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2.0 CONDUCT MANAGEMENT OVERVIEW 
ROLES & RESPONSIBILITIES 
 
Responsibilities related either directly or indirectly to disciplinary actions within the District include, but are 
not limited to, the following [ORC §3313.01 et seq., §3319.01 et seq., §3320.01 et seq., and §4417.01 et 
seq.; OAC 3301-35-02; HCS AA et seq., BA et seq., CA et seq., DA et seq., EA et seq., FA et seq., GA  
et seq., HA et seq.; IA et seq., JA et seq., KA et seq., and LA et seq.; HEA 1.A et seq.; HESSA 1.A et 
seq.]: 
 
Board.  The Board is responsible for: 
 
• Adhering, individually and corporately, to the Board Member Code of Ethics [HCS BBF and BBF-E]. 
• Functioning primarily as a legislative body to formulate and adopt policy for its governance, the 

governance of its employees, and the governance of students [HCS BA, BBA, BF, BFCA, and CHB]. 
• Formulating and adopting regulations only: 1) When required by law; or 2) When the Superintendent 

recommends Board adoption in light of strong community attitudes and/or potential staff reaction 
[HCS BFCA, CHA, and CHB]. 

• Determining and approving the annual budget and appropriations, providing needed facilities, and 
providing for the funds necessary to finance the operation of the District [HCS BBA]. 

• Informing the public about the progress and needs of the District, and soliciting and weighing public 
opinion as it affects the District [HCS BA and BBA]. 

• Using executive sessions to discuss matters authorized by law [ORC §121.22; HCS BA and BDC]. 
• Taking official actions in general session [ORC §121.22; HCS BA and BD]. 
• Evaluating the effectiveness with which the District is achieving the educational purposes of the 

Board [HCS BBA]. 
• Appraising its own functioning on an annual basis [HCS AFA, AFE-E, BA, BFG, BK, and BK-E]. 
• Choosing a negotiating team. 
• Deciding whether to appoint a professional negotiator or to appoint representatives from within the 

District to serve on a negotiating team. 
• Selecting and employing a Superintendent [ORC §3319.01; HCS BBA]. 
• Delegating its executive powers to the Superintendent [HCS BBA, BCD, BFE, CBI, CH/CHA, and 

CHD]. 
• Requiring reports of the Superintendent concerning the conditions, efficiency, and needs of the 

District [HCS BBA]. 
• Holding the Superintendent responsible for: 1) The administration of its policies; 2) The execution of 

Board decisions; 3) The operation of the internal machinery designed to serve the District program; 
and 4) Keeping the Board informed about District operations and problems [HCS BCD and CBI]. 

• Providing the Superintendent with sufficient and adequate guidelines for implementing Board policies 
[HCS BA and CA]. 

• Evaluating the performance of the Superintendent, in order to: 1) Assist both the Board and the 
Superintendent in the proper discharge of their responsibilities; and 2) Enable the Board to provide 
the District with the best possible leadership [HCS AFB and CBG]. 

• Using the Superintendent evaluation process to: 1) Clarify the role of the Superintendent as seen by 
the Board; 2) Develop harmonious working relationships between the Board and Superintendent; 3) 
Provide administrative leadership for the District; and 4) Identify strengths and weaknesses of the 
Superintendent’s performance [HCS AFB and CBG]. 

• Referring all complaints involving Superintendent’s staff to the Superintendent for appropriate 
investigation and action [HCS BCD, CBI, KL, KLB, KLD, and KLD-R]. 

• Considering and approving or rejecting the recommendations of the Superintendent in: 1) All matters 
of policy; 2) Appointment or dismissal of employees; 3) Salary schedules; 4) Courses of study; 5) 
Selection of textbooks; and 6) Other matters pertaining to the operation of the District [HCS BBA, 
BCD, BFCA, BFE, CBI, CHA, CHB, CHD, and GCBA]. 

• Selecting and employing a Treasurer [ORC §3313.22(A); HCS BBA]. 
• Delegating its financial powers to the Treasurer [HCS BCCD]. 
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2.0 CONDUCT MANAGEMENT OVERVIEW (CONT’D) 
ROLES & RESPONSIBILITIES (CONT’D) 
 
• Holding the Treasurer responsible for: 1) The administration of its financial policies; 2) The execution 

of Board decisions; and 3) Keeping the Board informed about District financial issues and concerns 
[HCS BCCD]. 

• Evaluating the performance of the Treasurer, in order to: 1) Assist both the Board and the Treasurer 
in the proper discharge of their responsibilities; and 2) Enable the Board to provide the District with 
the best possible leadership [HCS AFBA and BCCB]. 

• Using the Treasurer evaluation process to: 1) Promote professional excellence to improve the skills of 
the Treasurer; 2) Improve the quality of District business practices; and 3) Provide a basis for the 
review of the Treasurer’s performance [HCS AFBA]. 

• Referring all complaints involving the Treasurer’s staff to the Treasurer for appropriate investigation 
and action [HCS BCCD, KL, KLD, and KLD-R]. 

• Negotiating in accordance with ORC Chapter 4117 with each Exclusive Representative certified 
under law by the SERB. 

• Choosing a negotiating team to meet with the Exclusive Representative to fulfill its responsibilities to 
Bargain Collectively [HCS HD, HE, and HE-R]. 

• Reviewing and approving or disapproving any Agreement [HCS HD]. 
• Participating in Grievance proceedings [HEA 2.B and Appendix]; HESSA 3.B and Appendix] or 

appeal proceedings [HESSA 18.C] as necessary. 
 
NOTE:  Because all powers of the Board lie in its action as a group, individual members exercise their authority over District affairs 
only as they vote to take action at a legal meeting of the Board [HCS BBAA and BDDF and BDDF-E].  It is unethical for a Board 
member to personally assume unauthorized authority [HCS BBF and BBF-E]. 
 
