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Updated Policies for Review 

Batch 7 
First Read 

 
Administrative Policies 

 Policy 38 – Infectious Disease – Consider abolishing, as this was incorporated into Policy 
40.  

 Policy 40 – Communicable Diseases – Revised to incorporate Policy 38. 

 Policy 46 – Administrative Organization – Revised to incorporate Policy 49. 

 Policy 49 – Table of Organization – Consider abolishing, as this was incorporated into 
Policy 46. 

 Policy 50 – Missing Child – Minor updates throughout.  

 Policy 71 – Shared Service – Removes unnecessary detail, updates throughout. 

 Policy 92 – Staffing Needs – Consider abolishing, as this was incorporated into Personnel 
Policy 1-5 Management Responsibilities.  

 
 
Personnel Policies 

 Policy 1-5 – Management Responsibilities – Revised to incorporate Policy 92. 

 Policy 6-1 – Holidays – Revised to include Juneteenth and Indigenous Peoples Day. 



 

 

38. INFECTIOUS DISEASE CAUSING HEALTH-RISK SITUATIONS 
Adopted 4/20/98 

Status Approved 

Historical Versions 4/20/98, 6/26/12, 4/28/20 

Initiated by Arian Smedley, Assistant Superintendent 

Approved by ACBDD Board 

 

The ACBDD will not discriminate against providing services to individuals with medically identified 
disease if they are not considered a risk to the general population, as determined by the Athens County 
Health Commissioner. 
 
The Superintendent shall ensure that the appropriate procedures are developed to identify the 
existence of and to address health-risk situations in the program.  Necessary steps will be taken to 
protect staff and enrollees. 



 

 

40 - COMMUNICABLE DISEASE POLICY 
Adopted 4/20/1998 

Status PENDING REVIEW 

Historical Versions 4/20/1998, 10/15/2001; 2/17/2004; 12/22/2009; 9/24/2013; 7/28/2020 

Initiated by Megan Stack, Health Services Coordinator 

Approved by Board of the Athens County Board of Developmental Disabilities (ACBDD) 
 

The ACBDD recognizes that staff and individuals may be at increased risk of exposure to communicable 
diseases.  It is the intent of the ACBDD to provide procedures, training, personal protective equipment (PPE) 
and an environment designed and maintained to reduce the spread of communicable diseases and protect 
the rights and safety of all individuals. 
 
The ACBDD will not discriminate against, and will provide services to individuals with medically identified 
disease if they are not considered a risk to the general population, as determined by the Athens County 
Health Commissioner. 
 
Communicable diseases are infectious diseases that spread from one person to another through a variety of 
ways that include: contact with blood and bodily fluids; breathing in an airborne virus; or by being bitten by 
an insect.  They include, but are not limited to, measles, influenza, viral Hepatitis-B (serum hepatitis), human 
immunodeficiency virus (HIV infection), and tuberculosis.  Communicable diseases brought into the school 
or work environment may have a serious impact on the health of other individuals in the program. 
 
Management of Communicable Disease 
When an individual served or a staff member has been identified as having a communicable disease or 
symptoms indicative of such, the Health Services Coordinator or his/her designee will determine if isolation 
is warranted. When isolation is necessary, the individual served or the staff member will be required to leave 
ACBDD property to reduce the risk of exposure to others.  Transportation will be arranged if needed. The 
Health Services Coordinator or designee will provide educational information as needed.  Prior to returning 
to work or school/program, a physician statement may be required depending on the illness, as the Health 
Services Coordinator deems necessary.  The Health Services Coordinator will consult the Ohio Department of 
Health (ODH), Centers for Disease Control and Prevention (CDC), and other trusted sources as needed.  
 
The Health Services Coordinator will provide an ongoing program to ensure a healthy environment for 
enrollees of the ACBDD’s program.  The Health Services Coordinator will: 

A. Work with other health agencies to obtain accurate information on health conditions. 
B. Provide pediculosis (head lice) screening on an ongoing basisregularly and as needed to 

maintain control. 
C. Ensure new employee tuberculin skin test is performed.  
D. Provide training on Universal Precautions to all employees of the ACBDD and will provide all 

direct care in accordance with Universal Precautions. 
E. Provide or arrange for ongoing training to personnel related to health topics. 
F. Maintain a current guidelines document in ACBDD procedures based upon current medical 

advice and best practices from trusted sources such as ODH and CDC. 
 
