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The purpose of this Handbook is to provide information to the Ohio Hi-Point Joint 
Vocational School District staff as to the procedures to be used when carrying out their 
responsibilities and duties.  This handbook is provided in electronic form to improve 
efficiency and to assure that staff members have access to the most recent information. 
 

It is a guide, and if more specific information is needed, an administrator or the Policy 
Manual should be consulted. 

FORWARD 

POLICIES AND ADMINISTRATIVE GUIDELINES 

To access Policies and Administrative Guidelines: 
1. Go to https://www.boarddocs.com/oh/ohp/Board.nsf/Public. 
2. There is also a link on the district’s website—https://www.ohiohipoint.com/ 
 A.  Click on “Ohio Hi-Point Staff Resources” at the top of the page. 
 B.  Click on “Neola Policy” under Forms and Handbook. 
3.   You can click on a certain policy/guideline or use the search feature with any word or 

phrase in the policy. 
 

Some Common Policy Names/Numbers: 
(Professional Staff—3000 Series, Classified Staff—4000 Series, Students—5000 Series) 
 
Sick Leave Policy………………………………………………………………………………………………..3432, 4432 
Personal Leave Policy………………………………………………………………………………………..3436, 4436 
Uncompensated Leave……..……………………………………………………………………………...3431, 4431 
Tuition Reimbursement…………………………………………………………………………………….3423, 4423 
Crisis Intervention……………………………………………………………………………………………………...8410 
Drug-Free Workplace……………………………………………………………………………...3122.01, 4122.01 
Weapons………………………………………………………………………………………………...3217, 4217, 7217 
Drug & Alcohol Testing of CDL License Holders………………………………………………...3162, 4162 
Anti-Harassment……………………………………………………………………………………..3362, 4362, 5517 
Bullying & Other Forms of Aggressive Behavior……………………………………………………..5517.01 
Acceptable Use of Technology..……………………………………………………………………………..7540.01 
Nondiscrimination & Equal Employment Opportunity……………………………..2260, 3122, 4122 
 

https://www.boarddocs.com/oh/ohp/Board.nsf/Public
http://www.boarddocs.com/oh/ohp/Board.nsf/goto?open&id=AXSLEY54CAE7
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PRESIDENT 
BELLEFONTAINE CITY SCHOOLS 
Ms. Anne Reames 
546 South Madriver 
Bellefontaine OH 43311 
937/592-4311 
 

VICE-PRESIDENT 
BENJAMIN LOGAN LOCAL SCHOOLS 
Mr. Bill Ramsey 
5617 SR 292 North 
Rushsylvania OH 43347 
937/363-3522 
 
CHAMPAIGN COUNTY SCHOOLS 
Mr. Jeff Burroughs 
PO Box 168 
St. Paris OH 43072 
937/663-4778 
 
GRAHAM LOCAL SCHOOLS 
Mr. Pat Wagner 
2885 Kizer Road 
Urbana OH 43078 
937/652-3287 
 
HARDIN COUNTY SCHOOLS 
Mr. Larry Mouser 
8236 CR 117 
Ridgeway OH 43345 
937/354-2063 
 
INDIAN LAKE LOCAL SCHOOLS 

OHIO HI-POINT JOINT VOCATIONAL SCHOOL DISTRICT 
BOARD OF EDUCATION 

PRESIDENT 
BELLEFONTAINE CITY SCHOOLS 

Ms. Anne Reames 
546 South Madriver 
Bellefontaine OH 43311 
937.592.4311 

 

VICE-PRESIDENT 
TRIAD LOCAL SCHOOLS 

Mr. Matt McConnell 
23735 Holycross Epps Road 
Marysville OH 43040 
937.747.3390 

 

BENJAMIN LOGAN LOCAL SCHOOLS 
Mr. John Stanford 
3218 State Route 292 South 
East Liberty OH 43319 
937.666.2490 

 

CHAMPAIGN COUNTY SCHOOLS 
Mr. Jeff Burroughs 
PO Box 168 
St. Paris OH 43072 
937.663.4778 

 

GRAHAM LOCAL SCHOOLS 
Mr. Michael Ludlow 
6890 Rosewood Quincy Road 
DeGraff OH 43318 
937.726.5691 

 

INDIAN LAKE LOCAL SCHOOLS 
Mrs. Kim Boswell 
7644 Sir Francis Drake Avenue 
Russells Point OH 43348 
937.843.5699 

 

KENTON CITY SCHOOLS 
Mr. Russell Blue 
330 Stonehedge Lane 
Kenton OH 43326 
419.673.0499 
 

MARYSVILLE EXEMPTED VILLAGE SCHOOLS 
Nan Savidge 
426 Damascus Road 
Marysville OH 43040 
614.207.0826 

 

MECHANICSBURG EXEMPTED VILLAGE SCHOOLS 
Mr. Paul McMahill 
3484 State Route 56 
Mechanicsburg OH 43044 
937.834.3871 

 
 

MIDWEST REGIONAL ESC 
Mr. David Campbell 
10121 Road 59 
DeGraff OH 43318 
937.585.4829 
 

Mr. Larry Mouser 
8236 CR 117 
Ridgeway OH 43345 
937.354.2063 

 

RIDGEMONT LOCAL SCHOOLS 
Mr. Corey Ledley 
20087 County Road 199 
Mt Victory OH 43340 
937.935.7129 
 

RIVERSIDE LOCAL SCHOOLS 
Mr. Brian Wright 
6581 County Road 43 
DeGraff OH 43318 
937.407.6428 
 
 

UPPER SCIOTO VALLEY LOCAL SCHOOLS 
Mr. Roger Moore 
2433 County Road 150 
Belle Center OH 43310 
419.236.4760 
 

URBANA CITY SCHOOLS 
Mrs. Alyssa Dunham 
124 College Street 
Urbana OH 43078 
937.408.1188 
 

WAYNESFIELD-GOSHEN LOCAL SCHOOLS 
Mr. Tom Brookhart 
16631 Hiett Road 
Waynesfield OH 45896 
 419.230.6652 
 

