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DAILY SUBBING PROCEDURE

Classified Subs are assigned by different offices and procedures.

Cafeteria Subs Nutrition Services Department - 419-473-8458
Bus Drivers/Monitors Transportation Department - 419-473-8356
Custodians/Firemen Facilities Department - 419-473-8440
Secretaries, Classroom Aides,

and Safety Aides Aesop - 1-800-942-3767 / www.aesoponline.com

Sub Office — 419-473-8227

Reporting to Work:

The arrival time for classified employees varies according to the position. You will be informed
of your starting and ending times when you are called to sub. Report directly to the school office
or immediate supervisor to receive a work schedule and other information pertinent to the
assignment for the day.

Multiple Buildings: In some cases your assignment may involve more than one building. You
should inform the principal or immediate supervisor before leaving the first building. Upon
arriving at the next building, report to the principal’s office or immediate supervisor for the work
schedule.

Lunch/Dinner: A 30-minute paid lunch or dinner period is scheduled during the eight-hour
working day. You are not permitted to leave the building during the lunch/dinner break unless
previously approved by the immediate supervisor. Employees are on call during the paid
lunch/dinner period. If you work during a student school day, you are welcome to purchase lunch
from the school cafeteria.

Breaks: One 15-minute break is provided for each seven-hour employee. Two 15-minute breaks
are provided for each eight-hour employee. You are on call during all breaks and therefore will
not be permitted to leave your assigned building during these times.

Communicating with a Regular Employee: Leave a note for the regular employee to report
any problems or special circumstances that the regular employee may need to know when they
return to work.

End of the day: At the conclusion of the workday, report to the school office or immediate
supervisor to communicate any concerns or messages and to find out if you are needed as a
substitute for the next day. If you are unavailable to work for an extended period of time (more
than 3 days), notify the appropriate office.

BUS DRIVERS

Each candidate must complete a certified school bus driver training program. In addition to BCI
and FBI background checks, bus drivers must submit to and pass an alcohol/drug test before
training as a driver can begin. Random drug/alcohol testing will also be performed on all
substitute drivers employed by the district. Successfully passed an ODE T-8 bus driver physical
performed by the district selected doctor.

CAFETERIA
If a substitute is unavailable to work three (3) times during a year without a valid reason, his/her
name may be removed from the substitute list. Subs shall adhere to an appropriate dress code.


http://www.aesoponline.com

CONFIDENTIALITY

All information about a student’s academic performance, behavior, abilities, health and family
dynamics should be treated as confidential and discussed with co-workers only as needed within
the context of the employees’ job duties. Sharing confidential student information with other
individuals is strictly prohibited and may be a violation of Federal Law.

EMERGENCIES

You should be familiar with and prepared to implement emergency procedures. This includes
knowing the proper exits in case of fire or building evacuation; safety areas in the event of
tornadoes; and procedures for lockdown or other building emergencies.

Bodily injury to self or students should be reported to the principal or supervisor. In case of
serious injury, you should call the rescue squad, then report the incident to the principal or
supervisor. In case of serious injury to a child, you should stay with the child and send another
person for assistance.

Substitute custodians may be assigned to a building during evening hours when no other
employees are present. In case of fire, or breaking and entering, call 911 immediately; then report
the emergency to either Jay Merritt (419-473-8360 or 419-261-8949) or Nathan Brown
(419-473-8248 or 419-360-5071). Report electrical or plumbing emergencies to Mr. Merritt or
Mr. Brown. If a substitute bus driver is involved in a bus accident, contact 911 first, then report
the accident to the bus garage.

Pay Procedure — Correction of Errors

If an error is made in an employee's pay, either overpay or shortage, the correction will be made
on the following paycheck after notification of the error.

Provided an accurate time card is received by the payroll department at least nine (9) calendar
days prior to payday, and there is an error clearly the fault of the administration, errors in excess
of $100 shall be corrected and paid by the close of the following work day, if the employee so
requests.

Pay Procedures - Direct Deposit

All substitute employees will be paid by direct deposit to their bank account. An enrollment form
authorizing direct deposit must be completed and filed in the treasurer's office.

Checks will be credited to the individual participating employee's account on each payday. Once
funds have been transferred to the receiving bank(s), the bank(s) become responsible for deposits
to the employee account.

Substitute employees will also provide an email address, for which they will receive an email
from the Treasurer’s Office with a PDF attachment of their direct deposit advice.

RATE OF PAY

Employees are paid bi-weekly by direct deposit only. See the pay schedule included in this
handbook. After working 60 days in the same assignment (for the same individual, open position,
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approved extra help position, or same bus route), subs advance to Step 0 of the schedule of the
employee replaced. The higher level of pay requires submission of the Long Term Classified Sub
Form. If, during a long term assignment you work in any other position, it is not counted toward
your long term assignment. If a sub changes location during a long term assignment due to the bid
process, the supervisor shall notify payroll that it is a continuation of the original long term
assignment. Otherwise, the count will start over. If a Long Term Sub is doing the same job, and it
is not a 12 month job, it carries over from fiscal year to the next.

The substitute hourly rate of pay is:

Bus Driver $18.00
Bus Driver for Field Trips $18.00
Bus Monitors $13.00
Cafeteria Workers $13.00
Daytime Campus Security $26.00
After School & Night Security $24.00
(Approximately 3:00 p.m. & later)
Front Desk Security $15.00
Mobile Night Security $20.00
Project Security (Events) $43.00
Classroom Aide $14.00
Custodian $13.00
Fireman $13.00
Printer $13.00
Safety Aide $13.00
Secretary $13.00
Treasurer’s Office $20.51
Summer Help/Lawn Crew $13.00
Maintenance $14.00

In addition to Federal, State and Toledo City Income Tax deductions, payroll deductions include:
10%  Ohio School Employee Retirement System (SERS) as required by Ohio law
1.45% Medicare as required by Federal Law

SCHOOL CLOSINGS AND DELAYS

You are responsible for getting information regarding delayed opening and/or closing of schools,
which is available on local radio and television, or on the district’s website (www.wls4kids.org),
Twitter (twitter.com/wls4kids), or Facebook (https://www.facebook.com/wls4kids#!/wls4kids).
Sometimes we call a 2-hour delay that may become a cancellation depending on weather
conditions. Once school is delayed, a decision to cancel will be made no later than 7:30 am.

