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I. MANAGEMENT RESPONSIBILITY 
 

I-A  Contrary to Law 
 

In the event a provision of this Policy is found contrary to federal, state or local law, or valid 
rule or regulation adopted pursuant thereto, as determined by a court of competent jurisdiction, 
then such provisions shall be null and void. All other provisions of the Policy which are not 
found in conflict with any applicable federal, state or local law, or valid rule or regulation 
adopted pursuant thereto, shall continue in full force and effect. 

 
I-B  Recognition of Board Responsibilities 

 
The MVECA Regional Council of Governments, through its Association Assembly, Board 
of Directors and the Executive Director operate and manage the affairs of the Miami Valley 
Educational Computer Association in accordance with its responsibilities under law. The 
Board and the Director shall have all powers, rights, authority, duties and responsibilities 
conferred upon them and vested in them by the laws and the Constitution of the State of 
Ohio. 

 
I-C  Board Functions 
 

The Board of Directors has the responsibility to operate MVECA and all management rights, 
subject to the express provisions in this Policy.  The responsibilities include the following: 

 
1. Determine matter of inherent managerial policy, which include, but are not limited to 

areas of discretion or policy such as the function and programs of MVECA, standards of 
service, its overall budget, utilization of technology and structure. 

 
2. Direct, supervise, evaluate and hire employees. 

 
3. Determine the overall methods, processes and or personnel by which MVECA operations 

will be conducted. 
 

4. Suspend, discipline, demote or discharge for just cause, or lay off, transfer, assign, 
schedule, promote or retain employees. 

 
5. Determine the size of the work force and effectively manage the work force. 

 
6. Enforce the rules and regulations now in effect and to establish, revise and delete rules 

and regulations from time to time that do not affect wages, hours, terms and condition of 
employment or that are not in conflict with this Policy. 

 
7. Take whatever action is necessary to carry out the functions of the Association in 

situations of emergency. 
 

8. Take whatever action is necessary to comply with state or federal law. 
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I-D  Expenditure of Public Funds/Proper “Public Purpose” 
 

The MVECA Board will permit funds to be spent to purchase coffee, meals, refreshments 
and other amenities for its officers or employees or other persons if it determines that such 
expenditures are necessary to perform a function or to exercise a power expressly conferred 
upon it by statute or necessarily implied there from and if its determination is not manifestly 
arbitrary or unreasonable. 

 
I-E  Board-Staff Communications 

 
The Board desires to maintain open channels of communication between itself and 
the staff. Both staff and Board members share a keen interest in the schools and in 
education generally, and it is to be expected that when they meet at social affairs and 
other functions, they will informally discuss such matters as educational trends, 
issues, and innovations, and general activities of the District. However, since 
individual Board members have no special authority except when they are convened 
at a legal meeting of the Board or vested with special authority by Board actions, 
discussions between staff and Board members of personalities or personnel 
grievances will be considered to be unethical conduct. 

 
I-F Board Meetings 
 
Public Nature of Meetings. All meetings of the MVECA board of directors at which business is 
conducted are public, and adequate notice to the public shall be given of such meetings.  The 
meeting notification including the specific date, time, and location of all regularly scheduled 
meetings, and the specific date, time, location, and purpose of all special meetings will be posted on 
the internet web site of the Miami Valley Educational Computer Network Association Regional 
Council of Governments on a public bulletin board in the reception area of the Greene County 
Educational Service Center at least twenty-four (24) hours prior to the meeting.    
Non-board members may request to receive agendas for meetings via e-mail, by sending a written 
request to the Executive Director prior to the meeting. 
 
Non-board members that wish to address the board, may request to do so in writing at least two 
weeks prior to the meeting.  The Chair of the MVECA board of trustees has discretion to determine 
if and which non-board members present may participate in public meetings of the MVECA board 
of trustees. 
 
MVECA employees may elect to attend any board meetings that s/he chooses.  Appropriate leave 
must be taken, if an employee attends a board meeting that is not required as a part of daily job 
responsibilities.   
 
