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* These topics are not currently covered by Board policies.
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PERSONNEL POLICIES GOALS

The personnel employed by the Governing Board are a very important resource for effectively
conducting a quality educational program. The ESC’s program functions best when it employs
highly qualified personnel, conducts appropriate staff development activities and establishes
policies and working conditions which are conducive to high morale and enable each staff
member to make the fullest contribution to ESC programs and services.

The goals of the personnel program include:

1. developing and implementing those strategies and procedures for personnel recruitment,
screening and selection which result in employing the best available candidates: those
with the highest capabilities, strongest commitment to quality education and greatest
probability of effectively implementing the educational program;

2. developing a general assignment strategy which makes the greatest contribution to the
educational program, and using it as the primary basis for determining staff assignments;

3. providing positive programs of staff development designed to contribute both to
improvement of the educational program and to each staff member’s career development
aspirations;

4. providing for a genuine team approach to education, including staff involvement in
planning, decision making and evaluation;

5. developing and using for personnel evaluation positive processes which contribute to the
improvement of staff capabilities and assist in making employment decisions and

6. encouraging all employees to be cognizant of their roles in instilling ethical principles
and democratic ideals in all students.

[Adoption date: January 11, 2011]

LEGAL REFS.: ORC 124.11
3313.602
3319.01; 3319.02; 3319.081; 3319.11; 3319.111
Chapter 4117

CROSS REF.:  GBB, Staff Involvement in Decision Making (Also ABB)

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2
-
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EQUAL OPPORTUNITY EMPLOYMENT

The ESC provides equal opportunities for employment, retention and advancement of all

personnel.

This Governing Board encourages all personnel to assist in the accomplishment of this goal
through their personal commitment to the concept of equal opportunity for all personnel
regardless of race, color, national origin, ancestry, citizenship status, religion, gender, sexual
orientation, economic status, age, military status, or disability.

[Adoption date: January 11, 2011]

LEGAL REFS.:

CROSS REFS.:

Civil Rights Act, Title VI; 42 USC 2000d

Executive Order 11246, as amended by Executive Order 11375

Equal Employment Opportunity Act, Title VII; 42 USC 2000e et seq.

Education Amendments of 1972, Title IX; 20 USC 1681

Rehabilitation Act; 29 USC 794

Age Discrimination in Employment Act; 29 USC 623

Immigration Reform and Control Act; 8 USC 1324a et seq.

Americans with Disabilities Act Amendments Act of 2008; 42 USC 12101 et seq.
ORC Chapter 4112.02

AC, Nondiscrimination/Anti/Harassment

ACA, Nondiscrimination on the Basis of Gender
ACAA, Sexual Harassment

ACB, Nondiscrimination on the Basis of Disability

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2
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File: GBB (Also ABB)

STAFF INVOLVEMENT IN DECISION MAKING

The ESC maintains an environment that supports personal and organizational performance
excellence by allowing all employees the opportunity to develop and use their full potential to
achieve ESC goals and objectives.

There should be an exchange of ideas and pertinent information among all elements of a school
district. Morale is enhanced when employees are assured that their voices are heard by those in
positions of administrative authority.

All employees have the opportunity to bring their ideas and/or concerns to the Governing Board
through the recognized administrative channels. Final authority for all decisions rests with the
Governing Board.

[Adoption date: January 11, 2011]

LEGAL REF.: OAC 3301-35-05

CROSS REFS.: AD, Development of Philosophy of Education
BCE, Governing Board Committees
BCF, Advisory Committees to the Governing Board
BF, Governing Board Policy Development and Adoption
CCB, Staff Relations and Lines of Authority
CD, Management Team
CE, Administrative Councils, Cabinets and Committees
DBD, Budget Planning (Five-Year Forecast)
IF, Curriculum Development

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2
-4-
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STAFF ETHICS

An effective educational program requires the services of men and women of integrity, high
ideals and human understanding. To maintain and promote these essentials, the Governing
Board expects all staff members to maintain high standards in their working relationships and in
the performance of their professional duties to:

1. recognize basic dignities of all individuals with whom they interact in the performance
of duties;

2. represent accurately their qualifications;

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

4. seek and apply the knowledge and skills appropriate to assigned responsibilities;
5. keep in confidence legally-confidential information as they may secure;

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

7. refrain from using position or public property, or permitting another person to use an
employee’s position or public property, for partisan political or religious purposes (this

in no way limits constitutionally or legally protected rights as a citizen) and

8. avoid accepting anything of value offered by another for the purpose of influencing
judgment.
[Adoption date: January 11, 2011]

LEGAL REF.: ORC 3313.602

CROSS REF.: GA, Personnel Policies Goals

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2
-5-
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STAFF CONFLICT OF INTEREST

Employees shall not engage in, nor have a financial interest in, any activity which conflicts with
their duties and responsibilities in the ESC.

