SECTION E: SUPPORT SERVICES

EA
EAA*

EB
EBA*
EBAA
EBAB*
EBB*
EBBA
EBBB*
EBBC
EBC
EBCA*
EBCB*
EBCBA*
EBCC*
EBCD
EBCE

EC*
ECA
ECAA*
ECAB
ECB*
ECC*
ECD*
ECE*
ECF*
ECG*

ED*
EDA*
EDB*
EDBA*
EDBB*
EDC
EDD*
EDE
EDEA
EDEAA

Support Services Goals
Support Services Priority Objectives

Safety Program
Buildings and Grounds Inspections
Reporting of Hazards
Warning Systems
Accident Prevention and Safety Procedures
First Aid
Accident Reports
Bloodborne Pathogens
Emergency/Safety Plans
Disaster Plans
Fire Drills
Tornado Drills
Bomb Threats
Emergency Closings
Protection for Reporting Safety Violations (Whistleblowers)

Buildings and Grounds Management
Buildings and Grounds Security
Access to Buildings
Vandalism
Buildings and Grounds Maintenance
Custodial Services
Traffic and Parking Controls
Buildings and Grounds Records and Reports
Energy Conservation
Integrated Pest Management

Material Resources Management

Receiving and Warehousing

Maintenance and Control of Materials
Maintenance and Control of Instructional Materials
Maintenance and Control of Noninstructional Materials

Authorized Use of ESC Equipment

Material Resources Records and Reports

Computer/Online Services (Acceptable Use and Internet Safety)
Staff Network and Internet Acceptable Use and Safety

Technology Privacy



SECTION E: SUPPORT SERVICES

(Continued)

EE*
EEA*
EEAA*
EEAB*
EEAC
EEACA*
EEACB*
EEACC
EEACCA
EEACD

EEACE
EEAD*
EEAE
EEAF*
EEAG*
EEB*
EEBA
EEBB*
EEBC*
EEBD*

EF*
EFA*
EFAA*
EFB*
EFC*
EFD*
EFE*
EFF*
EFG
EFH*

EG*
EGA*
EGAA*
EGAAA
EGAB*
EGAC
EGB*
EGC*

Transportation Services Management
Student Transportation Services
Walkers and Riders
School Bus Scheduling and Routing
School Bus Safety Program
Bus Driver Examination and Training
School Bus Maintenance
Student Conduct on School Buses (Also JFCC)
Video Cameras on Transportation Vehicles
Drug Testing for ESC Personnel Required to Hold a
Commercial Driver’s License
School Bus Idling
Special Use of School Buses
Student Transportation in Private Vehicles
Student Transportation Insurance
Student Transportation Records and Reports
Business and Personnel Transportation Services
Use of ESC-Owned Vehicles
Use of Private Vehicles on School Business
Business and Personnel Transportation Insurance
Business and Personnel Transportation Records and Reports

Food Services Management
Food Purchasing
Use of Surplus Commodities
Free and Reduced-Price Food Services
Vending Machines
Food Sanitation Program
Food Services Records and Reports
Food Sale Standards
Student Wellness Program
Food Allergies (Special Dietary Needs)

Office Services Management
Office Communications Services
Printing and Duplicating Services
Copyright
Mail and Delivery Services
Telephone Services
Clerical Services
Office Services Records and Reports
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EH* Data Management

EHA Data and Records Retention

EI Insurance Management

EIA* Property Insurance

EIB* Liability Insurance

EJ* Evaluation of Support Services (Also AFF)

* These topics are not currently covered by Board policies.



File: EA

SUPPORT SERVICES GOALS

Support services are essential to the educational program. The Governing Board serves as trustee
of ESC facilities and overseer of school operations for the purpose of providing the facilities and
services which support a thorough and efficient educational program.

In order to provide support services for the overall educational program, the Governing Board
develops goals that include a:

1. safe and pleasant physical environment for teaching and learning for the school
community through the continual evaluation of the facilities;

2. transportation program for the safe transporting of students to and from school and
3. safety program which evaluates personnel, buildings, vehicles, equipment and supplies
to maintain a safe environment and to minimize the effects of a disaster.

