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PURPOSE OF THIS HANDBOOK

This handbook is intended to provide information regarding the Mahoning Valley
Regional Council of Governments (MVRCOG) Policies and accompanying procedures.
The Policies, procedures, and benefits contained within this handbook do not imply,
create, or constitute a contract of employment, express or implied, between the
MVRCOG and you, and are not intended to alter in any way the at-will employment
relationship that exists between the MVRCOG and you.

No employee, agent or representative of the MVRCOG has been authorized in the
present, or in the future, to offer an express or implied contract of employment specific
to you unless that authorization or employment contract is set forth in writing and
signed by the Director of the MVRCOG. The MVRCOG Policies and accompanying
procedures may be changed, modified, added to, subtracted from or eliminated
altogether at any time that the MVRCOG determines that it is necessary or advisable to
do so, with or without advanced notice. It is each employee’s responsibility to
familiarize himself/herself with this handbook and any future changes.

If you have any questions regarding an MVRCOG Policy, you should contact a human
resource official of the MVRCOG. If you do not contact a human resource official of the
MVRCOG, the MVRCOG will conclude that you understand the MVRCOG’s Policies.

ABOUT THE MAHONING VALLEY REGIONAL COUNCIL OF GOVERNMENTS

The Mahoning Valley Regional Council of Governments (MVRCOG) is a public organization
in the State of Ohio. The MVRCOG offers Human Resource employment services and
functions as the fiscal and payroll agent to employ personnel for member school districts
and entities in the region.

The MVRCOG employs personnel to perform administrative, teaching, non-teaching,
and substitute services for Educational Service Center of Eastern Ohio, MVRCOG
member school districts and MVRCOG member entities. The MVRCOG, in conjunction
with its member school districts and its member entities where applicable, may provide
assignment, reassignment, evaluation, and discipline; and determine compensation,
and where appropriate, fringe benefits for employees

AGENCY AND CONTACT INFORMATION

The MVRCOG is your employer of record. We want to ensure you have information
about where to direct your concerns, questions or needs and will work to find a
satisfactory solution.

Keep in mind that while on assignment in a school district, immediate questions or
concerns regarding your schedule, daily work responsibilities, student needs or safety
should be brought to the attention of your immediate supervisor at the district or
entity.



Mailing Address: 7320 N. Palmyra Rd.
Canfield, OH 44406

Phone: (330) 533-8755
Fax Number: (330) 533-8772
Website: WWW.mVvrcoq.orq

Payroll E-Mail Address: timesheets@mvrcog.org

Staff Contacts
Sandy Furano, Director, MVRCOG
(330) 533-8755, ext. 1113

Alana Ferrier, HR Generalist
(330) 533-8755, ext. 1026

Sandy Huddleston, HR Assistant
(330) 533-8755, ext. 1118

Cristina Quintalti, MVRCOG Payroll
(330) 533-8755, ext. 1977

Ryan Jones, Treasurer, MVRCOG
(330) 533-8755, ext. 1059

EQUAL EMPLOYMENT OPPORTUNITY (EEO) STATEMENT

Equal Employment Opportunity is both a policy and a practice of the MVRCOG. The
MVRCOG provides equal employment opportunities (EEO) to all employees and
applicants for employment without regard to race, color, religion, gender, sexual
orientation, gender identity, national origin, age, disability, genetic information, marital
status, amnesty or status as a covered veteran in accordance with applicable federal,
state and local laws.

The MVRCOG complies with applicable state and local laws governing
nondiscrimination in employment in every location in which the company has facilities.
This policy applies to all terms and conditions of employment, including hiring,
placement, promotion, termination, layoff, recall, and transfer, leaves of absence,
compensation, and training. MVRCOG expressly prohibits any form of unlawful
employee harassment based on race, color, religion, gender, sexual orientation,
national origin, age, disability, genetic information, or veteran status. Improper
interference with the ability of MVRCOG employees to perform their expected job
duties is absolutely not tolerated


http://www.mvrcog.org
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In addition, MVRCOG will not discriminate against any employee in a client job
assignment, programs or activities, or honor discriminatory requests from clients.

Any employee who violates an Equal Opportunity Policy will be subject to discipline, up
to and including possible termination. As an employee of MVRCOG you are partly
responsible for keeping our work environment free of Equal Employment Opportunity
related concerns. Any employee who becomes aware of a problem must report it to
Sandy Furano, Director of the MVRCOG 330.533.8755, extension 1113.

GENETIC INFORMATION NONDISCRIMINATION ACT (GINA)

GINA prohibits employers from requesting or requiring genetic information of an
individual or family member of the individual, except as specifically allowed by this law.
The MVRCOG is committed to full compliance with GINA and will not discriminate
(discharge, refuse to hire or make employment decisions relating to compensation or
the terms and privileges of employment) based upon the genetic information of an
employee or an employee’s family member.

The MVRCOG directs all 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.

AMERICANS WITH DISABILITIES ACT

Americans with Disabilities Act (ADA) & The ADA Amendments Act (ADAAA) The
Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments
Act, known as the ADAAA, are federal laws that prohibit employers with 15 or more
employees from discriminating against applicants and individuals with disabilities and
that when needed provide reasonable accommodations to applicants and employees
who are qualified for a job, with or without reasonable accommodations, so that they
may perform the essential job duties of the position.

It is the policy of MVRCOG to comply with all federal and state laws concerning the
employment of persons with disabilities and to act in accordance with regulations and
guidance issued by the Equal Employment Opportunity Commission (EEOC).
Furthermore, it is our organization policy not to discriminate against qualified
individuals with disabilities with regard to application procedures, hiring, advancement,
discharge, compensation, training or other terms, conditions, and privileges of
employment. The organization will reasonably accommodate qualified individuals with
a disability so that they can perform the essential functions of a job unless doing so
causes a direct threat to these individuals or others in the workplace and the threat
cannot be eliminated by reasonable accommodation and/or if the accommodation
creates an undue hardship to MVRCOG.



Contact the Human Resource department with any questions or requests for
accommodation. It is the employee’s responsibility to notify the MVRCOG of the need
for accommodation. The MVRCOG may ask for the employee’s input regarding the
accommodation they believe is necessary or the functional limitations caused by the
disability, and may request the employee’s permission to obtain additional input and
information from the employee’s treating physician that is specifically relevant to the
request for accommodation.

MVRCOG COMPLIANCE OFFICERS
The MVRCOG has designated their Compliance Officers as:

Sandy Furano, Director

Mahoning Valley Regional Council of Governments
7320 N. Palmyra Road, Canfield, OH 44406

(330) 533-8755

Dr. Traci Hostetler, ESCEO Superintendent
Educational Service Center of Eastern Ohio
7320 N. Palmyra Road, Canfield, OH 44406
(330) 533-8755

APPLICANT/EMPLOYEE CRIMINAL RECORD AND DISCLOSURE OF
CRIMINAL CONVICTION

To safeguard member district students and staff, the MVRCOG requires a criminal
background investigation of every applicant under final consideration for appointment
or employment with the MVRCOG, as well as periodic criminal record checks during
employment as prescribed by law. These investigations/checks shall be conducted in
accordance with the Ohio Revised Code, including Sections 109.572 and 3319.39. The
MVRCOG Director or his/her designee shall establish such procedures as he/she deems
necessary for obtaining information from the Bureau of Criminal Identification and
Investigation, the Federal Bureau of Investigation, and through other background
investigation services for each applicant, newly employed employee, or existing
employee. To facilitate such inquiries, the applicant/employee must submit to BCI and
FBI background screening and furnish required documentation at his or her own
expense, according to the Ohio Revised Code.

Conviction of or a plea of guilty to any of the offenses defined as disqualifying offenses
by the pertinent statutes and/or regulations shall result in disqualification from or
termination of employment. Staff members with such convictions or pleas, or who are
otherwise determined to have engaged in conduct unbecoming the educational
profession, are subject to the mandatory reporting requirements, in addition to
termination of employment. The MVRCOG may employ or continue to employ a person
convicted of or who plead guilty to certain offenses defined as disqualifying offenses
subject to rehabilitation in the pertinent statutes and in accordance with the
rehabilitation standards/regulations adopted by the Ohio Department of Education.



Falsification of any information on an employment application shall result in
disqualification from or termination of employment.

LICENSURE

All MVRCOG employees who are required to obtain an educator license or educational
aide permit for their position are responsible for the timely renewal of their license or
permit prior to the start of the school year in which the renewal is due, and for
providing a copy of that credential to the MVRCOG office. Staff will not be permitted to
begin their assignment for the year without a valid license or permit on file at the
MVRCOG office. The failure to maintain proper valid licensure or obtain updated
background checks when required by Ohio Revised Code, is grounds for termination.

CONDUCT

Unless otherwise stated in this Handbook, employees of the MVRCOG are required to
conform to the same requirements, policies and procedures as employees of those
districts or agencies in which they perform their duties, including but not limited to
requirements regarding absence reporting, dress code, student disciplinary procedures,
distribution of literature, and use of internet and technology. Unless otherwise
permitted by law, staff members are not permitted to bring a deadly weapon or
dangerous ordnance into a school safety zone. Employees of the MVRCOG are
expected to discharge their duties in a professional, responsible, ethical, honest, and
legally compliant manner at all times. Educators must demonstrate professional
concern and attention toward their own and the organization’s/district’s legal
responsibility for the safety and welfare of students, including the need to ensure that
students are under supervision at all fimes.

Employees of the MVRCOG are required to sign acknowledgement of receipt of the
Licensure Code of Professional Conduct for Ohio Educators, and are accountable for
their compliance. Employees who fail to comply with law, regulations, directives,
policies (including the policies and procedures of those districts or agencies in which
they perform their duties), administrative guidelines, rules of professional conduct
and/or this Handbook or otherwise fail to appropriately discharge the duties of their
position may be subject to discipline, including but not limited to suspension and/or
termination from employment.