In the event that school opening is delayed, you are expected to report to work as close to the
regularly scheduled time as safety permits. Delayed opening times refer to students only.
*Exception - Classroom Aide and Safety Aide Substitutes should not arrive at the regular
scheduled time, but rather they should report at the delayed start time. Wait until at least 8:00 am
before leaving for work so that you may check to see if school is canceled, or only delayed. If
school is delayed, make sure to allow enough travel time to arrive at school in time for the
delayed start. If you arrive at the building and school has been closed, you will not be paid for
your travel time. Ultimately, it is your responsibility to keep yourself informed about school
closings and delays.

You should not report to work when schools are closed for the entire day due to extreme weather
or emergency. Substitute employees are not paid for these days. Substitute bus drivers who are



assigned to a morning route and report to work prior to the official school closing will be paid the
minimum of two (2) hours for the morning portion of the route.

Long term subs who have met the requirement to move to the step 0 rate will be compensated for
calamity days providing that a make-up day will not be added to the regular school calendar.

HOLIDAYS
Substitute employees do not get any paid Holidays.

STUDENT DISCIPLINE

In the establishment of a school atmosphere conducive to good learning, many positive methods
are used to promote motivation. Occasionally, however, a situation arises where more stringent
measures become necessary to preserve control and establish accepted standards of conduct.

Corporal punishment is prohibited. Touching a child with intent to discipline or punish may be
interpreted as corporal punishment. Please refer to the current Board of Education policies,
included in this handbook, dealing with student discipline.

Students should not be sent to halls or corridors for punishment. A disciplinary problem which

cannot be handled in the classroom should be brought to the attention of the principal.

OHIO AUDITOR OF STATE FRAUD REPORTING SYSTEM

In compliance with Ohio Revised Code 117.103 (see below), the Ohio Auditor of State’s office
maintains a system for reporting fraud, including misuse of public money by any official or
office. The system allows all Ohio citizens, including public employees, the opportunity to make
anonymous complaints through a toll-free number, the Auditor of State’s Website, or through the
United States mail.

Telephone: 1-866-FRAUD OH (1-866-372-8364)
US Mail: Ohio Auditor of State’s office

Special Investigations Unit

88 East Broad Street

PO Box 1140

Columbus, OH 43215

Web: www.ohioauditor.gov

BOARD OF EDUCATION POLICIES

Every employee is responsible for abiding by the policies of the Board of Education. Board
Policies may be accessed from the Washington Local Schools website home page (select: District
— Board of Education — Policies) or at http://www.neola.com/washingtonloc-oh/ Hard copies are
available to view in the Human Resources Office. Following are just a few policies we wish to
bring to your attention.


http://www.neola.com/washingtonloc-oh/

4122.01 - DRUG-FREE WORKPLACE

The Board of Education will seek to establish and maintain an educational setting which is not tainted by
the use or evidence of use of any controlled substance.

The Board shall not permit the manufacture, possession, use, distribution, or dispensing of any controlled
substance, alcohol, and any drug paraphernalia as the term is defined by law, by any member of the
classified staff at any time while on District property or while involved in any District-related activity or
event. Any staff member who violates this policy shall be subject to disciplinary action.

All staff members shall be given copies of the standards regarding unlawful possession, use, or distribution
of'illicit drugs and alcohol by staff and informed that compliance with this requirement is mandatory.

41 U.S.C. 701, et seq., Drug-Free Workplace Act of 1988
20 U.S.C. 3224A

4210 - STAFF ETHICS

An effective educational program and successful operation of the District requires the services of
individuals with integrity, high ideals, and human understanding. To maintain and promote these essentials,
the Board of Education expects all classified staff members to maintain high standards in their working
relationships, and in the performance of their duties, to:

A. recognize basic dignities of all individuals with whom they interact in the performance of
duties;
B. represent accurately their qualifications;

C. exercise due care to protect the mental and physical safety of students, colleagues, and
subordinates;

D. seek and apply the knowledge and skills appropriate to assigned responsibilities;

E.  keep in confidence legally-confidential information;

F.  ensure that their actions or those of another on their behalf are not made with specific intent of
advancing private economic interests;

G. refuse to accept anything of value offered by another for the purpose of influencing judgment;
H. refuse to accept compensation from any other source, other than the Board, for the performance
of his/her official duties, any other act or service in his/her public capacity, for the general

performance of the duties of his/her public employment, or as a supplement to his/her public
compensation;

I.  refrain from using his/her position or public property, or permitting another person to use an
employee's position or public property for partisan political or religious purposes. (This will in
no way limit constitutionally or legally protected rights as a citizen.)

Ohio Ethics Commission Advisory Opinion 2008-01

Adopted 2/24/10



4213 - STUDENT SUPERVISION

Classified staff members may be confronted with situations which, if handled incorrectly, could result in
liability to the District and personal liability to the staff member.

Administrative guidelines shall ensure the maintenance of the following standards:

A.  Each classified staff member shall report immediately to the principal any accident or safety
hazard s/he detects.

B.  Each classified staff member shall immediately report knowledge of threats of violence by
students to the principal/supervision.

C. Aclassified staff member shall not send students on any personal errands.

D. Aclassified staff member shall not associate with students at any time in a manner which gives
the appearance of impropriety, including, but not limited to, the creation or participation in any
situation or activity which could be considered abusive or sexually suggestive or involve illegal
substances such as tobacco, alcohol, or drugs. Any sexual conduct with a student by a classified
staff member subjects the offender to criminal liability and discipline up
to and including termination of employment.