WEST LIBERTY-SALEM LOCAL SCHOOLS 
Mr. Chuck Buck 
7922 Hite Road 
West Liberty OH 43357 
937.465.4545 
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PRESIDENT 
BELLEFONTAINE CITY SCHOOLS 
Ms. Anne Reames 
546 South Madriver 
Bellefontaine OH 43311 
937/592-4311 
 

VICE-PRESIDENT 
BENJAMIN LOGAN LOCAL SCHOOLS 
Mr. Bill Ramsey 
5617 SR 292 North 
Rushsylvania OH 43347 
937/363-3522 
 
CHAMPAIGN COUNTY SCHOOLS 
Mr. Jeff Burroughs 
PO Box 168 
St. Paris OH 43072 
937/663-4778 
 
GRAHAM LOCAL SCHOOLS 
Mr. Pat Wagner 
2885 Kizer Road 
Urbana OH 43078 
937/652-3287 
 
HARDIN COUNTY SCHOOLS 
Mr. Larry Mouser 
8236 CR 117 
Ridgeway OH 43345 
937/354-2063 
 
INDIAN LAKE LOCAL SCHOOLS 

PARTNER SCHOOL DISTRICT 

SUPERINTENDENTS 

BELLEFONTAINE CITY SCHOOLS  
Brad Hall 
820 Ludlow Road  
Bellefontaine OH 43311     937.593.9060 x3107 
hallb@bcs-k12.org  

 

BENJAMIN LOGAN LOCAL SCHOOLS 
David Harmon 
4740 County Road 26 
Bellefontaine OH 43311    937.593.9211 
harmond@benjaminlogan.org  

 

CHAMPAIGN/MADISON COUNTY SCHOOLS 
Dan Kaffenbarger 
2200 South US Route 68 
Urbana OH 43078     937.484.1557 X2565 
kaffenbarger@mccesc.k12.oh.us 

 

GRAHAM LOCAL SCHOOLS 
Emily Smith, Assistant Superintendent 
7790 US Hwy 36 W 
St. Paris OH 43072  937.663.4123 
smithe@grahamlocalschools.org 

 

MIDWEST REGIONAL EDUCATIONAL SERVICE CENTER  
(Hardin, Logan, and Shelby Counties) 

Scott Howell 
1211 West Lima Street, Suite A 
Kenton OH 43326  419.674.2288 x311 
 
121 South Opera Street 
Bellefontaine OH 43311           937.599.5195 
showell@mresc.org 

 

INDIAN LAKE LOCAL SCHOOLS 
Robert Underwood 
6210 State Route 235 North 
Lewistown OH 43333 937.686.8601 x4530 
underwoodr@ils-k12.org 

 

KENTON CITY SCHOOLS 
Jennifer Penczarski 
222 West Carrol 
Kenton OH 43326  419.673.0775 
penczarskij@kentoncityschools.org 
 

MARYSVILLE EXEMPTED VILLAGE SCHOOLS 
Diane Mankins 
1000 Edgewood Drive 
Marysville OH 43040 937.578.6100 
diane.mankins@mevsd.us 

 

 
 
 

MECHANICSBURG EXEMPTED VILLAGE SCHOOLS 
Danielle Prohaska 
60 High Street 
Mechanicsburg OH 43044 937.834.2453 x1402 
prohaskad@mcburg.org 
 

RIDGEMONT LOCAL SCHOOLS 
Sally Henrick 
sally.henrick@ridgemont.k12.oh.us 
310 West Taylor 
Mt. Victory OH 43340 937.354.2441 
 

RIVERSIDE LOCAL SCHOOLS 
Scott Mann 
2096 County Road 24 South 
DeGraff OH 43318  937.585.5981 
smann@riverside.k12.oh.us  
 

TRIAD LOCAL SCHOOLS 
Chris Piper 
7920 Brush Lake Road 
North Lewisburg OH 43060 937.826.4961 x4104 
piperc@triadk12.org  
 

UPPER SCIOTO VALLEY LOCAL SCHOOLS 
Craig Hurley 
PO Box 305 
McGuffey OH 45859 419.757.3231 x1403 
churley@usvschools.org 
 

URBANA CITY SCHOOLS 
Charles Thiel 
711 Wood Street 
Urbana OH 43078  937.653.1499 
charles.thiel@urbanacityschools.org 
 

WAYNESFIELD-GOSHEN LOCAL SCHOOLS 
J. Chris Pfister 
500 North Westminster 
Waynesfield OH 45896 419.568.9104 
pfisterc@wgschools.org 
 

WEST LIBERTY-SALEM LOCAL SCHOOLS 
Kraig Hissong 
7208 N. Route 68 
West Liberty OH 43357 937.465.1075 x119 
khissong@wlstigers.org 

 



6 

 

We develop our most valuable resource—people—by providing quality career-technical 
and academic education. 

MISSION—Why Do We Exist? 

VISION—Where Do We Want To Be? 

Ohio Hi-Point will be the premier choice to prepare a world-class workforce for new and 

renewed careers. 

VALUES—Where Do We Want To Be? 

 Our students/clients are our first priority 

 Every individual has value and significance 

 We expect excellence in all we do 

 Students and staff are accountable for their own behavior and personal development 

 Effective learning actively engages students 

“Connecting Your Passions, Your Dreams” 
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ABSENCE PROCEDURES 

HIGH SCHOOL—CERTIFIED 
If a teacher is unable, for any reason, to get to school, the teacher should notify the Supervisor or designated 
person as soon as possible and not later than 7:00 a.m. on the day of the absence.  When possible, such notification 
should be given the day or evening before.  Any staff member anticipating late arrival should notify his/her 
Supervisor of the anticipated time of arrival. 
 

The Supervisor or designated person is responsible for scheduling a substitute teacher.  Teachers are not to arrange 
with any substitutes for coverage of their classes.  The teacher must provide a substitute folder to their Supervisor 
at the beginning of the school year with lesson plan, seating chart and attendance cards, special instructions for 
students with special needs, emergency plans, and class rules.  Submit electronically the daily lesson plan and other 
information as needed. 
 

It is of utmost importance that each teacher, when absent, report the expected date of return as soon as possible.  
Upon return, sign an absence form and forward to the Supervisor.  Attach medical documentation if absence 
exceeds five (5) days. 
 