I-G  Equal Employment Opportunity 

 
The Board shall comply with all Federal laws and regulations prohibiting discrimination and 
with all requirements and regulations of the U.S. Department of Education. It is the policy of 
the Board that no staff member or candidate for such a position shall, on the basis or race, 
color, religion, national origin, creed or ancestry, age, gender, or disability, be discriminated 
against, excluded from participation in, denied the benefits of or otherwise be subjected to, 
discrimination in any program or activity for which the Board is responsible or for which it 
receives financial assistance from the U.S. Department of Education. 
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The Executive Director shall serve as the compliance officer whose responsibility it will be 
to ensure that Federal and State regulations are complied with and that any complaints are 
dealt with promptly in accordance with law. 
 

I-H  Post-Issuance Compliance 
 

I. Purpose. The Miami Valley Educational Computer Association, Ohio (the “Issuer”) uses 
bonds as one means of financing capital projects in support of its mission. This Post-
Issuance Compliance Policy (the “Policy”) outlines the policies and procedures to promote 
compliance with federal income tax and securities laws, as well as the requirements set forth 
in the bond documents for each bond issue. The policy is to strictly follow the U.S. 
Constitution and laws, the Ohio Constitution and laws, and all applicable federal and state 
regulations. For purposes of this policy, the terms “bonds” or “bond issue” means any 
obligation of the Issuer incurred for the purpose of borrowing money, including, without 
limitation, bonds, notes and certificates of participation in capital leases. 

II. Outside Counsel. The Treasurer may, upon obtaining any necessary approvals, engage an 
attorney or firm of attorneys of national reputation on the subject of the federal tax and 
securities law of public finance to serve as “Outside Counsel” for the purpose of assisting the 
Issuer in the pursuit of its duties under this Policy. Outside Counsel may be bond counsel for 
the Issuer. Any such engagement shall be evidenced by the execution of an engagement 
letter or other written agreement between the Issuer and such Outside Counsel. 

III. Securities Law Matters – Continuing Disclosure 
A. Continuing Disclosure Working Group. The Treasurer (the “Disclosure Officer”) 

shall have primary responsibility for preparing the annual financial information and 
operating data (an “Annual Filing”) to be filed with the Municipal Securities 
Rulemaking Board (“MSRB”) via its Electronic Municipal Market Access 
(“EMMA”) system pursuant to operative continuing disclosure undertakings (the 
“Continuing Disclosure Undertakings”) entered into by the Issuer pursuant to Rule 
15c2-12 (the “Rule”) promulgated under the Securities Exchange Act of 1934, as 
amended. Such Disclosure Officer, together with any Outside Counsel retained by 
the Issuer, shall constitute the “Continuing Disclosure Working Group.” 

B. Annual Financial Information and Operating Data. 
1. Assembling Current Information. The Disclosure Officer or the Continuing 

Disclosure Working Group shall compile, maintain and update a list of all 
financial information and operating data required to be filed with the MSRB 
pursuant to each of the Continuing Disclosure Undertakings, and shall 
establish a schedule for producing the data (and the Annual Filing document) 
that will afford sufficient time for final review by the Continuing Disclosure 
Working Group and approval in accordance with this Policy. 

2. Review for Process, Accuracy, and Completeness. The members of the 
Continuing Disclosure Working Group shall review the Annual Filing drafts 
to determine whether, based on information known or reported to them, (a) 
this Policy was followed, (b) the material facts in the Annual Filing appear to 
be consistent with those facts known to the members of the Continuing 
Disclosure Working Group, (c) the Annual Filing contains all information 
required by the Continuing Disclosure Undertakings, and (d) the Annual 
Filing omits any material fact that is necessary to be included to prevent the 
Annual Filing from being misleading to investors. The Disclosure Officer or 
the Continuing Disclosure Working Group shall take such action as may be 
necessary, based on feedback from the Continuing Disclosure Working 
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Group, to enable the Continuing Disclosure Working Group to conclude that 
this Policy was followed and that the Annual Filing is accurate and complete 
in all material respects. 

3. Final Approval. The Continuing Disclosure Working Group shall approve 
the final draft of the Annual Filing. 

4. Posting. The Disclosure Officer or the Continuing Disclosure Working Group 
shall file each Annual Filing with the MSRB through EMMA by the deadline 
established by the Continuing Disclosure Undertakings. The Disclosure 
Officer or the Continuing Disclosure Working Group shall exercise 
reasonable care to ensure that each Annual Filing is filed in the format and 
with the identifying information required by the Continuing Disclosure 
Undertakings, including applicable CUSIP numbers, in accordance with the 
rules and requirements of the EMMA system. 

