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Updated Policies for Review 

Batch 8 
First Read 

 
 
Administrative Policies 

 Policy 57 – Title XX – Reviewed for updates; none necessary.  

 Policy 58 – Advanced Directives – Reviewed for updates; none necessary. 

 Policy 68 – Student Physical Activity and Nutrition – Updated to remove procedures 
from policy, minor updates throughout. 

 Policy 86 – Family Support Services – Updated to add restriction on using FSS funds to 
purchase grocery store gift cards, or anything that may allow the purchase of alcohol or 
tobacco products. 

 Emergency Intervention Procedure – Consider updating and moving to Procedures 
Folder, as this is outdated and not considered a policy. 

 Risk Management Plan 2008 – Consider striking, as this is outdated. 

 Risk Management Plan 2020 – Consider moving to Plans Folder, as this is not considered 
a policy. 

 Title XX Signatures Page – Consider striking, as this is not considered a policy and is 
stored elsewhere.  

 Title XX 2013 Appendix 2 – Consider striking, as this is not considered a policy and is 
stored elsewhere. 
 



 

 

 

 

57 Title XX Social Services Reimbursement   
Adopted 11/19/2001 

Status Approved 

Historical Versions 
7/1/2001, 6/17/2013, 6/21/2005, 3/18/2009, 1/25/2011, 9/24/2013, 
8/27/2019 

Initiated by Scott Zielinski, Medicaid Services Manager 

Approved by ACBDD Board 
 

Purpose 
In accordance with the authorization provided under Section 5126.05 of the Ohio Revised Code 
(ORC) and 5101:2-25 of the Ohio Administrative Code (OAC), the Athens County Board of 
Developmental Disabilities (ACBDD) shall participate to the extent possible in the Title XX Social 
Services reimbursement program to maximize its revenue.  The Title XX reimbursement program 
will be used for individuals eligible for Employment Services and children enrolled in Early 
Intervention Services.  
 
1. Under the Title XX Social Service reimbursement program, the ACBDD shall provide Employment 

Services (728.01) reported on an hourly basis and Early Intervention Services (702.01) reported 
on a 15-minute basis. Employment Services will be provided by PersonnelPlus to deliver job skills 
training, job seeking skills, job development, job coaching and other employment related 
services that  assist individuals in obtaining or working towards community employment.  The 
ACBDD will ensure that these identified services agree with those approved on the services 
profile. 

 
2. The eligibility criteria for receiving Title XX reimbursable services will be without regard to 

income; for individuals meeting eligibility requirements to receive County Board of 
Developmental Disabilities provided services, as mandated through Section 5123:2-1-02 of the 
OAC, and discussed in Section 17, Item 2 of the ACBDD’s Administrative Policy Manual.  The 
ACBDD uses the OEDI/COEDI to determine eligibility for services. 

 
3. The ACBDD shall be designated as the provider of all programs, services, and/or supports, 

written in Individual Service Plans (ISP) for all individuals the ACBDD deems eligible to receive 
Title XX reimbursable Employment Services (728.01), or in Individual and Family Service Plans 
(IFSP) for all individuals the ACBDD deems eligible to receive Title XX reimbursable Early 
Intervention Services (702.01). 

 
4. The ACBDD shall adhere to the proper reporting, billing and documentation criteria as outlined 

in the Title XX Contract, its Assurances and Attachments. 
 
5. All records that support claims for Title XX reimbursement in relation to Employment Services 

(728.01) and/or Early Intervention Services (702.01) delivered shall be made available for any 
partial or full needs review within a reasonable time following request from the auditing or 
reviewing authority. 

 



 

 

6. The ACBDD shall maintain in each individual’s file the most recent ISP that substantiates the 
provision of Title XX Employment Services (728.01) or the most recent IFSP that substantiates 
the provision of Title XX Early Intervention Services (702.01).  

 
7. The Business Manager shall promulgate procedures ensuring the ACBDD’s compliance with 

this policy and Section 5101:2-25 of the OAC. 
 

8. Continuing eligibility shall be re-determined annually when the ISP or IFSP is renewed.  Form 
DMR1014-2 will be completed to document the re-determination for Title XX services. 

 
9. Service shall be paid according to the Title XX Service Selection and Fee Schedule. 
 
10. All Title XX services shall be in compliance with the Signed Agreement. 



 

 

58. ADVANCED DIRECTIVES 
Adopted 12/10/02 

Status Draft – pending approval 

Historical Versions 12/10/02, 1/26/10 

Initiated by Megan Stack, Health Services Coordinator 

Approved by pending 
 
It is the belief of the Athens County Board of Developmental Disabilities (ACBDD) that all individuals have the 
inherent right to make choices regarding their medical treatment and end of life decisions. Therefore, it is the 
ACBDD’s policy to recognize and honor “Do Not Resuscitate” Orders, which conform to all applicable Ohio law.  
 
In order to be recognized by the ACBDD, a DNR Order must meet all of the following requirements: 

1. The DNR Order must be signed by a physician and be designated as a DNR Comfort Care Order (DNRCC) 
or DNR Comfort Care Arrest Order (DNRCC-Arrest). 

2. There must be evidence that the DNR Order was signed after receiving the informed consent of the 
individual or other person legally authorized to give consent on behalf of the individual. 

3. The DNR Order must prohibit the use of Basic Life Support or Advance Cardiac Life Support procedures; 
however it may not prohibit any other emergency procedure.  For example, the Order may not prohibit 
use of the Heimlich maneuver if an individual is choking, or other appropriate interventions. 

 
Once a DNR Order is determined to be appropriate, a copy of the Order shall be placed in the individual’s main 
file.  A copy shall also be place with any emergency medical information for the individual.  The Superintendent 
shall ensure that all staff who provide services for the individual will receive appropriate training regarding the 
DNR Order. 
 
If consent to a DNR Order is withdrawn by a person with legal authority to do so, the Superintendent shall notify 

appropriate staff and the Order will no longer be honored. 

 

 
 
 
 

 



 

 

68. STUDENT NUTRITION AND PHYSICAL ACTIVITY  
Adopted 3/25/14 

Status Draft – pending approval 

Historical Versions 3/25/14 

Initiated by Becky Martin, Director of Educational Services 

Approved by pending 
 

The Athens County Board of Developmental Disabilities (ACBDD) and Beacon School are committed to providing 
school environments that promote and protect children's health, well-being, and ability to learn by supporting 
healthy eating and physical activity. It is the policy of the ACBDD that: 

 The school will engage students, parents, teachers, food service professionals, health professionals, and 
other interested community members in developing, implementing, monitoring, and reviewing district-
wide nutrition and physical activity policies. 

 All students will have opportunities, support, and encouragement to be physically active on a regular 
basis. 

 Foods and beverages sold or served at school will meet the nutrition recommendations of the U.S. 
Dietary Guidelines for Americans. 

 Qualified child nutrition professionals will provide students with access to a variety of affordable, 
nutritious, and appealing foods that meet the health and nutrition needs of students; will accommodate 
the religious, ethnic, and cultural diversity of the student body in meal planning; and will provide clean, 
safe, and pleasant settings and adequate time for students to eat. 

 To the maximum extent practicable, our school will participate in available federal school meal 
programs. 

 The school will provide nutrition education and physical education to foster lifelong habits of healthy 
eating and physical activity, and will establish linkages between health education and school meal 
programs, and with related community services. 
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Manual:  Admin. 

Adopted:  3/25/14 

Revised: 

Effective: 3/25/14 

 

68.     STUDENT PHYSICAL ACTIVITY AND NUTRITION POLICY 

 

Preamble 

Whereas, children need access to healthful foods and opportunities to be physically active in order to 

grow, learn, and thrive; 

Whereas, good health fosters student attendance and education; 

Whereas, obesity rates have doubled in children and tripled in adolescents over the last two decades, and 

physical inactivity and excessive calorie intake are the predominant causes of obesity; 

Whereas, heart disease, cancer, stroke, and diabetes are responsible for two-thirds of deaths in the 

United States, and major risk factors for those diseases, including unhealthy eating habits, physical 

inactivity, and obesity, often are established in childhood; 

Whereas, 33% of high school students do not participate in sufficient vigorous physical activity and 

72% of high school students do not attend daily physical education classes; 

Whereas, only 2% of children (2 to 19 years) eat a healthy diet consistent with the five main 

recommendations from the Food Guide Pyramid; 

Whereas, nationally, the items most commonly sold from school vending machines, school stores, and 

snack bars include low-nutrition foods and beverages, such as soda, sports drinks, imitation fruit juices, 

chips, candy, cookies, and snack cakes; 

Whereas, school districts around the country are facing significant fiscal and scheduling constraints; and 

Whereas, community participation is essential to the development and implementation of successful 

school wellness policies; 

Thus, the Athens County Board of Developmental Disabilities- Beacon School is committed to 

providing school environments that promote and protect children's health, well-being, and ability to 

learn by supporting healthy eating and physical activity. Therefore, it is the policy of the Athens County 

Board of Developmental Disabilities- Beacon School that: 

 The school will engage students, parents, teachers, food service professionals, health 

professionals, and other interested community members in developing, implementing, 

monitoring, and reviewing district-wide nutrition and physical activity policies. 
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 All students will have opportunities, support, and encouragement to be physically active on a 

regular basis. 

 Foods and beverages sold or served at school will meet the nutrition recommendations of the 

U.S. Dietary Guidelines for Americans. 

 Qualified child nutrition professionals will provide students with access to a variety of 

affordable, nutritious, and appealing foods that meet the health and nutrition needs of students; 

will accommodate the religious, ethnic, and cultural diversity of the student body in meal 

planning; and will provide clean, safe, and pleasant settings and adequate time for students to 

eat. 

 To the maximum extent practicable, our school will participate in available federal school meal 

programs. 

 Our school will provide nutrition education and physical education to foster lifelong habits of 

healthy eating and physical activity, and will establish linkages between health education and 

school meal programs, and with related community services. 

TO ACHIEVE THESE POLICY GOALS: 
  

 

Nutritional Quality of Foods and Beverages Sold and Served on Campus 

 

School Meals 

Meals served through the National School Lunch and Breakfast Programs will: 

 be appealing and attractive to children; 

 be served in clean and pleasant settings; 

 meet, at a minimum, nutrition requirements established by local, state, and federal statutes and 

regulations; 

 offer a variety of fruits and vegetables;2 

 serve only low-fat (1%) and fat-free milk3 and nutritionally-equivalent non-dairy alternatives (to 

be defined by USDA); and 

 ensure that half of the served grains are whole grain.3, 4 

Beacon School will engage students and parents, through taste-tests of new entrees and surveys, in 

selecting foods sold through the school meal programs in order to identify new, healthful, and appealing 

food choices. In addition, Beacon School should share information about the nutritional content of 

meals with parents and students. Such information could be made available on menus, a website, on 

cafeteria menu boards, placards, or other point-of-purchase materials. 

Breakfast. To ensure that all children have breakfast, either at home or at school, in order to meet their 

nutritional needs and enhance their ability to learn: 

 Beacon School will, to the extent possible, operate the School Breakfast Program. 

 Beacon School will, to the extent possible, utilize methods to serve school breakfasts that 

encourage participation. 

 Beacon School will notify parents and students of the availability of the School Breakfast 

Program. 
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 Beacon School will encourage parents to provide a healthy breakfast for their children through 

newsletter articles, take-home materials, or other means. 

Free and Reduced-priced Meals. Beacon School will make every effort to eliminate any social stigma 

attached to, and prevent the overt identification of, students who are eligible for free and reduced-price 

school meals5. Toward this end, Beacon School may utilize electronic identification and payment 

systems; provide meals at no charge to all children, regardless of income; promote the availability of 

school meals to all students; and/or use nontraditional methods for serving school meals, such as "grab-

and-go" or classroom breakfast. 