HIGH SCHOOL—CLASSIFIED 
If a non-certified employee is unable, for any reason, to report to school, the employee should notify his/her 
Supervisor or other designated person as soon as possible and no later than 7:00 a.m. on the day of the absence.  
When possible, such notification should be given the day or evening before.  Any staff member anticipating late 
arrival should notify his/her Supervisor of the anticipated time of arrival. 
 

It is of utmost importance that each teacher, when absent, report the expected date of return as soon as possible.  
Upon return, sign an absence form and forward to the Supervisor.  Attach medical documentation if absence 
exceeds five (5) days. 
 

ADULT EDUCATION 
Any adult staff member who is unable to be present at school should notify their Supervisor no later than two (2) 
hours prior to their scheduled time and preferably the day or evening before.  The expected date of return must 
also be stated.  Upon return, sign an absence form and forward to the Supervisor.  Attach medical documentation if 
absence exceeds five (5) days.  Any staff member anticipating late arrival should notify his/her Supervisor of the 
anticipated time of arrival. 
 

Full-Time Career Training Instructors (On-Campus) 
The Supervisor is responsible for arranging for coverage of classes and notifying the attendance secretary of the 
absence.  The instructor is responsible for lesson plans during his/her absence. 
 

Business & Industry Instructors (Off-Campus) 
The Supervisor is responsible for notifying the company of training session postponements.  The instructor is 
responsible for re-scheduling the training session with the company immediately upon return. 
 

Short-Term Evening Instructors 
Instructors should inform the Adult Education Office by 12:00 noon, on the day the class is to meet, if he/she is 
unable to hold class.  When possible, such notification should be given the day or evening before.  Any staff 
member anticipating late arrival for evening classes, notify the Adult Supervisor with the anticipated time of arrival.  
 

FACILITIES & GROUNDS 
If any employee of the Environmental Services Department is unable, for any reason, to report for work, the 
employee should notify the Supervisor or the receptionist as soon as possible, and not later than 8:00 a.m. on the 
day of absence.  Second shift should notify before 12:00 noon, and third shift before 3:00 p.m.  Any staff member 
anticipating late arrival for evening classes, notify his/her Supervisor with the anticipated time of arrival. 
 

It is of the utmost importance that each employee of the Department, when absent, report the expected date of 
return as soon as possible.  Upon return, sign an absence form and forward to the Supervisor or receptionist.  
Attach medical documentation if absence exceeds five (5) days.   

HIGH SCHOOL—CERTIFIED 
If a teacher is unable, for any reason, to get to school, the teacher should notify the Supervisor or designated 
person as soon as possible and not later than 7:00 a.m. on the day of the absence.  When possible, such notification 
should be given the day or evening before.  Any staff member anticipating late arrival should notify his/her 
Supervisor of the anticipated time of arrival. 
 

The Supervisor or designated person is responsible for scheduling a substitute teacher.  Teachers are not to arrange 
with any substitutes for coverage of their classes.  The teacher must provide a substitute folder to their Supervisor 
at the beginning of the school year with lesson plan, seating chart and attendance cards, special instructions for 
students with special needs, emergency plans, and class rules.  Submit electronically the daily lesson plan and other 
information as needed. 
 

It is of utmost importance that each teacher, when absent, report the expected date of return as soon as possible.  
Upon return, sign an absence form and forward to the Supervisor.  Attach medical documentation if absence 
exceeds five (5) days. 
 

HIGH SCHOOL—CLASSIFIED 
If a non-certified employee is unable, for any reason, to report to school, the employee should notify his/her 
Supervisor or other designated person as soon as possible and no later than 7:00 a.m. on the day of the absence.  
When possible, such notification should be given the day or evening before.  Any staff member anticipating late 
arrival should notify his/her Supervisor of the anticipated time of arrival. 
 

It is of utmost importance that each teacher, when absent, report the expected date of return as soon as possible.  
Upon return, sign an absence form and forward to the Supervisor.  Attach medical documentation if absence 
exceeds five (5) days. 
 

ADULT EDUCATION 
Any adult staff member who is unable to be present at school should notify their Supervisor no later than two (2) 
hours prior to their scheduled time and preferably the day or evening before.  The expected date of return must 
also be stated.  Upon return, sign an absence form and forward to the Supervisor.  Attach medical documentation if 
absence exceeds five (5) days.  Any staff member anticipating late arrival should notify his/her Supervisor of the 
anticipated time of arrival. 
 

Full-Time Career Training Instructors (On-Campus) 
The Supervisor is responsible for arranging for coverage of classes and notifying the attendance secretary of the 
absence.  The instructor is responsible for lesson plans during his/her absence. 
 

Business & Industry Instructors (Off-Campus) 
The Supervisor is responsible for notifying the company of training session postponements.  The instructor is 
responsible for re-scheduling the training session with the company immediately upon return. 
 

Short-Term Evening Instructors 
Instructors should inform the Adult Education Office by 12:00 noon, on the day the class is to meet, if he/she is 
unable to hold class.  When possible, such notification should be given the day or evening before.  Any staff 
member anticipating late arrival for evening classes, notify the Adult Supervisor with the anticipated time of arrival.  
 

FACILITIES & GROUNDS 
If any employee of the Environmental Services Department is unable, for any reason, to report for work, the 
employee should notify the Supervisor or the receptionist as soon as possible, and not later than 8:00 a.m. on the 
day of absence.  Second shift should notify before 12:00 noon, and third shift before 3:00 p.m.  Any staff member 
anticipating late arrival for evening classes, notify his/her Supervisor with the anticipated time of arrival. 
 

It is of the utmost importance that each employee of the Department, when absent, report the expected date of 
return as soon as possible.  Upon return, sign an absence form and forward to the Supervisor or receptionist.  
Attach medical documentation if absence exceeds five (5) days.   

