results of the task are predictable
The task can be safely performed according to exact, unchanging directions, with no
need to alter the standard procedures for performing the task;

d. The performance of the task does not require that complex and acute observations
and decisions be made;

e. There are no safety concerns with regard to the frequency of performing the task;
and,

f. The consequences of interrupting the performance of the task or improperly
performing the task are minimal and not life threatening.

2. Conditions of the delegation. When a nurse, as a result of such assessment, determines
that a nursing task can be delegated, the nurse shall:
a. Determine the conditions under which trained DD personnel may perform the task.
b. Specify the individual on whom the task may be performed.
c. Determine the amount and extent of supervision required for the performance of the
task.
d. Ensure that appropriate supervision for the performance of the task is available.

Reassessment by Registered Nurse Required Annually or When Conditions Change

A registered nurse shall reassess delegation and the needs of the individual on an on-going
basis, but at least annually, including determination that delegation continues to be necessary
and that DD personnel continues to have the skills to perform the task that has been
delegated.

lll. Performing Delegated Nursing Tasks; Selection, Training, and Supervision of ACBDD Workers;
Medication Storage

A.

Only Trained DD Personnel May Perform Delegated Nursing Tasks

DD personnel who are trained, authorized, and under the direction of the ACBDD program
nurse may provide delegated tasks to the following individuals while they are participating in
program activities:
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1. Individuals receiving early intervention, preschool, and school age services
2. Individuals receiving adult services

Individuals who are not specifically authorized by other provisions of the Revised code or by
the ACBDD to administer prescribed medications, perform health related activities or perform
tube feedings, may do so pursuant to section 5123.42 of the Revised Code and rules adopted
by the department under this chapter as part of the specialized services the DD personnel
provide to individuals in the following categories:

1. Individuals receiving family support services;

Individuals receiving services from certified supported living providers;

3. Individuals receiving residential support services from certified home and community-
based service provider, if the services are received in a community living arrangement
that includes not more than four individuals;

4. Individuals receiving services not included in paragraphs (A)(1) to (A)(5) of ORC 5123.42
that are offered or provided pursuant to ORC Chapter 5123 or Chapter 5126;

5. Individuals residing in a residential facility with five or fewer beds;

6. Individuals residing in a residential facility with seventeen or more beds who are on a
field trip from the facility if all of the requirements of 5123:2-6-03 (9) (a-d) are met.

N

Selection of DD Personnel to Perform Delegated Tasks
DD personnel who meet the following criteria are eligible to receive training in delegated
nursing:

1. Personnel are 18 years of age and have a high diploma or equivalency. The high school
diploma or equivalency requirement can be waived if the individual is caring for an
individual with DD on February 1, 2000.

2. Determine whether the state nurse aide registry contains a statement indicating the
person's alleged abuse or neglect of a long term care resident and document findings.

3. Submit the names of selected workers to the Personnel Department for processing
through the required background checks as per OAC 5123:2-2-02.

DD Personnel Must Notify Superintendent of Any Subsequent Felony Conviction

DD personnel performing delegated tasks shall inform the Superintendent within 14 calendar
days of any felony conviction. Failure to do so is cause for discipline, which may include
discharge. Reference: OAC 5123:2-2-02

Initial Training of DD Personnel Selected to Perform Delegated Tasks

A registered nurse who has completed the Delegation Train the Instructor course shall provide
DD personnel with a program of instruction consisting of a minimum of fourteen hours of
instruction in the area of medication administration and performance of health related
activities. The program shall consist of:

1. Infection control and universal precautions (may be waived if the worker has had
previous training)
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2. Areview of applicable federal and state drug laws and rules

General policies and procedures regarding giving oral or applying topical medications

including limitations regarding the administration of PRN or as needed medications.

4. Quality assurance including reporting and documenting medication errors, contacting the

supervising nurse and emergency procedures.

Instruction regarding correctly giving oral medications or applying topical medications

including:

a. Medication preparation

b. Unlicensed worker prohibitions (No administration of parenteral medications;

injections; medication administered through a nasogastric or any unstable tube; or

debriding agents for the treatment of skin conditions or minor abrasions).

Information regarding the recording of medications given/missed/refused

Information regarding the storage and care of medications

Information regarding common weights/measures, and abbreviations

Information regarding drug interaction including over the counter medications

Information regarding the correct use of an epi pen for anaphylaxis and of diastat for

treatment of seizure activity.

6. Procedures for medication administration including: the correct dose of the correct
medication, to the right individual, at the right time, using the correct administration
route

7. Performance of a successful return demonstration including the performance of any
ancillary task

8. Successful completion of a written exam pursuant to the rule

9. Individual specific training enabling the delegated worker to safely administer
medications or perform tasks as deemed necessary.

@ =0 oo

Documentation of Completion of Training Given to DD Personnel

The registered nurse training the unlicensed worker shall document the training and
successful return demonstration. A certificate shall be provided to worker, kept at the
designated site where the delegated task is performed, and given to the person or agency
employing the worker. The worker's name will be entered in a DD certification database that
will be maintained by ODODD. This documentation does not authorize the worker to give
oral or apply topical medication in another designated site absent further instruction.

Written Step-By-Step Directions Must Be Immediately Available to the Unlicensed Person

A nurse shall ensure that written step-by-step directions for all delegated nursing tasks are
given to the unlicensed worker performing the delegated task, and are available on-site. The
step-by-step directions shall be shared by the worker and employer and shall be immediately
available to the worker while performing the delegated task. The employer shall make such
written directions available, upon request, to the Ohio Board of Nursing.

A Registered Nurse must always be available to DD personnel who are delegated.

Individual Specific Training

Each delegated worker shall receive individual specific training, including the individual's
needs and relevant health care information. This training shall occur after certification and
before performance of any delegation of any specific task. DD personnel shall not administer

7
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prescribed medications, perform health-related activities, administer food or prescribed
medication via a stable, labeled gastrostomy/jujunostomy tube or administer subcutaneous
insulin injection for any individual for whom they have not been specifically trained.

I.  Continuing Education

1. To maintain their certification for medication administration and health related activities,
each delegated worker shall complete two hours of continuing education annually that relate
to the information taught in the prescribed medication and health related activities training
program or that will enhance the skills of the delegated worker regarding delegated nursing.

2. To maintain certification for G/J tube feeding, each delegated worker shall complete one hour
of continuing education annually that relates to the information taught or that DD worker
shall provide verification of this training to the nursing supervisor.

3. CPR, First Aid, and Universal Precautions shall not make up part of this continuing education.
If the minimum hours are not completed by the anniversary date of certification, the
worker's certification shall be temporarily suspended for a maximum period of sixty days,
during which time the continuing education may be completed. If the continuing education
is not completed with sixty days, the worker's certification will be revoked and they will need
to repeat the course in prescribed medication administration and health related activities in
total.

Supervision
If the employer of the DD personnel believes or is notified by the ACBDD, the department, a
delegating licensed nurse, or the registered nurse responsible for quality assessment that DD
personnel have not safely administered prescribed medication, have not safely performed or
will not safely perform health-related activities, have not safely administered or will not
safely administer food or prescribed medication through a gastrostomy/jujunostomy tube, or
have not safely administered or will not safely administer subcutaneous insulin injections,
the employer shall:
1. Prohibit the action from continuing or commencing
2. Immediately make other staffing arrangements so that services are completed as
prescribed
3. If applicable, immediately notify the county board via the UlI/MUI reporting system
and, if applicable, notify the nurse responsible for quality assessment oversight, and
4. If applicable, immediately notify the delegating nurse.

Documentation of the Worker's Training and Supervision Must Be Maintained
Documentation shall be maintained on-site, which identifies the unlicensed worker
performing the delegated task, the worker's initial training, and continuing training.
Documentation shall also be maintained in a personnel certification database with ODODD.
The nursing supervisor shall be designated as responsible for insuring the presence of the
above documentation.

Quality Assessment Tool
The quality assessment registered nurse, employed by or contracted by the ACBDD, shall
complete quality assessment reviews in a format prescribed by the department so that a

8
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review of each individual receiving administration of prescribed medications or performance
of health-related activities by DD personnel is conducted at least every three years for
individuals receiving services from certified supported living providers; individuals receiving
residential support services from certified home and community based services providers; if
the services are received in a community living arrangement that includes not more than four
individuals or individuals residing in residential facilities of five or fewer beds, excluding
ICF/MRs.

M.  Storage of Medications
Medication must be received in its original container. Medication shall be stored in a secure
location and removed only by designated persons. Prescribed medication must be received
by DD personnel, in the container in which it was dispensed with current date by the
prescribing professional.

N. Documentation
Documentation of all prescribed medication, health related activities, subcutaneous
injections, or delegated tube feedings given, applied, missed, held, or refused shall be done
on a prescribed medication administration record or treatment administration record
indicating the name or initials of the DD personnel administering the prescribed medication
or treatment, time, date, and when appropriate, observations of difficulties noted.

0. Reporting Errors
Any error by DD personnel in the administration of oral or the application of topical
prescribed medication, performance of health-related activities, or the performance of
delegable tube feedings that result in physical harm to the individual shall be immediately
reported to an appropriate licensed health care professional. Any error as listed above, by
DD personnel employed by the ACBDD shall be reported to the delegating nurse who will
utilize the medical incident report form and Ul process.

P. Disposal of Prescribed and OTC Medication
The disposal of dangerous drugs, which are a controlled substance, shall be done in
accordance with ree-4723-9-06 OAC 4729:5-3-01. If a medication is disposed of at work, it
shall be verified and recorded by two staff members.

Complaint Resolution
Any complaint regarding the administration of prescribed medication, performance of health-
related activities, and performance of tube feedings by DD personnel pursuant to the authority
granted under this section 5123:42 of the Revised Code or compliance with rules adopted under
this chapter shall be made to the department using the process established under the
Administrative Code.

Any complaint related to the scope of nursing practice shall be referred to the Ohio Board of
Nursing, which relates nursing practice in accordance with Chapter 4723 of the Revised Code.
When a quality assessment nurse receives a complaint or identifies concerns based on a quality
assurance review related to performance of DD personnel, that registered nurse shall do an initial
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investigation, the quality assessment registered nurse shall work with the state nurse consultant or
designee of the department to assure that the cases are handled in a consistent manner statewide.

Liability Exemption

DD personnel performing a delegated nursing task is not liable for any injury caused by the tasks if,
prior to performing the task, the worker received a copy of the health care professional's
statement or revised statement; the worker performed the task in accordance with the methods
taught in the worker's training; and the worker did not act in a manner that constitutes wanton or
reckless misconduct.