Meal Times and Scheduling. Beacon School: 

 will provide students with ample time to eat after sitting down for breakfast and after sitting 

down for lunch; 

 will provide students access to hand washing or hand sanitizing before they eat meals or snacks; 

and 

 should take reasonable steps to accommodate the tooth-brushing regimens of students with 

special oral health needs (e.g., orthodontia or high tooth decay risk). 

Qualifications of School Food Service Staff. Qualified nutrition professionals will administer the 

school meal programs. As part of the school district's responsibility to operate a food service program, 

we will provide continuing professional development for all nutrition professionals in schools. Staff 

development programs should include appropriate certification and/or training programs for cafeteria 

workers, according to their levels of responsibility.6 

Sharing of Foods and Beverages. Beacon School should discourage students from sharing their foods 

or beverages with one another during meal or snack times, given concerns about allergies and other 

restrictions on some children's diets. 

  

Beacon School. The school food service program will approve and provide all food and beverage sales 

to students in our school. Given children's limited nutrition skills, food should be sold as balanced 

meals. If available, foods and beverages sold individually should be limited to low-fat and non-fat milk.  

All foods and beverages sold individually or provided outside the reimbursable school meal programs 

(including those sold through a la carte [snack] lines, vending machines, student stores, or fundraising 

activities) during the school day, or through programs for students after the school day, will meet the 

following nutrition and portion size standards: 

 Beverages 

 Allowed: water or seltzer water7 without added caloric sweeteners; fruit and vegetable 

juices and fruit-based drinks that contain at least 50% fruit juice and that do not contain 

additional caloric sweeteners; unflavored or flavored low-fat or fat-free fluid milk and 

nutritionally-equivalent nondairy beverages (to be defined by USDA); 

 Not allowed: soft drinks containing caloric sweeteners; sports drinks; iced teas; fruit-based 

drinks that contain less than 50% real fruit juice or that contain additional caloric 
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sweeteners; beverages containing caffeine, excluding low-fat or fat-free chocolate milk 

(which contain trivial amounts of caffeine). 

 Foods 

 A food item sold individually: 

 will have no more than 35% of its calories from fat (excluding nuts, seeds, peanut 

butter, and other nut butters) and 10% of its calories from saturated and trans fat 

combined; 

 will have no more than 35% of its weight from added sugars;8 

 will contain no more than 230 mg of sodium per serving for chips, cereals, crackers, 

French fries, baked goods, and other snack items; will contain no more than 480 mg 

of sodium per serving for pastas, meats, and soups; and will contain no more than 

600 mg of sodium for pizza, sandwiches, and main dishes. 

 A choice of at least two fruits and/or non-fried vegetables will be offered for sale at any 

location on the school site where foods are sold. Such items could include, but are not 

limited to, fresh fruits and vegetables; 100% fruit or vegetable juice; fruit-based drinks that 

are at least 50% fruit juice and that do not contain additional caloric sweeteners; cooked, 

dried, or canned fruits (canned in fruit juice or light syrup); and cooked, dried, or canned 

vegetables (that meet the above fat and sodium guidelines).9 

 Portion Sizes 

 Limit portion sizes of foods and beverages sold individually to those listed below: 

 One and one-quarter ounces for chips, crackers, popcorn, cereal, trail mix, nuts, 

seeds, dried fruit, or jerky; 

 One ounce for cookies; 

 Two ounces for cereal bars, granola bars, pastries, muffins, doughnuts, bagels, and 

other bakery items; 

 Four fluid ounces for frozen desserts, including, but not limited to, low-fat or fat-free 

ice cream; 

 Eight ounces for non-frozen yogurt; 

 Twelve fluid ounces for beverages, excluding water; and 

 The portion size of a la carte entrees and side dishes, including potatoes, will not be 

greater than the size of comparable portions offered as part of school meals. Fruits 

and non-fried vegetables are exempt from portion-size limits. 

Fundraising Activities. To support children's health and school nutrition-education efforts, school 

fundraising activities will not involve food or will use only foods that meet the above nutrition and 

portion size standards for foods and beverages sold individually. Schools will encourage fundraising 

activities that promote physical activity.  

Snacks. Snacks served during the school day will make a positive contribution to children's diets and 
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health, with an emphasis on serving fruits and vegetables as the primary snacks and water as the 

primary beverage. Schools will assess if and when to offer snacks based on timing of school meals, 

children's nutritional needs, children's ages, and other considerations. If eligible, schools that provide 

snacks through after-school programs will pursue receiving reimbursements through the National 

School Lunch Program. 

Rewards. Beacon School will not use foods or beverages, especially those that do not meet the nutrition 

standards for foods and beverages sold individually (above), as rewards for or good behavior,10 and will 

not withhold food or beverages (including food served through school meals) as a punishment.  

Celebrations. Beacon School will limit celebrations that involve food during the school day to no more 

than one party per month. Each party should include no more than one food or beverage that does not 

meet nutrition standards for foods and beverages sold individually (above).  

  

 Nutrition and Physical Activity Promotion and Food Marketing 

Nutrition Education and Promotion. Beacon School aims to teach, encourage, and support healthy 

eating by students. Schools should provide nutrition education and engage in nutrition promotion that: 

 is offered at each grade level as part of a sequential, comprehensive, standards-based program 

designed to provide students with the knowledge and skills necessary to promote and protect 

their health; 

 is part of classroom instruction in subjects such as math, science, language arts, social sciences, 

and life skills; 

 includes enjoyable, developmentally-appropriate, culturally-relevant, participatory activities, 

such as contests, promotions, taste testing, farm visits, and school gardens; 

 promotes fruits, vegetables, whole grain products, low-fat and fat-free dairy products, healthy 

food preparation methods, and health-enhancing nutrition practices; 

 emphasizes caloric balance between food intake and energy expenditure (physical 

activity/exercise); and 

 links with school meal program, other school foods, and nutrition-related community services. 

Integrating Physical Activity into the Classroom Setting. For students to receive the nationally-

recommended amount of daily physical activity (i.e., at least 60 minutes per day) and for students to 

fully embrace regular physical activity as a personal behavior, students need opportunities for physical 

activity beyond physical education class. Toward that end: 

 classroom health education will complement physical education by reinforcing the knowledge 

and self-management skills needed to maintain a physically-active lifestyle and to reduce time 

spent on sedentary activities, such as watching television, or playing electronic games; 

 opportunities for physical activity will be incorporated into other subject lessons; and 

 classroom teachers will provide short physical activity breaks between lessons or classes, as 

appropriate. 

Communications with Parents. Beacon School will support parents' efforts to provide a healthy diet 
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and daily physical activity for their children. The school will periodically send home nutrition 

information, post nutrition tips on school websites, and provide nutrient analyses of school menus. 

Schools should encourage parents to pack healthy lunches and snacks and to refrain from including 

beverages and foods that do not meet the above nutrition standards for individual foods and beverages.  

The school will provide information about physical education and other school-based physical activity 

opportunities before, during, and after the school day; and support parents' efforts to provide their 

children with opportunities to be physically active outside of school. Such supports will include sharing 

information about physical activity and physical education through a website, newsletter, or other take-

home materials. 

Staff Wellness. Beacon School highly values the health and well-being of every staff member and will 

plan and implement activities and policies that support personal efforts by staff to maintain a healthy 

lifestyle.  

Physical Activity Opportunities and Physical Education 

Daily Physical Education. All students will receive physical education for the entire school year. 

Physical education will be taught by a certified physical education teacher. Student involvement in other 

activities involving physical will be a supplemental portion for meeting the physical education 

requirement. Students will spend at least 50 percent of physical education class time participating in 

moderate to vigorous physical activity.  

Daily Recess. All students will have 30 minutes a day of supervised recess, preferably outdoors, during 

which schools should encourage moderate to vigorous physical activity verbally and through the 

provision of space and equipment. 

Beacon School will discourage extended periods of inactivity. When activities, such as mandatory 

school-wide testing, make it necessary for students to remain indoors for long periods of time, the 

teachers will give students periodic breaks during which they are encouraged to stand and be moderately 

active.  

 

Monitoring and Policy Review 

Monitoring. The superintendent will ensure compliance with established school nutrition and physical 

activity wellness policies. The principal will ensure compliance with those policies in the school and 

will report on the school's compliance to the superintendent. School food service staff, at the school 

level, will ensure compliance with nutrition policies within school food service areas and will report on 

this matter to the principal.  

Assessments will be repeated every three years to help review policy compliance, assess progress, and 

determine areas in need of improvement. As part of that review, the school will review nutrition and 

physical activity policies; provision of an environment that supports healthy eating and physical 

activity; and nutrition and physical education policies and program elements. The school will, as 

necessary, revise the wellness policies and develop work plans to facilitate their implementation. 

  

Footnotes 
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2 To the extent possible, schools will offer at least two non-fried vegetable and two fruit options each 

day and will offer five different fruits and five different vegetables over the course of a week. Schools 

are encouraged to source fresh fruits and vegetables from local farmers when practicable. 

3 As recommended by the Dietary Guidelines for Americans 2005. 

4 A whole grain is one labeled as a "whole" grain product or with a whole grain listed as the primary 

grain ingredient in the ingredient statement. Examples include "whole" wheat flour, cracked wheat, 

brown rice, and oatmeal. 

5 It is against the law to make others in the cafeteria aware of the eligibility status of children for free, 

reduced-price, or "paid" meals. 

6 School nutrition staff development programs are available through the USDA, School Nutrition 

Association, and National Food Service Management Institute. 

7 Surprisingly, seltzer water may not be sold during meal times in areas of the school where food is sold 

or eaten because it is considered a "Food of Minimal Nutritional Value" (Appendix B of 7 CFR Part 

210). 

8 If a food manufacturer fails to provide the added sugars content of a food item, use the percentage of 

weight from total sugars (in place of the percentage of weight from added sugars), and exempt fruits, 

vegetables, and dairy foods from this total sugars limit. 

9 Schools that have vending machines are encouraged to include refrigerated snack vending machines, 

which can accommodate fruits, vegetables, yogurts, and other perishable items. 

10 Unless this practice is allowed by a student's individual education plan (IEP). 

11 Advertising of low-nutrition foods and beverages is permitted in supplementary classroom and library 

materials, such as newspapers, magazines, the Internet, and similar media, when such materials are used 

in a class lesson or activity, or as a research tool. 

12 Schools should not permit general brand marketing for food brands under which more than half of the 

foods or beverages do not meet the nutrition standards for foods sold individually or the meals are not 

consistent with school meal nutrition standards.  

 



 

 

86. Family Support Services 
Adopted 10/15/01 

Status Draft – pending approval 

Historical Versions 4/20/04; 6/21/05; 6/23/15; 7/28/2020 

Initiated by Steve Kramer, Director of Finance & Operations 

Approved by pending 

 
I. Purpose 

 

The Family Support Services (FSS) program is based on the premise that all individuals with 

developmental disabilities have a right to live a stable home, enjoy membership in a family, 

have access to supports needed to enable them to participate in their community, and 

experience enduring relationships with family and friends.  

 

The program is intended to provide relief to families and caregivers, promote unity of the 

family, provide assistance towards self-sufficiency, and prevent or reduce institutionalization. 

Funding or reimbursement of services and/or items through FSS shall be tailored to the unique 

needs of the individual with developmental disabilities and their families in accordance with 

ORC 5126.11. 

 

II. Funding Family Support Services 

 

Each year the ACBDD will set a total budget for FSS, the maximum amount that can be awarded 

per family or individual, and a sliding income scale to determine how much of the maximum 

award to award to each family and/or individual.  