CONFIDENTIAL INFORMATION

Employees of the MVRCOG are expected to keep student information confidential as
required by federal and state law, including the Family Educational Rights and Privacy
Act, 20 U.S.C. § 1232g. 34 C.F.R. Part 99, the Individuals with Disabilities Education
Improvement Act, 20 U.S.C. § 1400, 34 C.F.R. Part 300, and Ohio Revised Code Section
3319.321. All employees are required to sign a confidentiality agreement pertaining to
such information as a condition of employment. Furthermore, employees are reminded
that all written, electronic, or recorded communications produced in the course of their
employment may constitute public and/or student records that may be subject to
release upon request by the appropriate parties.




MVRCOG employees may receive or have access to confidential information on
students, their parents, school staff, security systems, personnel, contracts, business,
school and personnel files and records. Employees are to treat any information
obtained while working for MVRCOG, in association with MVRCOG or in any school
assignment as confidential and may not be disclosed to any other party, even another
MVRCOG employee. If you are unclear as to whether certain information is
confidential, treat it as if it is confidential. Disclosure of Confidential Information is a
policy violation that will result in disciplinary action, including possible termination.

REPORTING SUSPECTED CHILD ABUSE AND NEGLECT

Section 2151.421 of the Ohio Revised Code requires all school employees (includes all
MVRCOG employees) who “know or suspect that a child under 18 years of age or a
mentally retarded, developmentally disabled, or physically impaired child under 21
years of age has suffered or faces a threat of suffering any physical or mental wound,
injury, disability or condition of a nature that reasonably indicates abuse or neglect of
the child shall immediately report that knowledge or suspicion to the Children Services
Board, the County Department of Human Services exercising the children services
function, or a municipal or county peace officer in the county in which the child resides
or in which the abuse or neglect is occurring or has occurred.”

The Mahoning Valley Regional Council of Governments is concerned with the physical
and mental well- being of the children it serves and will cooperate in the identification
and reporting of cases of suspected child abuse and/or neglect in accordance with the
law. Each employee of the MVRCOG, who has reasonable cause to suspect child abuse
and/or neglect, shall be personally responsible for immediately reporting the
information to Mahoning Children’s Services Intake: (330) 941-8888 or a municipal or
county peace officer in the county in which the child resides or in which the abuse
and/or neglect is occurring or has occurred. (ex., Trumbull County Children’s Services
Intake: (330) 372-2010, Columbiana County Children’s Services Intake: (330) 420-6600.

A quality report/referral typically includes: the name(s) and address(es) of the
child(ren) and parent(s) or person(s) having custody of the child(ren); the child(ren)’s
age(s) and birth date(s); the observable/factual information regarding the nature and
extent of the suspected abuse and/or neglect; and any other first-hand/factual
information that may be helpful.

ATTENDANCE

All MVRCOG employees (e.g. preschool & school age classroom assistants, educational
aides, paraprofessionals, home visitors, custodians, maintenance, clerical support, etc.)
are reminded that their position covers necessary services to the district/agency, and
therefore attendance is crucial for assistance to children and classroom/building
consistency. Employees are expected to have regular attendance except in the case of
illness or emergency when they should follow their assigned district’s/agency’s policy
for timely attendance reporting. Excessive absence without a medical excuse will be
reviewed with the supervisor and could result in disciplinary action up to and including
dismissal. Absences for situations that qualify and are approved under the company’s




FMLA and Medical Disability Leave policies will not be counted against an employee’s
attendance record

JOB ABANDONMENT

Failure to report to work as scheduled, and/or call in to report an absence (“no call, no
show”) for five (5) consecutive workdays shall be deemed Job Abandonment. Job
Abandonment will be considered a voluntary termination and may result in the ODJFS
deeming the individual ineligible for unemployment benefits.

USE OF RESOURCES

Employees of the MVRCOG are expected to use resources of the MVRCOG, as well as
resources of the district or agency for which they perform services, in a responsible
manner for professional purposes only and according to any policies, practices, or
expectations of the district or agency. Any abuse or misuse of MVRCOG, district, or
agency resources may result in discipline, up to and including termination of
employment.

NETWORK PRIVACY AND ACCEPTABLE USE POLICY FOR STAFF MEMBERS
It is the intention of the MVRCOG to protect the privacy of employees who use the
MVRCOG computers, computer networks, telephone systems (including wireless phones
and VolIP), and electronic messaging systems (collectively, “the systems”), to the
maximum extent possible given the operational and security needs of the MVRCOG.
The purpose of this Acceptable Use Policy is to identify the limitations on this privacy
and the general restrictions applying to the use of the systems of the MVRCOG. You
may be asked to sign a separate Acceptable Use Policy by the district or entity to which

you are assigned. Regardless, disciplinary actions will be taken if an MVRCOG
employee is discovered to have violated the MVRCOG or an assigned district or entity
Network Privacy and Acceptable Use Policy by misuse of systems of the MVRCOG or of

the assigned district or entity.

Acceptable and Unacceptable Uses

The systems of the MVRCOG are intended for educational uses and work-related
communications. Incidental use of the systems by staff members for personal
communications should be limited in number, initiated during non-work periods, not
incur a cost to the MVRCOG and not interfere with the primary intended uses of the
systems. While not a complete list of unacceptable uses, the following are uses which
are unacceptable under any circumstances:

e Violating the conditions of State and Federal law dealing with students’ and
employees’ privacy rights, including unauthorized disclosure, use and
dissemination of personal information;

e The transmission of any language or images which are of a graphic sexual
nature;

e The transmission of jokes, pictures, or other materials which are obscene, lewd,
vulgar, or disparaging of persons based on their race, color, sex, age, religion,



national origin, disability, military status, ancestry, genetic information or sexual
orientation;

e The transmission of messages or any other content which would be perceived by

a reasonable person to be offensive, harassing or threatening;

Accessing and/or viewing inappropriate material

Uses that constitute defamation (libel or slander);

Copying commercial software and/or other material in violation of copyright law

Uses that attempt to gain unauthorized access to another computer system or to

impair the operation of another computer system (for example, the tfransmission

of a computer virus or an excessively large e-mail attachment);

e Using the network for financial gain, for commercial activity or for any illegal
activity

e Any use in contravention of this Handbook, laws, regulations, policies, rules,
directives or rules of Professional Conduct; or

e Any fundraising activities, unless specifically authorized by the Governing Board.

Security and Integrity

Employees shall not take any action which would compromise the security of any of the
systems. This would include the unauthorized release or sharing of passwords and the
intentional disabling of any security features of the systems. Staff members shall not
take any actions which may adversely affect the integrity, functionality, or reliability of
any computer (for example, the installation of hardware, software, or “shareware” not
authorized by the Technology Officer or MVRCOG Director).

Staff members shall report to the Technology Officer any actions by staff or students
which would violate the security or integrity of any of the systems whenever such
actions become known to them in the normal course of their work duties. This shall not
be construed as creating any liability for staff members for the computer-related
misconduct of students.

Right of Access

Although the MVRCOG respects the natural desire of all persons for privacy in their
personal communications and will attempt to preserve this privacy whenever possible,
the operational and security needs of the MVRCOG’s systems require that full access be
available at all times. The MVRCOG therefore reserves the right to access and inspect
any computer, device, or electronic media within its systems and any data, information,
or messages which may be contained therein. All such data, information, and messages
are the property of the MVRCOG. Staff members should have no expectation that any
messages sent or received on the MVRCOG’s systems will remain private.

Compliance

Employees of the MVRCOG are expected to comply with the Network Privacy and
Acceptable Use Policy for Staff Members. Access to the systems is a privilege which
may be withdrawn in the event of noncompliance with the above Policy. Disciplinary
and/or legal actions may be taken for violation of the Policy.
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MVRCOG E-MAIL ACCOUNTS

Some MVRCOG employees are provided with MVRCOG e-mail accounts through the
ESCEO Technology Office to access resources relevant to their specific position and
assigned district. If you are assigned an e-mail account you will be informed through
an e-mail to your personal e-mail address. Any employee provided with an MVRCOG
e-mail account is responsible for maintaining log-in credentials and contacting the
ESCEO Help Desk if there are any questions about their account. If an account is
assigned, the MVRCOG employee is responsible for checking their MVRCOG e-mail
account regularly. Failure to monitor the MVRCOG email could result in failure to
complete mandatory training or receive job-specific employment benefits. Failure to
comply with some items may impact your employment and payroll status.

SOCIAL MEDIA GUIDELINES

The MVRCOG recognizes the importance of social media for its employees. However,
use of social media by employees may become a problem if:

It interferes with the employee’s work;

Is used to harass co-workers or clients;

Creates a hostile work environment; or

Violates any law, regulation, policy, or terms of this Handbook.

The MVRCOG encourages employees to use social media within the parameters of the
following guidelines and in a way that does not produce the adverse consequences
mentioned above.

The MVRCOG participates in social media only through official authorized MVRCOG
channels. Only employees specifically authorized by MVRCOG may speak on its behalf
through these channels. If you are uncertain about the appropriateness of a social
media post, check with the MVRCOG Director.

Note: As used in this guideline, “social media” includes, but is not limited to, blogs,
forums, and social networking sites such as LinkedIn, Twitter, Facebook, Pinterest,
Instagram, YouTube and Google+.

The following requirements apply to all social media posts by employees:

e All postings on social media must comply with the MVRCOG privacy policies. If
you are unsure about the confidential nature of information you are considering
posting, you should first review the MVRCOG privacy policy and then consult the
MVRCOG Director.

e Only those designated as content providers are authorized to contribute on
behalf of the MVRCOG. Keep in mind you are representing the MVRCOG to a
large external audience.