In the event of any confirmed cases or widespread suspected or probable cases of contagious illness/disease 
the ACBDD will make notifications of any program or building closure.  In addition, staff may need to assess 
individuals for symptoms prior to entering our facilities or allowing transportation to ACBDD programs on 
buses or vans. 



 

46 - ADMINISTRATION ORGANIZATION 
Adopted 10/28/1998 

Status Approved 7/28/2020Pending approval 

Historical Versions 10/28/1998, 7/24/2012, 7/28/2020 

Initiated by Arian Smedley, Assistant Superintendent 

Approved by Board of the Athens County Board of Developmental Disabilities (ACBDD) 
 
I. Superintendent 

A. The Superintendent of the ACBDD shall be the chief executive officer of the ACBDD and shall have, in 
addition to the powers and duties specifically imposed on his/her office by statute, all executive and 
administrative powers or duties in connection with management of the various programs which are not 
required by statute to be executed directly by the ACBDD or by some other officer.   
 

B. Except for those matters which originate within the ACBDD, the Superintendent presents all 
recommendations to the ACBDD Board Members for its consideration and approval.  The 
Superintendent is responsible for the interpretation and execution of the adopted policies of the ACBDD 
and for the development of administrative rules and regulations for the implementation of these 
policies.   
 

A.C. The Superintendent is responsible for the various assignments of all personnel and the appointment of 
employees to positions authorized by the ACBDD Board Members.  The ACBDD Board Members or the 
ACBDD’s Personnel Committee will serve as an advisory group to the Superintendent in the 
appointment of Management staff. The superintendent 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. 

 
B.D. The Superintendent serves as chief executive and advisory officer for the ACBDD.  The 

Superintendent shall provide the ACBDD Board Members with information for the formulation and 
adopting of policies and present such other information as is necessary in the appraisal of the ACBDD, 
except when his/her employment status is being considered. 

 
II. Legal Counsel for the Board 

The Athens County Prosecuting Attorney serves as legal counsel for the ACBDD.  The ACBDD may also, in 
accordance with Section 305.14, Revised Code, employ legal counsel to represent it or any of its members or 
employees on business related matters or in the prosecution or defense of any action in which the ACBDD or 
an employee acting in his/her official capacity is a party or has an interest.  If the ACBDD desires to hire 
special legal counsel to represent it, the ACBDD must get the prior written consent of the prosecuting 
attorney unless the prosecutor is unable for any reason to represent the ACBDD.  In that instance, the 
prosecuting attorney must notify the ACBDD of his/her inability to provide representation, whereby the 
ACBDD may hire special legal counsel without the county prosecuting attorney's approval. 

 
III. Fiscal Agent 

The county auditor serves as the fiscal agent for the ACBDD and funds are payable pursuant to vouchers 
approved and authorized for payment by the Superintendent, in amounts of no more than $10,000.  The 
ACBDD Board Members must authorize expenditures of more than $10,000. 

 
IV. Liability Insurance 

The Board shall provide liability coverage for the board members, employees and the chief executive officer 
in the performance of their official duties. 
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49 - TABLE OF ORGANIZATION 
Adopted 10/28/1998 

Status Approved 6/23/2020 

Historical Versions 10/28/1998; 8/28/2012; 6/23/2020 

Initiated by Arian Smedley, Assistant Superintendent  

Approved by Board of the Athens County Board of Developmental Disabilities (ACBDD) 
 

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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50. MISSING CHILD 
Adopted 10/28/98 

Status Draft – pending approval 

Historical Versions 10/28/98, 8/28/12 

Initiated by Becky Martin, Director of Education 

Approved by pending 
 
It is the intent of the Board ACBDD to provide the appropriate supervision and to cooperate with local, state and 
national efforts to decrease the number of missing children. 
 
When a child is absent from school, the following will occur: 
 

1. Parents/guardians are requested to notify the school on the day an enrollee is absent unless previous 
notification has been given in accordance with Board ACBDD policies. 
 

2. In the event parent/guardians fail to notify the school concerning an absent student, the school’s 
administrative assistant receptionist will telephone the parents/guardians of the student's absence.  If 
school personnel are unable to contact parents/guardians, the emergency contact will be telephoned.  
(Parents/guardians shall provide the school with current home and work telephone numbers and home 
addresses, as well as emergency telephone numbers.)  This contact information will be updated annually 
and must be updated throughout the school year as necessary. 