5. Documentation of Procedures. The Disclosure Officer shall compile and 
retain a file of the actions taken to prepare, check, and approve the Annual 
Filing, including the sources of the information included, the comments and 
actions of the Continuing Disclosure Working Group. 

C. Event Notices 
1. Identification of Reportable Events. The Disclosure Officer shall maintain a 

list of events of which the Issuer is required to provide notice to the MSRB 
pursuant to the Continuing Disclosure Undertakings. The Continuing 
Disclosure Working Group shall (a) identify the officers and employees of the 
Issuer who are most likely to first obtain knowledge of the occurrence of such 
events and (b) request in writing that they notify the Disclosure Officer 
immediately after learning of any such event, regardless of materiality, and 
repeat such request in a quarterly reminder.  

2. Identification of Financial Obligations; Materiality 
a. The Disclosure Officer shall undertake to identify any financial 

obligations, as defined in the Rule, to which the Issuer is a party and 
under the terms of which a default, event of acceleration, termination 
event, modification of terms, or other similar events could reflect financial 
difficulties on the part of the Issuer. 

b. The Disclosure Officer shall prepare a summary sheet with respect to the 
financial obligations, as defined in the Rule, to which the Issuer is a party 
in substantially the form attached hereto as Exhibit A for the purpose of 
evaluating, together with the Continuing Disclosure Working Group, (i) 
whether the incurrence of any such financial obligation must be disclosed 
under the terms of any Continuing Disclosure Undertaking, or (ii) whether 
the agreement or amendment to covenants, events of default, remedies, 
priority rights, or other similar terms of any such financial obligation 
affects the security holders of the Issuer’s securities and must be disclosed 
under the terms of any Continuing Disclosure Undertaking. 

c. The Continuing Disclosure Working Group shall establish procedures for 
assessing the materiality of any financial obligation (including the 
materiality of any agreement or amendment to covenants, events of 
default, remedies, priority rights, or other similar terms of any such 
financial obligation) as well as whether a default, an acceleration or 
termination event, modification of terms or similar events under a 
financial obligation reflects financial difficulties. 

3. Preparation of Event Notice. The Disclosure Officer shall assess the 
materiality of any reportable event with the assistance of Outside Counsel 
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(reportable under the Continuing Disclosure Undertakings) and, if notice of 
the event (each an “Event Notice”) must be given (or if no materiality 
standard applies to that particular event), prepare or cause to be prepared an 
Event Notice giving notice of the event, and review the draft Event Notice 
with the Continuing Disclosure Working Group. 

4. Review and Approval of Event Notice. The Disclosure Officer shall not file 
an Event Notice until it is approved by the Continuing Disclosure Working 
Group unless the Event Notice (a) only gives notice of a rating change, bond 
call, or defeasance or (b) such approval has not been received by the 
applicable filing deadline under the Rule and the Continuing Disclosure 
Undertakings. 

5. Posting. The Disclosure Officer or the Continuing Disclosure Working Group 
shall file or cause to be filed each Event Notice with the MSRB through 
EMMA by the deadline established by the Rule and the Continuing 
Disclosure Undertakings or, if the facts cannot be correctly and fairly 
described by the deadline, then as soon as possible thereafter. The Disclosure 
Officer or the Continuing Disclosure Working Group shall exercise 
reasonable care to file each Event Notice in the format and with the 
identifying information required by the Continuing Disclosure Undertakings, 
including CUSIP numbers, in accordance with the rules and requirements of 
the MSRB’s EMMA system. 

6. Documentation of Procedures. The Disclosure Officer or the Continuing 
Disclosure Working Group shall compile and retain a file of the actions taken 
to report each event and prepare, check, and approve each Event Notice, 
including the approvals of the Continuing Disclosure Working Group, if 
obtained. 

IV. Federal Tax Law Compliance 
A. Tax Compliance Working Group. The Treasurer (the “Tax Compliance Officer”) 

shall have primary responsibility for complying with the requirement of federal tax 
law with respect the obligations of the Issuer. Such Tax Compliance Officer, together 
with any Outside Counsel retained by the Issuer shall constitute the Tax Compliance 
Working Group. 