HIGH SCHOOL—CERTIFIED 
If a teacher is unable, for any reason, to get to school, the teacher should notify the designated 
person as soon as possible and not later than 6:30 a.m. on the day of the absence.  When 
possible, such notification should be given the day or evening before.  Any staff member 
anticipating late arrival should notify his/her Supervisor and designated person of the 
anticipated time of arrival. The teacher must email communication to the designee regarding all 
absences. If the absence occurs within 24 hours of notification to the designee, the teacher is 
required to call or text the designee and supervisor in addition to email communication.   
 
The designated person is responsible for scheduling a substitute teacher.  Teachers are not to 
arrange with any substitutes for coverage of their classes.  The teacher must provide a 
substitute folder to their Supervisor at the beginning of the school year with lesson plan, seating 
chart and attendance cards, special instructions for students with special needs, emergency 
plans, and class rules.  Submit electronically the daily lesson plan and other information as 
needed. 
 
It is of utmost importance that each teacher, when absent, report the expected date of return as 
soon as possible.  The teacher must submit all absences in the Employee Kiosk prior to the 
absence or upon return and within the same pay period.  Forward medical documentation if 
absence exceeds five (5) days. 
 
HIGH SCHOOL—CLASSIFIED 
If a non-certified employee is unable, for any reason, to report to school, the employee should 
notify his/her Supervisor and designated person as soon as possible and no later than 6:30 a.m. 
on the day of the absence.  When possible, such notification should be given the day or evening 
before.  Any staff member anticipating late arrival should notify his/her Supervisor of the 
anticipated time of arrival. The employee must email communication to the designee regarding 
all absences. If the absence occurs within 24 hours of notification to the designee, the employee 
is required to call or text the designee and supervisor in addition to email communication.   
 
It is of utmost importance that each employee, when absent, report the expected date of return 
as soon as possible.  The employee must submit all absences in the Employee Kiosk prior to the 
absence or upon return and within the same pay period.  Forward medical documentation if 
absence exceeds five (5) days. 
 
 
FACILITIES & GROUNDS 
If any employee of the Facilities & Grounds Department is unable, for any reason, to report for 
work, the employee should notify the Supervisor or the Supervisor’s Administrative Assistant of 
their department as soon as possible, and not later than 6:00 a.m. on the day of absence.  
Second shift should notify before 12:00 noon.   
 

It is of the utmost importance that each employee of the Department, when absent, report the 
expected date of return as soon as possible.  Upon return, submit an absence form in Employee 
Kiosk.  Forward medical documentation if absence exceeds five (5) days.   
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LEAVE APPLICATION FORM 

This form is used to request a leave of absence for medical illness, medical appointments, 
personal reasons, vacation, or other.  This form needs to be completed and submitted in 
Employee Kiosk in a timely manner.  Your Supervisor/Director will give you timeliness for this. 
 
Employee Kiosk is located on the web. Go to ohiohipoint.com, Ohio Hi-Point Staff Resources, 
Launchpad (enter username and password), OHP Staff Links, Employee Kiosk. Log in using your 
email and password.  Click on “Leave Request,” select “Create New Request” to complete and 
submit your request. 

FAMILY MEDICAL LEAVE REQUEST 

This form is used to request family medical leave (FMLA). This form needs to be completed and 
submitted in a timely manner.  Once the form has been received by the Superintendent’s office, 
they will forward the appropriate paperwork for completing the application process. 

This form is located on the web at forms.ohiohipoint.com.  

Reference Policy # 1630.01, 3430.01, 4430.01 

*The Genetic Information Nondiscrimination Act of 2008 (“GINA”) prohibits employers and other entities covered 
by GINA Title II from requesting or requiring genetic information of employees or their family members.  In order to 
comply with this law, the District will direct employees not to provide any genetic information in response to 
requests for medical information, including but not limited to FMLA medical certification or recertification. “Genetic 
information,” as defined by GINA, includes an individual’s family medical history, the results of an individual’s or 
family member’s genetic tests, the fact that an individual or an individual’s family member sought or received 
genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an 
embryo lawfully held by an individual or family member receiving assistive reproductive services. 
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Continued on Next Page 

ACCEPTABLE USE OF TECHNOLOGY FOR STAFF 
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Continued on Next Page 

ACCEPTABLE USE OF TECHNOLOGY FOR STAFF CONTINUED 
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Continued on Next Page 

ACCEPTABLE USE OF TECHNOLOGY FOR STAFF CONTINUED 
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This form is used to report an accident or incident of an employee. 
 
The “Employee Accident Report” form is located on the web at forms.ohiohipoint.com. 
 
 

ACCIDENT REPORT—EMPLOYEES 

EMERGENCY PROCEDURES FOR STUDENTS 

STUDENT INJURY 
Injury to a student should be reported immediately to the front desk, an administrator, and the 
Health & Safety Coordinator.  If you need assistance and cannot get to a phone, use the 
emergency call switch located in the classroom/lab, or send a messenger to the front office. 
 
An Accident Report is to be filed with the Health & Safety Coordinator immediately.  The report 
should outline how the accident happened and what action was taken by the instructor. If 
appropriate, pictures should be taken at the site of the injury.  Names should be taken of any 
witnesses with a statement by each individual.   
 
ACCIDENT REPORT—VISITORS & STUDENTS 
 
This form is used to report an accident or incident of a visitor or student. 
 
The “Accident Report Student Visitor” form is located on the web at forms.ohiohipoint.com. 
 
 

EMPLOYEE EMERGENCY MEDICAL FORM 

This form is used for all employees in case of emergency and must be completed at the 
beginning of each new school year. 
 
The “Employee Emergency Medical Form” is located on the web at forms.ohiohipoint.com. 
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Each career-technical program of the Career Center are required by state guidelines to have an 
active Advisory Committee. 
 
Functions of this committee include: 
A. Advise in developing course content for specific occupations. 
B. Provide advice concerning laboratory layout, including the type and quality of equipment to 

be used. 
C. Suggest criteria for the selection of students entering the program. 
D. Provide the instructor with competent resource individuals to enable instruction to 

effectively relate to the skills and knowledge pertaining to the job and its relevance to the 
needs of the community. 