10
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Manual: Admin.

Adopted: 4/16/01

Revised: 2/17/04; 6/21/05
7/27/10, 2/24/15, 7/14/16
Effective: 4/16/01; 2/17/04;
6/21/05,7/27/10, 2/24/15
8/23/16

23. DELEGATED NURSING POLICY

I.  Delegated Nursing Permitted; Annual Policy Review; implementation of Policy; Definitions;
Locations of Delegated Nursing

A.

County Board Will Permit Delegated Nursing

The Athens County Board of DD will permit trained County Board workers who have
been identified and selected in accordance with this policy to perform delegated nursing
tasks and to give or apply prescribed medication as long as stated laws and regulations
are followed and the criteria within this policy are followed. Should any portion of this
policy be inconsistent with state laws or regulations, the relevant state laws and
regulations must be followed and not this policy. Within this policy the words "client"
(used generally in state law and regulations) and "individual are used interchangeably to
refer to individuals with developmental disabilities enrolled in a program or receiving
services from this County Board of DD.

Reference: OAC5123:-2-6-06

B.

Delegated Nursing Policy Will Be Reviewed Annually

This policy will be reviewed annually and is available for review by Athens County
Board of DD and the Ohio Board of Nursing.

Nurse Must Implement County Board Delegated Nursing Policy

The Superintendent shall designate a registered nurse. A licensed practical nurse can

delegate under the direction of a registered nurse. The implementing nurse shall be an

employee of the County Board of on contract with the County Board and shall have the

following qualifications:

1. Complete an approved Delegation Train the Instructor Program;

2. Maintain the Delegations Train the Instructor certificate by completing training as
required by the-DODD

3. Maintains proper certification in Personnel Office;

4. A minimum of eighteen months experience in the practice of nursing as a
registered nurse;

5. Previous experience caring for an individual with and developmental disabilities.

Reference: OAC 5123:2-6-04
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D. Definitions for Purpose of This Policy
The following definitions shall apply:
(A) "Adult services" has the same meaning as in section 5126.01 of the Revised Code.

(B) "Business day" means a day of the week, excluding Saturday, Sunday, or a legal holiday as
defined in section 1.14 of the Revised Code.

(C) "Certified home and community-based services provider" means a person or government
entity certified under section 5123.045 of the Revised Code.

(D) "Certified supported living provider" means a person or government entity certified under
section 5123.161 of the Revised Code.

(E) "Contact hour" has the same meaning as in Chapter 4723-14 of the Administrative Code.
(F) "County board" means a county board of developmental disabilities.

(G) "Delegable nursing task" means a nursing task, which a licensed nurse has determined
meets the provisions listed in Chapter 4723-13 of the Administrative Code.

(H) "Delegating nurse" means the licensed nurse who transfers the responsibility for
performance of selected nursing tasks and/or medication administration to developmental
disabilities personnel who have been trained and/or certified to do so, while retaining
accountability of outcome. The delegating nurse determines the level of supervision required to
ensure adequate oversight of developmental disabilities personnel to perform nursing tasks
and/or administer medication. The delegating nurse is not necessarily the same nurse as the
nurse who trains developmental disabilities personnel.

(I) "Department” means the Ohio department of developmental disabilities.

(J) "Department-approved curriculum" means the standards for instruction, training, and
performance approved by the Ohio department of developmental disabilities.

(K) "Developmental disabilities personnel" means the employees and workers who provide
specialized services to individuals with developmental disabilities:

(1) Through direct employment with the Ohio department of developmental disabilities or a
county board;

(2) Through an entity under contract with the Ohio department of developmental disabilities or a
county board; or

(3) Through direct employment or being under contract with private entities, including private
entities that operate residential facilities.

(L) "Director" means the director of the Ohio department of developmental disabilities or his or
her designee.

(M) "Drug" has the same meaning as in section 4729.01 of the Revised Code.
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(N) "Employer oversight" means the monitoring of developmental disabilities personnel and
ensuring developmental disabilities personnel perform health-related activities and administer
medication in accordance with this chapter.

(O) "Family support services" has the same meaning as in section 5126.01 of the Revised Code.
(P) "Health-related activities" means only:

(1) Taking vital signs;

(2) Application of clean dressings that do not require health assessment;

(3) Basic measurement of bodily intake and output;

(4) Oral suctioning;

(5) Use of glucometers;

(6) External urinary catheter care;

(7) Emptying and replacing colostomy bags; and

(8) Collection of specimens by noninvasive means.

(Q) "Independent provider" means a self-employed person who provides services for which he or
she must be certified in accordance with rule 5123:2-2-01 of the Administrative Code and does
not employ, either directly or through contract, anyone else to provide the services.

(R) "Individual" means a person with a developmental disability.

(S) "Individual plan" or "individual service plan" means the written description of services,
supports, and activities to be provided to an individual.

(T) "Individual-specific training" means training provided to developmental disabilities personnel
by a licensed nurse or by an employer of developmental disabilities personnel through employer
oversight, which shall address:

(1) The unique needs of the individual being served;
(2) A summary of the individual's relevant health care information; and

(3) Implementation of the individual's health care plan as part of the individual plan or individual
service plan.

(U) "Licensed health professional authorized to prescribe drugs" has the same meaning as in
section 4729.01 of the Revised Code.

(V) "Licensed nurse" means a registered nurse or a licensed practical nurse who holds a current
valid license to practice nursing in Ohio pursuant to Chapter 4723. of the Revised Code.
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(W) "Major unusual incident" has the same meaning as in rule 5123:2-17-02 of the
Administrative Code.

(X) "Medicaid" has the same meaning as in section 5162.03 of the Revised Code.
(Y) "Medication/treatment error" means:

(1) Wrong medication/treatment administered or performed;

(2) Medication/treatment administered or performed at the wrong time;

(3) Medication/treatment administered or performed by a route not prescribed;
(4) Incorrect dose or amount of medication/treatment administered or performed;
(5) Expired medication/treatment administered or performed;

(6) Contaminated medication/treatment administered or performed;

(7) Improperly stored medication/treatment administered or performed;

(8) Medication/treatment administered or performed without corresponding order from a licensed
health professional authorized to prescribe drugs;

(9) Not performing or administering a medication/treatment during the prescribed time,
including failure to ensure the medication/treatment, equipment, or supplies needed to
administer or perform the medication/treatment are available at the prescribed time;

(10) Not documenting a medication/treatment that was administered or performed;

(11) Administration of medication/treatment by developmental disabilities personnel without
certification or whose certification has expired; and

(12) Administration of medication/treatment without nursing delegation when nursing delegation
is required.

(Z) "Mentally alert" means the ability of an individual to cognitively understand and communicate
specific information pertaining to his or her health, safety, and medication.

(AA) "Nursing delegation" means the process established in rules adopted by the Ohio board of
nursing pursuant to Chapter 4723. of the Revised Code under which a registered nurse or
licensed practical nurse acting at the direction of a registered nurse transfers responsibility for
the performance of a particular nursing activity, task, or prescribed medication administration to
another person who is not otherwise authorized to perform the activity, task, or prescribed
medication administration.

(BB) "Nursing task" means those activities that constitute the practice of nursing as a licensed
nurse and may include but is not limited to, assistance with activities that are performed to
maintain or improve an individual's wellbeing when the individual is unable to perform those
activities for himself or herself.
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(CC) "Oral prescribed medication" means any prescribed medication that can be ingested
through the mouth.

(DD) "Prescribed medication" means a drug that is to be administered according to the
instructions of a licensed health professional authorized to prescribe drugs.

(EE) "Qualified intellectual disability professional" has the same meaning as in 42 C.F.R. 483.430
in effect on the effective date of this rule.

(FF) "Quality assessment registered nurse" means a registered nurse who is a registered nurse
instructor or registered nurse trainer employed by or under contract with a county board and
who assists with consultation and quality assessment oversight as set forth in rule 5123:2-6-07
of the Administrative Code.

(GG) "Registered nurse instructor" means a registered nurse who is certified by the Ohio
department of developmental disabilities in accordance with rule 5123:2-6-04 of the
Administrative Code to plan, develop, coordinate, and deliver a course of instruction (i.e., the
registered nurse train-the-trainer program) to prepare other registered nurses to train
developmental disabilities personnel to perform health-related activities, administer oral
prescribed medication, apply topical prescribed medication, administer oral prescribed
medication via stable labeled gastrostomy tube or stable labeled jejunostomy tube, or administer
subcutaneous insulin injections.

(HH) "Registered nurse trainer" means a registered nurse who is certified by the Ohio
department of developmental disabilities in accordance with rule 5123:2-6-04 of the
Administrative Code to train developmental disabilities personnel to perform health-related
activities, administer oral prescribed medication, apply topical prescribed medication, administer
oral prescribed medication via stable labeled gastrostomy tube or stable labeled jejunostomy
tube, or administer subcutaneous insulin injections.

(II) "Residential facility" has the same meaning as in section 5123.19 of the Revised Code.

(13) "Service and support administrator" means a person, regardless of title, employed by or
under contract with a county board to perform the functions of service and support
administration and who holds the appropriate certification in accordance with rule 5123:2-5-02
of the Administrative Code.

(KK) "Specialized services" has the same meaning as in section 5123.50 of the Revised Code.

(LL) "Subcutaneous insulin injection" includes injection of prescribed insulin by syringe and
needle subcutaneous injection and by insulin pump injection.

(MM) "Task" means a task that is prescribed, ordered, delegated, or otherwise directed by a
health care professional acting within the scope of his or her professional practice.

(NN) "Topical prescribed medication" means any prescribed medication that is applied to the
outer skin and drops applied to the eye, ear, or nose. "Topical prescribed medication" may
include transdermal prescribed medication or vaginal or rectal suppositories.

(00) "Unusual incident" has the same meaning as in rule 5123:2-17-02 of the Administrative
Code.
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Location Where Delegated Nursing Tasks May Take Place, Delegated Medication
Administration, and G/J Tube Feedings May Take Place:

The performance of delegated nursing tasks and the giving or applying of prescribed
medication is permitted in all settings where County Board programs and services are
being performed by DD personnel, while Board consumers are on field trips, while
Board consumers are being transported in a vehicle operated or under contract with the
Board's authority so long as there are DD personnel present who has successfully
completed training to perform delegated nursing tasks. The performing of delegated
nursing tasks shall be permitted in the State of Ohio only.