B. Procedures. The Tax Compliance Officer shall implement the following procedures 
in preparing, checking, or issuing the documentation described herein. 

1. Proper Use of Proceeds. The Tax Compliance Officer shall ensure that bond 
proceeds are allocated to expenditures in a manner that is consistent with the 
purpose for which each bond issue is undertaken, as set forth in any tax 
compliance certificate or agreement related to each bond issue. The Tax 
Compliance Officer shall undertake to make final allocations for federal 
income tax purposes of the of bond proceeds within 18 months after a 
financed facility is place in service but in no event later than 60 days 
following the fifth anniversary of the issuance of each bond issue. 

2. Investment of Bond Proceeds and Rebate. The Tax Compliance Officer 
shall ensure that bond proceeds are invested in investments that are 
permissible under the terms of the Ohio Revised Code, the bond documents, 
and any applicable federal tax laws. The Tax Compliance Officer shall 
determine whether it is appropriate to undertake rebate calculations with 
respect to the investment of proceeds of the obligations shall ensure the 
timely completion of arbitrage rebate calculations and filings. 

3. Administration of Direct Pay Bonds. The Tax Compliance Officer shall 
ensure the proper administration of each issue of bonds qualifying for the 
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payment by the federal government of a credit equal to a percentage of 
interest on such bonds or calculated on some other basis, including the timely 
completion and filing of any forms required by the Internal Revenue Service 
to maintain or establish the applicable status of the bonds for purposes of 
federal income taxation. 

4. Use of Bond-Financed Facilities. The Tax Compliance Officer shall consult 
with Outside Counsel before entering into any agreement or other 
arrangement for the sale, lease, or use of bond-financed property, including, 
but not limited to, service, vendor, and management contracts, research 
agreements, licenses to use bond financed property, or naming rights 
agreements. The Tax Compliance Officer or the designee of the Tax 
Compliance Officer shall review such agreements for compliance with federal 
tax laws and complete a Private Business Use Contract Review Worksheet 
(attached as Exhibit B) to document that such review has been completed. 

5. Post-Issuance Transactions. The Tax Compliance Officer shall consult with 
Outside Counsel for the Issuer before making any modifications or 
amendments to the bond documents for a bond issue, including, but not 
limited to, entering or modifying investment agreements; making any change 
in security for the bonds; engaging in post-issuance credit enhancement 
transactions (e.g., bond insurance, letter of credit) or hedging transactions 
(e.g., interest rate swap, cap); terminating or appointing successor trustees; 
releasing any liens; or reissuing the bonds. 

6. Remedial Action. In the event that it is determined that any use of bond 
proceeds or bond-financed facilities is inconsistent with the character of the 
status for federal income tax purposes of the bonds, the Tax Compliance 
Officer shall consult with Outside Counsel for the purpose of determining the 
nature and extent of any remedial action necessary or proper for the Issuer to 
take with respect to such bonds or bond-financed facilities according to 
Treasury Regulations Section 1.141-12 or other remedial actions authorized 
by the Commissioner of Internal Revenue under 1.141.12(h). 

C. Recordkeeping. Responsibility for Records Maintenance 
1. The Tax Compliance Officer shall be responsible for maintaining records 

related to bonds of the Issuer. 
2. The Tax Compliance Officer shall maintain a central list of records related to 

each issue of bonds of the Issuer. The list shall identify: 
a. The name and date of the document related to the issue, 
b. The person or office responsible for the document, and 
c. The physical or electronic location of the document. 

D. Bond Records to be Maintained 
1. The following records shall be maintained for each outstanding bond issue for 

the term of the outstanding bond issue plus three years: 
a. Basic records relating to the bond transaction, including the trust 

indenture, loan, lease, or other financing agreement, the relevant IRS 
Form 8038 (including Forms 8038-G, 8038-GC, 8038-B, or 8038-TC, 
as applicable) with proof of filing, and bond counsel opinion shall be 
maintained by the Tax Compliance Officer; 

b. Documentation evidencing the expenditure of bond proceeds, such as 
construction or contractor invoices and receipts for equipment and 
furnishings, as well as records of any special allocation made for tax 
purposes shall be maintained by the Tax Compliance Officer; 
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c. Documentation evidencing the lease or use of bond-financed property 
by public and private sources, including, but not limited to, service, 
vendor, and management contracts, research agreements, licenses to 
use bond-financed property, or naming rights agreements shall be 
maintained by the Issuer office executing such agreement for use of 
bond-financed property; and 

d. Documentation pertaining to investment of bond proceeds, including 
the yield calculations for each class of investments, actual investment 
income received from the investment of proceeds, and rebate 
calculations shall be maintained by the Tax Compliance Officer’s 
Office. 