E. Assist in job placement of students. 
F. Assist in evaluation of specific course offerings. 
G. Advise program staff in obtaining donations of equipment, materials, etc. 
H. Advise school officials in areas concerning the need for upgrading workers and retaining 

workers. 
I. Assist in the development of community understanding and support of career-technical 

education. 
J. Provide support and assistance of all club activities. 
 
The committee is comprised of representatives from employers and employees of local business 
and industry.  Members selected should be well qualified in the occupation concerned, 
possessing a high level of skill with substantial knowledge in those areas related to the skill.  A 
committee of four to eight members is recommended. 
 
Members of an advisory committee should be chosen by the teacher or coordinator in 
consultation with the various groups that are to be served.  To be most effective, this joint effort 
in the selection of members must have the confidence and support of all parties concerned. 
 
In order to provide the broadest community involvement, a procedure for membership rotation 
is desirable.  The method of rotation should be devised at the time the committee is created. 
 
Regardless of how well qualified members are to assist in an advisory capacity, no satisfactory 
results can be obtained or expected unless this advice is utilized. 
 
 
 
Revised 8/16 

ADVISORY COMMITTEE 
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This form is used to list members of advisory committees and are submitted to the Supervisor or 
their designee. 
 
This form is located on the web at forms.ohiohipoint.com/advisory-committees.  

ADVISORY COMMITTEE LIST 

ADVISORY MINUTES 

Advisory committees are to report the minutes of their meetings. Included with the minutes 
must be a sign-in sheet. Minutes are to be completed in Word and must include the committee 
name, meeting date, list of members that attended, and a summary of the meeting. Minutes 
should be submitted to the Supervisor or their designee within five (5) school days following the 
meeting. 
 
 

TEACHER EVALUATION FORMS 

These forms are used for the evaluation of teachers. 
 
These forms are located on the web at forms.ohiohipoint.com/staff-evaluations. 
 
Reference Policy # 3220 

CLASSIFIED EVALUATION FORMS 

These forms are used for the evaluation of classified staff. 
 
These forms are located on the web at forms.ohiohipoint.com/staff-evaluations. 
 
Reference Policy # 4220 
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CLASSIFIED EVALUATION PROCESS 

The Administration recognizes the importance of implementing a program of classified employee 
evaluations for the purpose of promoting individual job performance and improving services to 
students. 
 
The goals of the evaluation plan for classified personnel are: 
 
A) to improve and reinforce the skills, attitudes, and abilities which enable an employee to be 

effective in achieving assigned job goals; and 
 
B) to identify and remediate weaknesses which prevent an employee from achieving the goals of 

assigned duties. 
 
Classified Evaluation Timeline: 
 
By September 15: 

 Based on self-assessment, job description, district goals and supervisor’s evaluation from 
previous year, employee determines up to four goals for the year. (First-time employees 
conduct self-assessment using the evaluation rubric to help determine goals.) 

 Employee submits smart goals to supervisor to review. 
 Goal-setting conference is held (scheduled by supervisor). 

 
By January 31: 

 Progress conference is held with employee—progress toward smart goals is discussed and 
documented on the Professional Growth Plan and Summative Evaluation. 

 Supervisor provides assistance toward progress on goals. 
 
By May 15: 

 Employee fills out self-assessment; supervisor and employee fill out evidence. Note: For 
employees starting their third or more years of service with the District, the employee and 
supervisor may agree upon particular rubric items for review each year. The supervisor 
may also opt to have the employee evaluated using the entire rubric. 

 Supervisor conducts final evaluation conference. 
 Plan is established for addressing deficiencies. 
 Potential goals for next year are discussed. 
 Some goals may continue into the next school year by agreement of the employee and the 

supervisor. 
 
 

Rev. 8-10-18 
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ELIGIBLE EMPLOYEES 
 All regularly employed full and part-time staff members are eligible to participate. 
ELIGIBLE ITEMS 
 Eligible items are computers, monitors, tablets, and extended warranties at the time of 

purchase, pre-loaded software only, and shipping charges. 
AMOUNT OF PURCHASE 
 The amount of the purchase may be no more than $2500 or less than $500.  The loan is 

interest free. 
PAYROLL DEDUCTION / REPAYMENT PERIOD 
 Payroll deductions are specified under terms in the Employee Purchase Agreement.  In 

no case may the repayment period exceed one year. 
SHIPPING DESTINATION 
 All items must be shipped to the school and received by the school before employee may 

take possession. 

EMPLOYEE COMPUTER PURCHASE GUIDELINES & PROCESS 

EMPLOYEE COMPUTER PURCHASE PLAN 

Q. When can I purchase a PC? 
A. You can start in September, and as late as March 15.  You will need to make your selection 

by the 10th of each month.  If your information is turned into the Director of Technology  
after the 10th, your order will need to wait until the following month.  Exceptions will be 
made if the 10th falls on the weekend. 

 

Q. What if I purchased a new computer last year, but want to get a new printer and monitor? 
A. Your purchase can consist of any eligible items as long as the amount is between $500 and 

$2500. 
 

Q. Who can I buy from? 
A. You can purchase from any vendor that accepts our purchase order, or using your school 

issued PCard. 
 
 

Q. What if I want to buy from a different vendor? 
A. Arrangements with the Director of Technology  must be made in advance. 
 

Q. What computer equipment is considered eligible? 
A. You may purchase entire computer systems that consist of a CPU, monitor, or a tablet 

computer.  You may also use the purchase plan to pay for power protection, extended 
warranties, and shipping charges.  You may not purchase scanners, upgrades for an existing 
computer, or accessories such as memory cards, rechargeable batteries, or extra cables.  The 
Computer Purchase Plan is to accommodate large ticket items only. 
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EMPLOYEE COMPUTER PURCHASE PLAN PROCEDURES 

Process 
A. Contact the Director of Technology  for a price quote, or obtain a quote from the vendor. 
B. Sign the Computer Purchase Agreement. 
C. Send the Director of Technology  both items by the 10th of the month.  Your order will be 

placed on or around the 15th of the month. 
D. Deductions will begin the following pay period. 
E. You will be notified when your computer arrives so that you may arrange pickup. 
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A. The LAW AND LIABILITY 
 Ohio’s child abuse reporting statute is codified in Ohio Revised Code 2151.421.  Included 

among the long list of professionals who are required to report abuse are “School 
teachers, school employees, or school authorities”.  Any person may make a report, but 
only the listed professionals are mandated to make reports.  The statute requires that a 
report be made immediately to the Children Services Board, to the County Department 
of Human Services exercising the Children Services function, or to a municipal or county 
peace officer in the county where the child resides or where the abuse or neglect is 
occurring when the reporter knows or suspects that a child under 18 or a disabled 
person under 21 has suffered a wound, injury, disability, or condition of a nature that 
reasonably indicates abuse or neglect.  The report may be based on both information 
and belief, and the reporter need not have actually observed the abuse.  It is sufficient if 
the reporter has reasonable grounds to believe that the child has suffered abuse.  The 
statute does not limit the definition of “child abuse” to physical mistreatment, and would 
appear to cover conduct in the nature of emotional abuse or mental cruelty. 