[Adoption date: January 11, 2011]

CROSS REFS.: EB, Safety Program
EBC, Emergency/Safety Plans

Pickaway County Educational Service Center, Circleville, Ohio



File: EB

SAFETY PROGRAM

The Governing Board is concerned with the safety of all students, employees and members of the
school community present on ESC property and at all ESC-sponsored events at other sites. The
Governing Board directs the administration to develop a safety program which is reviewed on an
annual basis.

The Superintendent/designee has responsibility for the safety program of the ESC and develops
written procedures to comply with all applicable Federal and State laws and regulations.

The practice of safety is also a part of the instructional plan of the ESC through educational
programs. The educational program includes instruction in traffic and pedestrian safety, fire
prevention, in-service training and emergency procedures appropriately geared to students at
different grade levels.

All staff are encouraged to participate in the safety practices of the ESC by providing
recommendations that ensure a safe environment for all.

[Adoption date: January 11, 2011]

LEGAL REFS.: Public Employment Risk Reduction Act; ORC 4167.01 et seq.
ORC 117.102
2744
3313.473;3313.60; 3313.643
3314.15
3707.26
3737.73
OAC 3301-35-06

CROSS REFS.: EA, Support Services Goals
EEAC, School Bus Safety Program
GBE, Staff Health and Safety
IGAE, Health Education
JHF, Student Safety

Pickaway County Educational Service Center, Circleville, Ohio
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REPORTING OF HAZARDS

The Governing Board is concerned for the safety of the students and staff members and complies
with all Federal and State statutes and regulations to protect them from hazards that may result
from industrial accidents beyond the control of school officials or from the presence of asbestos
materials used in previous construction.

The Governing Board believes that the employees of this ESC, as well as visitors, are entitled to
function in an environment as free from hazards as can reasonably be provided. In this regard and
in accordance with law, the Governing Board provides reasonable and adequate protection to the
lives, safety and health of its employees and students, in compliance with Federal and State laws
and regulations.

The Superintendent is responsible for the maintenance of standards in the facilities to prevent
accidents and to minimize their consequences. He/She designates an employee who conducts
periodic audits of health and safety conditions within the facilities of the ESC and take
appropriate action of any violations thereof to the Superintendent.

The Superintendent ascertains that the employees and students of this ESC are aware of their
rights to an environment free of recognized hazards, that they are properly trained in safety
methods, that protective devices and equipment are available to meet safety standards and that
proper rules and records are maintained to meet the requirements of the law and the regulation of
the Public Employees Risk Reduction Advisory Commission.

In the event a representative of the State makes an inspection, the Superintendent reports the
result thereof to the Governing Board at the meeting following the receipt of the State report.

[Adoption date: January 11, 2011]

LEGAL REFS.: 29 CFR 1910.1030
Asbestos School Hazard Abatement Act; 20 USC 4011 et seq.
Asbestos Hazard Emergency Response Act; 15 USC 2641 et seq.
Comprehensive Environmental Response, Compensation and Liability Act;
42 USC 9601 et seq.
ORC 3313.643;3313.71;3313.711
3707.26
4113.23
4123.01 et seq.
Public Employment Risk Reduction Act; ORC 4167.01 et seq.
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CROSS REFS.: EB, Safety Program
EBBC, Bloodborne Pathogens
EBC, Emergency/Safety Plans
GBE, Staff Health and Safety

20f2

Pickaway County Educational Service Center, Circleville, Ohio
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FIRST AID

The school nurse develops guidelines for the emergency care of any student or staff member who
is injured or becomes ill at school or while engaged in a school-sponsored activity. The
guidelines are reviewed by the Governing Board prior to implementation.

The guidelines provide for at least one person in the building to have special training in first aid.
In the case of an emergency involving a student, the emergency medical authorization form is
followed and efforts are made to contact the parent/guardian.