2. The Tax Compliance Officer shall maintain the Issuer’s audited financial 
statements for not less than seven years. 

V. Training Requirements, Policy Review and Miscellaneous Matters 
A. Training. Within six months of becoming the adoption of this Policy, and on an as-

needed basis thereafter, the Tax Compliance Officer, the Disclosure Officer and the 
respective designees of any of them, if any, shall undergo training regarding basic 
federal securities law and tax concepts relating to bonds and records required to be 
maintained under this Policy. 

B. Annual Review. On an annual basis, or sooner if deemed necessary by the 
Continuing Disclosure Working Group and the Tax Compliance Working Group, 
shall review this policy and assess the Issuer’s compliance with this Policy and shall 
make changes to this Policy as appropriate to ensure compliance with any covenants 
in the bond documents or the requirements of federal tax and securities laws and any 
other applicable law. 

C. Miscellaneous 
1. Internal Use Only. This Policy is intended for the internal use of the Issuer 

only and is not intended to establish any duties in favor of or rights of any 
person other than the Issuer. 

2. Waiver of Procedures. The officers and employees charged by this Policy 
with performing or refraining from any action may depart from this Policy 
when they in good faith determine that such departure is in the best interests 
of the Issuer and consistent with the duties of the Issuer under applicable 
laws. If a Disclosure Officer or Tax Compliance Officer is charged by this 
Policy with taking or refraining from such action, any such departure shall 
require approval review of Outside Counsel. 

 
 

II GENERAL OPERATING PROCEDURES 
 
II-A  Complaints Concerning Employees 

 
1. A person receiving a concern or complaint, whether verbal or written, shall refer the 

complainant to the employee involved.  All reasonable effort should be made to verbally 
resolve the concern or complaint within one (1) day.  However, if the concern or 
complaint alleges a violation of federal or state law, a violation of MVECA policy, or 
raises an issue of safety; then the concern or complaint is to be submitted to the 
Executive Director, who shall immediately contact the employee involved. 

 
2. A complaint that is received alleging that an employee has sexually harassed a student, 

employee, or other person while in the performance of the employee’s duties, shall be 
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handled pursuant to the procedure outlined in the Sexual Harassment portion of this 
Policy guide. (See II-U) 
 

3. A complaint or concern that is not resolved at the initial level (Item 1, above) shall be 
submitted to the Executive Director in writing.  The Executive Director will notify the 
employee of the written complaint and will attempt to resolve the problem. 

 
4. The following procedures concerning a signed written complaint shall be taken: 

 
a. A meeting involving the employee and Executive Director, and complainant 

when possible will be arranged at a mutually convenient time to discuss the 
complaint.   This meeting is to occur within three (3) days after the complaint is 
made. 

 
b. If the complaint is unresolved, any of the parties may appeal to the Board of 

Directors, which shall act upon the complaint within thirty (30) days after the 
Board has received the complaint. 

 
c. In each of the above steps, any party may request and be accompanied by counsel 

and/or representative of the party’s choice, at the party’s expense. 
 
 
5. Conferences regarding complaints shall be in private.  All notes, written or recorded, 

relating to the complaints are to be strictly confidential to the extent allowed by law. The 
employee has the right to review all material and attach a written commentary to all 
items. At no time shall this material be open to the public except as required by law. 

 
6. At no time shall a statement concerning the results of the conference be made to 

uninvolved parties or the news media except through the Board of Directors, with the 
consent of all parties involved except as required by law. 

 
II-B  Confidentiality 
 

It is the policy of the Board that when MVECA receives “in trust” from a public agency 
information identified as confidential (whether such information is confidential by Ohio 
Revised Code, Common Law Privilege, Case Law, or Federal Law), the employee will 
maintain the confidentiality of said information to prohibit its unauthorized disclosure. 
Disclosing such information without the necessary release may subject the staff member to 
discipline up to and including termination. 
 