 
 The initial report may be made by phone or in person, and may be followed by a written 

report if requested by the agency.  The report should include the following: the name 
and address of the child and parents, if known; the child’s age; the extent of the injury, 
abuse, or neglect, including evidence of any previous injury, abuse, or neglect; and any 
other information that might be helpful. 

 
B. IMMUNITY AND LIABILITY 
 The statute grants any person or entity, including schools, participating in reports or 

judicial proceedings resulting from reports immunity from civil or criminal liability.  While 
liability will not attach where one makes a report, liability can result if one fails to report 
child abuse.  The statute imposes a criminal penalty of a fourth degree misdemeanor on 
any person who is required to file a report and fails to do so.  A fourth degree 
misdemeanor is punishable by not more than 30 days in jail and/or not more than 
$250.00.  In addition to criminal charges, school personnel may also face civil liability for 
the failure to act on a report of abuse. 

 
C. PROCEDURE FOR REPORTING 
 Visible evidence of abuse and complaints should always be investigated.  When a child 

says that he or she has been abused, believe it.  Statistics show that it is almost never a 
lie or fantasy.  Even if it turns out to be that rare result of anger or fantasy, the fact that 
the child is telling such a story is a signal that help is needed. The law provides protection 
for the reporting staff member who acts in good faith.  Professional staff members must 
report to the Director who will report to Children’s Services. Classified staff members are 
also to report to the Director.  The Director, in the presence of the staff member, shall 
immediately call the local office of the Department of Human Services, the Children’s 
Services Board, of the appropriate local law enforcement agency and shall secure prompt 
medical attention to any such injuries reported. 

 
Reference Policy # 8462 

CHILD ABUSE OR NEGLECT 
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Various customer services are available to Ohio Hi-Point employees.  A staff member desiring 
customer service should make arrangements with the instructor of that particular program.  A 
work order for each job must be completed by the instructor, and your signature will be 
required granting permission for the work to be done. 
 
Upon completion of service, you will be provided with an itemized invoice. Payment will be due 
within thirty days. Credit cards, cash, or checks made payable to "Ohio Hi-Point Career Center" 
can be remitted to the instructor for payment.   

CUSTOMER SERVICES 

GIFTS, GRANTS, DONATIONS GUIDELINES 

From time to time, individuals or organizations in the community may wish to donate money, 
supplies or equipment to the District.  If an individual or organization contacts you about a 
donation, please follow these steps: 
 
A. Get as much information about the proposed donation as possible, as well as contact 

information: name, address and telephone number. 
B. Notify your program Supervisor that you have been approached about a possible donation. 
C. Discuss with your program Supervisor the appropriateness of the donation.  If the donation 

is computer equipment, your program Supervisor will refer you to the Technology 
Coordinator. 

D. If the donation is deemed to be something that the District can use, your program 
Supervisor will work with you to get that individual or organization a Gift, Grant, Donation 
form.  This form must be completely filled out along with the appropriate signatures before 
the form is submitted to the Superintendent. 

E. Donations are not to be picked up or dropped off at the School until the Board of Education 
has voted to accept that donation. 

 
The form is located on the web at forms.ohiohipoint.com. 

GRIEVANCE FORM 

This form is used to help solve a grievance. 
 
The form is located on the web at forms.ohiohipoint.com. 
 
Reference Policy # 5710, 9130 
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INSTRUCTIONAL SUPPLIES AND EQUIPMENT 
Teachers or staff needing supplies and/or equipment need to complete a requisition and submit 
it to their supervisor as directed.  The requisition needs approval from the Supervisor, Director, 
Superintendent, and Treasurer before purchase is authorized. 
 
If possible, the Treasurer’s office will process the purchase orders (if approved) on a weekly 
basis. 
 
After you have placed the order (unless instructed otherwise), ordered items will be received by 
the Distribution Center and distributed to the addressee. 
 
NOTE: Staff members, who purchase items in the name of the school without prior 

authorization, which means a requisition and a purchase order, signed by the Treasurer 
and Superintendent, are breaking State law and will be held financially responsible for 
the things they purchase.  Check with your Supervisor for clarification.  To be safe, 
process the order through your Supervisor. 

 
REQUISITION 
 
This form is used to request a purchase. 
 
ProcessMaker is located on the web. Go to ohiohipoint.com, Ohio Hi-Point Staff Resources, 
Launchpad (enter email & password), OHP Staff Links, ProcessMaker. Log in with your username 
and password to complete and submit your request. 
 
 
 

REQUISITIONS 

SALES PROJECT PROCEDURES 

Fundraising projects for any student activity shall, in general, contribute to the educational 
experience of students and shall not conflict, but add to, the instructional program.  Any sales 
projects or program must be approved by the Director, Superintendent, and the Treasurer prior 
to the sale event.  The Sales Project Potential Form is designed to account for all income (actual 
and projected) from sales projects conducted by student activity programs.  A copy of all 
documentation must be kept for auditing purposes. 
 
This form can be found on the web at forms.ohiohipoint.com. 
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This form is used to request to attend professional development. 
 
This form can be found on the web at forms.ohiohipoint.com. 