Superintendent.  The Superintendent is responsible for: 
 
• Serving as the chief executive officer of the Board [HCS CBA; HEA 1.D]. 
• Administering, supervising, directing, and evaluating the District’s educational system [HCS CBA]. 
• Proposing new policies to the Board [HCS BFG]. 
• Calling to the Board's attention all policies that are outdated or appear to need revision [HCS CBA]. 
• Carrying out the policies established by the Board through regulations that are consistent with Board 

policies [HCS BBA, CH/CHA, and CHC].   
• Maintaining an orderly plan for preserving and making accessible: 1) The policies adopted by the 

Board; and 2) The regulations needed to put them into effect [HCS BFD]. 
• Making recommendations for appointment, promotion, demotion, discharge, assignment and transfer 

[HCS CBA, GCI, and GDI]. 
• Serving as the leader of a management team comprised of all administrators in the District [HCS CA 

and CD]. 
• Delegating duties to other staff members [HCS CBA]. 
• Specifying the Board’s requirements and expectations for all other administrators [HCS CA]. 
• Holding all administrators accountable by evaluating how well requirements and expectations are met 

[HCS CA]. 
• Provide in-service education to staff [HCS CBA]. 
• Ensuring that all administrators are evaluated, in order to: 1) Assist in the development of their 

professional abilities; 2) Provide information for employment decisions; and 3) Comply with mandates 
of state law [HCS AFC-2, AFC-2R, CBA, GCN-2, and GCN-2R]. 

• Ensuring that all teachers are evaluated, in order to determine their efficiency and effectiveness [HCS 
AFC-1, CBA, and GCN-1]. 

• Ensuring that all educational support staff members are evaluated, in order to: 1) Bring about 
improved services; and 2) Provide a continuing record of their service and evidence on which to base 
decisions relative to assignment and re-employment [HCS AFD, CBA, and GDN]. 

• Evaluating the effectiveness of: 1) The instructional program; and 2) The educational resources used 
by the District in achieving the District’s educational goals and objectives [HCS AFE, AFI, CBA, and 
IM]. 
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2.0 CONDUCT MANAGEMENT OVERVIEW (CONT’D) 
ROLES & RESPONSIBILITIES (CONT’D) 
 
• Communicating personnel matters to employees [HCS CBA]. 
• Maintaining equity in the application of disciplinary policies and procedures. 
• Conducting regular District administrative hearings [HCS CBA]. 
• Directing staff negotiations [HCS CBA]. 
• Planning, preparing, and participating in the bargaining process to the extent determined by the 

Board and permissible by law [HCS HF]. 
• Ensuring that disciplinary actions are taken in accordance with applicable federal law, state statute, 

Board policy, and Agreement provisions. 
• Conducting technical reviews of all proposals for Suspension or Termination. 
• Making recommendations to the Board in cases involving Suspension or Termination. 
• Maintaining respect at all times for confidential information (e.g., Board executive sessions, contract 

issues, negotiations, disciplinary actions, or cases involving Termination [HCS CBA]. 
• Assuring that all decisions are reviewed and decided objectively. 
• Participating in Grievance proceedings [HEA 2.B and Appendix]; HESSA 3.B and Appendix] or 

appeal proceedings [HESSA 18.C] as necessary. 
• Maintaining personnel files on current employees [HCS CBA]. 
 
Treasurer.  The Treasurer is responsible for: 
 
• Serving as the chief financial officer of the Board [HCS BCC]. 
• Preparing and maintaining all Employee contracts on file [HCS BCC]. 
• Preparing and submitting required reports to the Board [HCS BCC]. 
• Recording Sick Leave, Personal Leave, and vacation for all employees [HCS BCC]. 
• Providing and counseling staff members in areas of insurance benefits, retirement provisions, local 

tax laws, provisions of Sick Leave policy, and other information concerning fringe benefits [HCS 
BCC]. 

• Maintaining respect at all times for confidential information (e.g., personnel information) [HCS BCC]. 
• Supervising staff members within his or her office [HCS BCC]. 
• Evaluating staff members that report to him or her [HCS BCC]. 
• Preparing and issuing written notices of intention not to re-employ personnel [HCS BCC]. 
 
District-level designee(s).  The Superintendent’s designee(s) at this level are responsible for: 
 
• Communicating policies, regulations, and conditions of employment to subordinates. 
• Maintaining equity in the application of disciplinary policies and procedures. 
• Ensuring that grounds for disciplinary action are established prior to initiating investigations. 
• Ensuring that investigations have sufficiently verified the grounds for disciplinary action. 
• Ensuring that disciplinary actions are taken in accordance with applicable federal law, state 

statute, Board policy, and Agreement provisions. 
• Guiding building or site level administrators and supervisors in the completion and 

interpretation of disciplinary rubrics to determine appropriate disciplinary actions. 
• Holding building or site level administrators and supervisors accountable for following 

progressive discipline guidelines when applicable. 
• Making final decisions in cases involving Informal Action for direct subordinates. 
• Making final decisions in cases involving Official Reprimand referred up the chain of 

command. 
• Referring recommendations for Suspension or Termination up the chain of command. 
• Participating in Grievance proceedings [HEA 2.B and Appendix]; HESSA 3.B and Appendix] or 

appeal proceedings [HESSA 18.C] as necessary. 
• Maintaining and evaluating District-level disciplinary data. 
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2.0 CONDUCT MANAGEMENT OVERVIEW (CONT’D) 
ROLES & RESPONSIBILITIES (CONT’D) 
 
Building or site-level designee(s).  The Superintendent’s designee(s) at this level are responsible for: 