Comply with copyright laws and cite or reference sources accurately.
Do not post or otherwise disclose confidential or proprietary MVRCOG material
on a social media site.

e We encourage you to direct complaints or concerns about your job or working
environment to your management team, rather than through social media.
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e All requests for employment or vendor references or recommendations, even
those that are received through social networking, should be directed to the
human resources department to handle in accordance MVRCOG’s standard
procedure of responding to official reference requests.

e Any social media account established or used by MVRCOG, including login and
password information, is MVRCOG property.

e Managers and senior leadership as well as employees must, by virtue of their
positions, consider whether personal thoughts they publish may be
misunderstood as expressing MVRCOG positions.

e All MVRCOG policies apply to social media activity including, but not limited to,
policies related to illegal harassment, code of conduct, ethics, nondisclosure, and
protecting confidential and/or proprietary information as defined in the
Employee Handbook and the Authorized Usage Policy (AUP).

e Please note that this guideline applies even if your social networking is
anonymous or under a pseudonym. If you engage in such social networking, and
violate this policy, MVRCOG may take steps to determine your identity.

e Do not refer to students/clients by name. Remember, there are privacy policies
that protect student/client information from disclosure without their permission.

e Unless you are authorized to speak on behalf of MVRCOG, do not use your
MVRCOG email address when registering or posting on personal social media
networks.

Violation of this guideline or associated policies may lead to discipline up to and
including the immediate termination of employment. At no time will this guideline or
associated policies be interpreted or applied in such a way as to interfere with any
employee rights or protections under applicable local, state or federal law, including
but not limited to, the National Labor Relations Act, nor will any employee be
disciplined for engaging in any legally protected activity.

REMOTE WORK CONDUCT POLICY

As our workforce continues to operate with some or all employees working at locations
other than the Mahoning Valley Regional Council of Governments (MVRCOG) /
Educational Center of Eastern Ohio (ESCEO) office, the following expectations for
employees are being clarified to avoid issues that may cause disruption to the workday
and/or during virtual meetings.

General Expectations

e Employees working remotely are expected to be available and communicative
during scheduled work hours.

e MVRCOG work rules and other policies continue to apply to offsite work
locations.
Consumption of alcohol during work hours is never acceptable.

e Employees should seek a quiet and distraction-free working space.

e Employees are expected to maintain their workspace in a safe manner, free from
safety hazards.

12



Virtual Meetings

e While distractions are often unavoidable, try to keep them to a minimum. No
music or television, barking dogs, etc. in the background during meetings.

e A neutral colored background or wall is highly recommended.

e Keep yourself muted during video or audio conferencing unless you are
speaking.

e Turning on video is encouraged.

e Avoid eating a meal during a virtual meeting unless invited to do so by the
meeting host.

e Smoking or vaping is not permitted during a video conference.

e Office attire is acceptable. Do not wear sleeveless tops, pajamas, bathing suits
or other apparel that would not be appropriate to wear in the office.

e Avoid multi-tasking. Give your full attention to the meeting as if you were face to
face.

MVRCOG’S ANTI-HARASSMENT POLICY AND COMPLAINT PROCEDURE
MVRCOG is committed to a work environment in which all individuals are treated with
respect and dignity. Each individual has the right to work in a professional atmosphere
that promotes equal employment opportunities and prohibits unlawful discriminatory
practices, including harassment. Therefore, MVRCOG expects that all relationships
among all employees will be business-like and free of bias, prejudice, and harassment.

It is the policy of MVRCOG to ensure equal employment opportunity without
discrimination or harassment on the basis of race, color, religion, gender, sexual
orientation, gender identity, national origin, age, disability, genetic information, marital
status, amnesty or status as a covered veteran. MVRCOG prohibits any such
discrimination or harassment. MVRCOG encourages reporting of all perceived
incidents of discrimination or harassment. It is the policy of MVRCOG to investigate
such reports promptly and thoroughly. MVRCOG prohibits retaliation against any
individual who reports discrimination or harassment or who participates in an
investigation of such reports.

Definitions of Harassment

Sexual harassment constitutes discrimination and is illegal under federal, state, and
local laws. For the purposes of this policy, sexual harassment is defined, as in the Equal
Employment Opportunity Commission Guidelines, as unwelcome sexual advances,
requests for sexual favors and other verbal or physical conduct of a sexual nature
when, for example a) submission to such conduct is made either explicitly or implicitly a
term or condition of an individual's employment; b) submission to or rejection of such
conduct by an individual is used as the basis for employment decisions affecting such
individual; or ¢) such conduct has the purpose or effect of unreasonably interfering with
an individual's work performance or creating an intimidating, hostile or offensive
working environment.

Sexual harassment may include a range of subtle and not-so-subtle behaviors and may
involve individuals of the same or different gender. Depending on the circumstances,
these behaviors may include unwanted sexual advances or requests for sexual favors;
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sexual jokes and innuendo; verbal abuse of a sexual nature; commentary about an
individual's body, sexual prowess or sexual deficiencies; leering, whistling or touching;
insulting or obscene comments or gestures; display in the workplace of sexually
suggestive objects or pictures; and other physical, verbal or visual conduct of a sexual
nature.

Harassment on the basis of any other protected characteristic is also strictly prohibited.
Under this policy, harassment is verbal, written or physical conduct that denigrates or
shows hostility or aversion toward an individual because of his/her race, color, religion,
gender, sexual orientation, national origin, age, disability, marital status, citizenship,
genetic information or any other characteristic protected by law or that of his/her
relatives, friends or associates, and that a) has the purpose or effect of creating an
intimidating, hostile or offensive work environment; b) has the purpose or effect of
unreasonably interfering with an individual's work performance; or c) otherwise
adversely affects an individual's employment opportunities.

Harassing conduct includes epithets, slurs or negative stereotyping; threatening,
intimidating or hostile acts; denigrating jokes; and written or graphic material that
denigrates or shows hostility or aversion foward an individual or group and that is
placed on walls or elsewhere on the employer's premises or circulated in the workplace,
on company time or using company equipment via e-mail, phone (including voice
messages), tfext messages, tweets, blogs, social networking sites or other means.

Individuals and Conduct Covered

These policies apply to all applicants and employees, whether related to conduct
engaged in by fellow employees or someone not directly connected to MVRCOG (e.g.,
an outside vendor, consultant, or customer). Conduct prohibited by these policies is
unacceptable in the workplace and in any work-related setting outside the workplace,
such as during business trips, business meetings and business-related social events.

Complaint Process

Individuals who believe they have been the victims of conduct prohibited by this policy
statement or who believe they have witnessed such conduct should discuss their
concerns with their immediate supervisor, the Owner, or any member of management.
When possible, MVRCOG encourages individuals who believe they are being subjected
to such conduct to promptly advise the offender that his or her behavior is unwelcome
and request that it be discontinued. Often this action alone will resolve the problem.
MVRCOG recognizes, however, that an individual may prefer to pursue the matter
through complaint procedures.

MVRCOG encourages the prompt reporting of complaints or concerns so that rapid and
constructive action can be taken before relationships become irreparably strained.
Therefore, although no fixed reporting period has been established, early reporting and
intervention have proven to be the most effective method of resolving actual or
perceived incidents of harassment. Any reported allegations of harassment,
discrimination or retaliation will be investigated promptly. The investigation may
include individual interviews with the parties involved and, where necessary, with
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individuals who may have observed the alleged conduct or may have other relevant
knowledge. Confidentiality will be maintained throughout the investigatory process to
the extent consistent with adequate investigation and appropriate corrective action.

Retaliation against an individual for reporting harassment or discrimination or for
participating in an investigation of a claim of harassment or discrimination is a serious
violation of this policy and, like harassment or discrimination itself, will be subject to
disciplinary action. Acts of retaliation should be reported immediately and will be
promptly investigated and addressed. Misconduct constituting harassment,
discrimination or retaliation will be dealt with appropriately. False and malicious
complaints of harassment, discrimination or retaliation may be the subject of
appropriate disciplinary action.

WORKPLACE BULLYING

The MVRCOG defines bullying as “repeated inappropriate behavior, either direct or
indirect, whether verbal, physical or otherwise, conducted by one or more persons
against another or others, at the place of work and/or in the course of employment.”
The MVRCOG will not tolerate bullying behavior in the workplace. Bullying may be
intentional or unintentional. Where an allegation of bullying is made, the intention of
the alleged bully is irrelevant. As with sexual harassment, it is the effect of the behavior
upon another individual that is important. Some examples of bullying can include
verbal bullying, physical bullying, gesture bullying and work-related activities exclusion.
Any reports of workplace bullying will be treated seriously and investigated promptly.
Employees found in violation of this policy will be disciplined up to and including
termination.

WORKPLACE VIOLENCE PREVENTION

All employees, students, staff, and building visitors must be treated with courtesy and
respect at all times. Employees are expected to refrain from conduct that may be
dangerous to others.

The Governing Board prohibits staff members from possessing, storing, making, or
using a weapon, including a concealed weapon, in a school safety zone and any work
setting that is under the control and/or supervision of the Board. The MVRCOG
Director shall report a staff member who violates this policy to law enforcement
officials, regardless of whether such staff member possesses a valid concealed
weapon license. The staff member will also be subject to disciplinary action, up to and
including termination, as permitted by applicable Board policy.

Indirect or direct threats of violence, weapons, incidents of actual violence and
suspicious individuals or activities must be reported as soon as possible to a supervisor,
security personnel, Human Resources, or to school building administration. When
reporting a threat or incident of violence, the employee should be as specific and
detailed as possible. All employees are responsible for reporting any threats or
incidents that they have witnessed, received, or have been told that another person has
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witnessed or received. Employees should not place themselves in peril, nor should they
attempt to intercede during an incident.

Conduct that threatens intimidates or coerces another employee, student, staff, or
visitor will not be tolerated. MVRCOG or assigned district resources may not be used to
threaten, stalk or harass anyone at the workplace or outside the workplace.

MVRCOG ftreats threats coming from an abusive personal relationship as it does other
forms of violence. Employees should promptly inform the Human Resource department
of any protective or restraining order that they have obtained that lists the workplace
as a protected area. Employees are encouraged to report safety concerns with regard
to infimate partner violence.