 
At the time of initial enrollment of a child in the Early Intervention Program or Beacon School, the parents or 
legal guardian of the child shall present to the Director Coordinator of Education a copy of the child's original 
Certificate of Birth, immunizations, ETR, IEP, and any information provided by the school that he/she most 
recently attended.  The ACBDD Board will, within 24 hours, contact the sending school to request the student's 
official records.  Records must be received by the ACBDD Board within 14 calendar days of prior to the student's 
admission to the school/services.  If the sending school, upon contract, indicates no record of the student, or no 
records are received prior to enrollment by the end of the 14 day waiting period, the Director Coordinator of 
Education/member of management will notify the law enforcement agency having jurisdiction in the area where 
pupil resides of this fact and of the possibility that the pupil may be a missing child, as this term is defined in 
Section 2901.30 of the Ohio Revised Code.  The Director Coordinator of Education shall provide access to the 
student's records to the law enforcement officials who are conducting the investigation. 



 

 

71. SHARED SERVICE 
Adopted 1/20/15 

Status Draft – pending approval 

Historical Versions 4/22/03, 3/20/07, 10/19/16, 3/9/2020 

Initiated by Scott Zielinski, Medicaid Services Manager 

Approved by pending 
 
It is the goal of the Athens County Board of Developmental Disabilities (ACBDD) to ensure the most efficient and 
effective delivery of services while supporting the health and welfare of the individual receiving the services.  
Sharing services is an effective way of reducing service costs and making it possible for eligible individuals to 
receive services. Shared services means, in this policy, those individuals living together as roommates and 
receiving one or more services from the same provider. The ACBDD expects persons who can do so to share 
services with other eligible individuals or to accept other methods of reducing service costs.  
 
Any exceptions to this expectation must be recommended by the individual’s team based on an assessment of 
need, and approved by the SSA Director or designee. Should an exception be determined to be appropriate, the 
SSA/team will review the authorization for waiver services (PAWS) at six month intervals to determine if the 
exceptions are still warranted.  
 
If the determination is made that the individual does not meet criteria for an exception, the team is expected to 
develop a plan of support within the determined ODDP shared services funding range to share services to 
whatever extent possible.  The team will begin searching for an appropriate roommate match.  The individual 
and his/her team will have at least six months to identify a roommate and establish a move in date. 
 
Providers will follow all applicable guidance on billing/rate calculations including but not limited to 5123-9-31 
(Home and community-based services waivers - homemaker/ personal care daily billing unit for sites where 
individuals enrolled in the individual options waiver share services.) 
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71. Shared Service Policy  
 

It is the goal of the Athens County Board of Developmental Disabilities to ensure the most efficient 

and effective delivery of services while supporting the health and welfare of the individual receiving 

the services.  Shared services are encouraged to whatever extent possible.  Shared services means, in 

this policy, those individuals living together as roommates and receive some joint supports. According 

to OAC 5123:2-9-06 (C)(4) Home and community based services (HCBS)waivers - documentation and 

payment for services: 

Following assignment of a funding range, an individual service plan that ensures health and 

welfare shall be reviewed, revised, or developed with the individual. The service and support 

administrator shall ensure that individuals share services to whatever extent practical and with 

the agreement of the team. Paid services should be used in conjunction with available natural 

supports. The service and support administrator shall ensure that development or revision of 

the individual service plan addresses the availability of natural supports that currently exist or 

could be developed to meet assessed needs, including: 

(a) Supports that family members provide including, but not limited to, basic personal care, 

performing health care activities, transportation, attending family/social/recreational 

activities, laundry, meal preparation, and grocery shopping; and 

(b) Supports that friends, neighbors, and others in the community provide. 

 

Individuals requiring daily support and supervision will need to have the assessment for 1:1 

Homemaker Personal Care (HPC) completed.  Daily support and supervision is defined as needing 16 

hours or more of supports and supervision daily. Individuals may be excluded from sharing services if 

they meet one or more of the criteria below based on the results of the assessment. 

 

Behavioral issues not effectively managed by current strategies (for past 12 months) *** 

 Hurting self and/or others or 

 Property destruction to extent it impacts roommates quality of life or 

 Elopement – at frequency that staff would not be able to serve more than one individual, and  

 Must meet criteria for Behavioral add-on per OAC 5123:2-9-30(F) (4) (a) (ii), HCBS 

waivers – Homemaker/personal care. 