 
• Establishing procedures for conducting activities in their individual buildings or sites within the 

larger framework of Board policies and District regulations [HCS CH and CHCA]. 
• Communicating policies, regulations, and conditions of employment to subordinates. 
• Engaging employees in non-disciplinary discussions whenever reasonable and appropriate. 
• Maintaining equity in the application of disciplinary policies and procedures. 
• Ensuring that grounds for disciplinary action are established prior to initiating inquiries. 
• Ensuring that inquiries have sufficiently verified the grounds for disciplinary action. 
• Ensuring that disciplinary actions are taken in accordance with applicable federal law, state 

statute, Board policy, and Agreement provisions. 
• Completing and interpreting disciplinary rubrics to determine appropriate disciplinary actions. 
• Making final decisions in cases involving Informal Action for direct subordinates. 
• Delivering Informal Action constructively, individually and in private. 
• Referring all recommendations for Formal Action up the chain of command. 
• Participating in Grievance proceedings [HEA 2.B and Appendix]; HESSA 3.B and Appendix] or 

appeal proceedings [HESSA 18.C] as necessary. 
• Maintaining and evaluating building or site-level disciplinary data. 
 
All employees.  All employees are responsible for: 

 
• Following all Board policies, District regulations, and building or site level procedures [HCS CH]. 
• Carrying out assigned responsibilities ethically, conscientiously, competently, and professionally 

[HCS GBCB]. 
• Reading, understanding, abiding by, and asking questions about the ECOC. 
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3.0 EMPLOYEE CODE VIOLATIONS 
POTENTIAL VIOLATIONS OF POLICY ALONE 
 
ATTENDANCE, PUNCTUALITY, OR CONTRACT DAY POLICY VIOLATION 
 

Definition:   This term means any act, or failure to act, that: 1) Involves non-
compliance with a Board policy or administrative procedure concerning 
the availability of employees for duty, their time on duty, or their use of 
leave; and 2) Is a matter of interest to the District only. 

Examples:   Include, but are not limited to, the following: 
 
• Taking leave in a manner inconsistent with Board policy or the 

Agreement. 
• Being absent without approved leave. 
• Failing to follow proper absence notification procedures (e.g., 

neglecting to complete leave request forms, or failing to do so in 
accordance with established time guidelines). 

• Arriving late or leaving an assigned duty station early without prior 
authorization. 

 
BREACH OF CHAIN OF COMMAND PROTOCOL 
 

Definition:   This term means any act, or failure to act, that: 1) Involves non-
compliance with a Board policy or administrative procedure concerning 
a requirement to follow an established line of authority; and 2) Is a 
matter of interest to the District only. 

Examples:   Include, but are not limited to, the following: 
 
• Bringing a problem to a District level Supervisor that could have 

been directly addressed at the building or site level or encouraging 
others to do so. 

• Failing to follow established Grievance channels. 
• Requesting that a higher level Supervisor overrule an operational 

decision by a lower level Supervisor that was within the scope of 
his or her authority to make. 

 
DISHONESTY (NON-CRIMINAL) 
 

Definition:   This term means any act, or failure to act: 1) Involves a verbal lack of 
truthfulness or deception; and 2) Is a matter of interest to the District 
only. 

Examples:   Include, but are not limited to, the following: 
 
• Engaging in an act of commission (e.g., misrepresenting facts in a 

non-criminal manner, such as the reporting of an uncompleted task 
as completed; or failing to make a required report, when such 
failure does not have potential criminal consequences). 

• Engaging in an act of omission (e.g., failing to relate all pertinent 
details to a Supervisor, such as giving an incomplete account of an 
event or incident). 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF POLICY ALONE (CONT’D) 
 
DRESS CODE VIOLATION 
 

Definition:   This term means any act, or failure to act, that involves an 
unauthorized deviation from the expectations for Employee attire, 
appearance, or hygeine outlined in the Board Staff Dress and 
Grooming Policy (SDGP) [HCS GBCC], related administrative 
guidelines, and/or an applicable Agreement provision While on Duty. 

Examples:   Include, but are not limited to, the following [HCS GBCC]: 
 
• Failing to be physically clean, neat, and well-groomed While on 

Duty. 
• Dressing in a manner inconsistent with one’s professional 

assignment While on Duty. 
• Dressing in a fashion that is not commonly accepted in this 

community. 
• Dressing in a manner that causes damage to District property 

While on Duty. 
• Failing to wear a uniform, if required, While on Duty. 
• Dressing or being groomed in a way that may reasonably disrupt 

the educational process (e.g., wearing items that display abusive, 
vulgar or offensive language; wearing items that contain offensive 
symbols; wearing items that advertise Alcohol or tobacco products; 
wearing items that promote drug use or other illegal activity) While 
on Duty. 

 
FALSIFICATION OF OR FAILURE TO ACCURATELY PROVIDE INFORMATION (NON-CRIMINAL) 
 

Definition:   This term means any act, or failure to act: 1) Involves a non-verbal lack 
of truthfulness or deception; and 2) Is a matter of interest to the District 
only. 

Examples:   Include, but are not limited to, the following: 
 
• Misrepresenting one’s professional qualifications. 
• Falsifying documentation related to the completion of in-service or 

continuing education credit hours. 
• Making a non-disqualifying false statement on an application for 

employment. 
• Writing a recommendation for employment, promotion, admission, 

or a scholarship known to contain incorrect information. 
• Knowingly making a false statement on a written performance 

evaluation. 
• Knowingly assigning an improper grade to a student. 
• Knowingly filing an inaccurate report. 
• Failing to account for the receipt, deposit, or disbursal of funds in a 

manner required by policy and/or procedure. 
 