MVRCOG, in partnership with the member district or entity, will promptly and
thoroughly investigate all reports of threats of violence or incidents of actual violence
and of suspicious individuals or activities. The identity of the individual making a report
will be protected as much as possible. MVRCOG will not retaliate against employees
making good-faith reports of violence, threats or suspicious individuals or activities. In
order to maintain workplace safety and the integrity of its investigation, MVRCOG may
suspend employees suspected of workplace violence or threats of violence, either with
or without pay, at MVRCOG discretion, pending investigation.

Anyone found to be responsible for threats of or actual violence or other conduct in
violation of these guidelines will be subject to prompt disciplinary action up to and
including termination of employment. MVRCOG encourages employees to bring their
disputes to the attention of their supervisor, security personnel, Human Resources, or to
school building administration before the situation escalates.

BULLYING AND OTHER FORMS OF AGGRESSIVE BEHAVIOR TOWARDS
STUDENTS

Harassment, intimidation, or bullying toward a student, whether by other students,
staff, or third parties is strictly prohibited and will not be tolerated. This prohibition
includes aggressive behavior, physical, verbal, and psychological abuse, and violence
within a dating relationship. The Board will not tolerate any gestures, comments,
threats, or actions which cause or threaten to cause bodily harm or personal
degradation. This policy applies to all activities in the employee’s assigned district or
entity, including activities on school property, on a school bus, while en route to or from
school, and those occurring off school property if the student or employee is at any
school-sponsored, school-approved or school-related activity or function, such as field
trips or athletic events where students are under the school’s control, in a school
vehicle, or where an employee is engaged in school business. Witnessed incidents of
bullying and other aggressive behaviors involving students must be reported as soon
as possible to a supervisor, security personnel, or building administration. This policy
has been developed as prescribed in R.C. 3313.666 and the State Governing Board’s
Model Policy.
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STAFF & STUDENT RELATIONS

The relationship between the MVRCOG’s staff and students must be one of cooperation,
understanding, and mutual respect. Staff members have a responsibility to provide an
atmosphere conducive to learning and to motivate each student to perform to her/his
capacity.

Staff members should strive to secure individual and group discipline and should be
treated with respect by students at all times. By the same token, staff members should
extend to students the same respect and courtesy that they, as staff members, have a
right to. Although it is desired that staff members have a sincere interest in students as
individuals, partiality and the appearance of impropriety must be avoided. Any
informal and/or social involvement with students is prohibited. Such conduct is not
compatible with professional ethics and, as such, will not be tolerated.

Staff members are expected to use good judgment and maintain professional
relationships with students both inside and outside of the school context including, but
not limited to, the following:

e Staff members shall not make derogatory comments to students regarding the
MVRCOG, its staff, and/or other students.

e The exchange of purchased gifts or other items from staff members to students
is prohibited.

e Staff-sponsored parties at which students are in attendance unless they are a
part of the

o MVRCOG’s extracurricular program and are properly supervised are
prohibited.

e Staff members shall not fraternize, written or verbally, with students.

Staff members shall not associate with students at any time in any situation or
activity that is not educationally related. Staff members shall never
discuss/engage in acts, words, activities, dialogue, etc. that could be considered
sexually suggestive or involve the presence or use of tobacco, alcohol, or drugs.

e Dating between staff members and students is STRICTLY prohibited. Any such
acts will result in reporting to the Ohio Department of Education, local law
enforcement, and Children’s Service.

e Staff members shall not use insults or sarcasm against students as a method of
forcing compliance with requirements or expectations.

e Staff members shall maintain a reasonable standard of care for the supervision,
control, and protection of students commensurate with their assigned duties and
responsibilities
Staff members shall not send students on personal errands.

e Staff members shall, pursuant to law and Governing Board policy, immediately
report any suspected signs of child abuse or neglect to Children’s Services.
Mahoning County Child Protective Services can be reached at 330 941 8888 and
Columbiana County Child Protective Services can be reached at 330 420 6600 or
after 4:00 pm and on weekends/holidays at 330 424 5715.

e Staff members shall not attempt to diagnose or treat a student’s problem
relating to sexual behavior, substance abuse, mental or physical health, and/or
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family relationships, but instead, staff members should refer the student to the
appropriate individual or agency for assistance.

e Staff members shall not disclose information concerning a student, other than
directory information, to any person not authorized to receive such information.
This includes, but is not limited to, information concerning assessments, ability
scores, grades, behavior, mental or physical health, and/or family background.

DRUG-FREE WORKPLACE POLICY
PRE-EMPLOYMENT and POST-EMPLOYMENT DRUG AND ALCOHOL TESTING POLICY

The Governing Board is committed to a safe working environment, to making adequate
provisions for the safety and health of its employees at their place of employment, and
to the safety and health of the students and the publics which it serves. The Board
recognizes the importance of employees being mentally and physically alert at all fimes
while performing their duties. To that end, the Board declares that the use of illegal
drugs and the misuse of prescription drugs are unacceptable and will require external
applicants who are under final consideration for all employment positions with the
MVRCOG, any entity for which the MVRCOG Governing Board is the employing agent,
and any leased staffing agency to submit to pre-employment drug testing.

Pre-Employment Drug and Alcohol Testing Policy
Goals and Objectives:
e To establish, promote, and maintain a safe, healthy working and learning
environment for employees and students.
e To promote the reputation of the Governing Board and its employees as
responsible citizens of public trust.
e To eliminate substance abuse problems in the workplace.
e To aid in the reduction of absenteeism, tardiness, and apathetic job
performance.
e To provide a clear standard of job performance for MVRCOG employees.
e To provide a consistent model of substance-free behavior for students.

For purposes of this policy and the guidelines associated with the policy, the following
definitions shall apply:

e The term illegal drug means drugs and controlled substances, the possession or
use of which is unlawful, pursuant to Federal, State, and local laws and
regulations.

e The term controlled substance includes any illegal drug and any drug that is
being used illegally, such as a prescription drug that was not legally obtained or
not used for its intended purposes or in its prescribed quantity. The term does
not include any legally-obtained prescription drug used for its intended purpose
in its prescribed quantity unless such use would impair the individual's ability to
safely perform safety-sensitive functions.

e The term controlled substance abuse includes prescribed drugs not being used
for prescribed purposes, in a prescribed manner, or in the prescribed quantity.
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Employees will be tested for the presence of drugs in the urine and/or alcohol on the
breath under any and/or all of the conditions outlined below:

Pre-Employment Testing

In the furtherance of achieving the Governing Board's goals and objectives as
enumerated above, all applicants under final consideration for employment positions
with the MVRCOG, entities for which the MVRCOG is the employing agent, and leased
staffing agencies who supply personnel to the MVRCOG shall be required to submit to a
test for presence of drug products in an applicant’s system, as well as for the presence
of the controlled substances as part of the currently required post-offer,
pre-employment physical examination.

All applicants under final consideration for all employment positions shall be given a
copy of this Policy in advance of the post-offer, pre-employment drug test. Applicants
must acknowledge having read or had this Policy explained to them and should
understand that as a condition of employment they are subject to its contents.
Applicants shall sign an acknowledgment prior to substance screening, permitting the
summary result to be transmitted to a Medical Review Officer (MRO) which may be
selected by the Governing Board based upon the recommendation of the MVRCOG
Director or designee(s). Applicants shall pay all costs associated with the
administration of alcohol and controlled substance tests.

An applicant refusing to complete any part of the testing procedure shall not be
considered a valid candidate for employment with the Governing Board, and such will
be considered as a withdrawal of the individual's application for employment. If
substance screening shows a confirmed positive result for which there is no current
physician's prescription, a second confirming test may be requested by the MRO and/or
the Director or designee(s) by the candidate for employment at the candidate’s
expense. If the first or any requested second confirming test is positive, any job offer
shall be revoked. The applicant shall not be permitted to reapply for employment with
the Governing Board for at least twelve (12) months and not until the applicant shows
proof of successful completion of a drug rehabilitation program or proof that the
applicant has otherwise rehabilitated successfully and is no longer engaging in illegal
drug use.

Confidentiality

Drug test results shall be protected as confidential medical records as appropriate
under the Americans With Disabilities Act (i.e. test results shall be provided on a right to
know basis - the employee, the employer, and the substance abuse professional - and
the results shall not be presented until analyzed by the MRO). A tested individual, upon
written request, will have access to any records relating to his/her use of drugs,
including any records pertaining to his/her drug tests. A tested individual must provide
written authorization before his/her test result can be provided to any other person
except a government agency specified in the applicable Federal regulations.
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Testing Procedures
All tests shall be conducted in accordance with Federal testing guidelines and be
performed by a laboratory that is federally certified. The drug testing program shall be
under the direction of the MVRCOG Director or designee(s). The MVRCOG
Director/designee(s) shall arrange for appropriate training of staff members in drug
recognition, in the procedures for testing, and in the proper assistance of staff
members who are subject to the effects of substance abuse. The MVRCOG Director
shall submit, for Board approval, a contract with a certified agency/laboratory to
provide the following services:

e Testing of all first and second test urine samples;

e Clear and consistent communication with the District's MRO;

e Preparation and submission of all required reports to the District, the MRO, and

to Federal and State governments.

The MVRCOG Director shall also select the agency or persons who will conduct the drug
and controlled substance tests, the MRO, and the drug collection site(s) in accordance
with the requirements of law.

Controlled Substances Testing Parameters

Following are the standardized threshold concentration levels for lateral flow
immunoassay tests established by the international regulating authorities, including the
NIDA (National Institutes for Drug Abuse) for the different drugs of abuse. These levels
are reviewed and updated periodically to conform to new data on drug development,
technology and testing statistics. The MVRCOG Policy shall reflect threshold levels as
identified by NIDA as current.

*Concentration is expressed in nanograms per milliliter solution.
*GC/MS confirmation refers to gas chromatography/mass spectrometry confirmation.