II.  Prerequisites to Delegated Nursing; Consumer Request; Health Care Professional Statement;
Nurse Assessment/Reassessment, DD Personnel Training

A.

Written Request From Consumer or Guardian Require

Prior to the performance of any delegated nursing tasks, a nurse employed or under
contract with the County Board must receive from the consumer or the consumer's
guardian, or if the consumer is a minor, the consumer's parent, guardian, or other person
having care or charge of the consumer, a written request that the prescribed medication
be given or applied or the nursing task be performed.

Written Statement From Health Care Professional Required

In the case of prescribed medication or a nursing task prescribed by a health care
professional, prior to the performance of any delegated tasks, the nurse must receive
from the health care professional a signed statement containing all of the following
information.

1. The name, address, and birth date of the client.

The name of the medication, the dosage to be given or applied route, and, if
appropriate, a description of the task to be performed.

3. The time or intervals at which the medication is to be given or applied or the task is
to be performed.

4.  The date the medication or task is to begin and cease.

5. Indicated of any severe adverse reaction that should be reported to the health care
professional who prescribed the medication or task and one or more telephone
numbers at which the health care professional can be reached in an emergency.

6. Any special instructions for handling, giving, or applying the medication, including
sterile conditions and storage, or for performing the nursing task.

7. Date and signature of prescribing health care professional.

8. Date and signature of individual, parent, or guardian.
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C. Changed Conditions: Written Revised Statement From Health Care Professional
Required

Changes in orders may be received verbally by the nurse from the prescribing health
care professional. Changes in orders received by the client or guardian will be verified
verbally with the prescribing professional by the nurse. An authorization form noting
the change must be signed by the health care professional within 7 days. DD personnel
will not be permitted to take and prescribe orders from health care professionals.
Reference: OAC 5123: 2-6-07

D. Assessment by Registered Nurse Required

Prior to the performance of any delegated nursing tasks, a registered nurse shall assess
the individual who needs nursing care, the environment or conditions of the setting, and
skill of the trained DD personnel. The nurse shall determine:

1. Which nursing tasks may be delegated. The nurse shall determine that nursing

tasks are delegable only if:

a. The task requires no nursing judgment on the part of the trained unlicensed
worker performing the task;

. The results of the task are predictable'

c. The task can be safely performed according to exact, unchanging directions,
with no need to alter the standard procedures for performing the task;

d. The performance of the task does not require that complex and acute
observations and decisions be made;

e. There are no safety concerns with regard to the frequency of performing the
task; and,

f. The consequences of interrupting the performance of the task or improperly
performing the task are minimal and not life threatening.

2. Conditions of the delegation. When a nurse, as a result of such assessment,
determines that a nursing task can be delegated, the nurse shall:

a. Determine the conditions under which trained DD personnel may perform the
task.

b. Specify the individual on whom the task may be performed.

c. Determine the amount and extent of supervision required for the performance
of the task.

d. Ensure that appropriate supervision for the performance of the task is available.

Reference: OAC 5123:2-6-03
E. Reassessment by Registered Nurse Required Annually or When Conditions Change

A registered nurse shall reassess delegation and the needs of the individual on an on-
going basis, but at least annually, including determination that delegation continues to

Page 19 of 60



be necessary and that DD personnel continues to have the skills to perform the task that
has been delegated. Reference: OAC 5123:2-6-03

II. Performing Delegated Nursing Tasks; Selection, Training, and Supervision of Board
Workers; Medication Storage

A.

Only Trained DD Personnel May Perform Delegated Nursing Tasks

DD personnel who are trained, authorized, and under the direction of the Athens County
Board program nurse may provide delegated tasks to the following individuals while
they are participating in program activities:

1. Individuals receiving early intervention, preschool, and school age services
2. Individuals receiving adult services

Individuals who are not specifically authorized by other provisions of the Revised code
or by this County Board to administer prescribed medications, perform health related
activities or perform tube feedings, may do so pursuant to section 5123.42 of the
Revised Code and rules adopted by the department under this chapter as part of the
specialized services the DD personnel provide to individuals in the following categories:

1. Individuals receiving family support services;

Individuals receiving services from certified supported living providers;

3. Individuals receiving residential support services from certified home and
community-based service provider, if the services are received in a community
living arrangement that includes not more than four individuals;

4. Individuals receiving services not included in paragraphs (A)(1) to (A)(5) of this

rule that are offered or provided pursuant to Chapter 5123 or Chapter 5126 of the

Revised Code;

Individuals residing in a residential facility with five or fewer beds;

6. Individuals residing in a residential facility with seventeen or more beds who are
on a field trip from the facility if all of the requirements of 5123:2-6-03 (9) (a-d)
are met.

b

Selection of DD Personnel to Perform Delegated Tasks

DD personnel who meet the following criteria are eligible to receive training in
delegated nursing:

1. Personnel are 18 years of age and have a high diploma or equivalency. The high
school diploma or equivalency requirement can be waived if the individual is
caring for an individual with DD on February 1, 2000.

2. Determine whether the state nurse aide registry contains a statement indicating the
person's alleged abuse or neglect of a long term care resident and document
findings.
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Submit the names of selected workers to the Personnel Department for processing
through the required background checks: State Nurse Aide Registry, Abuse
Registry DODD and compliance with criminal background checks Reference:
Reference: OAC 5123:2-6-06

DD Personnel Must Notify Superintendent of Any Subsequent Felony Conviction

DD personnel performing delegated tasks shall inform the Superintendent within 72
hours of any felony conviction. Failure to do so is cause for discipline, which may
include discharge. Reference: OAC 5123:2-2-02

Initial Training of DD Personnel Selected to Perform Delegated Tasks

A registered nurse who has completed the Delegation Train the Instructor course shall
provide DD personnel with a program of instruction consisting of a minimum of
fourteen hours of instruction in the area of medication administration and performance
of health related activities. The program shall consist of:

1.

2.

*

Infection control and universal precautions (may be waived if the worker has had
previous training)

A review of applicable federal and state drug laws and rules

General policies and procedures regarding giving oral or applying topical
medications including:

a. Limitations regarding the administration of PRN or as needed medications.
Quality assurance including reporting and documenting medication errors,
contacting the supervising nurse and emergency procedures.

Instruction regarding correctly giving oral medications or applying topical
medications including:

a. Medication preparation

b. Unlicensed worker prohibitions (No administration of parenteral medications;
injections; medication administered through a nasogastric or any unstable tube;
or debriding agents for the treatment of skin conditions or minor abrasions).
Information regarding the recording of medications given/missed/refused
Information regarding the storage and care of medications

Information regarding common weights/measures, and abbreviations
Information regarding drug interaction including over the counter medications
Information regarding the correct use of an epi pen for anaphylaxis and of
diastat for treatment of seizure activity.

Procedures for medication administration including: the correct dose of the correct
medication, to the right individual, at the right time, using the correct
administration route

Performance of a successful return demonstration including the performance of any
ancillary task

Successful completion of a written exam pursuant to the rule

Individual specific training enabling the delegated worker to safely administer
medications or perform tasks as deemed necessary.

© o Ao
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Reference: OAC 5123:2-6-06
Documentation of Completion of Training Given To DD Personnel

The registered nurse training the unlicensed worker shall document the training and
successful return demonstration. A certificate shall be provided to worker, kept at the
designated site where the delegated task is performed, and given to the person or
agency employing the worker. The worker's name will be entered in a DD certification
database that will be maintained by ODDD. This documentation does not authorize
the worker to give oral or apply topical medication in another designated site absent
further instruction. Reference: OAC 5123:2-6-06

Supervision: Written Step-By-Step Directions Must Be Immediately Available To The
Unlicensed Person

A nurse shall ensure that written step-by-step directions for all delegated nursing tasks
are given to the unlicensed worker performing the delegated task, and are available on-
site. The step-by-step directions shall be shared by the worker and employer and shall
be immediately available to the worker while performing the delegated task. The
employer shall make such written directions available, upon request, to the Ohio Board
of Nursing. Reference: OAC 5123:2-6-06

A Registered Nurse must always be available to DD personnel who are delegated.
Supervision: Individual Specific Training

Each delegated worker shall receive individual specific training, including the
individual's needs and relevant health care information. This training shall occur after
certification and before performance of any delegation of any specific task. DD
personnel shall not administer prescribed medications, perform health-related
activities, administer food or prescribed medication via a stable, labeled
gastrostomy/jujunostomy tube or administer subcutaneous insulin injection for any
individual for whom they have not been specifically trained.

Reference: OAC 5123:2-6-06
Supervision

To maintain their certification for medication administration and health related
activities, each delegated worker shall complete two hours of continuing education
annually that relate to the information taught in the prescribed medication and health
related activities training program or that will enhance the skills of the delegated
worker regarding delegated nursing. To maintain certification for G/J tube feeding,
each delegated worker shall complete one hour of continuing education annually that
relates to the information taught or that DD worker shall provide verification of this

10
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training to the nursing supervisor. CPR, First Aid, and Universal Precautions shall not
make up part of this continuing education. If the minimum hours are not completed by
the anniversary date of certification, the worker's certification shall be temporarily
suspended for a maximum period of sixty days, during which time the continuing
education may be completed. If the continuing education is not completed with sixty
days, the worker's certification will be revoked and they will need to repeat the course
in prescribed medication administration and health related activities in total.
Reference: OAC 5123:2-6-06 F-4

Supervision

If the employer of the DD personnel believes or is notified by the County Board, the
department, a delegating licensed nurse, or the registered nurse responsible for quality
assessment that DD personnel have not safely administered prescribed medication,
have not safely performed or will not safely perform health-related activities, have not
safely administered or will not safely administer food or prescribed medication through
a gastrostomy/jujunostomy tube, or have not safely administered or will not safely
administer subcutaneous insulin injections, the employer shall;

a. Prohibit the action from continuing or commencing
b.  Immediately make other staffing arrangements so that services are completed as
prescribed

c. If applicable, immediately notify the county board via the UI/MUI reporting
system and, if applicable, notify the nurse responsible for quality assessment
oversight, and

d.  Ifapplicable, immediately notify the delegating nurse.