 

Initial award approvals are based on a first-come, first-serve basis and will be made until the 

budget cap has been reached. Distribution and spending of award dollars by families and/or 

individuals is also first-come, first-serve until the maximum budget cap has been spent.  

 

FSS funds are available each calendar year. Each calendar year is considered a new eligibility 

and distribution period. Families and/or individuals must apply and be approved each year. If 

funds and/or resources are not available, FSS services will not be available until the next 

calendar. 

 

As payer of last resort, the ACBDD will work with families to find alternative resources before 

spending FSS dollars.  

 

In extreme emergency situations, a family or individual may request to be allowed exceed their 

annual award amount. The ACBDD must grant prior approval before additional funds are spent. 

 



 

 

No more than 7% of the ACBDD’s allocation may be utilized for administrative costs. 

 

III. Eligibility and Application 

 

Referrals for FSS may be made by the individual, his/her family, or any interested party by 

submitting an application. 

 

A family’s or individual’s application for Family Support Services shall be reviewed based only 

on the following criteria: 

 

a. Family means parents, brothers, sisters, spouses, sons, daughters, grandparents, aunts, 

uncles, cousins or guardians of the individual with developmental disabilities and 

include the individual with developmental disabilities. Family also means person(s) 

acting in a role similar to those specified in this paragraph even if no legal or blood 

relationship exists if the individual, with developmental disabilities, lives with the person 

and is dependent on the person to the extent that if the supports were withdrawn 

another living arrangement would have to be found i.e. foster home placement.  The 

person(s) shall verify the relationship by signature.  (*No public funds are utilized for 

said supports except Athens County Children’s Services.) 

b. The family includes a member living at home who is eligible for ACBDD services; and 

c. They are residents of Athens County; and 

d. Funds are available; 

e. The requested service is directly related to improving the living environment or 

facilitating the care of the individual with developmental disabilities. 

 

Individuals living in foster homes through Athens County Children’s Services are not eligible for 

respite but are eligible for all other FSS services.  

 

Individuals living in a residential facility that is providing services that are funded according to 

Ohio Revised Code 5124, Title XIX of the Social Security Act or by the ACBDD are not eligible for 

FSS.  

 

Individuals enrolled on a home and community based Medicaid waiver are not eligible for FSS. 

 

An application is required each calendar year to determine eligibility.  

 

IV. Services/Items Funded 

 

a. In/Out-of-home Respite Care: Respite care is a temporary care that is provided to an 

individual who has a developmental disability to sustain the family structure or to meet 

planned or emergency needs of the family. Respite care services may be provided in the 

family’s own home by an approved respite provider, or a family-solicited provider. 



 

 

b. Adaptive Equipment: Purchase or lease of equipment that is recommended by a 

licensed professional to address a therapeutic objective in an identified area of 

developmental delay or disability. 

c. Home Modifications: A modification may be made to the home if it is necessary to 

facilitate the care of the family member who has a developmental disability. (Examples 

include, but are not limited to widening doorways, modifying bathrooms, ramps, etc.) 

d. Special Diets: Purchase of specialty food or a food supplement approved by a physician 

or graduate of an approved dietary program. 

e. Counseling, Training and Education: This service may be provided to the individual, the 

individual’s caregivers, and to all members of the family, including children.  

f. Other: Items and Services not funded under the 5 categories above but are needed by 

the family to improve and facilitate the care of the individual and providing support 

necessary for the individual’s continued skill development. (Examples may include, but 

are not limited to: Daycare, incontinence supplies, orthopedic shoes, special summer 

programs, etc.) 

 

Some items or services may require additional justification from the family, individual or other 

professional. 

 

The ACBDD carefully considers each purchase request to assist eligible individuals and families 

in making wise purchase choices from the FSS program. Items must be age appropriate and safe 

for the recipient.  

 

The ACBDD will not purchase items such as trampolines, motorized vehicles, or anything that 

may be dangerous for the recipient.  

 

V. Award Determination 

 

The ACBDD will use a sliding scale of income to determine the amount of the maximum award 

available to the family or individual according to the following schedules: 

 

Income Scale 

Income range Percent of maximum 
award 

$0 - $27,258 100% 

$27,259 - $37,759 90% 

$37,761 - $48,260 70% 

$48,261 - $62,261 50% 

$62,262 - $79,762 25% 

$79,763 – above 0% 

 

 

 



 

 

Proof of income 

 

The ACBDD will base where a family or individual falls on the Income Schedule based on 

Taxable Income. Taxable Income is defined as: the amount of income used to calculate how 

much tax an individual or a company owes to the government (gross wages less deductions and 

credits) in a given tax year. 

 

In the event that a family or individual has not earned enough income to file a tax return, other 

types of proof of income can be accepted, such as: 

 SSI 

 TANF 

 Paystubs/W-9 

 

A W2 can only be accepted as proof of income when no other proof of income, as described 

above, exists.  

 

Due Diligence 

 

It is the responsibility of the family or individual to provide accurate and current proof of 

income. In the event that the ACBDD becomes aware that the proof of income provided was 

incomplete or inaccurate, the ACBDD reserves the right to request corrected information 

and/or reduce or rescind an award allocation. 

 

VI. Award Cycle 

 

An initial award amount for eligible applicants will be determined in the beginning of each 

calendar year. Families/individuals will be notified via mailed letter. Requests for items/services 

will be accepted through November 1. The board will notify individuals and families via a mailed 

letter if they have an unspent award amount prior to November 1. 

 

After November 1, any unspent funds will be used for a second round of awards through the 

end of the calendar year. 

 

VII. Reimbursement and Payment of Requests for Funds 

 

Families and individuals can request that items or services be purchased directly by the ACBDD 

or pay for them out of pocket and request reimbursement. Request for reimbursement or 

payment should come after the family or individual has received an award letter.  

 

Requests for Purchase of Item or Services (Not Including Respite) 

 



 

 

Items or services purchased directly by the ACBDD must be submitted to the ACBDD and fall 

within the guidelines of accepted items or services. If necessary, additional justification may be 

requested before a purchase can be made.  

 

Request for Reimbursement of Expense (Not Including Respite) 

 

Families or individuals must get prior approval of items or services they intend to purchase out 

of pocket and request reimbursement. If necessary, additional justification may be requested 

before a purchase can be made. Failure to get prior approval could result in denial of the 

request for reimbursement.  

 

After approval, requests for reimbursement of expenses must be submitted to the ACBDD and 

include a receipt or proof of purchase showing the final cost. 

 

Respite  

 

A family has the option to select a friend, neighbor, or relative NOT residing in the family home 

as a family-chosen respite provider.  Families have the choice to have the family-chosen 

provider be paid directly by the ACBDD or request reimbursement for paying the family-chosen 

provider out-of-pocket.  

 

In order to utilize FSS funds for respite, the family must notify the ACBDD of the name of the 

family-chosen provider.  Family-chosen providers will need to be set up as a vendor in order to 

receive payment directly from the ACBDD. Family member requesting reimbursement will need 

to be set up as a vendor in order to receive reimbursement from the ACBDD.  

 

VIII. Denial of Services: 

 

The ACBDD shall provide written response to a family’s request for reimbursement or use of 

funds if the service or item is being denied, including the reason for denial.  The denial shall be 

based on one or more of the following criteria: 

 

 The family is ineligible for FSS; 

 Funds are not available or the family has already utilized their maximum award; 

 The requested service or item does not fall with the guidelines of accepted services or 

items. 

 

IX. Appeal Rights 

If a request for FSS is denied for one of the reasons listed above, or the family has been 

determined ineligible for FSS, the family can request an appeal following the process outlined in 

the ACBDD’s policy #18, Administrative Review of Complaints.  



 

 

86. Family Support Services 
Adopted 10/15/01 

Status Draft – pending approval 

Historical Versions 4/20/04; 6/21/05; 6/23/15; 7/28/2020 

Initiated by Steve Kramer, Director of Finance & Operations 

Approved by pending 

 
I. Purpose 

 

The Family Support Services (FSS) program is based on the premise that all individuals with 

developmental disabilities have a right to live a stable home, enjoy membership in a family, 

have access to supports needed to enable them to participate in their community, and 

experience enduring relationships with family and friends.  

 

The program is intended to provide relief to families and caregivers, promote unity of the 

family, provide assistance towards self-sufficiency, and prevent or reduce institutionalization. 

Funding or reimbursement of services and/or items through FSS shall be tailored to the unique 

needs of the individual with developmental disabilities and their families in accordance with 

ORC 5126.11. 

 

II. Funding Family Support Services 

 

Each year the ACBDD will set a total budget for FSS, the maximum amount that can be awarded 

per family or individual, and a sliding income scale to determine how much of the maximum 

award to award to each family and/or individual.  

 

Initial award approvals are based on a first-come, first-serve basis and will be made until the 

budget cap has been reached. Distribution and spending of award dollars by families and/or 

individuals is also first-come, first-serve until the maximum budget cap has been spent.  

 

FSS funds are available each calendar year. Each calendar year is considered a new eligibility 

and distribution period. Families and/or individuals must apply and be approved each year. If 

funds and/or resources are not available, FSS services will not be available until the next 

calendar. 

 

As payer of last resort, the ACBDD will work with families to find alternative resources before 

spending FSS dollars.  

 

In extreme emergency situations, a family or individual may request to be allowed exceed their 

annual award amount. The ACBDD must grant prior approval before additional funds are spent. 

 



 

 

No more than 7% of the ACBDD’s allocation may be utilized for administrative costs. 

 

III. Eligibility and Application 

 

Referrals for FSS may be made by the individual, his/her family, or any interested party by 

submitting an application. 

 

A family’s or individual’s application for Family Support Services shall be reviewed based only 

on the following criteria: 

 

a. Family means parents, brothers, sisters, spouses, sons, daughters, grandparents, aunts, 

uncles, cousins or guardians of the individual with developmental disabilities and 

include the individual with developmental disabilities. Family also means person(s) 

acting in a role similar to those specified in this paragraph even if no legal or blood 

relationship exists if the individual, with developmental disabilities, lives with the person 

and is dependent on the person to the extent that if the supports were withdrawn 

another living arrangement would have to be found i.e. foster home placement.  The 

person(s) shall verify the relationship by signature.  (*No public funds are utilized for 

said supports except Athens County Children’s Services.) 

b. The family includes a member living at home who is eligible for ACBDD services; and 

c. They are residents of Athens County; and 

d. Funds are available; 

e. The requested service is directly related to improving the living environment or 

facilitating the care of the individual with developmental disabilities. 

 

Individuals living in foster homes through Athens County Children’s Services are not eligible for 

respite but are eligible for all other FSS services.  

 

Individuals living in a residential facility that is providing services that are funded according to 

Ohio Revised Code 5124, Title XIX of the Social Security Act or by the ACBDD are not eligible for 

FSS.  

 

Individuals enrolled on a home and community based Medicaid waiver are not eligible for FSS. 

 

An application is required each calendar year to determine eligibility.  

 

IV. Services/Items Funded 

 

a. In/Out-of-home Respite Care: Respite care is a temporary care that is provided to an 

individual who has a developmental disability to sustain the family structure or to meet 

planned or emergency needs of the family. Respite care services may be provided in the 

family’s own home by an approved respite provider, or a family-solicited provider. 



 

 

b. Adaptive Equipment: Purchase or lease of equipment that is recommended by a 

licensed professional to address a therapeutic objective in an identified area of 

developmental delay or disability. 

c. Home Modifications: A modification may be made to the home if it is necessary to 

facilitate the care of the family member who has a developmental disability. (Examples 

include, but are not limited to widening doorways, modifying bathrooms, ramps, etc.) 

d. Special Diets: Purchase of specialty food or a food supplement approved by a physician 

or graduate of an approved dietary program. 

e. Counseling, Training and Education: This service may be provided to the individual, the 

individual’s caregivers, and to all members of the family, including children.  

f. Other: Items and Services not funded under the 5 categories above but are needed by 

the family to improve and facilitate the care of the individual and providing support 

necessary for the individual’s continued skill development. (Examples may include, but 

are not limited to: Daycare, incontinence supplies, orthopedic shoes, special summer 

programs, etc.) 