Screening Confirmation | Confirmation
Drug Class Test Level Test Level Method
6-Acetylmorphine 10 ng/mL 10 ng/mL GC/MS
Amphetamines 500 ng/mL 250 ng/mL GC/MS
Barbiturates 300 ng/mL 300 ng/mL GC/MS
Benzodiazepines 300 ng/mL 300 ng/mL GC/MS
Cocaine metabolites 150 ng/mL 100 ng/mL GC/MS
Marijuana metabolites 50 ng/mL 15 ng/mL GC/MS
MDMA/Ecstasy 500 ng/mL 250 ng/mL GC/MS
Methadone 300 ng/mL 300 ng/mL GC/MS
Opiates 300 ng/mL 300 ng/mL GC/MS
Oxycodone 100ng/mL 100 ng/mL GC/MS
Phencyclidine 25 ng/mL 25 ng/mL GC/MS
Propoxyphene 300 ng/mL 300 ng/mL GC/MS
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Medical Marijuana

The legalization of Medical Marijuana in Ohio (or the legalization of medical or
recreational marijuana possession and use in any other State) does not change the
intent and force of Company policy. Marijuana use, whether for medical use or
recreationally, while working or while not working is not permitted per Company Policy
and will be subject to all consequences including discipline up to and including
discharge from employment.

Note: Medical Marijuana remains a drug listed as a Schedule I Narcotic in the
Controlled Substances Act. Therefore, Marijuana is (still) illegal under federal law, it is
considered an illegal drug under the drug-free workplace policy and prescription drug
policy. It remains unacceptable for employees to use, possess or distribute Marijuana
even with the recommendation from a physician for medical use under Ohio law. A
positive test for Marijuana is a violation of the Drug Free Policy.

Report of Results

All test results will be reported to the MRO prior to the results being issued to the
company. The MRO will receive a detailed report of the findings of the analysis from
the testing laboratory. Each substance tested for will be listed along with the results of
the testing. The company will receive a summary report, and this report will indicate
that the employee passed or failed the test. All of these procedures are intended to be
consistent with the most current guidelines for Medical Review Officers, published by
the Federal Department of Health and Human Services.

Storage of Test Results and Right to Review Test Results

All records of drug/alcohol testing will be stored separately and apart from the
employee’s general personnel documents. These records shall be maintained under
lock and key at all times. Access is limited to designated company officials. The
information contained in these files shall be utilized only to properly administer this
Policy and to provide to certifying agencies for review as required by law. Designated
company employees that shall have access to these records are charged with the
responsibility of maintaining the confidentiality of these records. Any breach of
confidentiality with regard to these records may be an offense resulting in termination
of employment. Any employees tested under this Policy have the right to review and/or
receive a copy of their own test results. Any employee may request, by means of a
written request signed by the employee, a copy of the test results. The company will
use its best efforts to promptly comply with this request and will issue to the employee
a copy of the results personally or by U.S. Certified Mail, Return Receipt Requested.

POST-EMPLOYMENT DRUG AND ALCOHOL TESTING POLICY:

Reasonable Suspicion Testing

Reasonable suspicion testing will occur when the Governing Board has reason to
suspect that an employee may be in violation of this Policy. The suspicion will be
documented in writing prior to the release of the test findings. A reasonable suspicion
test may occur based on:

21



e Observed behavior, such as direct observation of drug/alcohol use or possession
and/or physical symptoms of drug and/or alcohol use;
e A pattern of abnormal conduct or erratic behavior;
Arrest or conviction for drug-related offense, or identification of an employee as
the focus of a criminal investigation into illegal drug possession, use, or
trafficking. The employee is responsible for notification of the Employing agent,
within five (5) working days, of any drug-related conviction;
e Information provided either by reliable and credible sources or independently
corroborated regarding an employee’s substance use; or
e Newly discovered evidence that the employee has tampered with a previous
drug or alcohol test.
Reasonable suspicion testing does not require certainty, but mere “hunches” are not
sufficient to justify testing. To prevent this, all managers/supervisors will be trained to
recognized drug and alcohol-related signs and symptoms. Testing may be for drugs or
alcohol or both.

Drug and/or Alcohol Testing after an Accident

Urine specimen collection (for drugs) or breath/saliva (for alcohol) is to occur as quickly
as possible after a need to test has been determined. At no time will a urine specimen
be collected after 32 hours from the time of an employment-related incident. Breath or
saliva alcohol testing will be performed as quickly as possible as but no later than eight
hours after the incident, or it will be documented but not performed. If the employee
responsible for an employment-related accident is injured, it is a condition of
employment that the employee grants the employing agent the right to request that
attending medical personnel obtain appropriate specimens (breath, urine and/or
blood) for the purpose of conducting alcohol and/or drug testing. Further, all
employees grant the Employing agent access to any and all other medical information
that may be relevant in conducting a complete and thorough investigation of the
work-related accident including a full medical report from the examining physician(s)
or other health care providers. A signed consent to testing form is considered a
condition of employment. The Governing Board reserves the right to determine who
may have caused or contributed to a work-related accident and may choose not to test
after minor accidents if there is no violation of a safety or work rule, minor damage
and/or injuries and no reasonable suspicion.

Post-accident testing will be conducted whenever an accident occurs, regardless of
whether there’s an injury. We consider an accident an unplanned, unexpected or
unintended event that occurs on our property, during the conduct of our business, or
during working hours, or which involves one of our motor vehicles that are used in
conducting employing agent business, or is within the scope of employment, and which
results in any of the following:

e A fatality of anyone involved in the accident;

e Bodily injury to the employee and/or another person that requires off-site urgent

care medical attention away from the Employing agent’s place of employment;
e Vehicular damage in apparent excess of $1000.00; or
e Non-vehicular damage in apparent excess of $1000.00.
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e When such an accident results in one of the situations above, any employee who
may have contributed to the accident will be tested for drugs or alcohol use or
both.

Employees’ Rights When There is a Positive Test Result

An employee who tests positive under this Policy will be given an opportunity to explain
the findings to the MRO prior to the issuance of a positive test result to the Company.
Upon receipt of a confirmed positive finding, the MRO will attempt to contact the
employee by telephone or in person. If contact is made by the MRO, the employee will
be informed of the positive finding and given an opportunity to rebut or explain the
findings. The MRO can request information on recent medical history and on
medications taken within the last thirty days by the employee. If the MRO finds
support in the explanation offered by the employee, the employee may be asked to
provide documentary evidence to support the employee’s position (for example, the
names of treating physicians, pharmacies where prescriptions have been filled, etc.). A
failure on the part of the employee to provide such documentary evidence will result in
the issuance of a positive report by the MRO with no attendant medical explanation.

Positive Test Results

Employees who are found to have a confirmed positive drug or alcohol test will be
immediately removed from their job duties without pay and will be advised by the
MVRCOG of the resources available for evaluating and resolving drug and alcohol
abuse problems. The employee will not receive compensation for the period of the
unpaid leave prior to discharge. The employee is required to be evaluated by a
substance abuse professional. All evaluation and rehabilitation shall be at the
employee’s expense. This one-time rehabilitation does not apply to the pre-employment
drug screen. In addition, any employee who violates this policy may be subject to
disciplinary action up to and including dismissal. While participating in an approved
treatment program for first incident, the employee will be placed on an appropriate
leave of absence without pay. Before the employee may return to work, the employee
must present to the MVRCOG Director or designee(s) a physician’s certification stating
that the employee has complied with an alcohol or illegal drug use or controlled
substances abuse approved treatment program and is able to return to work. Such an
employee must agree to periodic random tests for alcohol or illegal drug use or
controlled substance abuse for a period of two years at the employee’s expense.
Licensed professionals must abide by the requirements of their respective licensing
boards. Certain licensed professionals may be required to submit to periodic screens in
addition to two years, as deemed by their licensing board.

Termination Notices

In those cases where substance testing results in the termination of employment, all
termination notices will list “misconduct” as the reason. Termination shall be deemed
“for cause”.
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AUDITOR OF STATE: FRAUD REPORTING SYSTEM INFORMATION

Fraud Reporting - General Provisions:

If an employee of a public office becomes aware in the course of employment of a
violation of state or federal statutes, rules, or regulations or the misuse of public
resources, and the employee’s supervisor or appointing authority has authority to
correct the violation or misuse, the employee may file a written report identifying the
violation or misuse with the supervisor or appointing authority. In addition to or
instead of filing a written report with the supervisor or appointing authority, the
employee may file a written report with the office of internal auditing created under
section 126.45 of the Revised Code. ORC 124.341(A)

Whistleblower Protection:

No officer or employee of the public office shall take any disciplinary action against an
employee in the classified or unclassified civil service for making any report authorized
by division (A) or this section. ORC 124.341(B)

Reporting False Information:

The employee is subject to disciplinary action, including suspension or removal, as
determined by the employee’s appointing authority, for purposely, knowingly, or
recklessly reporting false information under division (A) of this section. ORC 124.341(C)

Reporting Methods:
1. SEND a written complaint via U.S. Postal Service:
Ohio Auditor of State’s Office
Special Investigations Unit
88 East Broad Street
P.O. Box 1140
Columbus, OH 43215
2. CALL the SIU Fraud Hotline: 1-866-FRAUD OH (1-866-372-8364)
3. SUBMIT online: http://ohioauditor.gov/fraud.html

REPORTING MVRCOG EMPLOYEE INJURIES OR ACCIDENTS

All on-the-job injuries or accidents, however minor, involving MVRCOG employees must
be reported to the employee’s supervisor IMMEDIATELY by telephone or in person and
followed up the same day with a written report using the MVRCOG Employee’s Report
of Injury or Accident form. A copy of this form is found at the back of this handbook.
Within 24 hours of the accident or injury, this report must be sent to
a.ferrier@esceasternohio.org or faxed to 330-533-8772. The report should be as
detailed as possible and contain all requested information. It is important that the
employee complete the report even if they are uncertain whether medical treatment
will be required.

