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Updated Policies for Review
Batch 13
First Read

Administrative Policies
e Policy 23 — Delegated Nursing — Reviewed for updates. None were necessary. Dates will
be updated to reflect a completed annual review.

Personnel Policies
e Policy 2-3 — Employment Eligibility and Background Checks — Added requirement for
primary source credential verifications.
e Policy 4-3 — Performance Management — Updated language and remove procedural
language; separate document created for procedures.
e Policy 10-7 Staffing Needs — Recommend striking — Redundant, language included in 1-5
Management Responsibilities.
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23 — DELEGATED NURSING Reference OAC 5123:2-6-01 through 5123:2-6-07

Adopted 4/16/2001
Status Approved 6/23/2020
Historical Versions 4/16/2001; 2/17/2004; 6/21/2005; 7/27/2010; 2/24/2015; 7/14/2016;
6/23/2020
Initiated by: Megan Stack, RN, Health Services Coordinator
Approved by: Board of the Athens County Board of Developmental Disabilities

Definitions for Purpose of This Policy

1.
2.

10.

11.

12.
13.
14.

15.
16.

17.

18.

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

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

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

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

operate residential facilities.

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

()  Taking vital signs;

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

(1) Basic measurement of bodily intake and output;

(IvV)  Oral suctioning;

(V)  Use of glucometers;

(VI)  External urinary catheter care;

(VIl) Emptying and replacing colostomy bags; and

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



19.

20.

21.

22.

23.

24,
25.

26.

27.

28.

29.

30.

31.

32.

33.

34,

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

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

() The unique needs of the individual being served;

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

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

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

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

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

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

"Medication/treatment error" means:

()] Wrong medication/treatment administered or performed;

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

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

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

(V)  Expired medication/treatment administered or performed;

(V) Contaminated medication/treatment administered or performed;

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Delegated Nursing Permitted; Annual Policy Review; Implementation of Policy; Locations of
Delegated Nursing

A. ACBDD will permit delegated nursing

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

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

C. Nurse Must Implement ACBDD Delegated Nursing Policy
The Superintendent shall designate a registered nurse. A licensed practical nurse can delegate
under the direction of a registered nurse. The implementing nurse shall be an employee of the
ACBDD or contracted by the ACBDD and shall have the following qualifications:
1. Complete an approved Delegation Train the Instructor Program;
2. Maintain the Delegations Train the Instructor certificate by completing training as required
by the-DODD
Maintains proper certification in Personnel Office;
4. A minimum of sixty months full-time (or equivalent part-time) experience in the practice
of nursing as a registered nurse;
5. At least twenty-four months experience in the field of developmental disabilities.

w

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



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

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

A.

C.

D.

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

Written Statement from Health Care Professional Required
In the case of prescribed medication or a nursing task prescribed by a health care professional,
prior to the performance of any delegated tasks, the nurse must receive from the health care
professional a signed statement containing all of the following information:

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

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

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

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

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

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

7. Date and signature of prescribing health care professional.

8. Date and signature of individual, parent, or guardian.

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

Assessment by Registered Nurse Required



E.

Prior to the performance of any delegated nursing tasks, a registered nurse shall assess the
individual who needs nursing care, the environment or conditions of the setting, and skill of the
trained DD personnel. The nurse shall determine:
1.  Which nursing tasks may be delegated. Nursing tasks are delegable only if:
a. The task requires no nursing judgment on the part of the trained unlicensed worker
performing the task;
b. The results of the task are predictable;
The task can be safely performed according to exact, unchanging directions, with no
need to alter the standard procedures for performing the task;
d. The performance of the task does not require that complex and acute observations
and decisions be made;
e. There are no safety concerns with regard to frequency of performing the task; and,
f. The consequences of interrupting the performance of the task or improperly
performing the task are minimal and not life threatening.

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

Reassessment by Registered Nurse Required Annually or When Conditions Change
A registered nurse shall reassess delegation and the needs of the individual on an on-going basis,
but at least annually, including determination that delegation continues to be necessary and that
DD personnel continues to have the skills to perform the task that has been delegated.