Although the policy is based upon “equal dignity” and held “in trust” legal theories, as well 
as R.C. 102.03(B), MVECA may be required to obtain court protection by: 
 

A. denying requests for release of such information absent subpoena or court order; 
 
B. pursuing motions to quash or protective orders to prohibit unauthorized 

disclosure. 
 

 Also see II-G HIPAA 
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II-C Discipline, Termination, and Resignation of Employment 
 

1. The Executive Director has the right to discipline an employee. 
Such disciplinary action may include verbal or written warning. The verbal warning will 
be private or with the employee and his/her representative. Disciplinary action could 
result in suspension without pay, up to and including recommendation for termination. 
 

2. The Board of Directors, acting on the recommendation of the Executive Director, has the 
right to place an employee on an administrative leave of absence, or discharge/terminate 
the contract of an employee.  Notice of such termination shall be made in writing as soon 
as possible to said employee not less than fifteen (15) days before such termination 
becomes effective. 

 
3. A staff member may resign by filing a written resignation with the Executive Director at 

least two weeks (14 calendar days) prior to the effective date of the resignation.  In 
special circumstances, this fourteen (14)–day notice requirement may be waived by the 
Executive Director. 

 
II-D Employment Contract 
 

It will be the responsibility of the Executive Director to ensure that all members of the staff 
execute a written employment contract in accordance with the legal requirements related to 
their position.  
 
Employment contracts for staff may be of any length, but not exceed three (3) years in 
duration.  No regular progression of length of contract will be specified. Lengths of contracts 
are at the discretion of the Board of Directors.  Contracts shall be automatically non-renewed 
at the end of the contract term, with no expectation on continued employment, unless the 
Board acts to issue a new contract to an employee. 
 
The Executive Director shall have the authority to employ personnel temporarily until the 
next regular meeting of the Board of Directors and to accept employee resignations 
immediately. 

 
II-E Complaint Procedure 

 
The purpose of the complaint procedure is to resolve any alleged violations, 
misinterpretations, or misapplication of Board Policies/Procedures. 
 
Whenever a complaint is filed, the following procedure should be followed: 
 
1. If a MVECA employee believes there is a basis for a complaint, the employee may, 

within ten (10) days after the date of the occurrence, document the complaint and 
discuss the matter with the Executive Director in an effort to resolve the problem 
informally. If the complaint is not resolved within five (5) days after the discussion 
with the Executive Director, the employee may send a letter to the Board of Directors 
requesting a meeting to resolve the complaint. The Board of Directors shall give a 
written answer to the employee after the next regularly scheduled Board Meeting 
with a copy to the Executive Director. 
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II-F Health and Safety 
 

1. The Board, along with all employees, has the responsibility to provide a safe working 
and learning environment for all employees and students.   

 
2. Complaints regarding health and safety concerns should be brought to the attention of the 

Executive Director.  It is the Executive Director’s responsibility to communicate the 
concern to the appropriate personnel.  Necessary action to remove the health or safety 
hazard will be initiated and the hazard corrected as soon as possible.  Every effort will be 
made to communicate all actions being taken to remedy the situation. 

 
3. The Board or the Executive Director may require the examination of an employee in 

order to determine the physical and/or mental capacity to perform assigned duties. (Such 
examinations shall be done in accordance with the Executive Director guidelines.) The 
requirement of a pre-employment examination shall be uniformly applied.   Pre-
employment physical or mental examinations will only be required after a conditional 
offer of employment has been made. 

 
Reports of all such examinations or evaluations shall be delivered to the Executive 
Director, who shall protect their confidentiality. Reports will be discussed with the 
employee or candidate and made a part of an employee’s personnel record. In the event 
of a report of a condition that could influence job performance, the Executive Director 
shall base a non-employment recommendation to the Board upon a conference with a 
physician and substantiation that the condition is directly correlated to defined job 
responsibilities. 
 
The Board shall assume any uninsured fees for required examinations. Examinations will 
be conducted during normal working hours and will not require the use of leave time by 
the employee. 

 
4. MVECA, through the Treasurer, will pay for all medical examinations that are required 

for purposes of performing employment duties. A physician/medical provider secured by 
MVECA shall conduct such examinations. 