Medical Treatment for Work Related Injury
Medical services are managed by a Managed Care Organization (MCO) approved by
the Ohio Bureau of Workers’ Compensation (BWC). The MCO for the MVRCOG is Health
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Management Solutions. In the event of a work-related injury requiring medical
treatment, the following steps need to be followed:

e Notify your supervisor immediately.

e You or your supervisor must call 1-888-202-3515 to report the injury and for
physician referral.

e Go to an MCO BWC Certified physician or medical provider or clinic for
treatment. Be sure to name the MVRCOG as your employer on all
documentation.

In an emergency, seek immediate medical attention. The physician is required to call
the MCO within 24 hours of treatment to report the injury.

Workers’ Compensation

In accordance with the Workers’ Compensation Act, coverage is provided to employees
who are injured or who contract an occupational disease in the course of, and arising
out of, his/her employment. In such cases, the MVRCOG employee is entitled to file a
claim. Workers’ compensation provides for medical care and disability compensation,
which is based on the employee’s salary. Payment of compensation for work loss can
only be filed when the injury causes more than seven (7) days of work loss.

Rebuttable Presumption

If an MVRCOG staff member sustains a workplace injury while he/she is under the
influence of alcohol or a controlled substance not prescribed by his/her physician,
he/she may be disqualified for compensation and benefits under the Workers
Compensation Act. If the professional staff member tests positive or refuses to submit
to a test for alcohol and/or other drugs after sustaining a workplace injury, the
employee may dispute or prove untrue the presumption or belief that alcohol and/or
other drugs are the proximate cause of the injury (i.e., rebuttable presumption).

TIMESHEET SUBMISSION

Timesheets are to be submitted to the MVRCOG Payroll Department by email fax to
timesheets@mvrcog.org, or fax to (330) 533-8772. Time sheets are due within two
working days following the pay period end date.

PAYROLL DEDUCTIONS

The MVRCOG is permitted to act on behalf of individual employees to deduct a certain
amount from the employee’s paycheck and remit to an agent designated by the
employee. It is the purpose of this policy to designate those purposes not otherwise
mandated by law for which the MVRCOG is willing to act in behalf of an employee and
to specify the fee for so doing. The MVRCOG is required by law to make deductions
from the wages of employees for federal and state income tax, municipal income tax,
school income tax (R.C. 9.42), School Employees Retirement System (R.C. 3309.47,
3309.56), and State Teachers Retirement System (R.C. 3307.51, 3307.62) without prior
authorization. The MVRCOG is also required by law to comply with garnishments and
income withholding orders, for which deductions must be made in accordance with
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legally mandated provisions until the MVRCOG receives legal notification that such
obligation is fulfilled. Any other deduction requires prior MVRCOG Governing Board
authorization. The MVRCOG authorizes in accordance with the provisions of law cited
herein that deductions are made from an employee’s paycheck upon proper
authorization. It is the employee’s responsibility to notify payroll of any changes in
legal name, building assignment, direct deposit account, phone number, and/or home
address.

OVERTIME DEFINITION

Overtime is earned at a ratio of one and one-half (1-1/2) the employee’s regular rate of
hourly pay for any hours worked beyond the regular forty (40) hour week. The
calculation of hours worked shall exclude all forms of official leave (when provided by
assigned district/entity). Overtime hours are not to be worked without prior approval
from an immediate supervisor at the assigned district/entity.

RETIREMENT SYSTEM CONTRIBUTIONS

All MVRCOG employees are required to contribute to the appropriate public retirement
system based on the nature of their qualifications, duties and work assignment. All
certified/licensed employees contribute to the State Teachers Retirement System. All
non-certificated employees performing school-related duties contribute to the School
Employees Retirement System. Other employees may be required to contribute to the
Public Employees Retirement System. There is no provision for any employee to waive
retirement system participation. Contribution rates are set by law.

PAYROLL SCHEDULE

All employees regardless of the number of workdays per year shall receive 24
paychecks via direct deposit. Payroll will be processed according to the MVRCOG
schedule of pay periods and pay dates, including if the MVRCOG schedule is different
than the pay schedule of the district/entity to whom the MVRCOG employee is
assigned. Direct deposit for all employees will be issued on the fifteenth (15th) and
thirtieth (30th) calendar day of each month. The last calendar day of February will be
the second pay for that month. When a scheduled pay day falls on a weekend or
scheduled holiday, direct deposits shall be issued on the last work day prior to the
scheduled pay day. Direct deposit is mandatory for all employees. Please contact
payroll with any questions at 330-533-8755, extension 1977.

DIRECT DEPOSIT

Direct deposit of payroll is mandatory for all employees. Payroll funds can be
deposited to any qualified banking institution or credit union. Funds may be
distributed among up to three (3) accounts. Information and forms will be included in
the new hire packet. It is the employee’s responsibility to notify payroll of any changes

to one’s account or banking facility. Contact payroll immediately to request a new

direct deposit authorization form as soon as you are aware of a change regarding your
authorized banking institution and/or account information.
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CREDIT UNION

Employees of the MVRCOG may participate in the Associated School Employees Credit
Union. Information can be obtained by calling the credit union directly at

(330) 792-4000.

BENEFITS

Eligible MVRCOG employees will receive the benefits delineated in the MVRCOG
Policies and/or referenced within this Handbook. Eligibility for certain benefits is
determined by the contracting member school district or partner agency. All MVRCOG
employees are covered by liability insurance.

Unpaid Time Away From Work

Unless specifically requested by the contracting member school district or partner
agency, MVRCOG employees are not entitled to paid leave (vacation, sick, or personal).
Any leave which may be provided may be used in quarter-day increments (.25, .5, .75,
full day). Unpaid leave is available for jury duty, witness testimony, court leave,
bereavements, and military leave. Please contact the human resources representative
of the MVRCOG for additional information.

Health Insurance
Mahoning Valley Regional Council of Governments (MVRCOG) employees working an
average of 130 or more hours a month are eligible for Medical/Rx insurance offered
through the Mahoning County School Employees Insurance Consortium (MCSEIC).
Below is a breakdown of the eligibility criteria.
e 9 month employee = 1170 hours/school year or prorated equivalent if hired after
the start of a school year.
e 10 month employee = 1300 hours/school year or prorated equivalent if hired
after the start of a school year.
e 11 month employee = 1430 hours/school year or prorated equivalent if hired
after the start of a school year.
e 12 month employee = 1560 hours/school year or prorated equivalent if hired
after the start of a school year.

Affordable Care Act (ACA) Measurement Period(s).

Initial Measurement Period (hire date + 11 months).

An initial measurement period will be utilized to determine insurance eligibility if an
employee was hired with the expectation of working less than 30 hours a week or an
unknown expectation of hours worked.

Standard Measurement Period (August 1 - July 31)
Following the initial measurement period, employees will need to meet the minimum
hour threshold in the standard measurement period (August 1 - July 31) on an annual
basis to maintain insurance eligibility.

e New Hire Employee
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e Health insurance will be offered at the time of hire if there is a "reasonable
expectation” that the employee will work at least 130 hours/month during the
initial measurement period (hire date + 11 months).

e To maintain insurance eligibility, an employee offered insurance upon hire is
required to meet the minimum hour threshold after their initial measurement
period as well as the annual standard measurement period.

Enrollment
Employees are eligible to enroll in health coverage under the following scenarios:
e New Hire
o New hires must work one calendar day in a month to be eligible for the 1st
day of the following month.
e Open Enrollment (eligibility based upon hours worked during the preceding
measurement period.)
e Qualifying Event
o Loss of health care coverage
o Losing health insurance for any reason except not paying premiums.
e Changes in household
o Marriage, divorce, or legal separation.
o Having a baby, adopting a child, or obtaining legal custody of a child.
o Death in the family.
e Changes residence
o Moving to a different zip code or county.
o A student moving to or from the place they attend school.
o A seasonal worker moving to or from the place they both live and work.
o Moving to or from a shelter or other transitional housing.
e Other qualifying events
Changes in income or hours that affect the coverage you qualify for.
Becoming a U.S. citizen
Leaving incarceration.
Etc.

o

o O O

Qualifying Event

Enroliment of an eligible employee, spouse, and/or dependent(s) due to a qualifying
event must be completed within 31 days of the event. Supporting documentation is
required for all qualifying event enroliments.

Spouse/Dependent(s)
A spouse and/or dependent(s) are eligible to enroll in the employer sponsored group
Medical/Rx plan.

Spousal Coordination Of Benefits

The MCSEIC group health insurance plan requires that if an employee’s spouse is
eligible to participate in their own group health insurance coverage as a current
employee, or as a retiree in a group health plan sponsored by his/her own employer or
retirement system, the spouse must enroll for at least single coverage unless the
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monthly single premium is $360 (50% of the MCSEIC single rate) or more under their
own health plan to be eligible to participate in the MCSEIC group health plan.
Employees are required to complete a certification verifying a spouse meets eligibility
criteria to enroll in coverage. A spousal certification will be required annually to verify
a spouse continues to meet eligibility. Submission of a falsified certification will result
in the immediate termination of the spouse from the group health coverage.
Additionally, the employee will be personally liable for the reimbursement of benefits
and expenses, including legal fees incurred.

Premiums
Employees are responsible for premium payments during summer recess and
spring/winter breaks.

EVALUATION OF REGULAR PERSONNEL
The member school district, partner agency, or other governmental entity to which the
MVRCOG employee is assigned is responsible for evaluating MVRCOG employees.

EMPLOYEE PERFORMANCE CONCERNS

The district/entity to which you are assigned has the authority to observe and evaluate
your work performance. If there is a concern regarding your performance, the
district/entity will typically share that concern with you (and with the MVRCOG office)
so that you are aware of the need for improvement and may make any necessary
adjustments.

RESIGNATION/RETIREMENT

Employees planning to resign or retire should notify their supervisor, Human Resources,
and the Payroll Department as soon as possible. Employees who do not pick up work
assignments in a 12 month period, resign, or retire will be required to complete the
onboarding requirements as an initial applicant if they chose to return to the MVRCOG
at a later date.