Reference: OAC 5123:2-6-07 E
Documentation of the Worker's Training and Supervision Must Be Maintained

Documentation shall be maintained on-site, which identifies the unlicensed worker
performing the delegated task, the worker's initial training, and continuing training.
Documentation shall also be maintained in a personnel certification database with
ODDD. The nursing supervisor shall be designated as responsible for insuring the
presence of the above documentation. Reference: OAC 5123:2-6-07(A4) (1)

Quality Assessment Tool

The quality assessment registered nurse, employed by or under contract with the
County Board, shall complete quality assessment reviews in a format prescribed by the
department so that a review of each individual receiving administration of prescribed
medications or performance of health-related activities by DD personnel is conducted
at least every three years for individuals receiving services from certified supported
living providers; individuals receiving residential support services from certified home
and community based services providers; if the services are received in a community

11

Page 23 of 60



IV.

living arrangement that includes not more than four individuals or individuals residing
in residential facilities of five or fewer beds, excluding ICF/MRs (5123:2-6-07D.

Storage of Medications

Medication must be received in its' original container. Medication shall be stored in a
secure location and removed only by designated persons. Prescribed medication must
be received by DD personnel, in the container in which it was dispensed with current
date by the prescribing professional.

Documentation

Documentation of all prescribed medication, health related activities, subcutaneous
injections, or delegated tube feedings given, applied, missed, held, or refused shall be
done on a prescribed medication administration record or treatment administration
record indicating the name or initials of the DD personnel administering the prescribed
medication or treatment, time, date, and when appropriate, observations of difficulties
noted. OAC 5123:2-6-07(B)

Reporting Errors

Any error by DD personnel in the administration of oral or the application of topical
prescribed medication, performance of health-related activities, or the performance of
delegable tube feedings that result in physical harm to the individual shall be
immediately reported to an appropriate licensed health care professional. Any error as
listed above, by DD personnel employed by the board shall be reported to the
delegating nurse who will utilize the medical incident report form and UI process.
Reference: OAC 5123:2-6-07 C

Disposal of Prescribed and OTC Medication
The disposal of dangerous drugs, which are a controlled substance, shall be done in

accordance with rule 4723-9-06. If a medication is disposed of at work, it shall be
verified and recorded by two staff members.

Complaint Resolution

Any complaint regarding the administration of prescribed medication, performance of health-
related activities, and performance of tube feedings by DD personnel pursuant to the
authority granted under this section 5123:42 of the Revised Code or compliance with rules
adopted under this chapter shall be made to the department using the process established
under the Administrative Code. Reference: 5123:2-6-07(1) (1)

Any complaint related to the scope of nursing practice shall be referred to the Ohio Board of
Nursing, which relates nursing practice in accordance with Chapter 4723 of the Revised
Code 5123:2-6-07 (I)(2). When a quality assessment nurse receives a complaint or identifies

12
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concerns based on a quality assurance review related to performance of DD personnel, that
registered nurse shall do an initial investigation, the quality assessment registered nurse shall
work with the state nurse consultant or designee of the department to assure that the cases are
handled in a consistent manner statewide. Reference: OAC 5123:2-6-07

Liability Exemption

DD personnel performing a delegated nursing task is not liable for any injury caused by the
tasks if, prior to performing the task, the worker received a copy of the health care
professional's statement or revised statement; the worker performed the task in accordance

with the methods taught in the worker's training; and the worker did not act in a manner that
constitutes wanton or reckless misconduct. Reference OAC 5123:2-6-07

13
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30. ADMINISTRATION OF FUNDS

Adopted 1/20/98
Status Draft — pending approval
Historical Versions 1/20/98, 4/17/07
Initiated by Steve Kramer, Director of Finance & Operations
Approved by Pending

I.  Budget Development

a.

b.

Operating Budgets will be adopted by the Board of the ACBDD each year, no later than
December, for the coming calendar year. These budgets will be developed by the
Director of Finance & Operations, in close consultation with the Management Team and
the Superintendent. The Superintendent shall submit to the ACBDD Board for review.
Information obtained for use in budget development will include recommendations
from staff and from the community during our Annual Needs Assessment. Once ACBDD
Board approved, the Superintendent will present the adopted budget to the
Commissioners as the recommendation of the ACBDD Board.

i. The Superintendent and Management Team will monitor and evaluate the fiscal
solvency of the agency through review of monthly financial reports generated by
the Business Office and the County Auditor’s Office.

ii. The ACBDD Board will review the financial status of the agency by comparing the
budget (as adopted or revised) with actual income and expenditures as a means
of measuring the accomplishment of budgetary goals. This review will occur
during regularly scheduled ACBDD Board meetings and in meetings of the
Finance Committee.

Any modification made to the budget as adopted, must be approved by the ACBDD
Board. Additional appropriations must be approved by the County Commissioners
(really?). Such changes might be made in response to unanticipated factors.

Formal action by the County Commissioners is required to restrict any funds for specific
purposes.

II.  Expenditures

a.

The Superintendent is responsible for the expenditure of funds on a day-to-day basis.
The Superintendent, or designee, will authorize expenditures using the following
guidelines:
i. The current Operating Budgets
ii. The Ohio Revised Code and any applicable rules and regulations
iii. An analysis of current operating income and liabilities
iv. Operational needs of the agency: Due to the transition from services focused on
adult day services to community integration, expenditures for items customary
for hosting community meetings such as food will become an acceptable
practice.
v. Spending authority of the Superintendent.

lll.  In order to maintain fiscal solvency, the ACBDD shall:

a.

Maintain a General Fund balance of 25% of the Operating Budget for each fiscal year.
This will be reviewed when the Operating Budget is reviewed and adopted.

Maintain up to 40% of the Operating Budget’s annual expenditures set aside in a waiver
account.
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Manual: Admin.
Adopted:1/20/98
Revised:4/17/07, 4-17-07
Effective: 1/20/98, 4/17/07

30. ADMINISTRATION OF FUNDS

L.

IL

Budget Development

A.

Operating Budgets will be adopted by the Board each year, no later than December,
for the coming calendar year. These budgets will be developed by the Management
Team and submitted to the Finance Committee of the Board by the Superintendent.
Information obtained for use in budget development will include recommendations
from Board staff and from the community during our Annual Needs Assessment.
The Finance Committee will present the proposed budget to the full Board, and the
Superintendent will present the adopted budget to the Commissioners as the
recommendation of the Board.

1) The Superintendent and Management Team will monitor and evaluate the
fiscal solvency of the agency through review of monthly financial reports
generated by the Business Office and the County Auditor’s Office.

2) The Board will review the financial status of the agency by comparing the
budget (as adopted or revised) with actual income and expenditures as a
means of measuring the accomplishment of budgetary goals. This review
will occur during regularly scheduled Board meetings and in meetings of
the Finance Committee.

B. Any modification made to the budget as adopted, must be approved by the Board.
Additional appropriations must be approved by the County Commissioners. Such
changes might be made in response to unanticipated factors.

C. Formal action by the County Commissioners is required to restrict any funds for
specific purposes.

Expenditures

The Superintendent is responsible for the expenditure of funds on a day-to-day basis. The
Superintendent, or designee, will authorize expenditures using the following guidelines:

The current Operating Budgets

The Ohio Revised Code and any applicable rules and regulations
An analysis of current operating income and liabilities
Operational needs of the agency and

Spending authority of the Superintendent.
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I1. In order to maintain fiscal solvency, the Board shall maintain a General Fund balance of
25% of the Operating Budget for each fiscal year. This will be reviewed when the
Operating Budget is reviewed and adopted.
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44. TRANSPORTATION POLICY

Adopted 10/28/98
Status Draft — pending approval
Historical Versions 10/28/98, 6/21/05, 7/24/12
Initiated by Butch Withem, Director of Transportation
Approved by pending
1. The ACBDD shall ensure that an array of transportation services is available to individuals

enrolled in the county board program and services subject to available resources.
Transportation services will enable the individual to attend those programs and services that
meet their educational need. Transportation is available for individuals ages 3 and up. The
nature and extent of transportation services to be provided shall be determined through the
IEP. The determination shall be reviewed annually.

When it is determined, through the IEP, which transportation other than that operated by the
ACBDD is an integral part of service delivery, the ACBDD or the Local Education Agency (LEA)
may offer to provide reimbursement for transportation to that individual, the parent or
guardian. A written agreement between the ACBDD or the LEA and the individual or parent of a
minor or guardian shall be obtained prior to the provision of such transportation services.
Documentation of this agreement shall be kept on file in the enrollee’s file and in the
Transportation Office. The ACBDD will establish a cost for Community Transportation based on
sliding scale for individuals eligible for service. In order to meet an individual's transportation
needs, the ACBDD may provide specialized transportation or assist the consumer in accessing
non-specialized transportation.

The transportation personnel, in cooperation with other staff of the ACBDD, shall provide
appropriate annual safety instruction to all individuals who use specialized transportation and
or communicate safety information to appropriate family members, as applicable, and
caregivers including providers of transportation services under contract with the ACBDD. These
safety requirements shall be communicated to the families of all individuals by inclusion in the
enrollee manual.

The safety instruction shall include emergency exit drills for all appropriate individuals who ride
the bus, including staff.

The ACBDD shall supervise and operate the transportation department in compliance with all
rules, regulations, and requirements of the Ohio Pupil Transportation Operations and Safety
Rules as well as all Ohio Department of DD (DODD) rules.

Specialized transportation shall be provided in compliance with applicable law including, but
not limited to, the requirements Ohio Pupil Transportation Operation and Safety Rules and

Ohio Administrative Code.

Vehicle drivers, aides, and substitutes shall have access to appropriate information about
individuals, to the degree such information might affect safe transportation and medical well-
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being while being transported. This information shall be available in the vehicle or readily
accessible in the transportation office.
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Manual: Admin.
Adopted: 10/28/98
Revised: 6/21/05, 7/24/12
Effective: 10/28/98, 6/21/05,
7/24/12

44. TRANSPORTATION POLICY

1. The Board shall ensure that an array of transportation services is available to individuals
enrolled in the county board program and services subject to available resources.
Transportation services will enable the individual to attend those programs and services
that meet their habilitative and educational need. Transportation is available for
individuals ages 3 and up. The nature and extent of transportation services to be provided
shall be determined through the Individual Planning Process. The determination shall be
reviewed annually.

2. When it is determined, through the Individual Planning Process, that transportation other
than that operated by the Board is an integral part of the education or habilitation of the
individual, the Board may offer to provide reimbursement for transportation to that
individual, the parent or guardian. A written agreement between the Board and the
individual or parent of a minor or guardian shall be obtained prior to the provision of
such transportation services. Documentation of this agreement shall be kept on file in the
enrollee's file and in the Transportation Office. The Board will establish a cost for
Community Transportation based on sliding scale for individuals eligible for service. In
order to meet an individual's transportation needs, the ACBDD may provide specialized
transportation or assist the consumer in accessing non-specialized transportation.