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

A.

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

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

1. Individuals receiving family support services;
2. Individuals receiving services from certified supported living providers;



B.

C.

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

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

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

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

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

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

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

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

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

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

1. Infection control and universal precautions (may be waived if the worker has had previous
training)
2. Areview of applicable federal and state drug laws and rules
3. General policies and procedures regarding giving oral or applying topical medications
including limitations regarding the administration of PRN or as needed medications.
4. Quality assurance including reporting and documenting medication errors, contacting the
supervising nurse and emergency procedures.
5. Instruction regarding correctly giving oral medications or applying topical medications
including:
a. Medication preparation
b. Unlicensed worker prohibitions (No administration of parenteral medications;
injections; medication administered through a nasogastric or any unstable tube; or
debriding agents for the treatment of skin conditions or minor abrasions).
Information regarding the recording of medications given/missed/refused
Information regarding the storage and care of medications
Information regarding common weights/measures, and abbreviations
Information regarding drug interaction including over the counter medications
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E.

g. Information regarding the correct use of an epi pen for anaphylaxis and of Diastat for
treatment of seizure activity.

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

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

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

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

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

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

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

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

Continuing Education

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

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

3. CPR, First Aid, and Universal Precautions shall not make up part of this continuing
education.



J.

N.

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

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

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

Quality Assessment Tool

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

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

Documentation



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

0. Reporting Errors

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

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

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

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

Liability Exemption

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



2-3 EMPLOYMENT ELIGIBILITY AND BACKGROUND CHECKS

Adopted 06/17/1996
Status Pending approval
Historical Versions 6/17/1996, 3/18/1997, 12/20/2005, 11/23/2010, 1/23/2013, 11/24/2015,
2/26/2019
Initiated by Gwen Brooks, Director of Human Resources
Approved by Board of the ACBDD

Purpose

The Athens County Board of Developmental Disabilities (ACBDD) shall comply with state and federal law with
regard to employment eligibility and background check requirements as per Ohio Administrative Code
5123:2-2-02 and 5123:2-2-01 and Ohio Revised Code 3319.39.

Successful applicants are subject to the following screening process regardless of position. An offer of
employment may be withdrawn if the applicant does not:-meet employment eligibility requirements or fails
to provide the materials needed for the completion of this process.

Background Checks

A. Each prospective employee must undergo a variety of background checks including state and federal
criminal checks, electronic database checks, drug screening and professional reference checks.

B. The lists of exclusionary criminal offenses associated with the employment by the Agency vary
depending on the responsibilities of a position. Being convicted or pleading guilty to certain offenses
results in ineligibility for employment for differing periods of time as determined by Ohio
Administrative Code.

C. All records associated with background checks will be treated as confidential to the extent allowed
by law. Any person not hired as a result of a background check shall be assured that all records will
be disposed of in accordance with records retention requirements.

Conflicts of Interest

Ohio Revised Code prohibits county boards of DD.from hiring people with potential ethical conflicts. All
potential-and existing employees will be asked to declare the existence of any such conflicts. Each conflict
will be evaluated and may be submitted for review by the Board or a subcommittee before employment is
finalized. (Reference Personnel Policy 7-3)

Immigration/Citizenship Verification

A. In accordance with the provisions of the Immigration Reform and Control Act of 1986, the ACBDD
shall require all prospective’employees hired after November 6, 1986 to verify their eligibility to work
in the United States.

B. The ACBDD shall verify and retain appropriate records establishing that each prospective employee
is lawfully authorized to work in the United States. (USCIS Form 1-9)

C. Aprospective employee refusing to provide documentation or providing false documentation will not
be hired or will be subject to discharge. The ACBDD will not discriminate on the basis of national
origin and citizenship status except as otherwise provided by law.