INADEQUATE PREPARATION FOR EMPLOYEE JOB RESPONSIBILITIES 
 

Definition:   This term means any act, or failure to act, that: 1) Involves non-
compliance with a Board policy or administrative procedure concerning  
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF POLICY ALONE (CONT’D) 
 
INADEQUATE PREPARATAOIN FOR EMPLOYEE JOB RESPONSIBILITIES (CONT’D) 
 

 the diligent and consistent use of required skills or resources to fulfill 
the duties established in one’s job description(s); and 2) Is a matter of 
interest to the District only. 

Examples:   Include, but are not limited to, the following: 
 
• Failing to prepare for the optimal execution of job responsibilities as 

assigned. 
• Remaining unwilling or unable to plan for the optimization of 

allotted time. 
• Failing to plan for and provide adequate direction during an 

absence. 
• Remaining unwilling to grow in the use of equipment, resources, 

and/or technological advances appropriate for assigned duties. 
• Performing duties outside of one’s job classification without 

approval. 
 
INADEQUATE SUPERVISION OF STAFF 
 

Definition:   This term means any act, or failure to act, that: 1) Involves non-
compliance with a Board policy or administrative procedure concerning 
the reasonable monitoring, guidance, oversight, or direction of certified 
or classified employees, substitutes, student teachers, or volunteers at 
the time(s) and/or location(s) required by one's job description; 2) Is a 
matter of interest to the District only. 

Examples:   Include, but are not limited to, the following: 
 
• Delegating staff supervision responsibilities to an individual not 

authorized to fulfill them. 
• Failing to properly orient new employees to their work 

environments. 
• Failing to ensure that subordinates are provided sufficient 

opportunities or equipment to demonstrate the skills needed to 
perform their job duties as required. 

• Neglecting performance evaluation responsibilities. 
• Neglecting to communicate with subordinates in a timely manner. 
• Knowingly neglecting to address an ECOC violation when required 

to do so by the District. 
 
INADEQUATE SUPERVISION OF STUDENTS 
 

Definition:   This term means any act, or failure to act, that: 1) Involves non-
compliance with a Board policy or administrative procedure concerning 
the reasonable monitoring, guidance, oversight, or provision of 
direction to students at the time(s) and/or location(s) required by one's 
job description; and 2) Is a matter of interest to the District only. 

Examples:   Include, but are not limited to, the following: 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF POLICY ALONE (CONT’D) 
 
INADEQUATE SUPERVISION OF STUDENTS (CONT’D) 
 

Examples:   Include, but are not limited to, the following: 
 
• Knowingly leaving students unsupervised during a school-related 

event or activity (e.g., an athletic function, an athletic practice, an 
approved activity, a field trip, during recess, or while performing an 
assigned duty). 

• Knowingly placing students in a hallway during instructional time 
without proper oversight. 

• Knowingly engaging in actions or behaviors on assigned duty that 
distract from supervision responsibilities.  

• Knowingly neglecting to address a Student Code of Conduct 
(SCOC) violation when required to do so by the District. 

 
INAPPROPRIATE, ABUSIVE, OR OFFENSIVE CONDUCT (NON-CRIMINAL) 
 

Definition:   This term means any act, or failure to act, that: 1) Involves an action or 
behavior that is inappropriate or unacceptable for the work (or learning) 
environment in which it occurs; and 2) Is a matter of interest to the 
District only. 

Examples:   Include, but are not limited to, the following: 
 
• Engaging in conduct directed toward supervisors, employees or 

students that is improper for the circumstances in which it occurs. 
• Engaging in discourteous, derisive or disruptive action(s) or 

behavior(s). 
• Failing to follow an established operational procedure. 
• Engaging in an act of retaliation not prohibited by law. 

 
INAPPROPRIATE USE OF TECHNOLOGY RESOURCES 
 

Definition:   This term means any act, or failure to act, that: 1) Violates one or more 
Board Acceptable and Safe Use of Technology Policies (ASUTPs) 
and/or the related Acceptable Use Agreements (AUAs); and 2) Is a 
matter of interest to the District only. 

Examples:   Include, but are not limited to, the following: 
 
• Acting in a manner that is inconsistent with a required practice in 

related Board policy, such as: 
 

o Using a technological resource in a manner that does not 
comply with rules for responsible use. 

o Neglecting to provide training about appropriate online 
behavior to students before their use of the Internet. 

o Neglecting to supervise student use of the Internet and related 
resources (e.g., electronic mail or other form of direct electronic 
communication) during instructional time. 

o Failing to take reasonable precautions to prevent students from 
accessing inappropriate material, or neglecting to immediately 
notify Superintendent or his/her designee if such content is  
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF POLICY ALONE (CONT’D) 
 
INAPPROPRIATE USE OF TECHNOLOGY RESOURCES (CONT’D) 
 

 available to students. 
o Failing to monitor the online activities of individuals who access 

the Internet via a school-owned device. 
o Publishing a website owned, operated, or affiliated with the 

District in a manner inconsistent with established standards. 
o Neglecting technology protection measures when required. 

 
• Acting in a manner that does not meet a conditional (or non-

mandatory) practice in related Board policy, such as: 
 

o Connecting personal equipment to hardware or the District 
Network in a manner contrary to Board policy. 

o Using technological resources, or permitting such by a student, 
without a signed user agreement.  

o Accessing technological resources or Social Media for non-
school-related purposes. 

o Creating or introducing games, communications applications, 
programs, or any foreign program or software onto the Network 
without the express permission of the Superintendent or his/her 
designee. 

o Using another individual’s ID or password for any technological 
resource without the express permission of the Superintendent 
or his/her designee. 

o Reading, altering, changing, blocking, executing, or deleting 
files or communications belonging to another user without the 
owner’s express prior permission. 

o Forwarding or posting personal communications without the 
owner’s express prior permission. 

o Creating a personal website, or permitting such by a student, 
that results in a disruption to the school environment. 