3. The transportation personnel, in cooperation with other staff of the Board, shall provide
appropriate annual safety instruction to all individuals who use specialized transportation
and or communicate safety information to appropriate family members, as applicable,
and caregivers including providers of transportation services under contract with
ACBDD. These safety requirements shall be communicated to the families of all
individuals by inclusion in the enrollee manual.

4. The safety instruction shall include emergency exit drills for all appropriate individuals
who ride the bus, including staff.

5. The ACBDD shall supervise and operate the transportation department in compliance
with all rules, regulations, and requirements of the Ohio Pupil Transportation Operations
and Safety Rules as well as all Ohio Department of DD (DODD) rules.

6. Specialized transportation shall be provided in compliance with applicable law including,

but not limited to, the requirements of DODD and Ohio Pupil Transportation Operation
and Safety Rules and Ohio Administrative Code.
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Vehicle drivers, aides, and substitutes shall have access to appropriate information about
individuals, to the degree such information might affect safe transportation and medical
well-being while being transported. This information shall be available in the vehicle or
readily accessible in the transportation office.
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48. ADVERTISING, CONTRIBUTIONS, AND TICKET SALES

Adopted 10/28/98
Status Draft — pending approval
Historical Versions 10/28/98, 7/24/12
Initiated by Arian Smedley, Assistant Superintendent
Approved by Pending

The unauthorized use of the ACBDD logo or its programs, for the purposes of advertising, collection of
funds, or ticket sales, is prohibited. In addition, the implied use of the said program names through
generic categorization is considered by the ACBDD to be a deception and may be subject to
appropriate legal action.

The ACBDD employees and departments, or any outside agency wishing to use said names with the

intent of raising funds to support any of the various programs operated by the ACBDD, must receive
prior approval of the Superintendent.
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Manual: Admin
Adopted: 10/28/98
Revised: 7/24/12
Effective: 10/28/98, 7/24/12

48. ADVERTISING, CONTRIBUTIONS, AND TICKET SALES

The unauthorized use of the Athens County Board of DD, or any of its programs for purposes of
advertising, collection of funds, or ticket sales is prohibited. In addition, the implied use of the
said program names through generic categorization is considered by the Board to be a deception
and may be subject to appropriate legal action.

Board employees and departments, or any outside agency wishing to use the said names with the

intent of raising funds to support any of the various programs operated by the Board must receive
prior approval of the Superintendent.
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49. TABLE OF ORGANIZATION

Adopted 10/28/98
Status Draft — pending approval
Historical Versions 10/28/98, 8/28/12
Initiated by Arian Smedley, Assistant Superintendent
Approved by pending

The ACBDD shall establish an Organizational Chart that identifies departments within the organization,
the administrative personnel in charge of the programs, and their lines of authority and responsibility.

The Organizational Chart shall be reviewed at least annually by the Superintendent, with appropriate
recommendations for changes made to the ACBDD Board.
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Manual: Admin
Adopted: 10/28/98
Revised: 8/28/12
Effective:10/28/98, 8/28/12

49. TABLE OF ORGANIZATION
The Athens County Board of Developmental Disabilities shall establish an Organizational Chart
which identifies departments within the organization, the administrative personnel in charge of

the programs and their lines of authority and responsibility.

The Organizational Chart shall be reviewed at least annually by the Superintendent, with
appropriate recommendations for changes made to the Board.
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67. EMPLOYMENT FIRST

Adopted 4/30/13
Status Draft — pending approval
Historical Versions 4/30/13
Initiated by Doug Mitchell, Employment Options Director
Approved by Pending

This policy is established in accordance with Ohio Executive Order 2012-05K which states in part:
“Community employment shall be the priority and the preferred outcome for working-age Ohioans
with disabilities.”

The ACBDD believes that meaningful work has significant and important benefits to all working-age
individuals, including persons with developmental disabilities. Employment clearly benefits individuals
in terms of income and economic independence. In addition, given that employment is one of the
primary vehicles for community participation in our society, increased employment has also led to
greater opportunities for community integration and inclusion. This not only benefits individuals in
terms of building relationships, friendships, and creating a sense of self-worth, but it has also benefited
society in terms of creating greater understanding of the wide range of capabilities of individuals with
developmental disabilities as co-workers, fellow community members, and peers.

The ACBDD further believes that all persons, including persons with developmental disabilities, have
the right to the opportunity for competitive employment.

In order to achieve meaningful and competitive employment, it shall be the policy of the ACBDD that
employment opportunities in fully-integrated work settings shall be the first and priority option
explored in the service planning for working-age persons with developmental disabilities enrolled in
ACBDD programs.
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Manual: Admin Adopted: 4/30/13
Revised:
Effective: 4/30/13

67. Employment First Policy

This policy is established in accordance with Ohio Executive Order 2012-05K which states in
part: “Community employment shall be the priority and the preferred outcome for working-age
Ohioans with disabilities.”

The Athens County Board of Developmental Disabilities (ACBDD) believes that meaningful
work has significant and important benefits to all working age individuals, including persons
with developmental disabilities. Employment clearly benefits individuals in terms of income and
economic independence. In addition, given that employment is one of the primary vehicles for
community participation in our society; increased employment has also led to greater
opportunities for community integration and inclusion. This not only benefits individuals in
terms of building relationships, friendships, and creating a sense of self-worth; but it has also
benefited society in terms of creating greater understanding of the wide range of capabilities of
individuals with developmental disabilities as co-workers, fellow community members, and
peers.

The ACBDD further believes that all persons, including persons with developmental disabilities,
have the right to the opportunity for competitive employment.

In order to achieve meaningful and competitive employment, it shall be the policy of the
ACBDD that employment opportunities in fully-integrated work settings shall be the first and
priority option explored in the service planning for working age persons with developmental
disabilities enrolled in ACBDD programs.
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83. PEDICULOSIS INFESTATION POLICY

Adopted 2/17/04
Status Draft — pending approval
Historical Versions 2/17/04,9/24/13, 3/22/16
Initiated by Megan Stack, Health Services Coordinator
Approved by pending

The ACBDD will take precautions to aide in the prevention of pediculosis infestation as recommended
by the CDC, including regular screenings, education of staff and families, and minimizing opportunities
for sharing of objects that can contribute to lice transfer (fomites).

An individual who is infested with lice will be excluded from the program until 24 hours after
application of an effective pediculicide. The nurse or other designated personnel will examine the
individual upon return to the program and determine if the treatment has been successful, per OAC
3701-3-13.

The CDC cites the following reasons to discontinue “no nit” policy in schools:

e Many nits are more than % inch from the scalp. Such nits are not viable and unlikely to hatch to
crawling lice, and maybe empty shells known as casings.

e Nits are cemented to the hair shafts and unlikely to be transferred to other people

e The burden of unnecessary absenteeism to the students, families, and communities far
outweighs any risks associated with head lice. It is unrealistic to assume that parents can
remove all nits following treatment.

e Misdiagnosis of nits is very common during checks.
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Manual: Admin

Adopted: 2/17/04

Revised: 9/24/13, 3/22/16
Effective: 2/17/04, 9/24/13, 3/22/16

83.

PEDICULOSIS INFESTATION POLICY

Board programs will take precautions to aide in the prevention of pediculosis infestation as
recommended by the CDC, including regular screenings, education of staff and families, and
minimizing opportunities for sharing of objects that can contribute to lice transfer (fomites).

An

app
the

individual who is infested with lice will be excluded from the program until-24 hours after
lication of an effective pediculicide. The nurse or other designated personnel will examine
individual upon return to the program and determine if the treatment has been successful

(OAC 3701-3-13 (R)).

(OAC 3701-3-13 (R)).

The CDC (2010) cites the following reasons to discontinue “no nit” policy in schools:

Many nits are more than % inch from the scalp. Such nits are not viable and unlikely to
hatch to crawling lice, and maybe empty shells known as casings.

Nits are cemented to the hair shafts and unlikely to be transferred to other people

The burden of unnecessary absenteeism to the students, families, and communities far
outweighs any risks associated with head lice. It is unrealistic to assume that parents can
remove all nits following treatment.

Misdiagnosis of nits is very common during checks.

PROCEDURE

1.

If an enrollee has been identified as having live lice or the first time observation of nit
infestation parents/guardian/provider will be notified to immediately pick up the enrollee.

When a parent/guardian/provider arrives to pick up the enrollee, the nurse will educate
him/her in the procedure for treating pediculosis. The nurse will answer questions and
provide written information that will help them in the treatment.

When an enrollee returns to the program 24 hours following treatment, they will be brought
to the facility via their own transportation. The nurse or designated school personnel will
immediately check that the treatment has been effective. If the enrollee is lice free and there
are 10 or less nits that need to be removed, they may return to their usual program and
receive transportation per ACBDD.

If any evidence of active pediculosis is present (live lice or new nits close to the scalp), the
enrollee must immediately leave the program via their own transportation and return
following the process stated above.
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5. The Transportation Supervisor will instruct bus drivers not to pick up an enrollee he/she has
been cleared by nurse or other designated school personnel.

6. If for any reason parent/guardian is not compliant with treatment options and the student

repeatedly misses school for infestation that student may be considered an unexcused
absence and may be referred to other outside agencies for assistance.
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91. BOARD MEETING CONDUCT

Adopted

4/22/03

Status

Draft — pending approval

Historical Versions 4/24/12,12/16/13,1/28/14

Initiated by Arian Smedley, Assistant Superintendent

Approved by Pending

1.

10.

11.

The ACBDD shall meet at least ten times annually in accordance with ORC 5126.029, not
including in-service training sessions.

The ACBDD shall hold an Organizational Meeting no later than the thirty-first of January of
each year and shall elect its officers, which shall include a president, vice president, and
recording secretary. Other business may be conducted at the Organizational Meeting, as
necessary.

Public notice of all meetings of the ACBDD shall be given, per ORC 121.22. The ACBDD shall
establish a reasonable method whereby any person may determine the time and place of all
regularly scheduled meetings and the time, place, and purpose of all special meetings.
Meeting notices shall be given by placing notice in each ACBDD program location, local
media, email, and on the ACBDD’s website.

The ACBDD shall not hold a special meeting unless it gives at least twenty-four hours'
advance notice to the news media that have requested notification, except in the event of
an emergency requiring immediate official action.

In the event of an emergency, the ACBDD shall notify the news media that have requested
notification immediately of the time, place, and purpose of the meeting.