This provision should not be construed as precluding a classified staff member from associating
with students in private for legitimate or proper reasons.

E. Aclassified staff member shall not transport students in a private vehicle without the approval
of the principal/supervisor.

F. A student shall not be required to perform work or services that may be detrimental to his/her
health.

Most information concerning a child in school, other than directory information described in Policy 8330,
is confidential under Federal and State laws. Any staff member who shares confidential information with
another person not authorized to receive the information may be subject to discipline or civil liability. This
includes, but is not limited to, information concerning assessments, grades, behavior, family background,
and alleged child abuse.

5600 - STUDENT DISCIPLINE

The Board of Education acknowledges that conduct is closely related to learning - an effective instructional
program requires an orderly school environment and the effectiveness of the educational program is, in
part, reflected in the behavior of students.

The Board believes that the best discipline is self-imposed and that students should learn to assume
responsibility for their own behavior and the consequences of their actions. The Board has zero tolerance of
violent, disruptive or inappropriate behavior by its students.

The Board shall require each student of this District to adhere to the Student Code of Conduct adopted by
the Board and to submit to such disciplinary measures as are appropriately assigned for infraction of those
rules. Such rules shall require that students:

conform to reasonable standards of socially-acceptable behavior;

respect the person and property of others;

preserve the degree of order necessary to the educational program in which they are engaged;
respect the rights of others;

obey constituted authority and respond to those who hold that authority.

moaow»
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The Student Code of Conduct designates sanctions for the infractions of rules, excluding corporal
punishment, which shall:

A. relate in kind and degree to the infraction;
B.  help the student learn to take responsibility for his/her actions;

C. Dbe directed, where possible, to reduce the effects of any harm which may have been caused by
the student’s misconduct.

Students may be prohibited by authorized school personnel from participating in all or part of co-curricular
and/or extra-curricular activities without further notice, hearing or appeal rights. A student who has been
disorderly on a school bus may be suspended from transportation services consistent with Board policy and
the Student Code of Conduct.

The Superintendent shall publish to all students and their parents the rules of this District regarding student
conduct and the sanctions which may be imposed for breach of those rules.

The Superintendent shall inform the Board periodically of the methods of discipline imposed by this
District and the incidence of student misconduct in such degree of specificity as shall be required by the
Board.

The Superintendent, principals, and other administrators shall have the authority to assign discipline to
students, subject to the Student Code of Conduct and, where required by law, to the student’s due process
right to notice, hearing, and appeal.

Teachers, school bus drivers, and other employees of this Board having authority over students may take
such action as may be necessary to control the disorderly conduct of students in all situations and in all
places where such students are within the jurisdiction of this Board and when such conduct interferes with
the educational program of the schools or threatens the health and safety of others.

Discipline on Board vehicles shall be the responsibility of the driver on regular bus runs. When Board
vehicles are used for field trips and other Board activities, the teacher, coach, advisor, or other Board
employee shall be responsible for student discipline. If a student becomes a serious discipline problem on a
vehicle, the Superintendent and/or his/her designee may suspend the transportation privileges of the student
providing such suspension conforms with due process. The procedures for suspension are set forth in the
Student Code of Conduct and Board Policy 5611 — Due Process Rights.

No student is to be detained after the close of the regular school day unless the student’s parent has been
contacted and informed that the student will be detained. If a parent cannot be contacted, the student should
be detained on another day.

R.C. 3313.20, 3313.66, 3313.661, 3315.07, 3327.041
A.C. 3301-35-03(G), 3301-83-08

Revised 4/19/06
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5630 - CORPORAL PUNISHMENT

Corporal punishment shall not be used as a form of discipline in the Washington Local School District.
Ohio law allows Boards of Education to ban the use of corporal punishment and this Board does not believe
such punishment to be suitable. Other forms of discipline, counseling, and referral, including
communication and meetings with parents/guardians to promote appropriate and positive behavior, will be
used.

Good conduct is based on respect and consideration for the rights of others. Students will be expected to
conduct themselves in such a way that the rights of others are not violated. Students will respect constituted
authority, conform with school regulations, and accept directions from authorized school personnel.
Students who fail to comply with established school rules or with any reasonable request made by school
personnel on school property and/or at school-related events will be dealt with according to approved
student discipline regulations.

This prohibition applies as well to volunteers and those with whom the District contracts for services.

R.C. 2919.22(B), 3313.20(B), 3319.41 (A)(B)

NONDISCRIMINATION AND ANTI-HARASSMENT - POLICY 4362

General Policy Statement

It is the policy of the Board of Education to maintain an education and work environment that is free from
all forms of unlawful harassment, including sexual harassment. This commitment applies to all School
District operations, programs, and activities. All students, administrators, teachers, staff, and all other
school personnel share responsibility for avoiding, discouraging, and reporting any form of unlawful
harassment. This policy applies to unlawful conduct occurring on school property, or at another location if
such conduct occurs during an activity sponsored by the Board.

The Board will vigorously enforce its prohibition against discriminatory harassment based on race, color,
national origin, sex (including sexual orientation and gender identity), disability, age, religion, ancestry, or
genetic information (collectively, "Protected Classes") that are protected by Federal civil rights laws
(hereinafter referred to as "unlawful harassment"), and encourages those within the School District
community as well as Third Parties, who feel aggrieved to seek assistance to rectify such problems. The
Board will investigate all allegations of harassment and in those cases where unlawful harassment is
substantiated, the Board will take immediate steps to end the harassment, prevent its reoccurrence, and
remedy its effects. Individuals who are found to have engaged in unlawful harassment will be subject to
appropriate disciplinary action.