 

Some items or services may require additional justification from the family, individual or other 

professional. 

 

The ACBDD carefully considers each purchase request to assist eligible individuals and families 

in making wise purchase choices from the FSS program. Items must be age appropriate and safe 

for the recipient.  

 

The ACBDD will not purchase items such as trampolines, motorized vehicles, or anything that 

may be dangerous for the recipient. The ACBDD will not purchase grocery store gift cards, or 

anything that may allow the purchase of alcohol or tobacco products.  

 

V. Award Determination 

 

The ACBDD will use a sliding scale of income to determine the amount of the maximum award 

available to the family or individual according to the following schedules: 

 

Income Scale 

Income range Percent of maximum 
award 

$0 - $27,258 100% 

$27,259 - $37,759 90% 

$37,761 - $48,260 70% 

$48,261 - $62,261 50% 

$62,262 - $79,762 25% 

$79,763 – above 0% 

 

 



 

 

 

Proof of income 

 

The ACBDD will base where a family or individual falls on the Income Schedule based on 

Taxable Income. Taxable Income is defined as: the amount of income used to calculate how 

much tax an individual or a company owes to the government (gross wages less deductions and 

credits) in a given tax year. 

 

In the event that a family or individual has not earned enough income to file a tax return, other 

types of proof of income can be accepted, such as: 

 SSI 

 TANF 

 Paystubs/W-9 

 

A W2 can only be accepted as proof of income when no other proof of income, as described 

above, exists.  

 

Due Diligence 

 

It is the responsibility of the family or individual to provide accurate and current proof of 

income. In the event that the ACBDD becomes aware that the proof of income provided was 

incomplete or inaccurate, the ACBDD reserves the right to request corrected information 

and/or reduce or rescind an award allocation. 

 

VI. Award Cycle 

 

An initial award amount for eligible applicants will be determined in the beginning of each 

calendar year. Families/individuals will be notified via mailed letter. Requests for items/services 

will be accepted through November 1. The board will notify individuals and families via a mailed 

letter if they have an unspent award amount prior to November 1. 

 

After November 1, any unspent funds will be used for a second round of awards through the 

end of the calendar year. 

 

VII. Reimbursement and Payment of Requests for Funds 

 

Families and individuals can request that items or services be purchased directly by the ACBDD 

or pay for them out of pocket and request reimbursement. Request for reimbursement or 

payment should come after the family or individual has received an award letter.  

 

Requests for Purchase of Item or Services (Not Including Respite) 



 

 

 

Items or services purchased directly by the ACBDD must be submitted to the ACBDD and fall 

within the guidelines of accepted items or services. If necessary, additional justification may be 

requested before a purchase can be made.  

 

Request for Reimbursement of Expense (Not Including Respite) 

 

Families or individuals must get prior approval of items or services they intend to purchase out 

of pocket and request reimbursement. If necessary, additional justification may be requested 

before a purchase can be made. Failure to get prior approval could result in denial of the 

request for reimbursement.  

 

After approval, requests for reimbursement of expenses must be submitted to the ACBDD and 

include a receipt or proof of purchase showing the final cost. 

 

Respite  

 

A family has the option to select a friend, neighbor, or relative NOT residing in the family home 

as a family-chosen respite provider.  Families have the choice to have the family-chosen 

provider be paid directly by the ACBDD or request reimbursement for paying the family-chosen 

provider out-of-pocket.  

 

In order to utilize FSS funds for respite, the family must notify the ACBDD of the name of the 

family-chosen provider.  Family-chosen providers will need to be set up as a vendor in order to 

receive payment directly from the ACBDD. Family member requesting reimbursement will need 

to be set up as a vendor in order to receive reimbursement from the ACBDD.  

 

VIII. Denial of Services: 

 

The ACBDD shall provide written response to a family’s request for reimbursement or use of 

funds if the service or item is being denied, including the reason for denial.  The denial shall be 

based on one or more of the following criteria: 

 

 The family is ineligible for FSS; 

 Funds are not available or the family has already utilized their maximum award; 

 The requested service or item does not fall with the guidelines of accepted services or 

items. 

 

IX. Appeal Rights 



 

 

If a request for FSS is denied for one of the reasons listed above, or the family has been 

determined ineligible for FSS, the family can request an appeal following the process outlined in 

the ACBDD’s policy #18, Administrative Review of Complaints.  



 

 

Procedure to Follow When Emergency Intervention is Necessary 

 

Protocol MUIs 

When a Protocol MUI occurs (Physical Abuse, Sexual Abuse, Verbal Abuse, Prohibited Sexual 

Relations, Neglect, Misappropriation, Exploitation, failure to Report, Rights Code Violation 

Causing Risk) Do not use valuable time attempting to call numerous Service and Support 

Specialists to speak to someone in the SSA Office.  If it is truly an emergency then take the 

following steps: 

1. ENSURE health and safety (remove/minimize the threat, check and/or care for injury. 

2. Notify law enforcement immediately: 

a. Athens City Police: 593-6606 

b. Sheriff: 593-6633 

3. Call the ACBDD SSA Emergency Pager: 877-377-2287. 

Leave a phone number where you can be reached. Make sure you only enter 10 digits if 

using area code or 7 digits when area code is not necessary.  If you make a mistake 

keying in the number to be called back please end the call and call again DO NOT 

try to correct the error.  When you try to erase a digit from a cell phone it will only do 

so on your phone, it actually adds a digit to the number left on the pager, and then it is 

nearly impossible to determine the correct number to call back. 

4. Wait ten (10) minutes for a return call, if none, then call the pager again repeat this two 

times waiting five (5) minutes each additional attempts. 

5. If you are unsuccessful, then call the SSA Director at 740-336-0143 (cell) and leave a 

message including a call back number. 

6. If you are unsuccessful, then notify the MUI Coordinator within four (4) hours at 740-

590-1847. 

7. If you are unsuccessful at reaching the SSA Director or the MUI Coordinator then call 

the Superintendent at 740-591-6402 (cell) leave a message including a call back number. 

8. Send written report to MUI Coordinator by 3:00 pm the next working day at 

aholdcroft@athenscbdd.org or by faxing 740-53-92-1098. 

 

NON-Protocol MUIs 
When a Non-Protocol MUI occurs (Natural Occurring Death, Missing, Attempted Suicide, 

Known Injury, Unknown Injury, Medical Emergency, Unscheduled Hospitalizations, Law 

Enforcement, and Unapproved Behavior Supports) DO the following: 

1. ENSURE health and safety (remove/minimize the threat, checks and/or care for injury. 

2. Notify the individual’s Service and Support Specialist as soon as possible, the same day 

if possible. 

3. Send written report to MUI Coordinator by 3:00 pm the next working day at 

aholdcroft@athenscbdd.org or by faxing 740-53-92-1098. 

 

 

mailto:aholdcroft@athenscbdd.org
mailto:aholdcroft@athenscbdd.org
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Risk Management Program for Athens County Board of DD 

Risk Management Philosophy 

Athens County Board of DD has embraced a collaborative, strategic approach to risk 

management, which includes identifying and addressing the threats and opportunities the 

organization faces. The views and participation of personnel at all levels of the organization, 

including volunteers, will be sought as Athens County Board of DD identifies risk management 

priorities and implements strategies for modifying, retaining or financing risk. This collaborative 

effort will culminate in the creation of a Risk Management Plan. The Plan will be presented to 

the Board of Directors for its review and approval.  This plan incorporates the Administrative 

and Personnel Policy manuals. 

 

Risk Management Goals 

Athens County Board of DD seeks to involve appropriate personnel at all levels of the 

organization in the identification of risks and creation of practical strategies in order to make 

certain that the organization's approach to risk management considers diverse perspectives and 

staff understand their roles and responsibilities in protecting the mission and assets of the 

organization.  

General Safety Principles 

 

•  Athens County Board of DD strives at all times to operate in compliance with local, state, 

and federal laws and regulations. 

•  Athens County Board of DD adheres to the policies and standards in matters related to the 

health safety, and well-being of consumers. 

•  All staff involved in Athens County Board of DD bear responsibility for the health, safety, 

and security of consumers. This is a primary responsibility of the board of directors, 

SUPERINTENDENT, operational volunteers, and program staff. 

•  Safety and risk management activities are multi-faceted and include: 

 

•  Thoughtful screening, selection and training of operational volunteers and employed staff. 

•  Creation and enforcement of policies, standards, guidelines, and procedures as guides for 

planning. 

•  Maintaining safe and secure facilities. 

•  Establishing procedures to be followed in the event of an emergency. 

•  Maintaining clear communications channels. 

•  Athens County Board of DD purchases insurance coverage as a financing mechanism for 

certain risks, but recognizes that insurance is not a substitute for vigilance in planning and 
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implementing programs.  

 

Responsibility for Risk Management 

Board of Directors 

•  Sets risk management goals, adopts annual operating objectives and budget with risk 

management included. 

•  Adopts annual capital budget with risk management in mind. 

•  Reviews operational reports to determine compliance and future priorities. 

•  Ensures compliance with policies and standards imposed by national organization or 

accrediting organization. 

•  Adopts and establishes policies and standards. 

•  Reviews the organization's insurance program periodically. 

•  Reviews the organization's risk management plan annually. 

 

Legal Counsel for the Organization 

The Athens County Prosecutor: 

•  Serves as advisor to the board of directors in legal matters, making referrals to specialists on 

an as needed basis. 

•  Advises senior staff on the contracts, agreements, forms, etc.; reviews contracts on an as 

needed basis. 

SUPERINTENDENT 

•  Assigns staff to design and carry out safety and risk management activities. 

•  Assigns staff to perform annual review of the safety and risk management activities. 

•  Executes contracts for the organization. 

•  Keeps the board apprised of emerging threats and opportunities facing the organization. 

Risk Manager 

•  Champions organization-wide effort to protect the vital assets of Athens County Board of 

DD and engage key stakeholders in risk management activities.  

•  Coordinates meetings of the Risk Management Committee. 

•  Develops, implements and monitors loss prevention programs. 

•  Conducts contract reviews; develops indemnity agreements, hold-harmless agreements and 

consent forms, and coordinates the purchase of insurance. 

•  Monitors and evaluates the insurance program, maintaining appropriate funding levels, 

accurate loss forecasting, claims management, loss prevention and cost containment programs. 

•  Integrates risk management throughout the organization's programs. 

Risk Management Committee 
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•  Champions organization-wide effort to protect the vital assets of Athens County Board of 

DD and engage key stakeholders in risk management activities.  

•  Convenes periodically to review the agency's priority risks and corresponding risk 

management strategies.  

•  Oversees the development, implementation and monitoring of loss prevention programs.  

•  Oversees the purchase of insurance for the organization.  

•  Evaluates the insurance program.  

 

The Risk Management Committee is composed of Chairperson of Board Finanace Committee, 

Business Manager, Transportation and Facilities Manager, and the Superintendent. 
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Governance Structure 

Conflict of Interest  

ACBDD's board of directors includes an Ethics Committee to review each contract and board 

member's interest.  Occasionally, questions regarding conflict of interest are referred to the 

Athens County Prosecuting Attorney. 

 

Board Operations 

ACBDD has adopted an orientation procedure that includes the key policies and expectations of 

the board. 

 

Board Orientation 

To ensure that the members of the Board of Athens County Board of DD are properly trained 

and prepared for their service, the organization conducts a board orientation training for all board 

members. The experienced board members will share their insights and coach the new members 

in fulfilling their board duties. 