 

Medical Criteria 

 Compromised immune system, having a roommate would adversely affect their health and 

welfare 

 

Final determinations as to whether to exclude individuals from sharing services will be made by the 

Emergency Task Force Committee, upon review of behavioral data, incident reports, medical records, 

law enforcement reports, and considering frequency and intensity.  Should an exemption be 

determined appropriate, the PAS/PAWS will be approved for a 6 month period of time and the 

exemption re-evaluated every 6 months. 



 

 

 

If the determination is made that the individual does not meet criteria for an exemption the ODDP will 

indicate that the individual can share services.  The team is expected to develop a plan of support 

within the determined ODDP shared services funding range to share services to whatever extent 

possible.  The team will begin searching for an appropriate roommate match.  The individual and 

his/her team will have at least six months to identify a roommate and establish a move in date.   
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Section 10.7 
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         Revised:  4/16/01; 4/22/02 

         7/22/14 
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92. STAFFING NEEDS POLICY 

 

It is the intent of the Board to provide or arrange for the services, supports, and training 

needed by eligible individuals, inasmuch as resources allow. 

 

Many of these services, supports, and trainings are provided by staff members of the Board 

or through service contracts with other organizations or individuals. 

 

Each department will continually review its organizational structure and make written 

recommendations to the Superintendent for adjustments to the structure. 

 

Increases or decreases in the number and assignment of staff and the expansion or deletion 

of existing service contracts, or addition of new service contracts, must be approved by the 

Superintendent and the Board, within the adopted annual operating budget, based on any 

of the following criteria: 

 

 The availability of financial resources; 

 Potential for generating additional billing from other funding sources, or accessing a 

new funding source; 

 Efficiency and effectiveness of program and service outcomes as measured through 

program evaluation results; 

 Individual and family satisfaction measures; 

 Individual service plans; 

 Opportunities for collaborative efforts with other community organizations; 

 Cost effectiveness of the service, support, or program; 

 Quality enhancement efforts/activities. 

 Number of current program enrollees  
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1-5 MANAGEMENT RESPONSIBILITIES 

Adopted 4/5/1997 

Status Approved 4/24/2018Pending review 

Historical Versions 12/20/2005, 4/22/2014, 8/11/2015, 4/24/2018 

Initiated by Gwen Brooks, Director of Human Resources 

Approved by Board of the ACBDD 

 
The Board of the Athens County Board of Developmental Disabilities (ACBDD) maintains the rights and 
responsibilities to establish policies consistent with all applicable state and federal laws in order to carry 
out the duties with which it is charged.  (ORC 5126.05 County Board �t powers and duties) 
 
The Superintendent maintains the ultimate authority to interpret and administer policies and direct the 
operations of the program.  (ORC 5126.0220 Superintendent of county board �t powers and duties) 
Unless the Board agrees otherwise in a collective bargaining agreement, and only then for the employees 
in that bargaining unit, nothing in O.R.C. Chapter 4117 impairs the right and responsibility of the 
Superintendent to: 
 

1. Determine matters of inherent managerial operations which include, but are not limited to: areas 
of discretion or procedure such as the functions and programs of the ACBDD; standards of services, 
goals and objectives; its overall budget within the limits set by the Board, utilization of technology, 
and organizational structure including without limitation determining the scope of and types of 
courses, classes, programs, and services to be offered; determining the manner and method by 
which such programs and services shall be rendered; 
 

2. Manage and direct employees, including the right to select, hire, transfer, assign, promote, retain, 
supervise, evaluate, reprimand, discipline, demote, or discharge for just cause, or layoff, and to 
maintain order among employees; 
 

3. Maintain and improve the efficiency and effectiveness, safety and order of its operations; including 
determining the amounts and types of equipment and supplies to be utilized; 
 

4. Determine the overall methods, process, means, or personnel by which the program operations are 
to be conducted; 
 

5. Determine the adequacy, size, composition and qualifications of the workforce, staffing patterns 
and organizational structure, the duties to be included in each job classification and the standards 
of quality, productivity and performance to be maintained;  
 

6. Determine the hours of work, work schedules and to establish the work rules and procedures for all 
employees, as well as determine the necessity to schedule overtime and the amount required 
thereof; 
 

7. Administer the overall ���}���Œ���[�•��mission of the program; 
 

8. Effectively and efficiently manage the workforce. 
 

Staffing Levels 
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