Other Violations of the Anti-Harassment Policy

The Board will also take immediate steps to impose disciplinary action on individuals engaging in any of
the following prohibited acts:
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A. Retaliating against a person who has made a report or filed a complaint alleging unlawful
harassment, or who has participated as a witness in a harassment investigation.

B. Filing a malicious or knowingly false report or complaint of unlawful harassment.

C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of
harassment, when responsibility for reporting and/or investigating unlawful harassment charges
comprises part of one's supervisory duties.

Definitions

Words used in this policy shall have those meanings defined herein; words not defined herein shall be
construed according to their plain and ordinary meanings.

Complainant is the individual who alleges, or is alleged, to have been subjected to unlawful harassment,
regardless of whether the person files a formal complaint or is pursuing an informal resolution to the
alleged harassment.

Respondent is the individual who has been alleged to have engaged in unlawful harassment, regardless of
whether the Reporting Party files a formal complaint or is seeking an informal resolution to the alleged
harassment.

School District community means students and Board employees (i.e., administrators, and professional
and classified staff), as well as Board members, agents, volunteers, contractors, or other persons subject to
the control and supervision of the Board.

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

Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business
day(s) (i.e., a day(s) that the Board office is open for normal operating hours, Monday — Friday, excluding
State-recognized holidays).

Bullying

Bullying rises to the level of unlawful harassment when one or more persons systematically and chronically
inflict physical hurt or psychological distress on one (1) or more students or employees and that bullying is
based upon one (1) or more Protected Classes, that is, characteristics that are protected by Federal civil
rights laws. It is defined as any unwanted and repeated written, verbal, or physical behavior, including any
threatening, insulting, or dehumanizing gesture, by an adult or student, that is severe or pervasive enough to
create an intimidating, hostile, or offensive educational or work environment; cause discomfort or
humiliation; or unreasonably interfere with the individual's school or work performance or participation;
and may involve:
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A. teasing;

B. threats;

C. intimidation;
D. stalking;

E. cyberstalking;

F. cyberbullying;

G. physical violence;

H. theft;

I.  sexual, religious, or racial harassment;

J.  public humiliation; or

K. destruction of property.

"Harassment'" means any threatening, insulting, or dehumanizing gesture, use of technology, or written,
verbal or physical conduct directed against a student or school employee that:

A. places a student or school employee in reasonable fear of harm to his/her person or damage to
his/her property;

B. has the effect of substantially interfering with a student's educational performance, opportunities,
or benefits, or an employee's work performance; or

C. has the effect of substantially disrupting the orderly operation of a school.

Sexual Harassment

For purposes of this policy and consistent with Title VII of the Civil Rights Act of 1964, "sexual
harassment" is defined as:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual
nature, when:

A. Submission to such conduct is made either implicitly or explicitly a term or condition of an
individual's employment, or status in a class, educational program, or activity.

B. Submission or rejection of such conduct by an individual is used as the basis for employment or
educational decisions affecting such individual.

C. Such conduct has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile, or offensive working, and/or learning
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environment; or of interfering with one's ability to participate in or benefit from a class or an
educational program or activity.

Sexual harassment may involve the behavior of a person of any gender against a person of the same or
another gender.

Sexual Harassment covered by Policy 2266 - Nondiscrimination on the Basis of Sex Education Programs or
Activities is not included in this policy. Allegations of such conduct shall be addressed solely by Policy

2266.

Prohibited acts that constitute sexual harassment under this policy may take a variety of forms. Examples of
the kinds of conduct that may constitute sexual harassment include, but are not limited to:

Unwelcome sexual propositions, invitations, solicitations, and flirtations.
Unwanted physical and/or sexual contact.

Threats or insinuations that a person's employment, wages, academic grade, promotion, classroom
work or assignments, academic status, participation in athletics or extra-curricular programs,
activities, or events, or other conditions of employment or education may be adversely affected by
not submitting to sexual advances.

Unwelcome verbal expressions of a sexual nature, including graphic sexual commentaries about a
person's body, dress, appearance, or sexual activities; the unwelcome use of sexually degrading
language, profanity, jokes or innuendoes; unwelcome suggestive or insulting sounds or whistles;
obscene telephone calls.

Sexually suggestive objects, pictures, graffiti, videos, posters, audio recordings or literature,
placed in the work or educational environment, that may reasonably embarrass or offend
individuals.

Unwelcome and inappropriate touching, patting, or pinching; obscene gestures.

Asking about, or telling about, sexual fantasies, sexual preferences, or sexual activities.

Speculations about a person's sexual activities or sexual history, or remarks about one's own sexual
activities or sexual history.

Giving unwelcome personal gifts such as lingerie that suggest the desire for a romantic
relationship.

Leering or staring at someone in a sexual way, such as staring at a person's breasts, buttocks, or
groin.

A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to
create or has the effect of creating discomfort and/or humiliation to another.

In the context of employees, consensual sexual relationships where such relationship leads to

favoritism of a subordinate employee with whom the superior is sexually involved and where such
favoritism adversely affects other employees or otherwise creates a hostile work environment.
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M. Inappropriate boundary invasions by a District employee or other adult member of the School
District community into a student's personal space and personal life.

N. Verbal, nonverbal or physical aggression, intimidation, or hostility based on sex or
sex-stereotyping that does not involve conduct of a sexual nature.

Not all behavior with sexual connotations constitutes unlawful sexual harassment. Sex-based or
gender-based conduct must be sufficiently severe, pervasive, and persistent such that it adversely affects,
limits, or denies an individual's employment or education, or such that it creates a hostile or abusive
employment or educational environment.

Race/Color Harassment

Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon
an individual's race or color and when the conduct has the purpose or effect of interfering with the
individual's work or educational performance; of creating an intimidating, hostile, or offensive working,
and/or learning environment; or of interfering with one's ability to participate in or benefit from a class or
an educational program or activity. Such harassment may occur where conduct is directed at the
characteristics of a person's race or color, such as racial slurs, nicknames implying stereotypes, epithets,
and/or negative references relative to racial customs.