Reference Policy # 3243, 
 

PROFESSIONAL DEVELOPMENT REQUEST 

PROFESSIONAL MEMBERSHIP REIMBURSEMENT 

OHP will reimburse staff members for professional membership dues, up to $100.00 per school 
year, one time per year. 
 
PROCEDURE 
1. Pay for your membership (membership must be a professional organization that pertains to 

your current position). 
2. Keep a receipt of the payment—invoice, copy of check, etc. 
3. Prepare a requisition made out to you as the vendor.  Use account code 001-2690-290. 
4. Forward the receipt to your Supervisor.  The Supervisor will approve and send to the 

appropriate Director and to the Superintendent and Treasurer for approval. 
 
Use the “Travel  Reimbursement” form on the web at forms.ohiohipoint.com. 

 
 
 

REIMBURSEMENT FOR PROFESSIONAL DEVELOPMENT AND 

MONTHLY TRAVEL REIMBURSEMENT 

This form is used to request reimbursement for professional development expenses paid out of 
pocket and reimbursement for monthly travel.  This form must be submitted within 90 days of 
the event. 
 
This form can be found on the web at forms.ohiohipoint.com. 

Reference Policy # 3440, 4440 
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GUIDELINES FOR PROFESSIONAL DEVELOPMENT POINTS 

All staff members are encouraged to grow personally and professionally by attending graduate and undergraduate 
classes, workshops, educational meetings, and by serving on district committees.  While each administrator, teacher 
and staff member is expected to contribute professional time and talent to the school district, there are assignments 
or tasks that exceed normal professional and contractual expectations.  In these cases, it is appropriate to award 
professional development points (PDP's). 
 
The rationale for PDP incentives is as follows: 

1. Benefit to staff frozen on the salary schedule, while at the same time not being tied to the salary schedule 
2. Improvement and maintenance of staff morale 
Recognize professionalism above and beyond the minimum requirement 
 
The following are basic guidelines that will apply when determining if a specific activity warrants assignment of 
professional development points.  CEU approval for the purpose of licensing requirements is a separate issue, but 
uses the same paperwork. 
 

1. All full-time and regular part-time employees are eligible to participate in the staff development incentive 
program.  Staff must complete a full yearly cycle to be eligible for incentive pay.  Other part-time employees 
are required to satisfy professional or job requirements commensurate with their contractual agreements. 
 

2. Stipends will be paid each fall on a tiered schedule based on points earned the previous year ending 
June 30: 

 

 
  

3. In order for CEU's or PDP’s to be granted, staff members are expected to submit a Documentation of 
Completion Form for each activity within 90 days of completion of the activity or prior to June 30, whichever 
comes first. 

 

4. PDP’s may be granted for a new yearly cycle when a summer activity is completed after the cut-off date for 
the previous cycle. 

 

5.  PDP activities do not include district-sponsored in-services, early release days, on-line courses which are 
required by law, or activities such as faculty meetings, parent-teacher conferences, assigned duties, 
supervising various activities, etc. 

 

6. PDP’s may not be earned for activities for which a staff member is already paid a separate stipend. 
 

7. A minimum of 3 PDP’s for certified staff and 1 PDP for classified staff in the area of technology training are 
required in order to be eligible for the stipend. 

 

8. A number of factors will be considered by administrators when approving professional development 
activities off campus.  These factors are:  

  a. Is the activity included in the employee's Individual Professional Development Plan? 
  b. Have other staff members requested to attend the same meeting? 
  c. How many days has the staff member planned to be out of class or off campus? 
  d. What is the cost of the activity? 

 

Certified Staff 10 pts. earned 30 pts. earned 

  $125 $200 

      

Classified Staff 6 pts. earned 20 pts. earned 

  $90 $150 
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PROFESSIONAL DEVELOPMENT POINTS PROCEDURES 

1. In planning activities, each staff member must check the Professional Development Point/
CEU Activities List available in the Staff Handbook. 

 
2. If a question arises concerning an activity, employees should check with their supervisor. 
 
3. The chairperson of district-recognized committees will report dates and hours of 

attendance for members of the committee once each year for their entire year of service 
on a committee.  Committee members do not need to submit a Documentation of 
Completion Form. 

  
4. For PDP's to be awarded upon completion of an activity, the Documentation of Completion 

Form will need to be submitted within 90 days of completing the activity or by June 30, 
whichever comes first.  

 
5. Each September, staff members will receive a printout of the previous year's Professional 

Development Points report from the EMIS Coordinator.  In case of error, you should 
contact the EMIS Coordinator immediately. 
 The Professional Development Points printout will reflect all activities and points 

earned. 
 If a staff member surpasses the maximum number of points allowable per category, 

the surplus points will not count toward total points for the cycle, nor will they be 
carried over to the next cycle. 

 
6. All staff members are required to develop professional development goals with their 

immediate supervisor.  
 Certified staff members must keep a current Individual Professional Development Plan 

on file with the LPDC. 
 

7. Staff participating in in-house, voluntary professional development will need to complete 
a Documentation of Completion Form for those activities.  

 
8. Staff participating in required in-house professional development activities will not need 

to complete a Document of Completion Form for Professional Development Points 
because these activities are not eligible for PDP’s.  
 Staff needing LPDC approval for these activities will need to complete a 

Documentation of Completion Form for their LPDC records. 
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INDIVIDUAL PROFESSIONAL DEVELOPMENT PLAN 

Ohio Hi-Point Career Center 
 

Individual Professional Development Plan 
Goals Identification Guide 

 
To the Educator:  This Goals Identification Guide is provided to assist you in identifying goals that may help 
you to maximize your professional potential to yourself, your students, your district, and the community 
within which you work.  It is a guide and is not intended to be inclusive.  You are encouraged to develop 
goals that reflect those needs that will help you, your students, and/or your school district to succeed. 