Driving Eligibility

A. Every employee who drives a motor vehicle as an integral part of his/her job, whether using a county
vehicle or a personal vehicle, must maintain an acceptable driving record. A Driver’s Abstract Report
will be obtained on all new employees, and twice per year thereafter, on every employee required to
drive as an integral part of his or her position. Every prospective employee must provide the
information necessary to obtain a Driver’s Abstract Report.

B. Any employee who drives his/her private vehicle for ACBDD business must submit proof of acceptable
liability insurance to the Superintendent or designee.

C. Employees and contractors who provide pupil transportation shall adhere to the standards set by the
Ohio Department of Education. Employees and contractors who provide other forms of
transportation shall adhere to the standards set by the Ohio Department of DD, as well as other
applicable laws, rules and regulations.

Professional and Educational Verification

A. A prospective employee for a position requiring a degree and/or professional license or certificate
must provide evidence of holding these credentials at the time of employment. Professional
licensure and formal education will be verified with the primary sources by the human resources
representative. The minimum education for all positions is a high school diploma or its equivalent.
Proof of education as required by each position must be submitted at the time of employment.

B. Payment of any license, registration or examination fee for.credentials required for a specific position
is the responsibility of the successful applicant, unless other arrangements have been included in an
employment contract or with the approval of the Superintendent.

C. Documented contact with a minimum of three professional references will be attempted before a
candidate is recommended for employment.

Physical Examination and Drug Screening

A. As per Policy 3-2 Medical Examinations, The Superintendent may require a prospective employee to
submit to a pre-employment medical examination, after an offer of employment has been made but
prior to beginning employment, where such examination is required for all candidates for the
position.” The examination shall determine only if the employee can perform the essential and
material duties of the position.

B. As per Policy 1-9 Drugfree Workplace, all prospective employees must pass a drug test before
beginning work or receiving final offer of employment. Drug screening may be required for
employees seeking promotion, transfer or demotion. Refusal to submit to testing will result in
disqualification of further employment consideration.

Nepotism
As per policies 1-6 Nepotism and2-4 Restriction on Assignment of Related Employees/Individuals Served,
issues involving relatives will be considered in the employment selection process.



4-3 PERFORMANCE MANAGEMENT

Adopted 11/19/1996
Status PENDING APPROVAL
Historical Versions | 7/20/1998, 4/18/2006, 9/27/2011, 10/25/2011, 11/24/2015
Initiated by: Gwen Brooks, Director of Human Resources
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Purpose

Performance management activities should promote and support the ACBDD’s commitment to
developing and retaining a high-performing, diverse workforce critical to supporting the ACBDD’s
mission and initiatives. The superintendent or his/her designee manages the guidelines, procedures,
timelines and tools to promote a consistent and effective approach to performance management
across the organization.

Performance Management Objectives
The ACBDD will maintain a performance management program that:

1.

Facilitates communication between supervisor, employee and administration, providing an
effective framework for ongoing, useful feedback and coaching;

Enables supervisors to set performance expectations for employees in a collaborative manner;
Facilitates alignment of organizational goals and priorities with individual contributions of
employees;

Ensures employees are provided formal feedback about their performance at least annually;
Provides objective and consistent tools for measuring performance, providing a foundation by
which to consider candidates for promotion as well as a basis for the continuation or
discontinuance of employment;

Promotes the professional growth and development of employees in support of more
effective performance and succession planning.

Types of Evaluation

1.

Probationary Evaluations - All employees in a probationary status per policy 4-2 Probation,
will be evaluated at least twice during the probationary period by the immediate supervisor.
The first evaluation is to be made at the mid-point of the probationary period. The second
evaluation is to be made not less than ten (10) working days prior to the end of the
probationary period.

The supervisor shall indicate on the final probationary evaluation whether the employee is to
be retained. This recommendation is subject to review and approval by the Superintendent.
Nothing contained in this paragraph requires the ACBDD to provide an evaluation if a
probationary employee is removed during the probationary period.