[Adoption date: January 11, 2011]

LEGAL REFS.: ORC 2305.23
3301.56
3313.712

OAC 3301-27-01; 3301-35-06

CROSS REFS.: EB, Safety Program
EBBC, Bloodborne Pathogens
EBC, Emergency/Safety Plans
JHCD, Administering Medicines to Students
Emergency Medical Authorization Form
Staff Handbooks

Pickaway County Educational Service Center, Circleville, Ohio
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FIRST AID

The following requirements shall be adhered to by all personnel.

1.

A school nurse or other trained person is responsible for administering first aid in each
building. Although each nurse is assigned a school or group of schools for providing
regular nursing services, a nurse is subject to call from any school if needed. An
emergency medical service will be called in case of serious illness or injury.

The parents of all students are asked to sign and submit an emergency medical
authorization form which indicates the procedure they wish to be followed in the event
of' a medical emergency involving their child. The forms are kept readily accessible in
the main office.

Any time a student or a group of students is taken out of the ESC to participate in a
school event, the staff in charge of the event must take the Emergency Medical
Authorization forms for those students. This includes, and is not limited to, students
involved in athletic trips, field trips and community outings. This does not include
student spectators at events.

Only emergency care and first aid are provided. A physician or nurse provides training
for first-aid treatment and emergency care for various types of illness and injury. Use
of medications is limited to topical applications as directed by a physician for certain
types of injuries or to such medication as might have been officially authorized for an
individual student.

In cases in which the nature of an illness or an injury appears serious, the parent(s) are
contacted and the instructions on the student’s emergency card are followed. In
extreme emergencies, arrangements may be made for a student’s immediate
hospitalization whether or not the parent(s) can be reached.

Middle school and senior high students may be sent home if the illness is minor and the
parents have been informed in advance.

(Approval date: January 11, 2011)

Pickaway County Educational Service Center, Circleville, Ohio
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BLOODBORNE PATHOGENS

Staff and students incur some risk of infection and illness each time they are exposed to bodily
fluids or other potentially infectious materials. While the risk to staff and students of exposure to
body fluids due to casual contact with individuals in the school environment is very low, the
Governing Board regards any such risk as serious.

Consequently, the Governing Board directs adherence to universally recognized precautions.
Universally recognized precautions require that staff and students approach infection control as if
all direct contact with human blood and body fluids is known to be infectious for HIV, HBV,
HCYV and/or other bloodborne pathogens.*

To reduce the risk to staff and students by minimizing or eliminating staff exposure incidents to
bloodborne pathogens, the Governing Board directs the Superintendent to develop and
implement an exposure control plan. This plan must be reviewed and updated at least annually
in accordance with Federal law.

The plan includes annual in-service training for staff and students, first-aid kits in the building
and each student transportation vehicle, correct procedures for cleaning up body fluid spills and
for personal cleanup.

Training is followed by an offer of immunization with hepatitis B vaccine for all staff who are
required to provide first aid to students and/or staff. The vaccine is also offered to all staff who
have occupational exposure as determined by the administrator.

[Adoption date: January 11, 2011]

LEGAL REFS.: 29 CFR 1910.1030
ORC 3707.26
Public Employment Risk Reduction Act; ORC 4167.01 et seq.

CROSS REFS.: EBBA, First Aid
EBC, Emergency/Safety Plans
GBEA, Noncasual Contract Communicable Diseases (Also JHCCA)
JHCC, Communicable Diseases

* Bloodborne pathogens are pathogenic microorganisms that are present in human blood and can
cause disease in humans. These include, but are not limited to, hepatitis B virus (HBV), hepatitis
C virus (HCV) and human immunodeficiency virus (HIV).

Pickaway County Educational Service Center, Circleville, Ohio
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EMERGENCY/SAFETY PLANS

The Governing Board acknowledges that the safety and well-being of students and staff are high
priorities. Although emergencies cannot be predicted, effective prevention and management
strategies are used to minimize the effects of emergency situations arising in the ESC.