Board Development 

The board of Athens County Board of DD strives to enhance the ability of its members to govern 

the organization by providing training for board members. Periodically the board will assess the 

educational needs of the members and offer training, support or assistance as needed. 

  

 

Board Recruitment and Nomination 

Athens County Board of DD strives to have a diverse and qualified board with people who bring 

the skills, qualities, and expertise needed to lead and govern the organization in accomplishing 

its mission.  Five board members are appointed by the County Commissioners and two are 

appointed by the Probate Court. 

 

Board Minutes 

Athens County Board of DD recognizes the importance of the board meeting minutes and each 

board member is aware of his/her responsibility for ensuring the accuracy of the minutes. The 

minutes are maintained in a safe location to preserve their integrity. 
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Risk Financing Strategy 

To safeguard the assets and resources of Athens County Board of DD, the organization will 

purchase insurance for those insurable risks of major importance to mission-critical operations 

and the financial health of the organization. It is the superintendent’s responsibility to oversee 

the organization's insurance program and provide an annual insurance report to the board.  
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Human Resources 

 

Written Employment Policies 

Athens County Board of DD has adopted a number of critical employment policies which are 

contained in the Personnel Policies. The Handbook is distributed to all incoming staff on their 

first day of employment and employees are required to acknowledge receipt of the Personnel 

Policies and an agreement to abide by the policies therein. It is the organization's policy to 

review the Handbook carefully prior to taking any disciplinary action against an employee to 

ensure that the organization's policies have been followed. Employees who have questions or 

concerns about any of the policies contained in the Handbook are encouraged to speak with their 

direct supervisor.  

Communicating Changes in Policy 

Each time a new employment policy is adopted the employee handbook is re-issued and 

distributed to staff. Staff members are required to sign a new receipt indicating acceptance of the 

new policy. 

ACBDD reviews and updates its Employee Handbook every two years in order to ensure that 

policies remain suitable for the organization and in compliance with state and federal 

employment laws. The organization obtains assistance from a consultant in this effort." 

 

Use of Position/Job Descriptions 

Athens County Board of DD has developed job descriptions for all paid positions in the 

organization. These documents are finalized before the recruitment process begins. 

Employee Orientation 

Each supervisor at Athens County Board of DD is responsible for designing and conducting an 

appropriate orientation session for their new hires. The orientation must take place within the 

first week of employment. A typical orientation includes review of key policies, introduction to 

software programs and hardware programs that will be used by the employee, introduction to 

other staff and key volunteers, and a review of the supervisor's expectations and reporting 

requirements. 

Staff Supervision 

Staff supervision requires compliance with board policies, state and federal law. 

 

Performance Appraisal Process 

ACBDD requires annual reviews for all employees. Supervisors are responsible for scheduling 

review meetings and completing the Performance Review form. A goal-setting exercise is part of 

this process. 
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Background Checks 

Employees complete an affidavit of criminal offenses.  Employees are subject to finger printing 

and a criminal background check.  Prospective employees are also checked against the Ohio 

Department of Mental Retardation and Developmental Disabilities Abuse Registry.  In the case 

of a nurse position, the Nurse Registry is checked. 
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Financial Management  

Financial Responsibilities and Objectives 

It is the responsibility of the Board of Directors to formulate financial policies and review the 

operations and activities of Athens County Board of DD on a periodic basis. The Board delegates 

this oversight responsibility to the Superintendent. The Superintendent of the organization acts as 

the primary fiscal agent, with responsibility for implementing all financial management policies 

and procedures on a day to day basis. The Superintendent may delegate to qualified professional 

staff responsibility for managing various aspects of financial management. 

The financial management objectives of Athens County Board of DD are to: 

•  preserve and protect financial assets needed for mission critical activities; 

•  exercise appropriate care in the handling of incoming funds and disbursement of outgoing 

funds; 

•  strive for transparency and accountability in fiscal operations.   

Budgeting Process 

Each September the Finance Committee and Business Manager work collaboratively to prepare a 

budget for the fiscal year that will begin on January 1. The draft budget is presented to the 

Finance Committee for approval during early October and to the full board in early November 

 

Financial Statements 

The ACBDD receives and reviews operating statements including revenue, expenditure and fund 

balance.  Budgetary guidance is reviewed each month. 

Internal Controls 

Athens County Board of DD has adopted a number of internal control measures as part of an 

overall effort to safeguard financial assets. These controls include: 

•  A procedure requiring that all incoming checks are recorded, 

•  A detailed log of all incoming checks and cash is maintained, and  

•  All cash and checks are deposited the same business day if possible, and no later than the 

next business day 

In addition, and to the extent possible given its size and circumstances, the organization strives 

to  segregate the following duties so that a single staff member isn't required to perform two or 

more of the following incompatible functions: 

•  Authorizing the purchase of goods and services; 

•  Preparing a purchase order to purchase goods; 

•  Receiving goods or validating the performance of services; 

•  Approving the payment of accounts payable for goods and services received; 
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•  Forwarding payments to the payee. 

Audit 

ACBDD is included in the annual audit of Athens County by the Auditor of State. 

 

Investment Policy 

All investing activities are conducted by the Athens County Auditor. 
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Fundraising and Public Relations Risks 

 

All gifts and donations will be handled in a manner that will be in compliance with the laws of 

the State of Ohio and will promote the trust of the public. 

 

Monitoring Restricted Gifts Policy 

Funds received by Athens County Board of DD for restricted purposes will be tracked in 

accordance with generally accepted fund accounting principles. External reports required by 

donors and grantors will be prepared according to the donor's or grantor's specifications. The 

Business Manager is responsible for tracking grant funds and preparation of periodic reports due 

to funders. 

 

Policy Concerning the Use of Solicitors 

Major solicitations for donations of funds, property and services may be undertaken by Athens 

County Board of DD volunteers only in accordance with a fundraising plan approved by the 

superintendent. The Athens County Board of DD will not engage in any fundraising activity that 

may reflect badly on the organization or its programs.  
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Facility Risks 

 

Facility Needs 

Athens County Board of DD seeks to utilize its resources and assets fully in achieving its 

mission. The prudent use of facilities and resources is required to protect the safety and well-

being of all personnel—including staff, volunteers and consumers — while safeguarding the 

organization's financial assets. 

Facility Design 

Athens County Board of DD is committed to providing a safe environment for its consumers and 

staff through the appropriate use of its premises whether owned, leased or borrowed. The 

organization strives to construct or modify each property to most efficiently and effectively 

provide services to our consumers while meeting all required codes and regulations.  

To ensure the safety of our operations, ACBDD inspects its facilities on a regular basis to ensure 

compliance with regulations, accreditation standards, and our own principles.  Inspection logs 

are maintained by the Director of Facilities. 

Preventive Maintenance 

 

To protect its property, personnel and consumers from harm, Athens County Board of DD will 

take steps to ensure that the organization complies with manufacturer's recommended guidelines 

for maintenance and repair of equipment and premises, building codes and safety regulations of 

all jurisdictions applicable to our facility; and maintains a log of service, repair and replacement. 

The Director of Facilities of ACBDD is responsible for monitoring compliance with the 

preventive maintenance policy and overseeing its review and updating on a regular basis 

 

Facility Rental/Lease Policy for Indoor Pool 

Athens County Board of DD will rent/lease its natatorium to community groups. The facility is 

not be available on holidays observed by the organization. Outside groups will be allowed to use 

the facilities only when: 

•  the facilities are not required for use by existing consumers or another outside group 

•  proper care is assured 

•  an adequate number of instructors with life-saving certificates are present 

•  judges, referees or other officials required by the group are supplied by the group 

•  the organization adds Athens County Board of DD as an additional insured to its liability 

insurance and provides a certificate of insurance to evidence coverage. 

Policy Concerning Invitees 
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As a facility owner, Athens County Board of DD is committed to providing outside users of its 

premises with a safe environment. This commitment includes, but is not limited to meeting 

building code requirements, making timely repairs, and providing and maintaining appropriate 

security. 

Using Others' Facilities Policy 

Athens County Board of DD will only use others' facilities for special events, or in an emergency 

up to and until its facilities are inhabitable once again. The organization will be certain to: 

•  have a written agreement signed by representatives of all parties that spells out the 

organization's requirements, expectations and responsibilities with regard to the space; this 

may be a mutual aid agreement in the event of an emergency situation. 

•  fulfill its obligations as spelled out in the agreement and leave the site as tidy as it was found. 

•  supervise its employees, volunteers and consumers when they use the facility. 

•  refrain from serving alcoholic beverages in facilities being used in the name of the 

organization. 

•  obtain and review appropriate insurance coverage to cover injury, illness and property 

damage. 

ACBDD does not use others' home or apartments for organization events or other purposes. 

 

 

Emergency Planning Policy 

It is the policy of Athens County Board of DD to promote good health, well being and 

occupational safety for its employees, volunteers and consumers. Emergency situations require 

the participation of all staff. Everyone must be familiar with emergency operations. Certain 

responsibilities are defined to ensure smooth operations. The emergency plan must be readily 

available, posted in a prominent location, and reviewed annually by the organization's senior 

management. 
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Technology and Information Management 

 

Technology Policy 

Athens County Board of DD's information and office technology systems (networks, software, 

computers, telephones, printers, copiers, etc.) are tools provided to employees and volunteer to 

enhance productivity and performance on the job. Limited non-business use is permitted when 

on personal time (e.g. during lunch hour or after work). Regardless of the type of use, employees 

must not have any expectation of privacy to data, information or files that are created, stored or 

used on Athens County Board of DD's systems. The superintendent or his/her designee reserves 

the right to access the employee's computer or files at any time. Staff are expected to use good 

judgment in their use of Athens County Board of DD's information and office technology 

systems, especially electronic mail. Access to all systems, including electronic mail and the 

Internet, is a privilege, not a right. 

Examples of inappropriate uses of technology include: 

•  Any violation of law or government regulation 

•  Any unauthorized access to computer systems or networks 

•  Any use promoting disrespect for an individual, discrimination, or any use constituting a 

personal attack, including ethnic jokes or slurs 

•  Viewing, copying or transmitting material with sexual or profane content 

•  Transmitting harassing or soliciting messages 

•  Transmitting unsolicited advertising 

•  Using copyrighted material without permission or legal rights 

•  Any use for personal financial gain, or in a manner creating a potential conflict of interest for 

the employee or Athens County Board of DD 

•  Defamatory, inflammatory or derogatory statements about individuals, companies or their 

products 

•  Any use that constitutes a waste of Athens County Board of DD's resources, including 

network resources 

•  Sending or forwarding chain letters 

•  Any use of network systems for recreational games or other recreational purposes 

•  Any use that involves corruption or destruction of data, including knowingly launching a 

virus, worm or other malicious software 

The failure to use good judgment or the abuse of the organization's policies may result in 

suspension of privileges or disciplinary action. If any employee discovers he or she has 

unintentionally violated this policy, that employee should notify his or her supervisor 

immediately. 

Cell or mobile phones, pagers, or personal digital assistants are included in the Technology 

Policy. 
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Safeguarding Information Equipment and Systems 

A policy concerning information systems documentation is included the HIPAA Security policy. 

 

Physical security is included in the HIPAA Security policy. 

 

ACBDD's HIPAA Privacy policy includes organization limits on access to information. 

 

Access Security 

Athens County Board of DD maintains numerous files containing personal data, financial 

information, and other confidential or proprietary information. These files may be in paper or 

electronic form. The systems administrator will limit access to certain files based upon 

individuals' responsibilities and job tasks. Confidential documents will be secured in locked 

filing cabinets. Any employee whose work requires access to confidential documents should 

ensure that files are returned to their secure location. Persons who knowingly obtain 

unauthorized access to confidential information will be subject to discipline, up to and including 

termination. All incoming employees will be required to review a Privacy Policy concerning 

access to and use of confidential information prior to being given access to any confidential 

information. 