Annual Evaluations - All employees who are not on probationary status are to be evaluated
annually. The evaluation should cover the employee's performance since the previous
evaluation or during the time elapsed since the completion of the probationary period.



Supervisors shall establish and record annual performance goals and expectations with their
direct reports. Before the end of the performance cycle, supervisors shall complete a formal
year-end evaluation and establish performance goals and expectations for the next
cycle. Excluding the superintendent position, all evaluations shall be reviewed and signed by
the supervisor and the superintendent or designee.

3. Special Evaluations - Use may be made of the evaluation procedure at the discretion of the
superintendent or department supervisor to document circumstances such as outstanding
performance, performance feedback following an unsatisfactory evaluation, performance
concerns occurring since the previous evaluation, or at the request of the employee.

Conducting Performance Evaluations

Supervisors have the primary responsibility for initiating, scheduling and completing performance
evaluations. The evaluation tool used will be approved by the superintendent. Supervisors should
refer to the agency’s electronic public drive for current performance management guidelines. The
supervisor, employee and superintendent will review and revise if needed, the employee’s job
description on an annual basis as part of the annual performance evaluation process. The employee
and supervisor will suggest any necessary changes and the employee and the Superintendent will sign
the job description along with the evaluation.

Performance evaluations are not grievable. Employees may submit additional comments to be
included in their personnel file with their completed evaluation.
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4.3

1.

PERFORMANCE EVALUATION
Overview

Evaluation of an employee's performance is a continuous process based on
conferences, discussions, and observations and is a method for increasing the
worker's competence and his/her effectiveness with the program. Each new employee
shall have a written evaluation from the immediate supervisor at mid-point, and within
ten (10) days prior to the end of the probationary period. At least once a year
thereafter, a written evaluation of each employee shall be prepared. These annual
evaluations shall form the basis for promotion, determining work performance, and/or
reference writing. Materials for the evaluations will consist of the position description,
program objectives, personal career development plans, compliance with board policy
and procedures, written records kept by the employee and the supervisor, and any
other material from competent sources which seem pertinent. The employee shall
have the opportunity to review, discuss, and make written comments of the evaluation.

General Purpose

The Performance Evaluation program is intended to be a system of communication
between the supervisor and the employee on one hand, and between supervisory
personnel and the administration on the other. If conscientiously applied, a
performance evaluation program will enable the employee to have an increased
awareness of his/her work and what is expected.

The employee will be evaluated with reference to the requirements of the job as
defined in basic form on the position description. The employee will be able to tell in
what respect his/her work is most in need of improvement or is worthy of praise and
recognition. It will also enable the supervisor to find some of the gaps or limitations in
department procedures. An evaluation may also be helpful in suggesting needs for
types of training to be provided in in-service programs. The evaluation ratings in
themselves may be useful in considering potential candidates for promotion and are
used in the process of determining the sequence of employees to be laid off when
such action is necessary.

Evaluation Tool

The evaluation tool used will be approved by the Superintendent. The supervisor,
employee and Superintendent will review and revise if needed, the employee’s job
description on an annual basis as part of the Annual Employee Performance
Evaluation process. The employee and supervisor will suggest any necessary changes
and the employee and the Superintendent will sign the job description along with the
evaluation.

Who Will Evaluate



Each employee will be evaluated by the immediate supervisor to whom he/she is
regularly assigned. If an employee has been reassigned to a new supervisor within
one month of the evaluation date, the present and former supervisor will cooperate in
the evaluation. If an employee receives approximately equal supervision from two
persons, the supervisors will cooperate on the evaluation and both will sign the report
as raters.