UNEMPLOYMENT BENEFIT ELIGIBILITY
Pursuant to Ohio law, unemployment benefits based on service in an educational
institution generally shall not be paid to any individual for any week of unemployment
as listed below:
e Unemployment begins during the period between two successive academic
years or terms, OR
e Unemployment begins during a similar period between two regular but not
successive terms OR
e Unemployment begins during an established and customary vacation period or
holiday recess

Per the ODJFS, Unemployment benefits shall be denied if the individual performs
services in the first of those academic years or terms or in the period immediately
before the vacation period or holiday recess, and has reasonable assurance that the
individual will perform services in any such capacity for any such institution in the
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second of those academic years or terms or in the period immediately following the
vacation period or holiday recess.

Generally, MVRCOG employees who are provided with reasonable assurance will not be
eligible for unemployment benefits in connection with their employment through the
MVRCOG. The Office of Unemployment Insurance Options, Ohio Department of Job
and Family Services is the final authority in determining eligibility for unemployment
benefits.

SEPARATION AND RETURN OF COMPANY PROPERTY

The separating employee must return all company property at the time of separation,
including but not limited to keys, key fobs, badges, electronic devices, and
identification cards. Company property also includes items issued to the employee by a
school district or entity, for use during their assignment. Failure to return some items
may result in deductions from the final paycheck

Health insurance for a covered employee will terminate the last day of the month in
which their employment ends. COBRA eligibility notification will be provided to the
employee and any covered dependents.

LEAVES OF ABSENCE

Family And Medical Leave Act (FMLA) Leave

To the extent the FMLA laws and/or regulations are amended, the amended
laws/regulations supersede any conflicting provisions set forth in this Handbook.

In accordance with the Family and Medical Leave Act (FMLA) of 1993, as amended,
eligible employees may qualify for up to twelve (12) or twenty-six (26) work weeks
(depending on the reason) of unpaid leave for the reasons specified below.

Qualifying Reasons for FMLA leave:

1. Eligible employees may qualify for up to twelve (12) work weeks of job-protected,
unpaid leave, or substitute appropriate paid leave if the employee has earned or
accrued it, for the following reasons:

e the birth and/or care of a newborn child of the employee and to care for the
newborn child, within one (1) year of the child's birth (“Birth Leave”);

e the placement with the employee of a child for adoption or foster care,
within one (1) year of the child's placement (“Placement Leave”);

e the employee is needed to provide physical and/or psychological care for a
spouse or child with a serious health condition (“Family Health Leave™);

e to care for the employee’s parent with a serious health condition (“Parent
Health Leave™);

e because the employee’s own serious health condition makes him/her unable
to perform the functions of his/her position (“Employee Health Leave™); or

e for any qualifying exigency (as defined in applicable Federal regulations)
while the employee's spouse, son, daughter, or parent (the military member)
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is on covered active duty or Call to Covered Active Duty status (or has been
notified of an impending call or order to covered active duty. ("Qualifying
Exigency Leave").

2. An eligible employee who is a spouse, son, daughter, parent or next of kin

of a covered service member may take up to a total of twenty-six (26)

work weeks of job-protected, unpaid leave, or substitute appropriate paid

leave if the employee has earned or accrued it, during a "single twelve (12)

month period” to care for the covered service member with a serious

illness or injury ("Military Caregiver Leave").

Definitions:

e Covered Active Duty or Call to Covered Active Duty Status: In the case of a
member of the Regular Armed Forces, this means duty during the deployment of
the member with the Armed Forces to a foreign country. In the case of a
member of the Reserve components of the Armed Forces, this means duty
during the deployment of the member with the Armed Forces to a foreign
country under a Federal call or order to active duty in support of a contingency
operation.

e Covered Service Member is defined as (1) a member of the Armed Forces
(including a member of the National Guard or Reserves) who is undergoing
medical treatment, recuperation, or therapy, is otherwise in outpatient status, or
is otherwise on the temporary disability retired list, for a serious injury or illness
incurred by the member in the line of duty in covered active duty in the Armed
Forces (or that existed before the beginning of the member’s active duty and
was aggravated by service in the line of duty on active duty in the Armed
Forces) that may render the member medically unfit to perform the duties of the
member’s office, grade, rank or rating; or (2) a veteran of the Armed Forces who
is undergoing medical treatment, recuperation or therapy, for a serious injury or
illness covered by the FMLA. The veteran must have been a member of the
Armed Forces (including a member of the National Guard or Reserves) at any
time during the period of five (5) years preceding the date on which the veteran
undergoes that medical treatment, recuperation, or therapy and must have
been honorably discharged or released.

e Next of Kin of a Covered Service Member means nearest blood relative or the
relative identified in writing by the service member

e Parent means the biological, foster or adoptive parent, a stepparent, or any
person who stood in loco parentis

e Qualifying Exigency: Qualifying exigencies may include things such as attending
certain military events, arranging for alternative childcare, addressing certain

31



financial and legal arrangements, attending certain counseling sessions, and
attending post-deployment reintegration briefings.

e Single twelve (12) month period” for leave to care for a covered service member
with a serious injury or illness begins the first day the employee takes leave for
this reason and ends twelve (12) months later, regardless of the twelve (12)
month period established below for general FMLA leave. During the "single
twelve (12) month period”, an eligible employee is limited to a combined total of
twenty-six (26) work weeks of unpaid leave for any FMLA-qualifying reason.
(Only twelve (12) of the twenty-six (26) work weeks total may be for a
FMLA-qualifying reason other than to care for a covered service member.)

e Son or Daughter: means a biological, adopted or foster child, a stepchild, a legal
ward, or a child of a person standing in loco parentis. For all leaves except
Exigency Leave and Military Caregiver Leave, the Son or Daughter must also be
either under 18 years old or age 18 or older and incapable of self-care because
of a disability as determined under the ADA.

Eligible Employees

Employees are "eligible” if they have worked for the MVRCOG for at least twelve (12)
months, and have worked for at least 1,250 hours over the twelve (12) months prior to
the leave request, and are employed at a work site where fifty (50) or more employees
are employed by the MVRCOG within seventy-five (75) miles of that work site. Months
and hours that members of the National Guard or Reserve would have worked if they
had not been called up for military service counts towards the employee’s eligibility for
FMLA leave. While the twelve (12) months of employment need not be consecutive,
employment periods prior to a break in service of seven (7) years or more will not be
counted unless the break is occasioned by the employee's fulfillment of his/her
National Guard or Reserve military obligation, or a written agreement exists
concerning the MVRCOG's intention to rehire the employee after the break in service.

Twelve (12) Month Period

Twelve (12) month period is defined as a rolling twelve (12) month period measured
backward from the date the employee’s first FMLA leave begins (i.e. the "leave year" is
specific to each individual employee).

Serious Health Condition

Serious health condition is defined as an illness, injury, impairment, or physical or
mental condition that involves inpatient care or continuing treatment by a health care
provider. As utilized in this policy, the term "incapacity” means an inability to work,
attend school or perform other regular daily activities due to the serious health
condition, treatment, therefore, or recovery therefrom. The term "treatment” includes
(but is not limited to) examinations to determine if a serious health condition exists and
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evaluations of the condition. (Treatment does not include routine physical
examinations, eye examinations, or dental examinations.)

A. Inpatient care means an overnight stay in a hospital, hospice, or residential
medical care facility, including any period of incapacity or subsequent
treatment in connection with such inpatient care.

B. Continuing treatment by a health care provider, includes any one or more
of the following: 1.) "incapacity and treatment”; 2.) any incapacity related
to pregnancy, or for prenatal care; 3.) any incapacity or treatment for such
incapacity due to a chronic serious health condition; 4.) a period of
incapacity that is permanent or long-term due to a condition for which
treatment may not be effective Alzheimer's, a severe stroke, terminal
stages of a disease); or 5.) any period of absence to receive multiple
treatments (including any period of recovery therefrom) by a health care
provider or by a provider of health care services under orders of, or on
referral by, a health care provider for a.) restorative surgery after an
accident, or b.) other injury or a condition that would likely result in a
period of incapacity of more than three (3) consecutive, full calendar days
in the absence of medical intervention or treatment, such as cancer
(chemotherapy, radiation, etc.), severe arthritis (physical therapy), or
kidney disease (dialysis).

1. "Incapacity and treatment” involves a period of incapacity of more
than three (3) consecutive, full calendar days, and any subsequent
treatment or period of incapacity relating to the same condition, that
also involves a.) treatment two (2) or more times, within thirty (30) days
of the first day of incapacity, unless extenuating circumstances exist,
by a health care provider, by a nurse under direct supervision of a
health care provider, or by a provider of health care services (e.g.
physical therapist) under orders of, or on referral by, a health care
provider, or b.) treatment by a health care provider on at least one (1)
occasion that results in a regimen of continuing treatment under the
supervision of the health care provider.

a. Treatment by a health care provider as referenced above
involves an in- person visit to a health care provider. The first (or
only) in-person treatment visit must take place within seven (7)
days of the first day of incapacity. The health care provider is
responsible for determining whether additional treatment visits
or a regimen of continuing treatment is necessary within the
thirty (30) day period.

b. Regimen of continuing treatment includes a course of
prescription medication (e.g. antibiotics), or therapy requiring
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special equipment to resolve or alleviate the health condition
(e.g. oxygen).

c. Aregimen of continuing tfreatment that includes the taking of
over-the- counter medications such as aspirin, antihistamines, or
salves; or bed-rest, drinking fluids, exercise, and other similar
activities that can be initiated without a visit to a health care
provider, is not, by itself, sufficient to constitute a regimen of
continuing tfreatment for purposes of FMLA leave.

2. A period of incapacity related to pregnancy need not involve a visit fo
the health care provider for each absence, and the absence need not
last more than three (3) consecutive, full calendar days.