 
5.  The Board recognizes alcohol and drug abuse as treatable illnesses. When such illnesses 

impair the performance of staff members, the Board recognizes the responsibility to 
assist in the treatment of those illnesses. 

 
An employee having an illness or other problem relating to the use of alcohol or other 
drugs will receive the same careful consideration and offer of assistance that is presently 
extended to employees having any other illness. 
 
The responsibility to correct unsatisfactory job performance or behavior resulting from 
the suspected health problem rests with the employee. Failure to do so for whatever 
reason will result in appropriate corrective or disciplinary action as determined by the 
Board. 
 
No employee will have his/her job security or promotion opportunities jeopardized by 
his/her request for counseling or referral assistance.  
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Employees who suspect they may have alcoholism or other drug abuse problem are 
encouraged to seek counseling and information on a confidential basis by contacting 
resources available for such service.  

 
II-G HIPAA 
 

MVECA, being a member of the Southwestern Ohio Educational Purchasing Council, is 
compliant with the Health Insurance Portability and Accessibility Act (HIPAA) with the 
effective date of April 14, 2003. 
 

POLICY on CONFIDENTIAL INFORMATION 
 

Some staff members of MVECA may have access to personal and confidential information 
of MVECA and its employees. These staff members may not disclose any confidential 
information without a signed release from the authorizing party except for the information as 
noted below. Any doubts about the status of the information should be resolved in favor of 
nondisclosure until after MVECA management is consulted. Disclosing such information 
without the necessary release may subject the staff member to discipline up to and including 
termination. 
 
In order to perform their job functions, staff members assigned to sensitive material are 
required to receive and disclose confidential information, referred to as Protected Health 
Information or PHI. PHI must be protected as stipulated in the EPC Privacy Procedures, 
which MVECA has agreed to as an EPC member. Disclosure of PHI without authorization 
should be limited to the minimal amount required for the task and be limited to those 
activities listed in the Southwestern Ohio EPC Benefit Plan Notice of Privacy Practices.  
 
 Also see II-B Confidentiality 

 
II-H Dangerous Weapons 
 

The Board of Directors will not tolerate the possession of weapons or any other device 
designed to inflict serious bodily harm by any staff member while on MVECA property, or 
that of its customers, at a MVECA –sponsored event, or in a MVECA vehicle. 

 
Any staff member found possessing a weapon or other device designed to inflict serious 
bodily harm on MVECA premises, a MVECA vehicle, or on property being used by 
MVECA for MVECA purposes may be charged with a felony. This restriction applies to 
staff members licensed to possess firearms unless serving as an authorized security officer. 
 
Staff members shall report knowledge of dangerous weapons and/or threats of violence by 
students, staff members, or visitors to the Executive Director. Failure to report such 
knowledge may subject the staff member to discipline. 
 
The Executive Director shall ensure that any staff member possessing a weapon or other 
device designed to inflict serious bodily harm is reported immediately to the appropriate law 
enforcement agency. As well, the staff member shall be disciplined up to and including 
discharge consistent with law and due process. 
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A firearm is defined as any weapon, including a starter gun, which will or is designed to or 
may readily be converted to expel a projectile by the action of an explosive, the frame or 
receiver of any such weapon, any firearm muffler or silencer, or any destructive device. A 
destructive device, includes, but is not limited to any explosive, incendiary, or poison gas, 
bomb, grenade, rocket having a propellant charge of more than four (4) ounces, missile 
having an explosive or incendiary charge of more than one-quarter ounce, mine, or other 
similar device. Air/gas powered weapons are prohibited, as well as explosive or compressed 
gas weapons.  A knife is defined as any cutting instrument consisting of at least one sharp 
blade. An exception will be made for the possession of knives with blades of 1 ½ inches or 
shorter. 
 

II-I  Job-Related Expenses 
 

MVECA may provide for the payment of the actual and necessary expenses, including 
traveling expenses, of any staff member incurred in the course of performing services for 
MVECA, under the direction of the Board and in accordance with the Executive Director’s 
administrative guidelines. 
 
The validity of payments for job-related expenses shall be determined by the Executive 
Director.  
 
MVECA shall pay the expenses of staff members when they attend professional meetings 
approved in accordance with the policy of this Board and in accordance with the 
administrative guidelines of the Executive Director. 
 