Any person may request personal notice of ACBDD Board meetings at which any particular
topic will be discussed. Upon request, personal notice of ACBDD Board meetings will be
provided through mailing or pick-up of hard copy, emailing or faxing the agenda to the
requester.

The ACBDD shall fix the place for holding all meetings, but normally all meetings shall be
held at the Administrative Offices of the ACBDD.

The public has the right to attend all public meetings. Public comment relative to the
ACBDD’s board meeting agenda at such meetings shall be allowed and a portion of the
agenda shall provide this privilege of the floor. Employees are expected to bring comments
through their Union representative or the Superintendent. Union representatives shall be
allotted up to five minutes per union to address Board members, and visitors/attendees
from the general public shall be allotted up to five minutes per person to address Board
members. The Board President reserves the authority to restrain comment if the comment
extends beyond this timeframe, or becomes counter-productive to conducting business.
The ACBDD shall be permitted to hold an executive session at any meeting as allowed by
O.R.C. 121.22(G). The ACBDD Board President or any member may make a motion to
conduct an executive session. The motion must state which one or more of the approved
matters listed in O.R.C. 121.22(G)(1) to (6) are to be discussed in executive session and must
be approved by the majority of a quorum of the ACBDD Board in a roll call vote. The ACBDD
Board may hold an executive session only for the sole purpose of the consideration of any
of the matters listed in O.R.C. 121.22(G).

The Recording Secretary shall be charged with keeping the minutes. If the ACBDD does tape
the ACBDD Board meetings, the tapes shall be destroyed after the Board members adopt
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12.

13.

14.

15.

the minutes of that meeting. The official minutes shall be kept at the Administrative Offices
of the Board and shall be open for public inspection by any citizen during regular business
hours. Copies of the minutes shall be prepared and distributed to Board members promptly
after each meeting. Copies of the minutes may be obtained by any citizen, at a charge equal
to the ACBDD’s cost to furnish same. The ACBDD Board Secretary shall provide oversight to
ensure the above requirements are met.

The Order of Business shall be:

Call to Order

Roll Call

Approval of Agenda

Reading of Mission Statement

Items for Review and Discussion

Motions for Vote, including Disposition of Minutes of Previous Meeting

Report of Superintendent and Managers

Comments from Visitors Relative to the Agenda

Comments from Unions Relative to the Agenda

Comments from Board Members

Executive Session (when deemed necessary)

l.  Adjournment

A majority of the board constitutes a quorum. The President may vote on all matters. All

votes will be determined by a majority of the quorum.

The Officers of the ACBDD Board shall have the following duties:

a. President shall preside at all meetings of the Board members, shall approve the
appointment of committees, and shall perform such other duties as may befall the
Office through the ACBDD Board.

b. Vice President shall preside at the absence of the President and perform such other
duties as may befall the Office through the ACBDD Board.

c. Secretary shall be responsible for oversight to ensure the Recording Secretary’s duties
are completed. Recording Secretary shall keep the official minutes of the ACBDD Board
meetings, and shall provide each member of the Board and the Superintendent with
copies of the minutes. This duty shall be assigned to a member of the ACBDD Board
staff.

The Board shall authorize such committees, as are deemed necessary and shall assign

thereto such duties as are deemed appropriate; providing, however, no legislative or

administrative responsibility shall be delegated to a committee. The members of all such
committees shall be appointed by the ACBDD’s Board President. When the ACBDD Board
receives the report of a committee, it shall dispose of the report as follows: if the report
contains information only, without recommendations, the ACBDD Board need not take any
action but may accept the report; if the report contains recommendations not in the form
of motions, the ACBDD Board shall, upon motion of a member, consider adoption of the
recommendations.

AT T oo o 00 oTw
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Manual: Admin

Adopted: 4/24/12

Revised: 12/16/13, 1/28/14
Effective: 4/24/12, 12/16/13,
1/28/14

91. ACBDD BOARD MEETING CONDUCT

1.

The Athens County Board of Developmental Disabilities (ACBDD) shall meet at least
ten times annually in accordance with Section 5126.04 of the Ohio Revised Code
(O.R.C)), not including in-service training sessions.

The ACBDD shall hold an Organization Meeting no later than the thirty-first of January
of each year and shall elect its officers, which shall include a president, vice president,
and recording secretary. Other business may be conducted at the Organization Meeting
as necessary.

Public notice of all meetings of the Board shall be given in accordance with Section
5126.04 of the O.R.C. Notice of organizational and regular meetings shall be given by
placing notice in each Board Program location, local media and on the Board website at
least 24 hours in advance of these meetings. Except in the event of an emergency
requiring immediate official action, a special meeting shall not be held unless at least
twenty-four (24) hours advance notice of the time, place, and purpose of such special
meeting is given to the news media. In the event of an emergency requiring immediate
official action, a special meeting may be held without giving 24 hour advance
notification. Emergency meetings may only be held when immediate official action is
required by exigent circumstances. In the event of an emergency meeting, the local news
media will be notified immediately.

Any person may request personal notice of Board meetings at which any particular topic
will be discussed. Upon request, personal notice of Board meetings will be provided
through mailing or pick-up of hard copy, emailing or faxing the agenda to the requester.
The Board shall fix the place for holding all meetings, but normally all meetings shall be
held at the Administrative Offices of the Board.

The public has the right to attend all public meetings. Public comment relative to the
Board meeting agenda at such meetings shall be allowed and a portion of the agenda shall
provide this privilege of the floor. Employees are expected to bring comments through
their Union representative or the Superintendent. Union representatives shall be allotted
up to five minutes per union to address Board members, and visitors/attendees from the
general public shall be allotted up to five minutes per person to address the Board. The
Board President reserves the authority to restrain comment if the comment extends
beyond this timeframe, or becomes counter-productive to Board business.

The Board shall be permitted to hold an executive session at any meeting as allowed by
O.R.C. 121.22(G). The President or any member may make a motion to conduct an
executive session. The motion must state which one or more of the approved matters
listed in O.R.C. 121.22(G)(1) to (6) are to be discussed in executive session and must be
approved by the majority of a quorum of the Board in a roll call vote. The Board may
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10.

11.

12.

hold an executive session only for the sole purpose of the consideration of any of the
matters listed in O.R.C. 121.22(G).

The Recording Secretary shall be charged with keeping the minutes. If the County Board
does tape the Board meetings, the tapes shall be destroyed after the Board adopts the
minutes of that meeting. The official minutes shall be kept at the Administrative Offices
of the Board and shall be open for public inspection by any citizen during regular
business hours. Copies of the minutes shall be prepared and distributed to Board
members promptly after each meeting. Copies of the minutes may be obtained by any
citizen, at a charge equal to the Board’s cost to furnish same. The (Board) Secretary shall
provide oversight to ensure the above requirements are met.

The Order of Business shall be:

1. Call to Order

Roll Call

Approval of Agenda

Reading of Mission Statement

Disposition of Minutes of Previous Meeting

Financial Report

New Business (through Committees as appropriate)

Old Business (through Committees as appropriate)

9. Report of Superintendent and Managers

10. Comments from Visitors Relative to the Agenda

11. Comments from Unions Relative to the Agenda

12. Comments from Board Members

13. Executive Session (when deemed necessary)

14. Adjournment

A quorum shall consist of four of the seven-member Board. The President may vote on
all matters. All votes will be determined by a majority of the quorum.

The Officers of the Board shall have the following duties:

President shall preside at all meetings of the Board, shall approve the appointment of
committees, and shall perform such other duties as may befall the Office through the
Board.

Vice President shall preside at the absence of the President and perform such other duties
as may befall the Office through the Board.

Secretary shall be responsible for oversight to ensure the Recording Secretary’s duties are
completed.

Recording Secretary shall keep the official minutes of the Board, and shall provide each
member of the Board and the Superintendent with copies of the minutes. This duty shall
be assigned to a member of the Board staff.

The Board shall authorize such committees, as are deemed necessary and shall assign
thereto such duties as are deemed appropriate; providing, however, no legislative or
administrative responsibility shall be delegated to a committee. The members of all such
committees shall be appointed by the Board’s President. When the Board receives the
report of a committee, it shall dispose of the report as follows: if the report contains
information only, without recommendations, the Board need not take any action but may
accept the report; if the report contains recommendations not in the form of motions, the
Board shall, upon motion of a member, consider adoption of the recommendations.
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ABOLISH

Ohio | Department of

Developmental Disabilities

Administrative Rules

Number Effective Date Title

Chapter 5123:1-1 State Construction Assistance Funds

Distribution of state construction assistance funds for
5123:1-1-01 08/03/95 community adult facilities and early childhood and family
centers

Distribution of community assistance funds for the

>123:1-1-03 02/12/09 acquisition of housing

Distribution of funds for the residential handicap
5123:1-1-17 08/30/01 accessibility project (RHAP) and residential renovation
project (RRP)

Chapter 5123:1-5 Fiscal

5123:1-5-01 10/20/00 Clothing allowance
Assistance to enable a county board to pay the nonfederal
5123:1-5-02 09/01/10 share of medicaid expenditures for home and community-
based services
5123:1-5-03 03/22/04 Determination of average daily membership

Chapter 5123:1-6 Information Systems

5123:1-6-01 10/01/10 Access to confidential personal information

Chapter 5123:1-7 Background Investigations for Department Employment

Background investigations on applicants for department

5123:1-7-01 09/22/02
employment

Chapter 5123:1-8 Ohio Developmental Disabilities Council

Ohio developmental disabilities council teleconference pilot

5123:1-8-01 08/20/09
program

Chapter 5123:2-1 County Boards of Developmental Disabilities

5123:2-1-02 03/21/02 County board administration

5123:2-1-03 01/06/05 Transportation

5123:2-1-04 06/28/04 Early intervention

5123:2-1-05 09/22/02 Bgckground investigations on applicants for employment
with a county board

5123:2-1-05.1 09/22/02 Back.grounc! !nvestlgatlons on persons employed in direct
service positions by contracting entities of county boards

5123:2-1-06 04/22/93 Adult services

5123:2-1-08 03/21/02 Waltllng Ilsts,.serwce_ su.bstltutlon lists, and long-term
service planning registries