Types of Evaluation

The Performance Evaluation Report will be used for three (3) different types of ratings:
(1) PROBATIONARY, (2) ANNUAL, and (3) SPECIAL.

a. Probationary Evaluations

All employees in probationary status generally will be evaluated twice during the
probationary period. The first evaluation is to be made at the mid-point of the
probationary period. The second evaluation is to be made within ten (10) days
prior to the end of the probationary period. When making the final probationary
evaluation, the supervisor shall indicate on the evaluation whether the employee
is to be retained or the employee is not to be retained. This recommendation is
subject to review and approval by the Superintendent. i a recommendation is
approved for retention the assumption will be made that the probationary period
has been satisfactorily completed. Nothing contained this paragraph requires the
Board to provide either of the two evaluations if a probationary employee is
removed during the probationary period.

b. Annual Evaluations

All employees who are not on probationary status are to be evaluated once a
year. The evaluation will cover the employee's performance since the previous
evaluation or during the time elapsed since the completion of the probationary
period.

c. Special Evaluations

Additional use may be made of the evaluation procedure at the discretion of the
administration, i.e. - to document outstanding performance, to document close
supervision following an unsatisfactory evaluation, at the request of the employee,
to address performance issues, or upon employee resignation.

The Performance Interview

a. When the evaluation is completed, the employee's performance rating will be
reviewed and discussed by the supervisor with the employee during a conference
called a Performance Interview. The form will be completed at the meeting with
the employee. The employee shall sign a copy of the evaluation as evidence that
such a performance interview was conducted and shall receive a copy of the
evaluation.

b. The Performance Interview conference is of benefit to both the employee and
supervisor. The interview provides excellent opportunity for the employee to
express himselffherself and to explain or justify his/her performance. The



d.

interview will be closed by summarizing the strengths and areas of needed
improvement of the employee's performance and by emphasizing any changes
needed to produce further improvement. When the employee is rated below
"meets”, a "Performance Growth" plan shall be required. The supervisor is
required to follow-up with the employee to ensure progress towards established
goals. When an employee is noted to be at "meets expectations" or above,
notations are suggestions on employee's goal statements.

The employee will be asked to sign the evaluation form thus verifying that he/she
has reviewed it with the supervisor. The employee signature does not imply
concurrence with the evaluation, only that the employee has seen the evaluation.
The employee has the right to submit a statement of explanation or rebuttal which
is to be attached to the evaluation form. If the employee refuses to sign the
evaluation form, the supervisor will call in a witness to verify that the interview was
held and to note that the employee refused to sign. Refusal to sign the evaluation
form shall constitute a waiver of the employee's right to a review of the evaluation.

If the employee feels the evaluation is not a true reflection of job performance, he/she

may request a review of the evaluation by submitting a written request for review of the
evaluation to the next higher person in the chain of command for his/her department
providing the employee has signed his/her evaluation form. The written request must
specify which part(s) of the evaluation the employee is requesting be reviewed and must
include specifics related to job performance upon which the request is based. The
supervisor/administrator responsible for reviewing the evaluation must meet with the
employee within ten (10) days and present the findings to the employee. The employee,
if still not satisfied after the initial review conference, may request further reviews through
the chain of command. The final review is with the Superintendent, whose decision will
be final.

e.

if any employee is in disagreement with his/her annual rating, then (s)he may
attach his/her rebuttal to the annual rating in question.
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10.7 STAFFING NEEDS POLICY

It is the intent of the Board to provide or arrange for the services, supports, and training-needed by
eligible individuals, in as much as resources allow.

These services, supports, and training may be provided by staff members of the Board or through
service contracts with other organizations or individuals.

Each program area will review its organizational structure at least.annually and make written
recommendations to the Superintendent for adjustments to the structure.

Increases or decreases in the number and assignment of staff and. the expansion or deletion of
existing service contracts, or addition of new service .contracts, ‘may be approved by the
Superintendent and/or the Board, with the adoption of the annual operating budget, based on any
of the following criteria:

o The availability of financial resources;

o Potential for generating additional billing from other funding sources, or accessing a new
funding source;

o Efficiency and effectiveness of program and service outcomes as measured through program
evaluation results;

o Individual and family satisfaction measures;

o Individual service plans;

e  Opportunities for collaborative efforts with other community organizations;

e  Cost effectiveness of service, support, or program,;

e  Quality enhancement efforts/activities.
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