Passwords for access to information systems are included in the HIPAA Privacy and Security 

Policies and in a computer use policy of the Personnel Policies. 

 

Systems Backup policy and procedure is included in the HIPAA Security policy. 

 

A disaster recovery plan is included in the HIPAA Security policy. 

 

Managing Internet and World Wide Web Risks 

Internet Security policy is part of the HIPAA Security policy and included in the Personnel 

Policy. 
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Transportation 

Authorized Vehicle Use Policy 

To protect our consumers and staff, Athens County Board of DD will restrict the people allowed 

to drive on behalf of the organization and specify the terms and conditions when driving or 

providing transportation services is appropriate for the organization. 

ACBDD is committed to providing a safe environment for its staff and consumers. To achieve 

this goal, anyone driving on behalf of the organization must be approved. All approved drivers 

must posses a valid driver's license, acceptable driving record, and adequate personal automobile 

insurance. 

Driver Training 

Athens County Board of DD strives to provide a safe environment for all of its personnel. In 

light of this goal, it is necessary that all persons driving on the organization's behalf know and 

understand the organization's transportation policies and procedures.  

Vehicle Selection 

It is the policy of Athens County Board of DD to carefully select all vehicles used on the 

organization's behalf. The selection of new vehicles begins with an analysis of the intended 

use/purpose of the vehicle and continues with research on the safety of the proposed vehicle. 

Prior to purchasing a new vehicle the organization verifies information on crash test ratings and 

rollover risk published by the National Highway Transportation and Safety Administration 

(NHTSA) at www.safercar.gov. Any purchased or borrowed vehicle used on the organization's 

behalf must contain basic safety equipment such as seat belts for all occupants and anti-lock 

brakes. 

For purchased vehicles the organization strives to select vehicles that: 

•  Are light in color, such as white or yellow  

•  Contain day time running lights—lights that turn on automatically when the vehicle is 

switched on 

Vehicle Maintenance 

Athens County Board of DD has assigned responsibility to a regular staff member who ensures 

that all agency-owned vehicles are maintained and repaired. The vehicle supervisor oversees  

maintenance and repair procedures, such as: 

•  Mileage and maintenance log. Each vehicle contains a log book for drivers to record each 

trip, including the driver, purpose, and miles driven. The book should also document any 

maintenance or repairs performed. 

•  Pre-trip inspection. A short pre-trip inspection form is completed by the driver before using 

the vehicle. Drivers are instructed to refer any problems to the vehicle supervisor. The 

supervisor also inspects vehicles periodically. 

•  Routine maintenance. The vehicle supervisor schedules and documents the routine 

maintenance of all vehicles (oil changes, tire rotation and replacement, fluids checked). 

http://www.safercar.gov/
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•  Maintenance or repair requests. Drivers are instructed concerning the proper way to report 

maintenance and repair needs (flat tire, broken seat belt). 

Accident Procedures 

 

Any accident involving a motor vehicle driven on Athens County Board of DD's behalf, 

regardless of severity, location, or fault, must be reported immediately to the law enforcement 

authority within the jurisdiction where the accident occurred and to the driver's supervisor at 

Athens County Board of DD. Fleet vehicles contain an Emergency Kit with the following: 

reflective triangles, accident procedures, blank accident report, and first aid kit. In the event a 

rented vehicle is being used, the driver should also follow the procedures outlined on the rental 

agreement and/or posted in the vehicle.  

All of the organization's drivers have been instructed to follow the following procedure for all 

accidents: 

•  Stop and secure the vehicle.  

•  Set out warning devices (triangles) properly.  

•  Immediately contact the local police to advise them of the accident and request medical 

assistance if there are any injuries. 

•  Once any medical needs are taken care of, obtain information on the other driver or drivers 

involved in the accident. Use the accident form to record this vital information. 

•  Provide the other driver(s) involved in the accident with your information and the vehicle's 

information, including insurance coverage. Insurance information is located in the Emergency 

Kit of all fleet vehicles.  

•  Cooperate with the police and other authorities but do not admit fault. 

•  If necessary due to the condition of the vehicle, arrange for towing to a nearby garage.  
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Crisis Management 

Emergency Planning 

Athens County Board of DD views emergency planning as essential to mission fulfillment. The 

Safety Committee is established to plan, monitor and assess emergency planning.  The 

organization's emergency plans reflect input from key organization personnel. Components of 

the plan include business continuity, crisis communications and facility evacuation.  

Business Continuity Planning Policy 

The Athens County Board of DD requires a business continuity plan to ensure that it is prepared 

to continue serving the community even if normal business operations are interrupted. The 

Superintendent will appoint the members of the management team that will lead the development 

of a BCP and be responsible for developing strategies for crisis communication, financing a 

business interruption incident and for implementing mitigation strategies. The BCP will: 

•  contain a Business Impact Analysis 

•  address all essential functions within the organization 

•  be based on the identified, essential functions 

•  incorporate specific protocols, some of which will need to be created at the governance level 

•  be tested at regular intervals, at least annually. 

Internal Distribution Policy for BCP Policies and Procedures 

Athens County Board of DD will distribute policies and procedures that need to be enacted in the 

event of a business interruption to all senior managers and staff initially at orientation and 

annually thereafter or any time a policy or procedure is added, eliminated or changed. 

Vital Information Backup Policy 

Each department or program will develop procedures to backup vital records, data and 

documents that are essential to full-filling the organizational business continuity plan. Each 

department will assign a lead staff member (and an alternate) to coordinate this task. 

Crisis Communications 

During a disturbance or crisis situation, the first priority of Athens County Board of DD is to 

assure the safety of consumers, staff and volunteers. However, the board of directors recognizes 

the need to provide timely and accurate information to parents/guardians and the community 

during a crisis. The board also recognizes that the media have an important role to play in 

relaying this information to the public. To help ensure that the media and Athens County Board 

of DD work together effectively, the superintendent or designee shall develop a crisis 

communications plan to identify communication strategies that will be implemented in the event 

of a crisis. 

General Evacuation Policy 
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ACBDD will make certain appropriate fire detection systems, warning systems, fire 

extinguishers, exit doors and pathways are in place, maintained and operational to facilitate 

vacating the premises in the event of an emergency. The organization will refer to standards and 

recommendations provided by the U.S. Department of Labor, Occupational Safety & Health 

Administration (www.osha.org) and our local fire and policy departments in order to comply 

with legislation and regulations. 

Evacuation of Persons with Disabilities 

•  Each unit in the organization shall update its emergency action plan annually to reflect the 

number of identified persons with disabilities that might require special assistance during an 

evacuation as well as the location where they are generally resident in the building. 

•  The emergency coordinator will work with senior staff to develop an evacuation plan that 

ensures the safety of persons with disabilities during an emergency evacuation. 

•  The evacuation plan will identify the location of rescue assistance areas in the building 

where persons who require special help may await evacuation assistance from emergency 

personnel. 

http://www.osha.org/
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Insurance Program for Athens County Board of DD 

The organization purchases insurance to protect against catastrophic losses. The Finance  

Committee for the organization works with the Business Manager to review proposals submitted 

by qualified brokers and to determine the most appropriate limits of liability, deductibles and 

carriers given the resources, risks and requirements of the organization.  

 

Insurance Advisors 

Athens County Board of DD retains the services of insurance advisors in order to assist the 

organization purchase adequate insurance coverage at an acceptable price. 

It is the practice of Athens County Board of DD to evaluate the performance of any and all 

insurance advisors (agents or consultants) on an annual basis and seek competitive bids for these 

services no less than every five years. The incumbent advisor will be invited to participate in the 

bidding process as long as their current performance meets the minimum requirements of the 

organization. 

 

Current brokerages are: 

 

Vehicle and Property:      Barengo Insurance Agency, Inc   

                                         416 Hart St 

                                         Marietta, OH  45750 

 

Liability and Violence:    Hylant Group 

                                         811 Madison Avenue, 11th Floor 

                                         Toledo, OH  43624 
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Administrative Policies: 

1. HIPAA Privacy Policy 

2. HIPAA Security Policy 

3. Receipt of Gifts and Donations Policy 

4. Confidentiality of Enrollee Information Policy 

5. Safety Policy 

6. Discipline and Abuse Policy 

7. Transportation Policy 

 

Personnel Policies: 

1. Security and Safety Policy 

2. Ethics Policy 

3. Staff Orientation Policy 

4. Use of County Equipment and Supplies Policy 

5. Computer Policy 
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Risk Management Program for Athens County Board of DD 

Risk Management Philosophy 

Athens County Board of DD has embraced a collaborative, strategic approach to risk 

management, which includes identifying and addressing the threats and opportunities the 

organization faces. The views and participation of personnel at all levels of the organization, 

including volunteers, will be sought as Athens County Board of DD identifies risk management 

priorities and implements strategies for modifying, retaining or financing risk. This collaborative 

effort will culminate in the creation of a Risk Management Plan. The Plan will be presented to 

the Board of Directors for its review and approval.  This plan incorporates the Administrative 

and Personnel Policy manuals. 

 

Risk Management Goals 

Athens County Board of DD seeks to involve appropriate personnel at all levels of the 

organization in the identification of risks and creation of practical strategies in order to make 

certain that the organization's approach to risk management considers diverse perspectives and 

staff understand their roles and responsibilities in protecting the mission and assets of the 

organization.  

General Safety Principles 

 

• Athens County Board of DD strives at all times to operate in compliance with local, state, and 

federal laws and regulations. 

• Athens County Board of DD adheres to the policies and standards in matters related to the 

health safety, and well-being of consumers. 

• All staff involved in Athens County Board of DD bear responsibility for the health, safety, 

and security of consumers. This is a primary responsibility of the board of directors, 

SUPERINTENDENT, operational volunteers, and program staff. 

• Safety and risk management activities are multi-faceted and include: 

 

• Thoughtful screening, selection and training of operational volunteers and employed staff. 

• Creation and enforcement of policies, standards, guidelines, and procedures as guides for 

planning. 

• Maintaining safe and secure facilities. 

• Establishing procedures to be followed in the event of an emergency. 

• Maintaining clear communications channels. 

• Athens County Board of DD purchases insurance coverage as a financing mechanism for 

certain risks, but recognizes that insurance is not a substitute for vigilance in planning and 

implementing programs.  
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Responsibility for Risk Management 

Board of Directors 

• Sets risk management goals, adopts annual operating objectives and budget with risk 

management included. 

• Adopts annual capital budget with risk management in mind. 

• Reviews operational reports to determine compliance and future priorities. 

• Ensures compliance with policies and standards imposed by national organization or 

accrediting organization. 

• Adopts and establishes policies and standards. 

• Reviews the organization's insurance program periodically. 

• Reviews the organization's risk management plan annually. 

 

Legal Counsel for the Organization 

The Athens County Prosecutor: 

• Serves as advisor to the board of directors in legal matters, making referrals to specialists on 

an as needed basis. 

• Advises senior staff on the contracts, agreements, forms, etc.; reviews contracts on an as 

needed basis. 

SUPERINTENDENT 

• Assigns staff to design and carry out safety and risk management activities. 

• Assigns staff to perform annual review of the safety and risk management activities. 

• Executes contracts for the organization. 

• Keeps the board apprised of emerging threats and opportunities facing the organization. 

Risk Manager 

• Champions organization-wide effort to protect the vital assets of Athens County Board of DD 

and engage key stakeholders in risk management activities.  

• Coordinates meetings of the Risk Management Committee. 

• Develops, implements and monitors loss prevention programs. 