An emergency is defined as an event which threatens the actual safety and security of students,
employees or visitors of the ESC or whose impact threatens the feeling of safety and security,
both of which are detrimental to a positive learning environment. Emergencies include, but are
not limited to, fire, natural disasters, medical emergencies, industrial accidents, suicide, death of
a student or employee, acts of violence, trauma and terrorism.

Comprehensive School Safety Plans and Drills

The Governing Board directs the Superintendent/designee to prepare emergency/safety plans for
use by staff and students. The plans are posted in each classroom and other areas accessible to
students.

The comprehensive safety plan sets a protocol for addressing and responding to serious threats to
the safety of the school property, students, staff, volunteers and visitors. Each protocol includes
procedures deemed appropriate by the Governing Board or governing authority for responding to
threats and emergency events including, but not limited to, notification of appropriate law
enforcement personnel, calling upon specified emergency response personnel for assistance and
informing parents of affected students.

State law determines the type and number of drills the ESC must conduct in order to adequately
prepare staff and students for emergency situations. Drills provide both students and staff with
practice in responding to emergency conditions should such conditions occur.

A copy of each school building’s current comprehensive safety plan and blueprint is filed with
the law enforcement agency that has jurisdiction over the school building and, upon request, the
fire department that serves the political subdivision in which the school building is located. A
copy of each school building’s current comprehensive safety plan and floor plan is filed with the
Ohio Attorney General. The floor plan is used solely by law enforcement responding to an
emergency in the building and is not a public record.

The administration reviews the plan annually, considering the most current information dealing
with the subjects, as well as making relevant information about the plan known to the
community. When the comprehensive safety plan is used, assessment of the way the emergency
was handled is completed by the Governing Board and the administration. Suggestions for
improvement, if necessary, are solicited from all stakeholders.
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Although the plan is reviewed annually, State law requires the ESC’s comprehensive safety plan
to be updated every three years and within 90 days whenever a major modification to an
individual school building necessitates changes in that building’s plan.

[Adoption date: January 11, 2011]

LEGAL REFS.: ORC 149.433
2305.235
2923.11
3301.56
3313.20; 3313.536; 3313.717; 3313.719
3314.03; 3314.16
3701.85
3737.73;3737.99
OAC 3301-35-06

CROSS REFS.: EBAA, Reporting of Hazards
EBBA, First Aid
EBBC, Bloodborne Pathogens
ECA, Buildings and Grounds Security
EEAC, School Bus Safety Program
GBE, Staff Health and Safety
JHCD, Administering Medicines to Students
JHF, Student Safety
KBCA, News Releases
KK, Visitors to the ESC
Emergency/Safety Plans Handbook

20f2

Pickaway County Educational Service Center, Circleville, Ohio
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EMERGENCY CLOSINGS

ESC offices are open for business between the hours of 8:00 a.m. and 4:00 p.m. each weekday
throughout the school year, except for holidays provided for in the Governing Board-adopted
calendar and other holidays recognized in State law. During the three summer months, the office
hours can be shortened at the request of the Superintendent.

The Superintendent is authorized to close the office on regular workdays due to hazardous
weather conditions and other emergencies.

When schools are closed due to hazardous weather conditions or any other emergency, ESC
employees will fulfill their workday responsibilities according to the following plan.

1.  Where a staff member has responsibilities in more than one member district, if one
district is closed and the other is open for instruction, he/she will report to work in the
district that is open for instruction or to the ESC. An exception to this would be if the
ESC Superintendent calls for a delay or a cancellation, or the ESC is closed.

2. The closing of all member districts will close the ESC for all employees.

3. Closure or a delay may be called by the Superintendent, at which time employees are
notified through the pre-arranged telephone network.