5123:2-1-09 12/10/04 Family support services

Revised October 1, 2010.
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Number Effective Date Title
5123:2-1-11 07/01/05 Service and support administration
5123:2-1-12 12/02/95 Administrative resolution of complaints for county boards
s123:2-1113 | 0/0y/04 | [7SE0VER ARG for mermhers of caunty boarcs of mertal
Chapter 5123:2-2 Provider Standards
5123:2-2-01 10/01/09 Provider certification
Chapter 5123:2-3 Licensed Residential Facilities
5123:2-3-01 01/01/06 Definitions
5123:2-3-02 01/17/05 Is_;cr(lecntisgrr;ep?gféldcs:leosn, issuance, survey, renewal, and
5123:2:3-03 | 01/01/06 | pon i 7 Censure Survey Too
5123:2-3-04 01/01/06 General requirements
5123:2-3-05 07/01/07 Admission, discharge, and transfer
5123:2-3-06 09/22/02 1I:'s;jacciIl?tgi(l;(;und investigations for employment with residential
5123:2-3-07 01/01/06 Employment and staffing
5123:2-3-08 01/01/06 Staff training
5123:2-3-09 09/20/04 Medication
5123:2-3-10 01/01/06 Physical environment requirements
5123:2-3-11 01/01/06 Fire safety and emergency response plans
5123:2-3-12 01/01/06 Food, clothing, and personal items
5123:2-3-13 01/01/06 Individual records
5123:2-3-14 01/01/06 Personal funds of the individual
5123:2-3-15 04/27/00 Procedures to waive licensure rule requirements
5123:2-3-16 07/01/07 Emergency removal of individuals from a residential facility
5123:2-3-17 05/18/95 Individual plan (IP)
sizsz-a-is | orjouon | Ciceton of oo and boets payment for an ndvidual
5123:2-3-19 10/01/09 Licensed providers of waiver services
5123:2-3-20 01/17/05 Receipt, investigation, and disposition of complaints
5123:2-3-21 01/17/05 ZEEgSt:qo;:tlcann program of adverse action taken by the
5123:2-3-22 01/17/05 Licensing fees for residential facilities
5123:2-3-23 01/17/05 Issuance of interim licenses
5123:2-3-24 03/20/06 Participation of individuals in day activities
5123:2-3-25 09/30/83 zzﬂzugs, restraint, behavior modification, and abuse of

Revised October 1, 2010.
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Number Effective Date Title
Chapter 5123:2-4 Accreditation
5123:2-4-01 04/12/01 County board accreditation

Chapter 5123:2-5

Certification/Registration Standards for County Board Employees

5123:2-5-01 07/01/05 Adult services registration and certification standards

5123:2-5-02 07/01/05 Ser\_/l_ce a_nd support administration registration and
certification standards

5123:2-5-03 02/01/07 Superintendent and assistant superintendent certification
standards

5123:2-5-04 10/10/02 De_mal, suspension, a_md revocation of certificates and
evidence of registration

5123:2-5-05 01/01/05 Early intervention registration and certification standards

5123:2-5-06 07/01/05 Application fees for registration and certification

5123:2-5-07 03/21/02 Investigative agent certification standards

Chapter 5123:2-6

Administration of Prescribed Medications, Performance of
Health-Related Activities, and Performance of Tube Feedings

5123:2-6-01

01/08/04

Definitions

5123:2-6-02

01/08/04

Self-administration or assistance with the self-
administration of prescribed medication

5123:2-6-03

01/08/04

Authorization of MR/DD personnel to administer prescribed
medications, perform health-related activities, or perform
tube feedings

5123:2-6-04

01/08/04

Qualifications, training, and certification of registered
nurses to train MR/DD personnel in the administration of
prescribed medications, performance of health-related
activities, and performance of tube feedings

5123:2-6-05

01/08/04

Qualifications and training for registered nurses to train
MR/DD personnel and for MR/DD personnel in the
administration of prescribed medications and the
performance of tube feedings for individuals of a residential
facility with seventeen or more beds who are on a field trip
from the facility

5123:2-6-06

01/08/04

Qualifications, training, and certification of MR/DD
personnel in the administration of prescribed medications,
performance of health-related activities, and performance
of tube feedings

5123:2-6-07

01/08/04

General provisions and compliance in the administration of
prescribed medications, performance of health-related
activities, and performance of tube feedings

Chapter 5123:2-8

Level One Waiver

5123:2-8-01 07/01/06 Level one waiver - definitions

5123:2-8-03 07/01/06 Level one waiver - informal respite

5123:2-8-04 07/01/06 Level one waiver - institutional respite

5123:2-8-06 07/01/06 Level one waiver - environmental accessibility adaptations
5123:2-8-07 07/01/06 Level one waiver - transportation

5123:2-8-08 07/01/06 Level one waiver - specialized medical equipment and

supplies

Revised October 1, 2010.
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Number

Effective Date

Title

5123:2-8-09

07/01/06

Level one waiver - personal emergency response systems

5123:2-8-10

07/01/06

Level one waiver - homemaker/personal care

5123:2-8-11

07/01/06

Level one waiver - emergency assistance

Chapter 5123:2-9

Home and Community-Based Services (HCBS) Waivers -
General Requirements

5123:2-9-01

04/28/03

HCBS waivers - enrollment and disenrollment

5123:2-9-02

02/16/07

HCBS waivers - designation of local matching funds

5123:2-9-03

04/28/03

HCBS waivers - allocation of waiver enrollment numbers to
county boards

5123:2-9-04

10/16/03

Medicaid local administrative authority
Appendix A - Contract Between ODMR/DD and a County
Board of MR/DD

5123:2-9-05

09/30/05

HCBS waivers - waiver service documentation requirements
for services provided to individuals

5123:2-9-06

07/01/10

Home and community-based services waivers - payment
for waiver services

Appendix A - Billing Units, Service Codes, and Payment
Rates for HCBS Waiver Services

Appendix B - Cost-of-Doing-Business Categories
Appendix C - Ohio Developmental Disabilities Profile
Funding Ranges by Cost-of-Doing-Business Categories

5123:2-9-07

06/21/04

HCBS waivers - allocation of residential services funds,
including HCBS waiver state matching funds, for the
residential facility waiver and funds for room and board for
individuals enrolled in the individual options waiver who
reside in facilities licensed in accordance with section
5123.19 of the Revised Code

5123:2-9-08

07/01/05

HCBS waivers - compliance reviews of certified HCBS
waiver providers

5123:2-9-11

07/01/05

HCBS waivers - free choice of provider
Appendix A - Elements of a Checklist for Provider Choice
Process

5123:2-9-16

01/01/07

HCBS waivers - supported employment-enclave and
supported employment-community

Appendix - Non-Availability of Funding From Ohio
Rehabilitation Services Commission (ORSC) for Supported
Employment Services

5123:2-9-17

01/01/07

HCBS waivers - adult day support and vocational
habilitation

5123:2-9-18

10/01/07

HCBS waivers - non-medical transportation

Revised October 1, 2010.
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Effective Date

Title

5123:2-9-19

10/01/07

HCBS waivers - payment standards for adult day support,
vocational habilitation, supported employment-enclave,
supported employment-community, and non-medical
transportation

Appendix A - Cost of Doing Business Categories and Factors
Appendix B - Budget Limitations

Appendix C - Service Codes and Payment Rates for Adult
Day Support, Vocational Habilitation, Supported
Employment-Enclave, Supported Employment-Community,
and Non-Medical Transportation Services

Appendix D - Staff Intensity Ratios

Appendix E - Calculation of Minimum Number of Direct
Services Staff and Elements of Documentation Required for
Billing HCBS Adult Day Support, Vocational Habilitation,
and Supported Employment-Enclave Services

5123:2-9-20

03/20/08

HCBS waivers - adult day support services provided
through contract with ODA-certified providers

Appendix - Service Codes and Payment Rates for Adult Day
Support Services Provided Through Contract With ODA-
Certified Providers

5123:2-9-31

07/01/10

Home and community-based services waivers -
homemaker/personal care daily billing unit for sites where
individuals enrolled on the individual options waiver share
services

Appendix - Service Codes for Homemaker/Personal Care
Daily Billing Unit Under the Individual Options Waiver

Chapter 5123:2-12

Supported

Living

5123:2-12-01

07/24/95

Supported living quality assurance (QA)

5123:2-12-03

07/24/95

Supported living individual service plans (ISPs)

5123:2-12-04

07/01/91

Supported living funding allocation and reporting
requirements

Chapter 5123:2-13

Individual

Options Waiver

5123:2-13-01

05/07/04

Individual options waiver - definitions

5123:2-13-02

06/21/04

Individual options waiver - eligibility criteria for initial and
continued enrollment

5123:2-13-03

05/07/04

Individual options waiver - allocation of home and
community-based services waiver state matching funds

5123:2-13-04

04/20/06

Individual options waiver - homemaker/personal care

5123:2-13-05

01/01/07

Individual options waiver - transportation mileage

5123:2-13-06

10/01/07

Individual options waiver - adult foster care

Appendix A - Service Codes and Payment Rates for Adult
Foster Care

Appendix B - Cost of Doing Business Categories and Factors

Chapter 5123:2-14

Preadmission Screening and Resident Review

5123:2-14-01

12/01/09

Preadmission screening and resident review for nursing
facility applicants and nursing facility residents with mental
retardation and/or other developmental disabilities

Revised October 1, 2010.
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Title

Chapter 5123:2-16

Residential Development

5123:2-16-01

07/22/04

Development of licensed residential beds

Chapter 5123:2-17

Resolution of Complaints, Major Unusual Incidents,
and Abuser Registry

5123:2-17-01

11/02/96

Complaint resolution

5123:2-17-02

07/01/07

Incidents adversely affecting health and safety
Appendix A - Standards for Conducting Protocol
Investigations

Appendix B - Standards for Conducting Non-Protocol
Investigations

5123:2-17-03

09/01/06

Abuser registry

Chapter 5123:2-18

Supplemental Trusts

5123:2-18-01 07/22/04 Trusts for supplemental services
Chapter 5123:2-19 Receivers of Residential Facilities
5123:2-19-01 07/01/07 Standards for evaluating applicants as potential receivers of

residential facilities

Revised October 1, 2010.
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ABLOLISH

Ohio | Department of

Developmental Disabilities

Administrative Rules Update

Transmittal Memorandum 373

To: Administrative Rules Subscribers
From: Becky Phillips, Administrative Rules Coordinator
Date: August 31, 2010
Instructions INSERT the following new rule under Chapter 5123:1-6 of your
administrative rules manual or file.
5123:1-6-01 Access to Confidential Personal Information
Effective Date October 1, 2010
Contact Person Michael Wise

(614) 728-2149

30 East Broad Street (614) 644-7393 (Phone)
12th Floor (614) 752-8551 (Fax)
Columbus, Ohio 43215-3414 dodd.ohio.gov
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4-1 CODE OF ETHICS & CONDUCT
Reference O.R.C. Section 102 and Sections 2921.01, 2921.42, and 2921.43

Adopted 11/19/1996
Status PENDING ACBDD BOARD APPROVAL
Historical Versions | 11/19/1996; 5/20/1997; 4/18/2006; 7/22/2014; 8/25/2015;
Initiated by: Gwen Brooks, Director of Human Resources
Approved by: Board of the Athens County Board of Developmental Disabilities
POLICY

All employees of the Athens County Board of Developmental Disabilities (ACBDD) are expected
to maintain high ethical and moral standards and to perform their duties within the laws of the
State of Ohio and other rules and regulations as may be set forth by the ACBDD.