Employees shall not engage in work of any type in which information concerning a customer,
client or employer originates from any information available to them through ESC sources.

Employees shall not sell textbooks, instructional supplies, equipment, reference books or any
other products to the ESC. They shall not furnish the names of students or parents to anyone
selling these materials.

In order that there is no conflict of interest in the evaluation of employees, at no time shall any
administrator responsible for the evaluation of an employee be directly related to that employee.

Employees must not use their influence or authority to secure authorization of a public contract,
including an employment contract, for a family member.

[Adoption date: January 11, 2011]

LEGAL REFS.: ORC 2921.42
3313.811
3319.21
3329.10
4117.20

CROSS REFS.: GBL, Personnel Records
JO, Student Records
KBA, Public’s Right to Know

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2
-6-



File: GBCA-R

STAFF CONFLICT OF INTEREST
(Outside Activities)

The Governing Board directs the Superintendent to promulgate the following guidelines so that
staff members may avoid situations in which their personal interests, activities and associations
may conflict with the interests of the ESC. If such situations threaten a staff member’s
effectiveness within the ESC, the Superintendent shall evaluate the impact of such interest,
activity or association upon the staff member’s responsibilities.

1.

Staff members should not give time to an outside interest, activity or association
without valid reason to be excused from assigned duties.

Staff members shall not use school property or school time to solicit or accept
customers for private enterprises without written administrative permission.

Staff members shall not engage in business transactions on behalf of private enterprises
in which he/she may profit by virtue of his/her official position or authority or benefit
financially from confidential information that the employee has obtained or may obtain
by reason of his/her position or authority.

Staff members shall not campaign on school property on behalf of any political
candidate for local, state or national office.

Staff members may not accept fees for tutoring when such tutoring is conducted during
the normal workday.

Staff members may not accept fees for conducting services, workshops, conferences or
college classes during normal work hours that are not part of regular responsibilities
unless granted special permission by the Governing Board.

(Approval date: January 11, 2011)

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2

-



File: GBCA-R

STAFF CONFLICT OF INTEREST
(Private Practice)

The maintenance of unusually high standards of honesty, integrity, impartiality and professional
conduct by ESC employees is essential to ensure the proper performance of school business as
well as to earn and keep public confidence in the ESC.

To accomplish this, the Governing Board has adopted the following guidelines to assure that
conflicts of interest do not occur. These are not intended to be all-inclusive, nor to substitute for
good judgment on the part of all employees.

1.

No employee shall engage in or have a financial interest, directly or indirectly, in any
activity that conflicts or raises a reasonable question of conflict with his/her duties and
responsibilities in the ESC.

Employees shall not engage in business, private practice of their profession, the
rendering of services or the sale of goods of any type where advantage is taken of any
professional relationship they may have with any student, client or parents of such
students or clients in the course of their employment with the ESC. Included, by way of
illustration rather than limitation, are the following:

A. the provision of any private lessons or services for a fee during working hours;

B.  the use, sale or improper divulging of any privileged information about a student
or client gained in the course of the employee’s employment or through his/her
access to ESC records;

C. the referral of any student or client for lessons or services to any private business
or professional practitioner if there is any expectation of reciprocal referrals,
sharing of fees or other remuneration for such referrals or

D. the requirement of students or clients to purchase any private goods or services
provided by any employee or any business or professional practitioner with whom
any employee has a financial relationship, as a condition of receiving any grades,
credits, promotions, approvals or recommendations.

Employees shall not make use of materials, equipment, or facilities of the ESC in
private practice. Examples would be the use of facilities before, during or after regular
business hours for service to private practice clients or the checking out of items from
an instructional materials center for private practice. The Superintendent can give
special permission on a case-by-case basis.

1 of2



File: GBCA-R

Exceptions to this policy shall be approved by the Superintendent before entering into any
private relationship.

(Approval date: January 11, 2011)

20f2

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2
-
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STAFF CONDUCT

All staff members have a responsibility to make themselves familiar with, and to abide by, the
laws of the state of Ohio, the policies of the Governing Board and the administrative regulations
designed to implement them.

The Governing Board expects staff members to conduct themselves in a manner which not only
reflects credit to the ESC, but also presents a model worthy of emulation by students. Unless
otherwise permitted by law, staff members are not permitted to bring a deadly weapon or
dangerous ordnance into a school safety zone.

The Governing Board will not tolerate the possession of weapons or any other device designed to
inflict serious bodily harm by any staff member while on ESC property, at a school-sponsored
event or on a school vehicle.