Religious (Creed) Harassment

Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based
upon an individual's religion or creed and when the conduct has the purpose or effect of interfering with the
individual's work or educational performance; of creating an intimidating, hostile, or offensive working
and/or learning environment; or of interfering with one's ability to participate in or benefit from a class or
an educational program or activity. Such harassment may occur where conduct is directed at the
characteristics of a person's religious tradition, clothing, or surnames, and/or involves religious slurs.

National Origin/Ancestry Harassment

Prohibited national origin/ancestry harassment occurs when unwelcome physical, verbal, or nonverbal
conduct is based upon an individual's national origin or ancestry and when the conduct has the purpose or
effect of interfering with the individual's work or educational performance; of creating an intimidating,
hostile, or offensive working and/or learning environment; or of interfering with one's ability to participate
in or benefit from a class or an educational program or activity. Such harassment may occur where conduct
is directed at the characteristics of a person's national origin or ancestry, such as negative comments
regarding customs, manner of speaking, language, surnames, or ethnic slurs.

Disability Harassment

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based
upon an individual's disability and when the conduct has the purpose or effect of interfering with the
individual's work or educational performance; of creating an intimidating, hostile, or offensive working
and/or learning environment; or of interfering with one's ability to participate in or benefit from a class or
an educational program or activity. Such harassment may occur where conduct is directed at the
characteristics of a person's disability, such as negative comments about speech patterns, movement,
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physical impairments or defects/appearances, or the like. Such harassment may further occur where
conduct is directed at or pertains to a person's genetic information.

Anti-Harassment Compliance Officers

The following individual(s) shall serve as the District’s Anti-Harassment Compliance Officer(s)
(hereinafter, “the Compliance Officer(s)”):

Assistant Superintendent
3505 West Lincolnshire Blvd.
Toledo, Ohio 43606

Director of Human Resources
3505 West Lincolnshire Blvd.
Toledo, Ohio 43606

The names, titles, and contact information of these individuals will be published annually on the School
District's website.

The Compliance Officer(s) are responsible for coordinating the District’s efforts to comply with applicable
Federal and State laws and regulations, including the District’s duty to address in a prompt and equitable
manner any inquiries or complaints regarding harassment.

The Compliance Officer(s) will be available during regular school/work hours to discuss concerns related
to unlawful harassment, to assist students, other members of the District community, and third parties who
seek support or advice when informing another individual about "unwelcome" conduct, or to intercede
informally on behalf of the individual in those instances where concerns have not resulted in the filing of a
formal complaint and where all parties are in agreement to participate in an informal process.

Compliance Officers shall accept reports of unlawful harassment directly from any member of the School
District community or a Third Party or receive reports that are initially filed with an administrator,
supervisor, or other District-level official. Upon receipt of a report of alleged harassment, the Compliance
Officer(s) will contact the Complainant and begin either an informal or formal complaint process
(depending on the request of the Complainant or the nature of the alleged harassment), or the Compliance
Officer(s) will designate a specific individual to conduct such a process. The Compliance Officer(s) will
provide a copy of this policy to the Complainant and Respondent. In the case of a formal complaint, the
Compliance Officer(s) will prepare recommendations for the Superintendent or will oversee the preparation
of such recommendations by a designee. All Board employees must report incidents of harassment that are
reported to them to the Compliance Officer within two (2) days of learning of the incident.

Any Board employee who directly observes unlawful harassment is obligated, in accordance with this
policy, to report such observations to the Compliance Officer(s) within two (2) days. Additionally, any
Board employee who observes an act of unlawful harassment is expected to intervene to stop the
harassment, unless circumstances make such an intervention dangerous, in which case the staff member
should immediately notify other Board employees and/or local law enforcement officials, as necessary, to
stop the harassment. Thereafter, the Compliance Officer(s) or designee must contact the Complainant, if
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age eighteen (18) or older, or Complainant's parents/guardians if the Complainant is under the age eighteen
(18), within two (2) days to advise of the Board's intent to investigate the alleged wrongdoing.

Reports and Complaints of Harassing Conduct

Members of the School District community along with Third Parties are encouraged to promptly report
incidents of harassing conduct to an administrator, supervisor or other School District official so that the
Board may address the conduct before it becomes severe, pervasive, or persistent. Any administrator,
supervisor, or other District official who receives such a report shall file it with the Compliance Officer
within two (2) days of receiving the report of harassment.

Members of the School District community and Third Parties who believe they have been unlawfully
harassed by another member of the School District community or a Third Party are entitled to utilize the
Board's complaint process that is set forth below. Initiating a complaint, whether formally or informally,
will not adversely affect the Complainant's employment or participation in educational or extra-curricular
programs. While there are no time limits for initiating complaints of harassment under this policy,
individuals should make every effort to file a complaint as soon as possible after the conduct occurs while
the facts are known and potential witnesses are available.

If, during an investigation of alleged bullying, aggressive behavior and/or harassment in accordance with
Policy 5517.01 - Bullying and Other Forms of Aggressive Behavior, the Principal believes that the reported
misconduct may have created a hostile work environment and may have constituted unlawful
discriminatory harassment based on a Protected Class, the Principal shall report the act of bullying,
aggressive behavior and/or harassment to the Compliance Officer(s) who shall investigate the allegation in
accordance with this policy. If the alleged harassment involves Sexual Harassment as defined by Policy
2266, the matter will be handled in accordance with the grievance process and procedures outlined in
Policy 2266. While the Compliance Officer investigates the allegation, or the matter is being addressed
pursuant to Policy 2266, the Principal shall suspend the Policy 5517.01 investigation to await the
Compliance Officer's written report or the determination of responsibility pursuant to Policy 2266. The
Compliance Officer shall keep the Principal informed of the status of the Policy 4362 investigation and
provide the Principal with a copy of the resulting written report. Likewise, the Title IX Coordinator will
provide the Principal with the determination of responsibility that results from the Policy 2266 grievance
process.