 
• Acting in a manner that represents a prohibited practice in related 

Board policy, such as: 
 

o Damaging the files or data of another Network user. 
o Using technological resources for commercial gain or profit. 
o Permitting students to use technological resources for 

amusement or entertainment. 
o Using an anonymous proxy to circumvent content filtering. 
o Using passwords or user IDs for any data system for an 

unauthorized or improper purpose.  
o Demonstrating a security problem on a technological resource 

to other users. 
o Transmitting a Computer virus or self-replicating message 

negligently. 
 
INSUBORDINATION 
 

Definition:   This term means any act, or failure to act, that: 1) Involves a refusal to 
comply with a legitimate directive issued by a duly empowered source 
of authority which the Employee had both the knowledge of, and the 
capacity to, carry out; and 2) Is a matter of interest to the District only. 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF POLICY ALONE (CONT’D) 
 
INSUBORDINATION (CONT’D) 
 
Examples:   Include, but are not limited to, the following: 

 
• Refusing to complete a reasonably assigned task. 
• Acting in defiance of an established authority. 
• Failing to recognize or refusing to submit to an established 

authority to which the Employee is subordinate. 
• Disobeying the legal directive of an established authority. 
• Defying an established authority. 
• Being involved in an illegal revolt against established authority. 

 
LACK OF COMPLIANCE WITH HEALTH OR SAFETY RULE 
 
Definition:   This term means any act, or failure to act, that: 1) Involves non-

compliance with a Board policy, administrative guideline, or procedure 
concerning the health or safety of self, employees, students, or others; 
and 2) Is a matter of interest to the School System only. 

Examples:   Include, but are not limited to, the following: 
 
• Neglecting to wear personal protective equipment (e.g., gloves, 

masks, or eyewear) when required. 
• Working in apparel that could result in accident or injury (e.g., “flip-

flops”, heels of excessive height, loose clothing around machinery , 
flammable clothing around a source of flame, etc.). 

• Failing to use safety equipment properly.  
• Failing to properly maintain safety equipment (e.g., performing fire 

extinguisher or automated defibrillator checks on the required 
schedule). 

• Storing, using, or disposing of chemicals or hazardous materials in 
an unauthorized manner. 

• Disregarding established security guidelines (e.g., failing to comply 
with “lockout-tag out” procedures). 

• Neglecting to wear a Board-issued ID badge, if required, While on 
Duty. 

• Neglecting to wear safety apparel when required (e.g., goggles, 
splash shields, masks, or gloves) While on Duty. 

• Disregarding established safety guidelines (e.g., neglecting to use 
a ladder when appropriate, ignoring restricted area signage, failing 
to maintain social distancing requirements when in effect, etc.). 

 
LACK OF TEAMWORK 
 

Definition:   This term means any act, or failure to act, that: 1) Involves non-
compliance with a Board policy or administrative procedure concerning 
the functioning of an assigned work group, committee, or the 
implementation of agreed-upon strategies with designated team 
members; and 2) Is a matter of interest to the District only.  

Examples:   Include, but are not limited to, the following: 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF POLICY ALONE (CONT’D) 
 
LACK OF TEAMWORK (CONT’D) 
 
 • Refusing to share resources as appropriate with team members. 

• Remaining unavailable for planning activities with other team 
members. 

• Refusing to cooperate with other team members. 
• Failing to communicate with others in advance of an expected 

absence when required. 
• Refusing to offer or render assistance to other employees, 

substitutes, or parents/guardians as needed, when requested, 
and/or without reason. 

• Impeding the progress of a work team without any rational basis. 
• Neglecting to communicate with parents, stakeholders, or 

community partners as expected. 
 
OFF-DUTY MISCONDUCT 
 

Definition:   This term means any act, or failure to act, that: 1) Occurs outside of the 
Workplace, contract day, or work day that impacts one’s ability to 
perform his or her job duties, undermines the legitimate interests of the 
District, or creates a disruption of District operations; and 2) Is a matter 
of interest to the District only. 

Examples:   Include, but are not limited to, the following: 
 
• Accepting part-time employment or engaging in any outside activity 

that creates an actual or a potential conflict of interest for the 
Employee or the District. 

• Accepting part-time employment or engaging in any outside activity 
that creates a disruption within the District. 

• Selling or publishing works containing the intellectual property of 
the District without prior written approval. 

• Speaking on behalf of the District without authorization. 
• Misrepresenting the District in person, in print, or on websites. 
• Posting information on Social Media that disrupts, interferes with 

the goals of, or unduly harms the District. 
 
TOBACCO POLICY VIOLATION 
 

Definition:   This term means any act, or failure to act, that violates one or more of 
the Board Tobacco-Free Schools Policies (TFSPs). 

Examples:   Include, but are not limited to, the following [WLS 3215, 4215, 7434, 
and 9160]: 
 
• Using smokeless tobacco, tobacco substitutes, cigars, cigarettes, 

pipe tobacco, chewing tobacco, snuff, electronic cigarettes (“e-
cigarettes”), vapor cigarettes or other lighted smoking devices on 
school property. 

• Using any of these products within any enclosed facility owned, 
leased, or operated by the Board. 

• Using any of these products in areas directly or indirectly under the 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF POLICY ALONE (CONT’D) 
 
TOBACCO POLICY VIOLATION (CONT’D) 
 
 control of the Board immediately adjacent to locations of ingress or 

egress to such facilities. 
• Using any of these products in: 1) A vehicle owned, leased, or 

operated by the Board; and/or 2) Any other vehicle used to 
transport students. 

• Using any of these products at any school-related event (except at 
designated times and in designated areas as defined in statute and 
by the Ohio Smoke-Free Workplace Program). 

 
OTHER POLICY VIOLATION 
 

Definition:   This term means any act, or failure to act, that: 1) Is not otherwise 
specified in this section of the Guide; 2) Involves non-compliance with a 
Board policy or administrative procedure; and 3) Is a matter of interest 
to the District only. 