• Conducts contract reviews; develops indemnity agreements, hold-harmless agreements and 

consent forms, and coordinates the purchase of insurance. 

• Monitors and evaluates the insurance program, maintaining appropriate funding levels, 

accurate loss forecasting, claims management, loss prevention and cost containment programs. 

• Integrates risk management throughout the organization's programs. 

Risk Management Committee 

• Champions organization-wide effort to protect the vital assets of Athens County Board of DD 

and engage key stakeholders in risk management activities.  

• Convenes periodically to review the agency's priority risks and corresponding risk 

management strategies.  
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• Oversees the development, implementation and monitoring of loss prevention programs.  

• Oversees the purchase of insurance for the organization.  

• Evaluates the insurance program.  

 

The Risk Management Committee is composed of Chairperson of Board Finance Committee, 

Director of Finance, Transportation and Facilities Manager, and the Superintendent. 
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Governance Structure 

Conflict of Interest  

ACBDD's board of directors includes an Ethics Committee to review situations or contracts that 

may potentially conflict with board members’ interest.  Occasionally, questions regarding 

conflict of interest are referred to the Athens County Prosecuting Attorney. 

 

Board Operations 

ACBDD has adopted an orientation procedure that includes the key policies and expectations of 

the board. 

 

Board Orientation 

To ensure that the members of the Board of Athens County Board of DD are properly trained 

and prepared for their service, the organization conducts a board orientation training for all board 

members. The experienced board members will share their insights and coach the new members 

in fulfilling their board duties. 

Board Development 

The board of Athens County Board of DD strives to enhance the ability of its members to govern 

the organization by providing training for board members. Periodically the board will assess the 

educational needs of the members and offer training, support or assistance as needed. 

  

 

Board Recruitment and Nomination 

Athens County Board of DD strives to have a diverse and qualified board with people who bring 

the skills, qualities, and expertise needed to lead and govern the organization in accomplishing 

its mission.  Five board members are appointed by the County Commissioners and two are 

appointed by the Probate Court. 

 

Board Minutes 

Athens County Board of DD recognizes the importance of the board meeting minutes and each 

board member is aware of his/her responsibility for ensuring the accuracy of the minutes. The 

minutes are maintained in a safe location to preserve their integrity. 
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Risk Financing Strategy 

To safeguard the assets and resources of Athens County Board of DD, the organization will 

purchase insurance for those insurable risks of major importance to mission-critical operations 

and the financial health of the organization. It is the superintendent’s responsibility to oversee 

the organization's insurance program and provide an annual insurance report to the board.  
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Human Resources 

 

Written Employment Policies 

Athens County Board of DD has adopted a number of critical employment policies which are 

contained in the Personnel Policies. The Handbook is distributed to all incoming staff on their 

first day of employment and employees are required to acknowledge receipt of the Personnel 

Policies and an agreement to abide by the policies therein. It is the organization's policy to 

review the Handbook carefully prior to taking any disciplinary action against an employee to 

ensure that the organization's policies have been followed. Employees who have questions or 

concerns about any of the policies contained in the Handbook are encouraged to speak with their 

direct supervisor.  

Communicating Changes in Policy 

Each time a new employment policy is adopted the employee handbook is re-issued and 

distributed to staff. Staff members are required to sign a new receipt indicating acceptance of the 

new policy. 

ACBDD reviews and updates its Employee Handbook every two years in order to ensure that 

policies remain suitable for the organization and in compliance with state and federal 

employment laws. The organization obtains assistance from a consultant in this effort." 

 

Use of Position/Job Descriptions 

Athens County Board of DD has developed job descriptions for all paid positions in the 

organization. These documents are finalized before the recruitment process begins. 

Employee Orientation 

Each supervisor at Athens County Board of DD is responsible for designing and conducting an 

appropriate orientation session for their new hires. The orientation must take place within the 

first week of employment. A typical orientation includes review of key policies, introduction to 

software programs and hardware programs that will be used by the employee, introduction to 

other staff and key volunteers, and a review of the supervisor's expectations and reporting 

requirements. 

Staff Supervision 

Staff supervision requires compliance with board policies, state and federal law. 

 

Performance Appraisal Process 

ACBDD requires annual reviews for all employees. Supervisors are responsible for scheduling 

review meetings and completing the Performance Review form. A goal-setting exercise is part of 

this process. 
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Background Checks 

Employees complete an affidavit of criminal offenses.  Employees are subject to finger printing 

and a criminal background check.  Prospective employees are also checked against the Ohio 

Department of Developmental Disabilities Abuse Registry.  In the case of a nurse position, the 

Nurse Registry is checked. 
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Financial Management  

Financial Responsibilities and Objectives 

It is the responsibility of the Board of Directors to formulate financial policies and review the 

operations and activities of Athens County Board of DD on a periodic basis. The Board delegates 

this oversight responsibility to the Superintendent. The Superintendent of the organization acts as 

the primary fiscal agent, with responsibility for implementing all financial management policies 

and procedures on a day to day basis. The Superintendent may delegate to qualified professional 

staff responsibility for managing various aspects of financial management. 

The financial management objectives of Athens County Board of DD are to: 

• preserve and protect financial assets needed for mission critical activities; 

• exercise appropriate care in the handling of incoming funds and disbursement of outgoing 

funds; 

• strive for transparency and accountability in fiscal operations.   

Budgeting Process 

Each September the Finance Committee and Director of Finance work collaboratively to prepare 

a budget for the fiscal year that will begin on January 1. The draft budget is presented to the 

Finance Committee for approval during early October and to the full board in early November 

 

Financial Statements 

The ACBDD receives and reviews operating statements including revenue, expenditure and fund 

balance.  Budgetary guidance is reviewed each month. 

Internal Controls 

Athens County Board of DD has adopted a number of internal control measures as part of an 

overall effort to safeguard financial assets. These controls include: 

• A procedure requiring that all incoming checks are recorded, 

• A detailed log of all incoming checks and cash is maintained, and  

• All cash and checks are deposited the same business day if possible, and no later than the 

next business day 

In addition, and to the extent possible given its size and circumstances, the organization strives to 

segregate the following duties so that a single staff member isn't required to perform two or more 

of the following incompatible functions: 

• Authorizing the purchase of goods and services; 

• Preparing a purchase order to purchase goods; 

• Receiving goods or validating the performance of services; 

• Approving the payment of accounts payable for goods and services received; 

• Forwarding payments to the payee. 
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Audit 

ACBDD is included in the annual audit of Athens County by the Auditor of State. 

 

Investment Policy 

All investing activities are conducted by the Athens County Auditor. 
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Fundraising and Public Relations Risks 

 

All gifts and donations will be handled in a manner that will be in compliance with the laws of 

the State of Ohio and will promote the trust of the public. 

 

Monitoring Restricted Gifts Policy 

Funds received by Athens County Board of DD for restricted purposes will be tracked in 

accordance with generally accepted fund accounting principles. External reports required by 

donors and grantors will be prepared according to the donor's or grantor's specifications. The 

Director of Finance is responsible for tracking grant funds and preparation of periodic reports 

due to funders. 

 

Policy Concerning the Use of Solicitors 

Major solicitations for donations of funds, property and services may be undertaken by Athens 

County Board of DD volunteers only in accordance with a fundraising plan approved by the 

superintendent. The Athens County Board of DD will not engage in any fundraising activity that 

may reflect badly on the organization or its programs.  
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Facility Risks 

 

Facility Needs 

Athens County Board of DD seeks to utilize its resources and assets fully in achieving its 

mission. The prudent use of facilities and resources is required to protect the safety and well-

being of all personnel-including staff, volunteers and consumers-while safeguarding the 

organization's financial assets. 

Facility Design 

Athens County Board of DD is committed to providing a safe environment for its consumers and 

staff through the appropriate use of its premises whether owned, leased or borrowed. The 

organization strives to construct or modify each property to most efficiently and effectively 

provide services to our consumers while meeting all required codes and regulations.  

To ensure the safety of our operations, ACBDD inspects its facilities on a regular basis to ensure 

compliance with regulations, accreditation standards, and our own principles.  Inspection logs 

are maintained by the Director of Facilities. 

Preventive Maintenance 

 

In order to protect its property, personnel and consumers from harm, Athens County Board of 

DD will take steps to ensure that the organization complies with manufacturer's recommended 

guidelines for maintenance and repair of equipment and premises, building codes and safety 

regulations of all jurisdictions applicable to our facility; and maintains a log of service, repair 

and replacement. 

The Director of Facilities of ACBDD is responsible for monitoring compliance with the 

preventive maintenance policy and overseeing its review and updating on a regular basis 

 

Facility Rental/Lease Policy for Indoor Pool 

Athens County Board of DD will rent/lease its natatorium to community groups. The facility is 

not be available on holidays observed by the organization. Outside groups will be allowed to use 

the facilities only when: 

• The facilities are not required for use by existing consumers or another outside group 

• Proper care is assured 

• An adequate number of instructors with life-saving certificates are present 

• Judges, referees or other officials required by the group are supplied by the group 

• The organization adds Athens County Board of DD as an additional insured to its liability 

insurance and provides a certificate of insurance to evidence coverage. 

Policy Concerning Invitees 
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As a facility owner, Athens County Board of DD is committed to providing outside users of its 

premises with a safe environment. This commitment includes, but is not limited to meeting 

building code requirements, making timely repairs, and providing and maintaining appropriate 

security. 

Using Others' Facilities Policy 

Athens County Board of DD will only use others' facilities for special events, or in an emergency 

up to and until its facilities are inhabitable once again. The organization will be certain to: 

•  have a written agreement signed by representatives of all parties that spells out the 

organization's requirements, expectations and responsibilities with regard to the space; this 

may be a mutual aid agreement in the event of an emergency situation. 

• fulfill its obligations as spelled out in the agreement and leave the site as tidy as it was found. 

• supervise its employees, volunteers and consumers when they use the facility. 

• refrain from serving alcoholic beverages in facilities being used in the name of the 

organization. 

• obtain and review appropriate insurance coverage to cover injury, illness and property 

damage. 

ACBDD does not use others' home or apartments for organization events or other purposes. 

 

 

Emergency Planning Policy 

It is the policy of Athens County Board of DD to promote good health, well-being and 

occupational safety for its employees, volunteers and consumers. Emergency situations require 

the participation of all staff. Everyone must be familiar with emergency operations. Certain 

responsibilities are defined to ensure smooth operations. The emergency plan must be readily 

available, posted in a prominent location, and reviewed annually by the organization's senior 

management. 
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Technology and Information Management 

 

Technology Policy 

Athens County Board of DD's information and office technology systems (networks, software, 

computers, telephones, printers, copiers, etc.) are tools provided to employees and volunteer to 

enhance productivity and performance on the job. Limited non-business use is permitted when 

on personal time (e.g. during lunch hour or after work). Regardless of the type of use, employees 

must not have any expectation of privacy to data, information or files that are created, stored or 

used on Athens County Board of DD's systems. The superintendent or his/her designee reserves 

the right to access the employee's computer or files at any time. Staff are expected to use good 

judgment in their use of Athens County Board of DD's information and office technology 

systems, especially electronic mail. Access to all systems, including electronic mail and the 

Internet, is a privilege, not a right. 