3. A chronic serious health condition is one that: a.) requires periodic visits
(i.e. at least twice a year) for tfreatment by a health care provider, or by
a nurse under direct supervision of a health care provider; b.) continues
over an extended period of time (including recurring episodes of a
single underlying condition); and c.) may cause episodic rather than a
continuing period of incapacity (e.g. asthma, diabetes, epilepsy, etc.). A
visit to a health care provider is not necessary for each absence, and
each absence need not last more than three (3) consecutive, full
calendar days.

4. With regard to permanent or long-term conditions, the employee or
family member must be under the continuing supervision of, but need
not be receiving active treatment by, a health care provider.

5. Conditions for which cosmetic treatment are administered (e.g. most
treatments for acne or plastic surgery) are not "serious health
conditions” unless inpatient hospital care is required or complications
develop. Ordinarily, unless complications arise, the common cold, the
flu, ear aches, upset stomachs, minor ulcers, headaches other than
migraines, routine dental or orthodontia problems, periodontal disease,
etc., are conditions that do not meet the definition of a serious health
condition and do not qualify for FMLA leave.

Intermittent and Reduced Schedule Leave

Any eligible employee is entitled to fake FMLA leave on an intermittent or reduced
schedule leave when medically necessary for Employee Health, Family Health, Parent
Health or Military Caregiver Leave.

Upon review, an employee may be permitted to take FMLA leave intermittently (i.e.
leave in separate blocks of time for a single qualifying reason) or on a reduced
schedule leave (i.e. reducing the employee’s usual weekly or daily work, for qualifying
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Military Exigency Leave and for Birth or Placement Leave.. Requests are reviewed by
the MVRCOG to determine if intermittent leave can be accommodated in the
district/entity at which the employee is assigned.

Regardless, the taking of FMLA leave intermittently or on a reduced schedule leave
results in the total reduction of the twelve (12) or twenty-six weeks only by the amount
of leave actually taken. Except in the case of Qualified Exigency Leave, the employee
taking scheduled leave intermittently or on a reduced leave schedule that is
foreseeable based on planned medical treatments, may be required to fransfer
temporarily, during the period the intermittent or reduced schedule leave is required,
to an available alternative position for which the employee is qualified and which
better accommodates recurring periods of leave than the employee’s regular position.
The alternative position shall have equivalent pay and benefits but not necessarily
equivalent duties. The employee may also be transferred to a part-time position with
the same hourly rate of pay and benefits, provided the employee is not required to
take more leave than is medically necessary.

Instructional employees (i.e. individuals whose principal function is to teach and
instruct students in a class, a small group, or an individual setting) who request
intermittent leave or a reduced schedule leave because of Family, Employee or
Parental Health Leave or pursuant to Military Caregiver Leave, where the leave would
exceed twenty percent (20%) of the total number of working days over the period of
anticipated leave may be required to elect to either:

A. take leave for a period or periods of a particular duration, not greater
than the duration of the planned treatment; or

B. fransfer temporarily to an available alternative position offered by the MVRCOG
for which the instructional employee is qualified, and that has equivalent pay
and benefits and that better accommodates the recurring periods of leave than
the employee’s regular position.

C. When leave is needed for planned medical treatment, the employee must make
a reasonable effort to schedule the tfreatment so as not to unduly disrupt
operations, subject to the approval of the health care provider.

If the MVRCOG agrees to permit FMLA leave intermittently or on a reduced schedule
leave for Birth or Placement Leave, the Board may also require the employee to
transfer temporarily, during the period the intermittent or reduced schedule leave is
required, to an available alternative position for which the employee is qualified and
which better accommodates recurring periods of leave then does the employee's
regular position.

Employee Notice Requirements

Employees seeking to use FMLA leave (including Military Caregiver Leave) are required
to provide thirty (30) days’ advance notice of the need to take FMLA leave when the
need is foreseeable and such notice is practicable. If leave is foreseeable less than
thirty (30) days in advance, the employee must provide notice as soon as practicable -
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generally, either the same or next business day. When the need for leave is not
foreseeable, the employee must provide notice as soon as practicable under the facts
and circumstances of their particular situation. Absent unusual circumstances,
employees must comply with the MVRCOG's usual and customary notice and
procedural requirements for requesting leave. Failure to provide timely notice may
result in the leave being delayed or denied, and/or possible disciplinary action.

Employees must provide "sufficient information” for the MVRCOG to determine
whether the FMLA may apply to the leave request. Depending on the situation, such
information may include that the employee is incapacitated due to pregnancy, has
been hospitalized overnight, is unable to perform the functions of the job, that the
employee or his/her qualifying family member is under the continuing care of a health
care provider, that the requested leave is for a particular qualifying exigency related
to a qualifying family member’'s covered active duty or call to covered active duty
status, or that the leave is due to a qualifying family member who is a covered service
member with a serious injury or illness. The information may also include the
anticipated timing and duration of the leave.

When an employee seeks leave for a FMLA-qualifying reason for the first time, the
employee need not expressly assert FMLA rights or even mention the FMLA. When an
employee seeks leave, however, due to a FMLA-qualifying reason for which the
MVRCOG has previously provided the employee FMLA protected leave, the employee
must specifically reference either the qualifying reason for leave or the need for FMLA
leave. FMLA Leave of Absence request forms and information are available from the
MVRCOG HR Generalist, Alana Ferrier, at (330) 533-8755.

MEDICAL DISABILITY LEAVE OF ABSENCE (for Employees not eligible for FMLA)
When an employee who is ineligible for FMLA Leave anticipates a future absence from
work for medical reasons, or experiences an acute medical condition, they may be
eligible for medical disability leave. All requests must be submitted in writing, along
with appropriate documentation (i.e., documentation from a treating physician stating
the nature of your iliness and an expected date of return if known).

An employee who takes leave under this policy will be asked to provide a fitness for
duty clearance from the health care provider, before returning to work. Upon returning
from your leave of absence, you must submit documents from your physician stating
your return date and any restrictions that may apply. If an employee is given a
conditional (restricted) medical release, their health care provider must detail the
conditions of the release and specify any job limitations; MVRCOG must review the
restrictions, in conjunction with the assigned district/entity, prior to granting a
conditional return to work. Individual circumstances are reviewed on a case by case
basis, in compliance with applicable State and Federal laws, including ADAAA.
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PREGNANCY/MATERNITY LEAVE

Pregnancy leave is freated in the same manner as any medical disability, and will be
administered in accordance and compliance with all applicable State and Federal Laws,
including the FMLA (if eligible), and the ADA/ADAAA.

ADDITIONAL LEAVE REQUESTS BEYOND APPLICABLE POLICY PROVISIONS

Remaining on FMLA Leave beyond the full twelve week entitlement, or on Medical
Disability Leave beyond the agreed time frame, even though you may still be disabled,
may result in a medical disability fermination; the MVRCOG cannot guarantee
reinstatement to the former position or to a position with like status and pay. However,
individual needs and circumstances are reviewed on a case by case basis, in
compliance with applicable State and Federal laws, including ADA/ADAAA. In all cases,
an employee who takes leave under this policy will be asked to provide a fitness for
duty clearance from the health care provider, before returning to work.

All policies with respect to FMLA, Medical Disability Leave, and Pregnancy Leave will
conform to state and federal laws and guidelines. Individual needs and circumstances
are reviewed on d case by case basis, in compliance with applicable State and Federal
laws, including the Americans with Disabilities Act, as Amended in 2008 (ADAAA).

UNIFORMED SERVICES EMPLOYMENT AND REEMPLOYMENT RIGHT ACT

The Uniformed Services Employment and Reemployment Rights Act (USERRA) protects
the job rights of individuals who voluntarily or involuntarily leave employment positions
to undertake military service or certain types of service in the National Disaster
Medical System. USERRA also prohibits employers from discriminating against past
and present members of the uniformed services, and applicants to the uniformed
services. Employees are required to provide advance notice of their service obligations
unless military necessity makes this impossible. USERRA applies to service in
peacetime as well as wartime. The MVRCOG adheres to the rights outlined in the
USERRA, and will grant military leave in accordance with Ohio and Federal Law.

AMENDMENTS
The procedures, policies and benefits described here may be amended from time to
time. We will try to inform you of any changes as they occur.
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MAHONING VALLEY REGIONAL COUNCIL OF GOVERNMENT
7320 N. PALMYRA ROAD CANFIELD, OH 44406

Human Resources
Phone 330-533-8755 Fax 330-533-8777

MVRCOG Employee Report of an Occupational Incident

On (date) at (time) | was involved in an Occupational Incident
at (Building, Room Number or Location)

Employee's Name
Job Title and Department
Home Address

Home Telephone Number ( )

Date of Birth Social Security Number - -
Were you at work when the incident occurred? |:| Yes |:’ No

Were you on work time? [(] yes [] No

Please provide a detailed description of the incident--What happened, where did it happen and what caused it to happen?

Were there any witnesses or any other employees involved?
Provide names and telephone numbers.

To whom did you report the incident and when did you report the incident?

Identify the EXACT part of your body affected by the occupational incident.

Did you receive first aid treatment at the work site? Did you go to a hospital for treatment? D Yes [:l No
D Yes [:l No If yes, please provide the date treated and the name
If yes, when (date ) and by whom? and address of the hospital.

Name of attending physician:

Did you see a physician for treatment? [ | Yes [ ] No

If yes, please provide the name, address, and What was the last day you worked?

telephone number of the physician. Did you return to work on the same day of the accident? [_] Yes [_| No

If no, then when did you return to work?

Date of appointment with physician.

Are you reporting this accident as an industrial injury? [J Yes [ No
NOTE: Filing this report does not constitute certification of an industrial claim.

| hereby certify that all of the information | have submitted as part of my report of this occupational incident is
true, accurate and complete. | understand that any misrepresentation or willful omission of facts shall be sufficient
cause for disciplinary action, up to and including discharge.

Employee Signature Date

Please send this report immediately following an occupational incident to: the MVRCOG Office.

Date Report Received