Examples:   Include, but are not limited to, the following: 
 
• Engaging in an action or behavior that violates Board policy and/or 

related administrative guidelines. 
Engaging in an action or behavior that violates a procedure or rule 
established by the Superintendent or his/her designee of which the 
Employee has been made duly aware. 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF CIVIL LAW 
 
BREACH OF CONFIDENTIALITY 
 

Definition:   This term means any act, or failure to act, that: 1) Involves non-
compliance with a Board policy or administrative procedure concerning 
the inappropriate access, use, disclosure, misuse, lack of protection, or 
improper disposition of private, confidential, restricted, secure, or 
proprietary information, data, or records; and 2) May be a matter of 
interest to an outside agency. 

Examples:   Include, but are not limited to, the following: 
 
• Compromising financial, payroll, personnel, student, or health 

records. 
• Disclosing identifiable educational data or other information under 

FERPA, IDEA, or HIPAA in an improper manner. 
• Accessing or using information contained within an IEP, Section 

504 Plan, ADA Plan or other confidential record without a “need to 
know”. 

• Disclosing potentially sensitive District operational information 
without proper authorization. 

• Assisting an unauthorized user to access secure information. 
• Leaving confidential information unattended in a non-secure area. 
• Removing sensitive data from the District either physically or 

electronically regardless of purpose or stated intent. 
• Disposing of protected information in a manner contrary to 

established routine or Board policy. 
• Disclosing PI about staff or PII about a student on Social Media. 

 
DISCRIMINATION 
 

Definition:   This term means any act, or failure to act, that: 1) Unreasonably and/or 
unfavorably differentiates treatment of others based on their 
membership in a socially distinct group or category, such as race, 
color, national origin, sex (including sexual orientation and transgender 
identity), disability, age, religion, military status, ancestry, genetic 
information, or any other basis in federal law, state statute, Board 
policy, or the Agreement; and 2) May be a matter of interest to an 
outside agency. 

Examples:   Include, but are not limited to, the following: 
 
• Making inappropriate comments referencing any of the above. 
• Seeking Termination of an Employee based on his or her age. 
• Excluding student subgroups from opportunities available to other 

students. 
• Harassing an individual on the basis of his or her faith (or lack 

thereof). 
• Denying a promotion opportunity to a subordinate on the basis of 

his or her membership (or non-membership) in a labor organization 
or other professional organization. 

• Disparaging a student or staff member based on his or her real or 
perceived sexual orientation or gender identity. 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF CIVIL LAW (CONT’D) 
 
SEXUAL HARASSMENT 
 

Definition:   This term means any act, or failure to act, that: 1) Involves non-
compliance with a Board policy or administrative procedure concerning 
unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature constitute sexual 
harassment when: (1) submission to such conduct is made either 
explicitly or implicitly a term or condition of an individual's employment, 
(2) submission to or rejection of such conduct by an individual is used 
as the basis for employment decisions affecting such individual, or (3) 
such conduct has the purpose or effect of unreasonably interfering with 
an individual's work (or learning) performance or creating an 
intimidating, hostile, or offensive working (or learning) environment [29 
CFR §1604.11(a)]; and 2) May be a matter of interest to an outside 
agency. 

Examples:   Include, but are not limited to, the following: 
 
• Engaging in prohibited physical actions or behaviors (e.g., 

unwelcome sexual advances; touching; indecent exposure; or 
sexual contact). 

• Engaging in prohibited verbal actions or behaviors (e.g., 
unwelcome requests for sexual favors; propositions or pressure for 
sexual activity; continued suggestions for a date or social activity 
outside the Workplace after it has been made clear that such 
suggestions are unwelcome; unwanted or offensive flirtations; 
offensive jokes; suggestive remarks; sexual innuendos or double 
entendres; lewd comments; inquiring about someone’s sexual 
preferences, fantasies or activities; and sexually harassing 
communications). 

• Engaging in prohibited non-verbal actions or behaviors (e.g., the 
display of pornographic or sexually suggestive images, objects, 
written materials, emails, text-messages or faxes; leering; whistling, 
or sexually suggestive gestures, movements, or facial 
expressions). 

• Engaging in prohibited gender-specific actions or behaviors (e.g., 
conduct that denigrates, ridicules, or intimidates another person; 
conduct that leads to physical abuse of a person because of his or 
her sex; or derogatory/degrading remarks or insults about a 
person’s gender or body). 

• Engaging in prohibited job-specific actions or behaviors (e.g., 
explicit or implicit pressure for sexual activity as a condition of hire, 
continued employment, or potential for advancement).   

 
OTHER CIVIL VIOLATION 
 

Definition:   This term means any act, or failure to act, that: 1) Is not otherwise 
specified in this section of the Guide; 2) Negatively impact(s) the 
working (or educational) environment, or the rights of one or more 
students, employees, or other parties; and 3) May be a matter of 
interest to an outside agency. 

Examples:   Include, but are not limited to, the following: 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF CIVIL LAW (CONT’D) 
 
OTHER CIVIL VIOLATION (CONT’D) 
 

 Include, but are not limited to, the following: 
 
• Disregarding established student search procedures. 
• Endangering students, staff, or the interests of the District. 
• Failing to take reasonable action to protect students, other 

employees, or the interests of the District. 
• Engaging in an act of verbal aggression, threat, harassment, 

intimidation, or bullying that has neither a discriminatory nor a 
sexually harassing effect. 

• Creating, contributing to, or failing to address a hostile environment 
(e.g., bullying, harassing, or intimidating behavior) in a manner that 
has neither a discriminatory nor a sexually harassing effect in the 
Workplace, on Social Media, or elsewhere. 