Examples of inappropriate uses of technology include: 

• Any violation of law or government regulation 

• Any unauthorized access to computer systems or networks 

• Any use promoting disrespect for an individual, discrimination, or any use constituting a 

personal attack, including ethnic jokes or slurs 

• Viewing, copying or transmitting material with sexual or profane content 

• Transmitting harassing or soliciting messages 

• Transmitting unsolicited advertising 

• Using copyrighted material without permission or legal rights 

• Any use for personal financial gain, or in a manner creating a potential conflict of interest for 

the employee or Athens County Board of DD 

• Defamatory, inflammatory or derogatory statements about individuals, companies or their 

products 

• Any use that constitutes a waste of Athens County Board of DD's resources, including 

network resources 

• Sending or forwarding chain letters 

• Any use of network systems for recreational games or other recreational purposes 

• Any use that involves corruption or destruction of data, including knowingly launching a 

virus, worm or other malicious software 

The failure to use good judgment or the abuse of the organization's policies may result in 

suspension of privileges or disciplinary action. If any employee discovers he or she has 

unintentionally violated this policy, that employee should notify his or her supervisor 

immediately. 

Cell or mobile phones, pagers, or personal digital assistants are included in the Technology 

Policy. 
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Safeguarding Information Equipment and Systems 

A policy concerning information systems documentation is included the HIPAA Security policy. 

 

Physical security is included in the HIPAA Security policy. 

 

ACBDD's HIPAA Privacy policy includes organization limits on access to information. 

 

Access Security 

Athens County Board of DD maintains numerous files containing personal data, financial 

information, and other confidential or proprietary information. These files may be in paper or 

electronic form. The systems administrator will limit access to certain files based upon 

individuals' responsibilities and job tasks. Confidential documents will be secured in locked 

filing cabinets. Any employee whose work requires access to confidential documents should 

ensure that files are returned to their secure location. Persons who knowingly obtain 

unauthorized access to confidential information will be subject to discipline, up to and including 

termination. All incoming employees will be required to review a Privacy Policy concerning 

access to and use of confidential information prior to being given access to any confidential 

information. 

Passwords for access to information systems are included in the HIPAA Privacy and Security 

Policies and in a computer use policy of the Personnel Policies. 

 

Systems Backup policy and procedure is included in the HIPAA Security policy. 

 

A disaster recovery plan is included in the HIPAA Security policy. 

 

Managing Internet and World Wide Web Risks 

Internet Security policy is part of the HIPAA Security policy and included in the Personnel 

Policy. 
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Transportation 

Authorized Vehicle Use Policy 

To protect our consumers and staff, Athens County Board of DD will restrict the people allowed 

to drive on behalf of the organization and specify the terms and conditions when driving or 

providing transportation services is appropriate for the organization. 

ACBDD is committed to providing a safe environment for its staff and consumers. To achieve 

this goal, anyone driving on behalf of the organization must be approved. All approved drivers 

must possess a valid driver's license, acceptable driving record, and adequate personal 

automobile insurance. 

Driver Training 

Athens County Board of DD strives to provide a safe environment for all of its personnel. In 

light of this goal, it is necessary that all persons driving on the organization's behalf know and 

understand the organization's transportation policies and procedures.  

Vehicle Selection 

It is the policy of Athens County Board of DD to carefully select all vehicles used on the 

organization's behalf. The selection of new vehicles begins with an analysis of the intended 

use/purpose of the vehicle and continues with research on the safety of the proposed vehicle. 

Prior to purchasing a new vehicle the organization verifies information on crash test ratings and 

rollover risk published by the National Highway Transportation and Safety Administration 

(NHTSA) at www.safercar.gov. Any purchased or borrowed vehicle used on the organization's 

behalf must contain basic safety equipment such as seat belts for all occupants and anti-lock 

brakes. 

For purchased vehicles the organization strives to select vehicles that: 

• Are light in color, such as white or yellow  

• Contain day time running lights—lights that turn on automatically when the vehicle is 

switched on 

Vehicle Maintenance 

Athens County Board of DD has assigned responsibility to a regular staff member who ensures 

that all agency-owned vehicles are maintained and repaired. The vehicle supervisor oversees 

maintenance and repair procedures, such as: 

• Mileage and maintenance log. Each vehicle contains a log book for drivers to record each 

trip, including the driver, purpose, and miles driven. The book should also document any 

maintenance or repairs performed. 

• Pre-trip inspection. A short pre-trip inspection form is completed by the driver before using 

the vehicle. Drivers are instructed to refer any problems to the vehicle supervisor. The 

supervisor also inspects vehicles periodically. 

• Routine maintenance. The vehicle supervisor schedules and documents the routine 

maintenance of all vehicles (oil changes, tire rotation and replacement, fluids checked). 

http://www.safercar.gov/
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• Maintenance or repair requests. Drivers are instructed concerning the proper way to report 

maintenance and repair needs (flat tire, broken seat belt). 

Accident Procedures 

 

Any accident involving a motor vehicle driven on Athens County Board of DD's behalf, 

regardless of severity, location, or fault, must be reported immediately to the law enforcement 

authority within the jurisdiction where the accident occurred and to the driver's supervisor at 

Athens County Board of DD. Fleet vehicles contain an Emergency Kit with the following: 

reflective triangles, accident procedures, blank accident report, and first aid kit. In the event a 

rented vehicle is being used, the driver should also follow the procedures outlined on the rental 

agreement and/or posted in the vehicle.  

All of the organization's drivers have been instructed to follow the following procedure for all 

accidents: 

• Stop and secure the vehicle.  

• Set out warning devices (triangles) properly.  

• Immediately contact the local police to advise them of the accident and request medical 

assistance if there are any injuries. 

• Once any medical needs are taken care of, obtain information on the other driver or drivers 

involved in the accident. Use the accident form to record this vital information. 

• Provide the other driver(s) involved in the accident with your information and the vehicle's 

information, including insurance coverage. Insurance information is located in the Emergency 

Kit of all fleet vehicles.  

• Cooperate with the police and other authorities but do not admit fault. 

• If necessary due to the condition of the vehicle, arrange for towing to a nearby garage.  
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Crisis Management 

Emergency Planning 

Athens County Board of DD views emergency planning as essential to mission fulfillment. The 

Safety Committee is established to plan, monitor and assess emergency planning.  The 

organization's emergency plans reflect input from key organization personnel. Components of 

the plan include business continuity, crisis communications and facility evacuation.  

Business Continuity Planning Policy 

The Athens County Board of DD requires a business continuity plan to ensure that it is prepared 

to continue serving the community even if normal business operations are interrupted. The 

Superintendent will appoint the members of the management team that will lead the development 

of a BCP and be responsible for developing strategies for crisis communication, financing a 

business interruption incident and for implementing mitigation strategies. The BCP will: 

• contain a Business Impact Analysis 

• address all essential functions within the organization 

• be based on the identified, essential functions 

• incorporate specific protocols, some of which will need to be created at the governance level 

• be tested at regular intervals, at least annually. 

Internal Distribution Policy for BCP Policies and Procedures 

Athens County Board of DD will distribute policies and procedures that need to be enacted in the 

event of a business interruption to all senior managers and staff initially at orientation and 

annually thereafter or any time a policy or procedure is added, eliminated or changed. 

Vital Information Backup Policy 

Each department or program will develop procedures to backup vital records, data and 

documents that are essential to full-filling the organizational business continuity plan. Each 

department will assign a lead staff member (and an alternate) to coordinate this task. 

Crisis Communications 

During a disturbance or crisis situation, the first priority of Athens County Board of DD is to 

assure the safety of consumers, staff and volunteers. However, the board of directors recognizes 

the need to provide timely and accurate information to parents/guardians and the community 

during a crisis. The board also recognizes that the media have an important role to play in 

relaying this information to the public. To help ensure that the media and Athens County Board 

of DD work together effectively, the superintendent or designee shall develop a crisis 

communications plan to identify communication strategies that will be implemented in the event 

of a crisis. 
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General Evacuation Policy 

ACBDD will make certain appropriate fire detection systems, warning systems, fire 

extinguishers, exit doors and pathways are in place, maintained and operational to facilitate 

vacating the premises in the event of an emergency. The organization will refer to standards and 

recommendations provided by the U.S. Department of Labor, Occupational Safety & Health 

Administration (www.osha.org) and our local fire and police departments in order to comply 

with legislation and regulations. 

Evacuation of Persons with Disabilities 

• Each unit in the organization shall update its emergency action plan annually to reflect the 

number of identified persons with disabilities that might require special assistance during an 

evacuation as well as the location where they are generally resident in the building. 

• The emergency coordinator will work with senior staff to develop an evacuation plan that 

ensures the safety of persons with disabilities during an emergency evacuation. 

• The evacuation plan will identify the location of rescue assistance areas in the building where 

persons who require special help may await evacuation assistance from emergency personnel. 

http://www.osha.org/
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Insurance Program for Athens County Board of DD 

The organization purchases insurance to protect against catastrophic losses. The Finance 

Committee for the organization works with the Director of Finance to review proposals 

submitted by qualified brokers and to determine the most appropriate limits of liability, 

deductibles and carriers given the resources, risks and requirements of the organization.  

 

Insurance Advisors 

Athens County Board of DD retains the services of insurance advisors in order to assist the 

organization purchase adequate insurance coverage at an acceptable price. 

It is the practice of Athens County Board of DD to evaluate the performance of any and all 

insurance advisors (agents or consultants) on an annual basis and seek competitive bids for these 

services no less than every five years. The incumbent advisor will be invited to participate in the 

bidding process as long as their current performance meets the minimum requirements of the 

organization. 

 

Current brokerage is: 

Vehicle, Property, Liability and Violence: 

 

Hylant Group 

811 Madison Avenue, 11th Floor 

Toledo, OH  43624 
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Administrative Policies: 

1. HIPAA Privacy Policy 

2. HIPAA Security Policy 

3. Receipt of Gifts and Donations Policy 

4. Confidentiality of Enrollee Information Policy 

5. Safety Policy 

6. Discipline and Abuse Policy 

7. Transportation Policy 

 

Personnel Policies: 

1. Security and Safety Policy 

2. Ethics Policy 

3. Staff Orientation Policy 

4. Use of County Equipment and Supplies Policy 

5. Computer Policy 



Appendix 2

County: Program Period: October 1, 2013 through September 31, 2014

Services for Free Services for Fee

Grand Total 2856 $53,835.60 2

Employment Services - Workshop (726.01)

Protective Services for Adults (APSI Only) - Contract 

Maintenance (724.01)

 **Services are without regard to income unless payment is court-

ordered per Section 5101.70 of the Ohio Revised Code.

***Standard fee schedule based on services provided without 

regard to income. Please contact DODD if your county intends to 

provide services under another category of eligibility (Services 

for Fee & Services for Free).

Total Number of 

Units

Transportation (735.01)

Protective Services for Adults (APSI Only) - Legal Services 

(724.02)

Day Care Services for Adults (717.01)

Employment Services - Community (728.01)

Employment Services - Supported Employment Small 

Group (727.01)

$62.57

$124.30

$11.07

$14.54

0

0

Athens

Education & Training Services (754.01)

Independent & Transitional Living (755.01)

Child Care Services for Children (706.01)

Specialized Services for DD - Early Intervention (702.01)

Recreational Services (708.01)

Offender Re-Entry - Professional Services (704.01)

Offender Re-Entry - Service Coordination (705.01)

Services without 

Regard to Income 

(in Hourly Units)**

Units by Category of Eligibility

Income Eligibility Determination***Catalogue of Title XX Social Services

$26.63

$26.63

$30.16

Total Cost (No. 

of Units x 

Standard Rate)

Standard 

Rates (per 

Hourly 

Unit)*

$29.72

$56.04

$26.63

$33.97

0

0

$0.00

$0.00

$0.00

$0.00

0

0

$0.00

$0.00

$0.00

$0.00

$15,807.96

$0.00

*Standard Fee for Transportation (735.01) based on a Unit of 

one round trip. 

$41.68

$26.63

$42.13

$0.00

$38,027.64

$0.00

$0.00

0

0

1428 1428

FFY14 CSSP

0

0

1428 1428

0

0

1

Estimated # of 

People Served 

1
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