Investigation and Complaint Procedure

Except for Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of Sex in
Education Programs or Activities, any employee or other member of the School District community or
Third Party (e.g., visitor to the District) who believes that they have been subjected to unlawful harassment
or retaliation may seek resolution of the complaint through the procedures described below. The formal
complaint process involves an investigation of the Complainant's claims of harassment or retaliation and a
process for rendering a decision regarding whether the charges are substantiated.

Due to the sensitivity surrounding complaints of unlawful harassment, or retaliation timelines are flexible
for initiating the complaint process; however, individuals should make every effort to file a complaint
within thirty (30) days after the conduct occurs while the facts are known and potential witnesses are
available. Once the formal complaint process is begun, the investigation will be completed in a timely
manner (ordinarily, within fifteen (15) business days of the complaint being received).
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The procedures set forth below are not intended to interfere with the rights of any individual to pursue a
complaint of unlawful harassment or retaliation with the United States Department of Education Office for
Civil Rights, the Ohio Civil Rights Commission ("OCRC") and/or Equal Employment Opportunity
Commission ("EEOC").

Informal Complaint Procedure

The goal of the informal complaint procedure is promptly to stop inappropriate behavior and to facilitate
resolution through an informal means, if possible. The informal complaint procedure is provided as a less
formal option for a student, other member of the School District community, or Third Party who alleges
unlawful harassment or retaliation. This informal procedure is not required as a precursor to the filing of a
formal complaint. The informal process is only available in those circumstances where the Complainant
and the Respondent mutually agree to participate in it.

The Complainant may proceed immediately to the formal complaint process and individuals who seek
resolution through the informal procedure may request that the informal process be terminated at any time
to move to the formal complaint process.

All complainants involving a District employee, any other adult member of the School District community,
or a Third Party and a student will be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe in doing so, the individual should
tell or otherwise inform the Respondent that the alleged harassing conduct is unwelcome and must stop.
The Complainant should address the allegedly harassing conduct as soon after it occurs as possible. The
Compliance Officers are available to support and counsel individuals when taking this initial step or to
intervene on behalf of the Complainant if requested to do so. A Complainant who is uncomfortable or
unwilling to directly approach the Respondent about the alleged inappropriate conduct may file an informal
or a formal complaint. In addition, with regard to certain types of unlawful harassment, such as sexual
harassment, the Compliance Officer may advise against the use of the informal complaint process.

A Complainant may make an informal complaint, either orally or in writing: 1) to a teacher, other
employee, or building administrator; 2) directly to one of the Compliance Officers; and/or 3) to the
Superintendent or other District-level employee.

All informal complaints must be reported to one of the Compliance Officers who will either facilitate an
informal resolution as described below, or appoint another individual to facilitate an informal resolution.

The Board's informal complaint procedure is designed to provide employees, other members of the School
District community, or third parties who believe they are being unlawfully harassed with a range of options
designed to bring about a resolution of their concerns. Depending upon the nature of the complaint and the
wishes of the Complainant, informal resolution may involve, but not be limited to, one or more of the
following:

A. Advising the Complainant about how to communicate the unwelcome nature of the behavior to the
Respondent.

B. Distributing a copy of this policy as a reminder to the individuals in the school building or office
where the Respondent works or attends.
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C. [If both parties agree, the Compliance officer may arrange and facilitate a meeting or mediation
between the Complainant and the Respondent to work out a mutual resolution.

While there are no set time limits within which an informal complaint must be resolved, the Compliance
Officer/designee is directed to attempt to resolve all informal complaints within fifteen (15) business days
of receiving the informal complaint. If the Complainant is dissatisfied with the informal complaint process,
the Complainant may proceed to file a formal complaint. And, as stated above, either party may request that
the informal process be terminated at any time to move to the formal complaint process.

Formal Complaint Procedure

If a complaint is not resolved through the informal complaint process, if one of the parties has requested
that the informal complaint process be terminated to move to the formal complaint process, or the
Complainant, from the outset, elects to file a formal complaint, or the CO determines the allegations are not
appropriate for resolution through the informal process, the formal complaint process shall be implemented.

The Complainant may file a formal complaint, either orally or in writing, with a teacher, Principal, the
Compliance Officer, Superintendent, or other District official. Due to the sensitivity surrounding
complaints of unlawful harassment and retaliation, timelines are flexible for initiating the complaint
process; however, individuals should make every effort to file a formal complaint within thirty (30) days
after the conduct occurs while the facts are known and potential witnesses are available. If a Complainant
informs a teacher, Principal, Superintendent, or other District official, either orally or in writing, about any
complaint of harassment or retaliation, that employee must report such information to the Compliance
Officer within two (2) business days.

Throughout the course of the process, the Compliance Officer should keep the parties reasonably informed
of the status of the investigation and the decision-making process.

All formal complaints must include the following information to the extent known: the identity of the
Respondent; a detailed description of the facts upon which the complaint is based (i.e., when, where, and
what occurred); a list of potential witnesses; and the resolution sought by the Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information set forth
above, the Compliance Officer shall ask for such details in an oral interview. Thereafter, the Compliance
Officer will prepare a written summary of the oral interview, and the Complainant will be asked to verify
the accuracy of the reported charge by signing the document.

Upon receiving a formal complaint, the Compliance Officer will consider whether any action should be
taken in the investigatory phase to protect the Complainant from further harassment or retaliation,
including, but not limited to, a change of work assignment or schedule for the Complainant and/or the
Respondent. In making such a determination, the Compliance Officer should consult the Complainant to
assess whether the individual agrees with the proposed action. If the Complainant is unwilling to consent to
the proposed change, the Compliance Officer may still take whatever actions deemed appropriate in
consultation with the Superintendent.