School District and/or Building-Specific Goals 

1. To expand options for achieving career and education goals 
2. To strengthen teaching and learning 
3. To enhance communication and collaboration with all stakeholders 
4. To ensure a culture of continuous improvement and innovation 
5. To learn how to apply technology as an effective teaching and learning tool 
6. To learn how to creatively use flexible time to allow students to be more responsible for meeting 

educational goals 
7. To help students develop problem solving and critical thinking skills 
8. To enhance students meeting OCAP criteria 
9. To learn how to coach students in conflict management 
10. To strengthen rigor, relevance, and relationships 

 
 Source: 
  1-5:  Ohio’s Future At Work: Beyond 2000 
  6-9:  NCA & Venture Capital Goals 
  10:  High Schools That Work 10 Key Practices 
 
General Goals 
 
1. Content Knowledge  

1.1.  To learn how to apply technologies as effective content tools 
1.2.  To enhance professional knowledge (psychologists, speech therapists, treasurers, etc.) 
1.3.  To increase teaching area knowledge (Elementary Art, English, Mathematics, etc.) 
1.4.  To develop teaching/learning units which promote student knowledge in my discipline 
1.5.  To work with colleagues in ways which help to integrate my discipline within the school  

 

 

 

 

 

Continued on Next Page 
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INDIVIDUAL PROFESSIONAL DEVELOPMENT PLAN CONTINUED 

2.   Professional Ethic 
2.1.  To learn and/or demonstrate understanding and use of educational theory/philosophy 
2.2.  To learn more about the community (is) which service our schools 
2.3.  To learn and apply new ways of improving race relations among students/faculty/community 
2.4.  To gain knowledge of where and how to acquire information to assist my job responsibilities 
2.5.  To add additional area(s) of certification/licensure to my credentials 
2.6.  To seek an advanced degree 
2.7.  To maintain current knowledge of local/county/state/national educational policies and issues 

 
3. Assessment & Evaluation Skills 

3.1.  To learn how to apply technologies as effective assessment tools 
3.2.  To learn how to construct effective evaluation instruments 
3.3.  To learn how to construct effective evaluation instruments 
3.4.  To learn how to expand the number and types of assessment tools 
3.5.  To learn how to interpret test scores 
3.6.  To learn how to better teach test-taking skills 
3.7.  To learn more about proficiency, competency and/or standardized testing purposes creation. 

 
4.   Instructional Methodology 

4.1.  To learn how to apply technologies as effective teaching and learning tools 
4.2.  To learn how to improve student reading skills 
4.3.  To learn how to integrate higher-order thinking skills 
4.4.  To learn how to facilitate students to teach themselves and others (cooperative learning, etc.) 
4.5.  To learn how to teach students to solve problems via a variety of tools and knowledge 
4.6.  To learn how to teach across many disciplines 
4.7.  To learn teaching methods which promote increased student achievement 
4.8.  To gain knowledge of how to adapt instruction to the individual needs of all students 

 
5.   Communications Skills 

5.1.  To learn how to apply technologies as effective communications’ tools 
5.2.  To present to various publics 
5.3.  To enhance speaking skills (students, parents, peers, others) 
5.4.  To enhance writing skills (students, parents, peers others) 
5.5.  To improve non-verbal communications skills 
5.6.  To discover ways to increase parental involvement in parent-teacher conferences 

 
6. Interpersonal Skills 

6.1.  To learn how to apply technologies as effective interpersonal tools 
6.2.  To learn how to coach others to achieve and succeed 
6.3.  To learn how to coordinate or direct the efforts of others 
6.4.  To learn how to encourage the involvement of others 
6.5.  To learn how to facilitate groups (students, peers, others) to accomplish established goals 
6.6.  To learn how to motivate self and others 

 
 

Continued on Next Page 
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INDIVIDUAL PROFESSIONAL DEVELOPMENT PLAN CONTINUED 

7.   Management & Administrative Skills 
7.1.  To learn how to apply technologies as effective management tools 
7.2.  To learn how to apply available resources to school improvement  
7.3.  To learn how to collect data to use in planning and problem solving 
7.4.  To learn how to create conditions & environment for productive performance 
7.5.  To learn how to establish vision that encourages performance of self and others 
7.6.  To learn planning & organizational skills that improve self and others 

 
8.   Skills to Meet the Needs of Special Students 

8.1.  To learn how to apply technologies as effective intervention tools 
8.2.  To learn how to adapt instruction to all skills levels 
8.3.  To learn how to increase my awareness of special need students 
8.4.  To learn how to sensitize all students to the needs of individuals 
8.5.  To understand social/emotional needs of students and others 
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LPDC’S QUICK REFERENCE GUIDE 

 
Continued on Next Page 
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LPDC’S QUICK REFERENCE GUIDE CONTINUED 

 
Continued on Next Page 
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INDIVIDUAL PROFESSIONAL DEVELOPMENT PLAN (IPDP) 

 
Continued on Next Page 
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INDIVIDUAL PROFESSIONAL DEVELOPMENT PLAN (IPDP) 

CONTINUED 
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PROFESSIONAL DEVELOPMENT/LPDC 

PROFESSIONAL DEVELOPMENT POINT/CEU ACTIVITIES 
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PROFESSIONAL DEVELOPMENT/LPDC 

PROFESSIONAL DEVELOPMENT POINT/CEU ACTIVITIES 
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PROFESSIONAL DEVELOPMENT/LPDC 

PROFESSIONAL DEVELOPMENT POINT/CEU ACTIVITIES 
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PLACEMENT ON SALARY SCHEDULE—CERTIFIED 

Reference Policy # 3411, 3412 
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PLACEMENT ON SALARY SCHEDULE—CLASSIFIED 

Reference Policy #4411 
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TIME SHEET 

This form is used for payroll purposes for hours not included in your salary notice.  This 

form is due in the Superintendent’s office by the 15th and 30th of each month. 
 

The form is located on the web at forms.ohiohipoint.com. 

STUDY TRIP REQUEST—FIELD TRIP/GUIDELINES 

This form is used to request a study trip with students. This form includes the parent permission 
slip and field trip itinerary.  
 
The form is located on the web at forms.ohiohipoint.com. 
 
Reference Policy # 2340 
 

VIDEO SURVEILLANCE CAMERAS 

Video surveillance cameras are used on campus.  Personal information and activities recorded 
are collected and used to maintain a safe and secure environment in schools and on school 
district property and may be disclosed for law enforcement purposes. 
 
For questions or concerns, please contact your Supervisor. 
 
Reference Policy #7440.01 
 