Any staff member found possessing a weapon or other device designed to inflict serious bodily
harm on ESC premises, a school vehicle or on property being used by the ESC for school
purposes may be charged with a felony. This restriction applies to a staff member licensed to
possess firearms unless serving as an authorized security officer.

Staff members shall report knowledge of dangerous weapons and/or threats of violence by
students, staff members or visitors to the Superintendent and/or Assistant Superintendent.
Failure to report such knowledge may subject the staff member to discipline.

The Superintendent shall ensure that any staff member possessing a weapon or other device
designed to inflict serious bodily harm is reported immediately to the appropriate law
enforcement agency. As well, the staff member shall be disciplined up to and including
discharge consistent with law and due process.

All staff members are expected to carry out their assigned responsibilities. Essential to the
success of ongoing operations and the instructional program are the following specific
responsibilities which are required of all personnel:

1. faithfulness and promptness in attendance at work;

2. support and enforcement of policies of the Governing Board and regulations of the
administration;

3. diligence in submitting required reports promptly at the times specified;

4. care and protection of ESC property and

1 of2
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5. concern and attention toward their own and the ESC’s legal responsibility for the safety
and welfare of students, including the need to ensure that students are under supervision
at all times.

[Adoption date: January 11, 2011]

LEGAL REFS.: Gun-Free Schools Act; 20 USC 8921
ORC 124.34
2923.1212;2923.122
3319.081; 3319.16; 3319.31; 3319.36

CROSS REFS.: GBCA, Staff Conflict of Interest
GBCC, Staff Dress and Grooming
GBH, Staft-Student Relations (Also JM)
JFC, Student Conduct (Zero Tolerance)
KGB, Public Conduct on ESC Property

20f2

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2
-
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STAFF DRESS AND GROOMING

The Governing Board believes that staff members set an example in dress and grooming for their
students to follow. A staff member who understands this precept and adheres to it enlarges the
importance of his/her task, presents an image of dignity and encourages respect for authority.
These factors act in a positive manner toward the maintenance of discipline.
The Governing Board retains the authority to specify the following dress and grooming
guidelines for staff that will prevent such matters from having an adverse impact on the
educational process. All staff members, when assigned to ESC duty, shall:

1. be physically clean, neat, and well groomed;

2. dress in a manner consistent with their professional responsibilities and

3. dress in a manner that communicates to students a pride in personal appearance.

[Adoption date: January 11, 2011]

LEGAL REF.: ORC 3313.20

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2
-3-



File: GBD (Also BG)

GOVERNING BOARD-STAFF COMMUNICATIONS

The Governing Board wishes to maintain open channels of communication with the staff. The
basic line of communication between the Governing Board and the staff is through the
Superintendent. Staff members should utilize the Superintendent to communicate to the
Governing Board or its subcommittees. All official communications, policies and directives of
staff interest and concern are communicated to staff members through the Superintendent. The
Superintendent develops appropriate methods to keep staff members informed of the Governing
Board’s issues, concerns and actions.

Governing Board members must recognize that their presence in school buildings could be
subject to a variety of interpretations by school employees. If a visit to a school or classroom is
being made for other than general interest, Governing Board members shall inform the
Superintendent and make arrangements for visitation through the school administrator of the
particular school. General interest visits are defined as informal expressions of interest in school
affairs and not as inspections or visits for supervisory or administrative purposes. Governing
Board members will indicate to the school administrator the reason(s) for the visit. Official visits
by Governing Board members are carried out only under Governing Board authorization.

[Adoption date: January 11, 2011]

LEGAL REF.: ORC 3313.20(A)

CROSS REFS.: AFA, Evaluation of Governing Board Operational Procedures (Also BK)
BDDH, Public Participation at Governing Board Meetings (Also KD)
GBM, Staff Complaints and Grievances
KK, Visitors to the ESC

Pickaway County Educational Service Center, Circleville, Ohio DRAFT/2
-4-
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STAFF HEALTH AND SAFETY

Through its overall safety program and various policies pertaining to school personnel, the
Governing Board attempts to ensure the safety of employees during their working hours and assist
them in the maintenance of good health.

All employees are expected to observe commonly recognized practices which promote the health
and safety of school personnel.

Bus drivers will have an annual physical examination in compliance with State law. The results
of all such examinations are filed with the Superintendent.

The selection of a doctor for a physical examination is the prerogative of the bus driver. The
Governing Board hereby approves, for the purpose of giving physical examinations, all doctors
certified and licensed by the American Medical Association.

The Governing Board pays a maximum of $10 to bus drivers for a physical examination,
following approval of the individual bus driver by the Ohio School Bus Rider Safety Program

Secretary.

Employees who are required by State or Federal law to have respiratory protection are required to