• Engaging in an act of retaliation prohibited under federal or state 
civil law. 

• Taking, neglecting to take, or refusing to take any action that 
results in the unreasonable or unlawful denial of an individual’s 
rights. 

• Copying software purchased by the District for personal use. 
• Using electronic information resources owned, leased, or operated 

by the Board in a manner that violates federal or state copyright or 
trademark law (e.g., copying District software for personal use; 
failing to secure the permission of a copyright owner prior to using 
copyrighted material, unless “fair use” conditions are met; or 
installing and/or using a program designed to share copyrighted 
material in a manner contrary to law). 

• Using electronic information resources owned, leased, or operated 
by the Board to create, access, download, store, print, or transmit 
images, graphics (including still or moving pictures), sound files, 
text files, documents, messages, or other materials that are 
threatening, harassing, abusive, or libelous. 

• Restricting student access to ideas, perspectives, or viewpoints 
motivated by personal disapproval of such. 

• Refusing to release public records when required under law. 
• Taking action in violation of an active Agreement. 
• Taking, or neglecting to take, any other action that exposes the 

District to civil liability. 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF CIVIL LAW (CONT’D) 
 
OTHER CIVIL VIOLATION (CONT’D) 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF CRIMINAL LAW 
 
ALCOHOL OR DRUG POLICY VIOLATION 
 

Definition:   This violation means any conduct that violates one or more of the 
Board Alcohol, Drug, or Intoxicant Policies (ADIPs); and 2) That may 
be a matter of interest to a law enforcement agency. 

Examples:   Include, but are not limited to, the following: 
 
• Possessing, using, selling, distributing, dispensing, or 

manufacturing Alcohol, or engaging in the illegal possession, use, 
sale, distribution, dispensing, or manufacture of drugs: 1) While on 
Duty; 2) While in the Workplace; 3) While operating a Board-owned 
or Board-operated vehicle; or 4) While performing a Safety-
Sensitive Function [HCS EEACD, GBE, GBH, GBP, and/or related 
regulations, procedures, and exhibits]. 

• Performing a Safety-Sensitive Function or operating a Board-
owned or Board-operated vehicle: 1) After using Alcohol; or 2) After 
using an Illegal Drug. 

• Reporting for duty, or remaining on duty, when using a Controlled 
Substance, except when the use is prescribed by a physician who 
has advised the Employee that the Controlled Substance does not 
adversely affect the Employee's ability: 1) To safely perform the 
functions and duties of his or her employment; 2) To operate a 
Board-owned vehicle; or 3) To perform a Safety-Sensitive Function 
[HCS EEACD and/or related regulations, procedures, and exhibits]. 

• Neglecting to report to the Superintendent or his/her designee 
prescribed medical treatment with any drug or Controlled 
Substance that may impair the Employee’s physical or mental 
ability, or failing to provide written doctor’s approval of such when 
requested to do so [HCS EEACD and/or related regulations, 
procedures, and exhibits]. 

• Being indicted or convicted under any criminal drug statute for a 
violation occurring: 1) In the Workplace [HCS GBP]; or 2) Outside 
of the Workplace. 

• Failing to notify the Board within five (5) days of a conviction under 
any criminal drug statute for an event occurring in the Workplace (a 
condition of employment) [34 CFR §84.205(2); HCS EEACD, GBP, 
and/or related regulations, procedures, and exhibits]. 

• Reporting for duty, or performing work: 1) While being under the 
influence of a prohibited drug; or 2) While having an Alcohol 
Concentration in excess of the state limit (or a blood or urine test 
corresponding to such); or 3) While testing positive for using a 
prohibited drug [HCS EEACD, GBE, GBH, GBP, and/or related 
regulations, procedures, and exhibits]. 

• Refusing to submit to Alcohol and/or drug testing when required 
[HCS EEACD and/or related regulations, procedures, and exhibits]. 

• Altering, attempting to alter, or unduly influencing Alcohol and/or 
drug testing results. 
Failing to remain readily available for post-accident testing (e.g., 
accident test, except when emergency care is needed, or failing to 
notify one’s Supervisor of his or her location). 

• Failing to enroll, when requested by the Board, in an Alcohol or 
drug treatment or counseling program, or failing to adhere to the  
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF CRIMINAL LAW (CONT’D) 
 
ALCOHOL OR DRUG POLICY VIOLATION (CONT’D) 
 

 requirements of such a program. 
• Failing to comply with any other regulation promulgated under any 

testing program. 
• Possessing, using, selling, distributing, or dispensing any drug 

paraphernalia (e.g., accessories, chemical precursors, or 
equipment) as defined by federal and/or state law). 

• Possessing, using, selling, or involvement with an Illegal Drug or 
Alcohol off the job in a manner that, as determined solely by the 
Board: 1) Leads to, or has the potential to lead to, adverse 
publicity; 2) Impacts, or has the potential to impact, the Board's 
credibility with any outside concern. 

 
COMMISSION OF A SEX OFFENSE 
 

Definition:   This term means any act that: 1) Involves non-compliance with a Board 
policy or administrative procedure concerning sexual conduct; and 2) 
May be of interest to a law enforcement agency. 

Examples:   Include, but are not limited to, the following: 
 
• Committing a sexual act with a non-student minor, regardless of 

age or the presence or absence of consent. 
• Touching another employee or visitor in a sexually inappropriate 

manner. 
• Possessing, distributing, or accessing material that is either: 1) 

Harmful to Minors; or 2) Represents child pornography.   
• Committing any similar prohibited act under federal, state, or local 

criminal law. 
 
DISHONESTY (CRIMINAL) 
 

Definition:   This term means any act, or failure to act, that: 1) Involves a verbal lack 
of truthfulness or deception; and 2) May be of interest to a law 
enforcement agency. 