Itis essential that the public maintain confidencein the employees of the ACBDD. For this reason,
it is important that ACBDD employees refrain from any action which involves using public
employment for private gain or giving preferential treatment to any individual, group, or entity.
Further, ACBDD employees should always represent the ACBDD to enrollees, families, or any
other member of the public in a professional manner. Employees shall, at all times, adhere to
the following standards of conduct:

A. State of Ohio Ethics Laws

The State of Ohio has a number of laws that govern the conduct of public employees and
appointed/elected public officials. All employees and members of the agency’s board are to
abide by those laws.

1. Topics addressed in the laws include, but are not limited to:

a. Prohibitions against the use of one’s position or authority to influence policies,
events and contracts to the benefit of one’s self, one’s family, and political and
business associates.

b. Prohibitions against soliciting and accepting gifts, payments or other types of
profit beyond that of the employee’s salary and benefits package earned through
holding a public position.

c. Prohibitions against acting in a representative capacity for any person or entity on
any matter in‘which the public official or employee personally participated as a
public official or employee through decision, approval, disapproval,
recommendation, the rendering of advice, investigation, or other substantial
exercise of administrative discretion.

d. Restrictions that continue after a person is separated from public employment.

2. Every employee of the ACBDD is to be given a copy of the ethics laws upon hire. New
employees will sign a statement acknowledging that they have received a copy of the
laws. Subsequent to hire, all employees are expected to understand the laws and keep
up with legislative and judicial modifications to the laws.
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B. Relationships between staff and individuals served

Every employee is required to report any suspected abuse or neglect of any individual
or violations of rights using the policies and procedures developed for this purpose.
Each employee will endeavor to protect the rights, safety and general health of service
recipients at all times. Additionally, employees are to promote autonomy and self-
determination of individuals by supporting informed decision-making, enabling access
and control over personal resources and encouraging personal responsibility.
Employees are to treat all service recipients, their families and chosen representatives
with patience, courtesy and respect.

Employees are to treat all service providers and other stakeholders with patience,
courtesy and respect.

No employee shall engage in any activity of a romantic or sexual nature with a service
recipient at any time.

At no time shall an employee betray the trust relationship that exists between
himself/herself and a service recipient. In particular, relationships outside the
school/work environment require caution regarding social contact, financial dealings
or any other activities which have the potential to exploit the trust the individual has
in the employee.

Employees are not permitted to solicit or accept gifts of any significant value from
individuals or -their families, other service providers, contractors, or other
stakeholders.

Employees and Board Members are not permitted to hire service recipients for private
work except as specified in an approved individual service plan. Each instance will be
considered separately-and will ensure that all individuals are paid a competitive wage.

C. Expectations

g

An employee must always conscientiously perform all assigned job duties.

All employees will cooperate fully with all investigations of alleged wrongdoing.
Employees shall not engage in outside employment which results in a conflict of
interest with their duties as ACBDD employees. (See Policy 7-3)

An employee must be tactful, patient and courteous when conducting ACBDD
business. Conduct on and off the job must not be such as to reflect unfavorably upon
the ACBDD.

An employee may not grant special consideration to any citizen or group of citizens
for use of ACBDD resources, services or facilities, etc.

An employee may not use or permit the use of ACBDD vehicles, equipment, materials
or property for personal convenience or profit.

An employee may not accept or ask for any gift (except those of little or no value) or
consideration that is granted as a result of his/her employment with the ACBDD.

An employee may not use the ACBDD name or tax-exempt status for his/her personal
advantage on any purchases.
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9. Anemployee may not discuss or reveal confidential information to anyone, under any
circumstances, except within the scope of his/her job duties.

10. Employees of the ACBDD share responsibility to hold the cost of operation of the
program to a minimum. Resources, materials and utilities are to be used judiciously
and selected based on affordability and acceptable quality. The principle of
responsible stewardship of public funds is to be applied when financial decisions are
made.

11. Employees have a responsibility for maintaining good working relationships and a
spirit of cooperation with other employees in order to further the purposes and goals
of the ACBDD and to work toward improving its procedures and services.

12. Employees have the right to express opinions; suggestions and criticisms regarding
job problems, policies and practices. Systemic issues may be addressed through
informal discussions with management. Employment issues that are not resolved
informally may be filed using the grievance policy or the EEO policy. All methods
follow the ‘chain of command’ concept.

13. Employees should report any apparent violation of this policy to the Superintendent,
who shall investigate and, if the circumstances warrant, report the matter to the
Prosecuting Attorney, the Ohio Ethics Commission and the Board to ensure corrective
action.

D. Protected Materials

All staff members are to be-aware there are laws to protect copyrighted, trademarked materials
and intellectual property. These laws limit what may be copied, how much may be copied, for
what purpose material may be copied and under what conditions material may be copied. The
law contains provisions for “fair use” which allows for a limited amount of materials under certain
conditions to be copied without obtaining permission from the owner. All staff members must
understand that violations of these laws will subject both the individual staff member and the
ACBDD to litigation. Specific questions regarding duplicating materials that originate from
somewhere other than ACBDD employees should be directed to the Program Director.
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Section: 4.1

Adopted: 11/19/96

Revised: 5/20/97; 4/18/06, 7/22/14, 8/25/15
Effective: 5/20/97, 4/18/06, 7/22/14, 8/25/15

41 ETHICS

All employees are expected to maintain high ethical and moral standards and to perform
their duties within the laws of the State of Ohio and other rules and regulations as may
be set forth by the Board.

It is essential that the public maintain confidence in the employees of the Board. For
this reason, it is important that Board employees refrain from any action which involves
using public employment for private gain or giving preferential treatment to any
individual, group, or entity. Further, no Board employee should ever represent to
enrollees, families, or any other member of the public the Board in any way other than a
professional manner. Employees shall, at all times, adhere to the following standards of
conduct:

1. Employees shall not engage in outside employment which results in a conflict of
interest with their duties as Board employees. (See 7.3)
2. Employees shall not solicit or accept anything of economic value from any

individual or entity engaged in business dealings or seeking to engage in
business dealings with the Board.

3. Employees shall not use Board property for other than proper, work related
activities.

Staff members are to be aware of the Copyright Law (P.L. 94-553), which exists to
protect copyrighted material. This law limits what you can copy, how much may be
copied, for what purposes material may be copied and under what conditions.
Violations of the copyright law will subject the staff member and Board to litigation.
Specific questions should be directed to the administration.

Employees should report any apparent violation of this policy to the Superintendent,
who shall investigate and, if the circumstances warrant, report the matter to the
Prosecuting Attorney, the Ohio Ethics Commission and the Board to ensure corrective
action.

Employees shall comply with all confidentiality laws and rules related to
students/individuals/enrollees and shall consult with their Supervisor if they have
questions on this area.

In accordance with Section 102 of the Ohio Revised Code, each new employee shall

receive information from the Ohio Ethics Commission about Ohio law governing ethics
of public employees.
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Employees shall report to the Superintendent, within two (2) working days of being
formally charged with, convicted of, pleading guilty to a disqualifying offense as that
term is defined in O.R.C. Section 5123.081 and O.A.C. 5123:2-2-02..
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Section: 10.3

Adopted: 11/19/96
Revised: 5/20/97; 9/19/06
Effective: 5/20/97; 9/19/06

Employment as used in this policy means engagement in work for which remuneration is
customary (includes, but is not limited to babysitting, lawn mowing, assistance with moving,
janitorial/custodial tasks).

This policy shall apply to all Board employees.

It is the intent of this policy to inform Board employees that engagement of the services of
consumers to perform tasks outside of the normal programming scope is viewed as employment.

Remuneration at the usual or prevailing wage is expected for consumers who perform personal
work for Board employees.

In order to comply with all applicable federal, state and local regulations, it is suggested that the
services of the consumer be arranged through the Adult Services Program - PersonnelPlus.

Board employees will be responsible for all costs associated with the arrangement.

The payment of services to a consumer will be billed to the appropriate board employee through
the Adult Services Program to insure the proper payment and/or deductions of all taxes.

Adherence to this policy will provide an assurance for both the consumer and the employee of
compliance with ethical and legal standards.
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Section: 10.4

Adopted: 11/19/96
Revised: 5/20/97; 9/19/06
Effective: 5/20/97; 9/19/06

10-4- STAFF - CONSUMER RELATIONSHIPS

All consumers have the right to be treated with courtesy and respect, and with full recognition of
their dignity and individuality at all times by staff members. All consumers have the right of
access to opportunities that enable them to develop their full human potential.

Each has the right to be treated equally as citizens under the law. Each has the right to be free
from emotional, psychological and physical abuse and to be free from unnecessary chemical and
physical restraints.

Each Board employee shall endeavor to protect these rights at all times. Staff shall follow the
UI/MUI reporting process for any suspected abuse or neglect of consumer rights. They shall
cooperate in any investigations regarding abuse or neglect.

No staff member shall subject a consumer to physical, verbal or psychological/emotional abuse.
Procedures that cause physical, visual and/or auditory pain are strictly prohibited. Attacks on
personal dignity, such as foul language, name-calling, shouting and other types of verbal abuse
are forbidden. Actions such as threats, whether founded or unfounded or the use of objects that
are frightening to consumer constitute psychological/emotional abuse and are forbidden. Each
staff member shall comply with the proper procedures for Behavioral Supports Intervention as
adopted by the Board.

No staff members shall subject consumer to sexual abuse or take advantage of by procuring
sexual favors either on or off regular work hours.

At no time shall a staff member betray the/trust relationship that exists between himself/herself
and the student/consumer. In particular, relationships outside the school/work environment
require caution social contacts, financial dealings, or any other activities which would take
advantage or appear to take advantage of the trust the consumer has in the staff member who is
working for the well-being of the consumer.

Page 60 of 60

Commented [GB1]: Consider Striking — incorporated into
4-1 Ethics