Within two (2) business days of receiving the complaint, the Compliance Officer/ designee will initiate a
formal investigation to determine whether the Complainant has been subjected to offensive
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conduct/harassment/retaliation. The Principal will not conduct an investigation unless directed to do so by
the Compliance Officer.

Simultaneously, the Compliance Officer will inform the Respondent that a formal complaint has been
received. The Respondent will be informed about the nature of the allegations and provided with a copy of
any relevant policies and/or administrative guidelines, including the Board's Anti-Harassment policy. The
Respondent must also be informed of the opportunity to submit a written response to the complaint within
five (5) business days.

Although certain cases may require additional time, the Compliance Officer/designee will attempt to
complete an investigation into the allegations of harassment/retaliation within fifteen (15) business days of
receiving the formal complaint. The investigation will include:

A. interviews with the Complainant;
B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information
relevant to the allegations;

D. consideration of any documentation or other information presented by the Complainant,
Respondent, or any other witness that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the Compliance Officer or the designee shall prepare and deliver a
written report to the Superintendent that summarizes the evidence gathered during the investigation and
provides recommendations based on the evidence and the definition of unlawful harassment as provided in
Board policy and State and Federal law as to whether the Complainant has been subjected to unlawful
harassment. The Compliance Officer's recommendations must be based upon the totality of the
circumstances, including the ages and maturity levels of those involved. In determining if discriminatory
harassment or retaliation occurred, a preponderance of evidence standard will be used. The Compliance
Officer may consult with the Board's legal counsel before finalizing the report to the Superintendent.

Absent extenuating circumstances, within five (5) business days of receiving the report of the Compliance
Officer/designee, the Superintendent must either issue a written decision regarding whether the complaint
of harassment has been substantiated or request further investigation. A copy of the Superintendent's final
decision will be delivered to both the Complainant and the Respondent.

If the Superintendent requests additional investigation, the Superintendent must specify the additional
information that is to be gathered, and such additional investigation must be completed within five (5)
business days. At the conclusion of the additional investigation, the Superintendent must issue a written
decision as described above.

The decision of the Superintendent shall be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful
harassment/retaliation regardless of whether the member of the School District community or Third Party
alleging the unlawful harassment/retaliation pursues the complaint. The Board also reserves the right to
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have the formal complaint investigation conducted by an external person in accordance with this policy or
in such other manner as deemed appropriate by the Board or its designee.

The parties may be represented, at their own cost, at any of the above-described meetings/hearings.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the
person's pursuit of other remedies such as the filing of a complaint with the Office for Civil Rights, the
filing of charges with local law enforcement, or the filing of a civil action in court. Use of this internal
complaint process is not a prerequisite to the pursuit of other remedies.

Privacy/Confidentiality

The District will employ all reasonable efforts to protect the rights of the Complainant, the Respondent, and
the witnesses as much as possible, consistent with the Board's legal obligations to investigate, to take
appropriate action, and to conform with any discovery or disclosure obligations. All records generated
under the terms of this policy and related administrative guidelines shall be maintained as confidential to
the extent permitted by law. Confidentiality, however, cannot be guaranteed. Additionally, the Respondent
must be provided the Complainant's identity.

During the course of a formal investigation, the Compliance Officer/designee will instruct all members of
the School District community and third parties who are interviewed about the importance of maintaining
confidentiality. Any individual who is interviewed as part of a harassment investigation is expected not to
disclose any information that is learned or provided during the course of the investigation.

Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against unlawful harassment/retaliation by taking
appropriate action reasonably calculated to stop the harassment and prevent further such harassment. While
observing the principles of due process, a violation of this policy may result in disciplinary action up to and
including the discharge of an employee or the suspension/expulsion of a student. All disciplinary action
will be taken in accordance with applicable State law and the terms of the relevant collective bargaining
agreement(s). When imposing discipline, the Superintendent shall consider the totality of the circumstances
involved in the matter, including the ages and maturity levels of those involved. In those cases where
unlawful harassment is not substantiated, the Board may consider whether the alleged conduct nevertheless
warrants discipline in accordance with other Board policies, consistent with the terms of the relevant
collective bargaining agreement(s).

Where the Board becomes aware that a prior remedial action has been taken against a member of the
School District community, all subsequent sanctions imposed by the Board and/or Superintendent shall be
reasonably calculated to end such conduct, prevent its recurrence, and remedy its effect.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging unlawful
harassment/retaliation or participates as a witness in an investigation is prohibited. Neither the Board nor
any other person may intimidate, threaten, coerce or interfere with any individual because the person
opposed any act or practice made unlawful by any Federal or State civil right law, or because that
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individual made a report, formal complaint testified, assisted or participated or refused to participate in any
manner in an investigation, proceeding, or hearing under those laws and/or the policy, or because that
individual exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of any
right granted or protected by those laws and/or this policy.

Retaliation against a person for making a report of discrimination, filing a formal complaint, or
participating in an investigation or meeting is a serious violation of this policy that can result in imposition
of disciplinary sanctions/consequences and/or other appropriate remedies.

Formal complaints alleging retaliation may be filed according to the internal complaint process set forth
above.

The exercise of rights protected under the First Amendment of the United States Constitution does not
constitute retaliation prohibited under this policy.

Allegations Constituting Criminal Conduct: Child Abuse/Sexual Misconduct

State law requires any school teacher or school employee who knows or suspects that a child with a
disability under the age of twenty-one (21) or that a child under the age of eighteen (18) has suffered or
faces a threat of suffering a physical or mental wound, disability or condition of a nature that reasonably
indicates abuse or neglect of a child to immediately report that knowledge or suspicion to the county
children's services agency. If, during the course of a harassment investigation, the Compliance Officer or a
designee has reason to believe or suspect that the alleged conduct reasonably indicates abuse or neglect of
the Complainant, a report of such knowledge must be made in accordance with State law and Board Policy.