[Adoption date: January 11, 2011]

LEGAL REFS.: ORC 3313.48; 3313.482; 3313.642
3317.01
3737.73
OAC 3301-35-06

CROSS REF.:  EBC, Emergency/Safety Plans

Pickaway County Educational Service Center, Circleville, Ohio
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PROTECTION FOR REPORTING SAFETY VIOLATIONS
(Whistleblowers)

The Governing Board is concerned with the safety of everyone present on ESC property and has
directed the Superintendent/designee to develop and maintain a comprehensive safety plan, in
accordance with State law, that addresses potential safety issues that may arise within the ESC.

In addition to the comprehensive safety plan, staff members are encouraged to participate in the
safety practices of the ESC by providing recommendations that ensure a safe environment for all.

Yet, despite the Governing Board’s best efforts in prevention and correction of safety issues,
there may be times when safety violations may occur. Staff members who report these violations
in good faith have the right to do so without any retaliation by the Governing Board, ESC
administrators or other staff members.

The Governing Board does not condone, nor does it tolerate, any act of discrimination,
harassment or other acts of retaliation at any time for the reporting of safety violations. Staff
members in violation of this policy will be disciplined in accordance with the negotiated
agreement, Governing Board policy and/or State law.

[Adoption date: January 11, 2011]

LEGAL REFS.: ORC 124.341
4113.52

CROSS REFS.: EB, Safety Program
EBC, Emergency/Safety Plans
Emergency/Safety Plans Handbook

Pickaway County Educational Service Center, Circleville, Ohio



File: EBCE-R

PROTECTION FOR REPORTING SAFETY VIOLATIONS
(Whistleblowers)

State law contains a number of provisions concerning the reporting of safety violations. The
following regulation gives a brief overview of these provisions.

1.

Awareness and reporting of a violation

If an employee becomes aware of a violation of any State or Federal law, or any
Governing Board policy or regulation that the ESC has authority to correct, and the
employee reasonably believes that the violation is a criminal offense that is likely to
cause an imminent risk of physical harm, a public health or safety hazard, a felony or an
improper solicitation for a contribution, the employee shall orally notify his/her
supervisor or other responsible administrator of the violation and subsequently file with
the supervisor or administrator a written report that provides sufficient detail to identify
and describe the violation.

Not correcting the violation

If the ESC does not correct the violation or make a reasonable and good faith effort to
correct the violation within 24 hours after the oral notification or the receipt of the
report, whichever is earlier, the employee may file a written report that provides
sufficient detail to identify and describe the violation with the city or county prosecutor
where the violation occurred, with a peace officer, with the inspector general if the
violation is within the inspector general’s jurisdiction, or with any other appropriate
public official or agency that has regulatory authority over the ESC.

Notifying the employee

If an employee makes a report, the employer, within 24 hours after the oral notification
was made or the report was received or by the close of business on the next regular
business day following the day on which the oral notification was made or the report
was received, whichever is later, shall notify the employee, in writing, of any effort of
the employer to correct the alleged violation or hazard, or of the absence of the alleged
violation or hazard.
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Reporting fellow employees’ violations

If an employee becomes aware of a violation by a fellow employee of any State or
Federal law, any Governing Board policy or regulation or any work rule or procedure,
and the employee reasonably believes that the violation is a criminal offense that is
likely to cause an imminent risk of physical harm, a public health or safety hazard, a
felony or an improper solicitation for a contribution, the employee shall orally notify
his/her supervisor or other responsible administrator of the violation and subsequently
shall file with that supervisor or administrator a written report that provides sufficient
detail to identify and describe the violation.

Retaliation

The ESC shall not take any disciplinary or retaliatory action against an employee for
making any authorized report or having made any inquiry or taken any other action to
ensure the accuracy of any information reported.

The ESC shall not take any disciplinary or retaliatory action against an employee for
making any authorized report if the employee made a reasonable and good faith effort
to determine the accuracy of any information so reported, or as a result of the
employee’s having made any inquiry or taken any other action to ensure the accuracy of
any information reported.

Disciplinary or retaliatory action by the ESC includes, but is not limited to:

A. removing or suspending the employee from employment;