Examples:   Include, but are not limited to, the following: 
  
• Engaging in an act of commission (e.g., the criminal 

misrepresentation of facts, such as initiating a false complaint 
alleging criminal activity or making false statements to law 
enforcement during the course of an investigation). 

• Engaging in an act of omission (e.g., the failure to relate all 
pertinent details to an investigator, such as neglecting mandatory 
reporting responsibilities regarding suspected child abuse or 
withholding knowledge of the existence of contradictory evidence). 

 
FALSIFICATION OF OR FAILURE TO ACCURATELY PROVIDE INFORMATION (CRIMINAL) 
 

Definition:   This term means any act, or failure to act, that: 1) Involves a non-verbal 
lack of truthfulness or deception; and 2) May be of interest to a law 
enforcement agency. 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF CRIMINAL LAW (CONT’D) 
 
FALSIFICATION OF OR FAILURE TO ACCURATELY PROVIDE INFORMATION (CRIMINAL) 
(CONT’D) 
 

Examples:   Include, but are not limited to, the following: 
 
• Submitting a signed testimony known to contain false information. 
• Knowingly filing a report required by federal, state or local 

authorities containing false, missing, incomplete, or incorrect 
information. 

• Altering official applications or records after their submittal. 
• Presenting forged credentials relating to eligibility for initial or 

continued employment. 
• Making a false disqualifying statement on a background check. 
• Accounting for the receipt, deposit, or disbursal of funds in a 

manner prohibited by federal, state, or local criminal law. 
 
INAPPROPRIATE, ABUSIVE, OR OFFENSIVE CONDUCT (CRIMINAL) 
 

Definition:   This term means any act that: 1) Involves an action or behavior that is 
inappropriate or unacceptable for the work (or learning) environment in 
which it occurs; and 2) May be a matter of interest to a law 
enforcement agency. 

Examples:   Include, but are not limited to, the following: 
 
• Committing an act of violence in the Workplace. 
• Causing injury to or endangering a person directly or through 

Neglect of Duty. 
• Assaulting or battering a person. 
• Threatening or injuring a person, or damaging property, in an act of 

criminal harassment or civil rights intimidation. 
• Stalking a person. 
• Committing an act of indecent exposure. 
• Engaging in an act of retaliation prohibited under federal, state, or 

local criminal law. 
 
THEFT, ABUSE, OR UNAUTHORIZED USE OF PROPERTY 
 

Definition:   This term means any act, or failure to act, that: 1) Involves the stealing, 
wrongful appropriation, improper diversion, misuse, or destruction of 
board property, or that of an employee, student, or other party; and 2) 
May be of interest to a law enforcement agency. 

Examples:   Include, but are not limited to, the following: 
 
• Stealing funds from a petty cash account. 
• Diverting District technology or other assets for personal use. 
• Damaging property in an act of vandalism or retaliation. 
• Misusing a vehicle owned, leased, or operated by the Board. 
• Using equipment owned, leased, or operated by the Board after 

hours without proper authorization or approval. 
• Knowingly including unauthorized personal expenses on an 

expense report. 
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3.0 EMPLOYEE CODE VIOLATIONS (CONT’D) 
POTENTIAL VIOLATIONS OF CRIMINAL LAW (CONT’D) 
 
WEAPONS POLICY VIOLATION 
 

Definition:   This term means any act that: 1) Violates a Board policy or 
administrative procedure concerning weapons; and 2) May be a matter 
of interest to a law enforcement agency. 

Examples:   Include, but are not limited to, the following [WLS 3217 and 4217]: 
 
• Possessing, storing, making, or using a Weapon, including a 

concealed Weapon, in a School Safety Zone. 
• Possessing, storing, making, or using a Weapon, including a 

concealed Weapon, in any setting that is under the control and 
supervision of the Board for the purpose of school activities 
approved and authorized by the Board (including, but not limited to, 
property or vehicles owned, leased, or operated by the Board or 
school-sponsored events). 

 
OTHER CRIMINAL VIOLATION (NON-DISQUALIFYING) 
 

Definition:   This term means any act, or failure to act, that: 1) Is not otherwise 
specified in this section of the Guide: 2) Does not statutorily render an 
applicant ineligible for initial employment (or an existing Employee from 
continued employment); and 3) May be a matter of interest to a law 
enforcement agency. 

Examples:   Include, but are not limited to, the following: 
 
• Breaking and entering into a structure owned, leased, or operated 

by the Board. 
• Creating or contributing to an unlawful civil disturbance. 
• Coercing a witness. 
• Being involved in a criminal conspiracy. 

Being Convicted of Driving Under the Influence (DUI) when no 
transportation duties are required of the Employee. 

 
OTHER CRIMINAL VIOLATION (DISQUALIFYING) 
 

Definition:   This term means any act, or failure to act, that: 1) Is not otherwise 
specified in this section of the Guide: 2) Statutorily renders an applicant 
ineligible for initial employment (or an existing Employee from 
continued employment); and 3) May be a matter of interest to a law 
enforcement agency. 

Examples:   Include, but are not limited to, the following: 
 
• Pleading guilty to, being found guilty by a jury or court, or being 

Convicted of an Absolute Bar Offense reportable to the State 
Superintendent for major License action. 

• Being Convicted of Driving Under the Influence (DUI) when 
transportation duties are required of the Employee. 

 
 
 
 



 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 

 

 
For additional information on related products and 
services or another program in the Risk 
Management in Education Series, visit 
www.upslopesolutions.com or contact: 

UpSlope Solutions 
P.O. Box 10683 
Glendale, AZ  85318 
(800) 599-0350 Toll Free 

“UPSLOPE” and the UpSlope logo are registered trademarks of UpSlope Solutions, LLC. 

http://www.upslopesolutions.com/
http://www.upslopesolutions.com
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