State law defines certain contact between a teacher and a student as "sexual battery." If the Compliance
Officer or a designee has reason to believe that the Complainant has been the victim of criminal conduct as
defined in Ohio's Criminal Code, such knowledge should be immediately reported to local law
enforcement.

Any reports made to a county children's services agency or to local law enforcement shall not terminate the
Compliance Officer or a designee's obligation and responsibility to continue to investigate a complaint of
harassment. While the Compliance Officer or a designee may work cooperatively with outside agencies to
conduct concurrent investigations, in no event shall the harassment investigation be inhibited by the
involvement of outside agencies without good cause after consultation with the Superintendent.

Allegations Involving Conduct Unbecoming the Teaching Profession/Suspension

The Superintendent will report to the Ohio Department of Education, on forms provided for that purpose,
matters of misconduct on the part of licensed classified staff members convicted of sexual battery, and will,
in accordance with Policy 8141, suspend such employee from all duties that concern or involve the care,
custody, or control of a child during the pendency of any criminal action for which that person has been
arrested, summoned and/or indicted in that regard.

Education and Training
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In support of this Anti-Harassment Policy, the Board promotes preventative educational measures to create
greater awareness of unlawful discriminatory practices. The Superintendent shall provide appropriate
information to all members of the School District community related to the implementation of this policy
and shall provide training for District students and staff where appropriate. All training, as well as all
information provided regarding the Board's policy and harassment in general, will be age and content
appropriate.

Retention of Investigatory Records and Materials

The Compliance Officer(s) is responsible for overseeing retention of all records that must be maintained
pursuant to this policy. All individuals charged with conducting investigations under this policy shall retain
all documents, electronically stored information ("ESI"), and electronic media (as defined in Policy 8315)
created and/or received as part of an investigation, which may include but not be limited to:

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged
violation of this policy;

B. any narratives that memorialize oral
reports/allegations/complaints/grievances/statements/responses pertaining to an alleged violation
of this policy;

C. any documentation that memorializes the actions taken by District personnel or individuals
contracted or appointed by the Board to fulfill its responsibilities related to the investigation and/or
the District’s response to the alleged violation of this policy;

D. written witness statements;
E. narratives, notes from, or audio, video, or digital recordings of witness interviews/statements;

F. e-mails, texts, or social media posts that directly relate to or constitute evidence pertaining to an
alleged violation of this policy (i.e., not after-the-fact commentary about or media coverage of the
incident);

G. notes or summaries prepared contemporaneously by the investigator in whatever form made (e.g.,
handwritten, keyed into a computer or tablet, etc.), but not including transitory notes whose
content is otherwise memorialized in other documents;

H. written disciplinary sanctions issued to students or employees and other documentation that
memorializes oral disciplinary sanctions issued to students or employees for violations of this

policy;

I.  dated written determinations/reports (including summaries of relevant exculpatory and inculpatory
evidence) and other documentation that memorializes oral notifications to the parties concerning
the outcome of the investigation, including any consequences imposed as a result of a violation of
this policy;

J.  documentation of any supportive measures offered and/or provided to the Complainant and/or the
Respondent, including no contact orders issued to both parties, the dates the no contact orders
were issued, and the dates the parties acknowledged receipt of the no contact orders;

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or

harassment, prevent its recurrence, eliminate any hostile environment, and remedy its
discriminatory effects;
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L. copies of the Board policy and/or procedures/guidelines used by the District to conduct the
investigation, and any documents used by the District at the time of the alleged violation to
communicate the Board’s expectations to students and staff with respect to the subject of this
policy (e.g., Student Code of Conduct and/or Employee Handbooks);

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged
discrimination or harassment;

N. documentation of any training provided to District personnel related to this policy, including but
not limited to, notification of the prohibitions and expectations of staff set forth in this policy and
the role and responsibility of all District personnel involved in enforcing this policy, including
their duty to report alleged violations of this policy and/or conducting an investigation of an
alleged violation of this policy;

0. documentation that any rights or opportunities that the District made available to one party during
the investigation were made available to the other party on equal terms;

P. copies of any notices sent to the alleged perpetrator/responding party of the allegations
constituting a potential violation of this policy;

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview,
meeting, or hearing;

R. copies of any documentation or evidence used during informal and formal disciplinary meetings
and hearings, including the investigation report, and any written responses submitted by the
Complainant or the Respondent.

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records
and records exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State law (e.g., R.C.
3319.321) — e.g., student records and confidential medical records.

The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an
investigation shall be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330
for not less than three (3) years, but longer if required by the District’s records retention schedule.

Revised 3/27/13
Revised 1/16/19
Revised 4/21/21
© Neola 2021

Legal
R.C.4112.02

20 U.S.C. 1400 et seq., The Individuals with Disabilities Education Improvement Act of 2004 (IDEIA)
20 U.S.C. 1681 et seq.

29 U.S.C. 621 et seq., Age Discrimination in Employment Act of 1967

29 U.S.C. 794, Rehabilitation Act of 1973, as amended

29 C.F.R. Part 1635
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29 U.S.C. 6101, The Age Discrimination Act of 1975

42 U.S.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended
42 U.S.C. 2000d et seq.

42 U.S.C. 2000e et seq.

42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act

42 U.S.C. 1983

National School Boards Association Inquiry and Analysis - May 2008

The following persons are designated as the District’s Civil Rights Compliance Officer(s):

Kristine Martin Laura Berryman

Assistant Superintendent Director of Human Resources
3505 W. Lincolnshire Blvd. 3505 W. Lincolnshire Blvd.
Toledo, OH 43606 Toledo, OH 43606

Phone: 419-473-8221 Phone: 419-473-8225

Fax: 419-473-8247 Fax: 419-473-8247

Email: kmartin@wls4kids.org Email: Iberryma@wls4kids.org
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