MVECA employees do not qualify for personal meal reimbursements during one (1) day 
travel. IRS regulations require that an employee be away from home, need sleep or rest 
(referred to as the "overnight rule") in order for an employee to receive non-taxable 
meal reimbursements. 
  
When travel requires an overnight stay, reimbursements for meals not included in the 
registration shall not exceed a total of $36.00 for a full day.   
 
Under no circumstances will reimbursement be made for alcoholic beverages. 
 
Receipts will be required for reimbursement for registration fees, lodging, food, and 
miscellaneous expenses. 
 
Mileage to destination will be reimbursed at the approved IRS rate as the distance from 
home or MVECA to the site, whichever is less. 
 
Requests for reimbursement shall be submitted in a timely manner. Requests are due within 
5 business days from the end of the month on the proper “Expense Sheet for Professional 
Meetings”. 
 

II-J  Credit Cards 
 

The Board of Directors hereby authorizes use of Board credit cards. Permissible use must be 
in accordance with this policy. Each Board credit card must have MVECA’s name on it. The 
Board also authorizes the Executive Director to implement additional guidelines related to 
credit card use as necessary to comply with Ohio law. 
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Authorized Users  
The Executive Director is permitted to use a Board credit card. Additionally, any Board 
officer employee with an approved purchase order is permitted to use a Board credit card for 
the expenses detailed in the purchase order only. An officer or employee shall immediately 
report loss, theft, or suspected misuse of a Board credit card to the Treasurer. 
 
Appropriate Expenses 
Board credits cards shall only be used in furtherance of a proper public purpose, including 
activities that are connected to the Board and/or for the benefit of its member school districts 
and/or service centers. 
 
Receipt Submission 
Itemized receipts for all credit card use must be submitted to the Treasurer within a 
reasonable time. Failure to do so can result in disciplinary action, repayment of unauthorized 
purchases, and other consequences as detailed in this policy. 
 
Account Management 
The Executive Director shall retain general possession and control of one Board credit card 
account, and the Treasurer shall retain general possession and control of all other Board 
credit card accounts.  The Treasurer may designate another employee to keep physical 
control and security of the credit cards and sign them out to employees who have obtained a 
purchase order for such use.   
 
For the account used by the Executive Director, the Board shall appoint a Compliance 
Officer, who may not be the Treasurer. If the Board appoints the Executive Director as the 
Compliance Officer, the Board itself shall review the account’s transactions on a monthly 
basis and sign a related attestation as required by law. If the Board appoints anyone else as 
the Compliance Officer, the Compliance Officer may not use a credit card account and must 
review account details at least once every six months to ensure compliance with Ohio law 
and this policy. 
 
For the other accounts, the Treasurer may maintain a sign out system to allow officer and 
employee use of credit cards. The officer or employee using a Board credit card is liable in 
person and upon any official bond the officer or employee had given to the Board to 
reimburse the Treasurer if itemized receipts are not submitted within a reasonable time. 
While a credit card is in an officer or employee’s possession, that person shall take all 
reasonable efforts to keep the credit card safe and secure. The officer or employee will 
exercise reasonable caution in proceeding with online purchases and will not save Board 
credit card information for any electronic account. Finally, the officer or employee will 
return the credit card with an itemized receipt as soon as practicable after the purchase is 
completed to ensure security and availability for other approved purchases. 
 
Credit Limit 
The maximum limit for any Board credit card account is $10,000. 
 
Misuse of a Credit Card 
Under Ohio law, misuse of a credit card includes, but is not limited to: (1) knowing misuse 
of a credit card held by a political subdivision by an officer employee, or appointee; and (2) 
obtaining control over a credit card to satisfy a debt and with the purpose to defraud. Under 
this policy, misuse also includes: (1) use by someone other than the Executive Director 
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without an approved purchase order; (2) use that includes a cash withdrawal; (3) use that 
does not serve a proper public purpose; and (4) failure to follow procedures contained within 
this policy. Knowing misuse of a credit card is punishable as a misdemeanor under Ohio 
law, and even when such misconduct does not rise to the level of criminal activity, 
unauthorized use of a Board credit card by any officer or employee may result in disciplinary 
action up to and including termination, a prohibition against future credit card use, and/or 
repayment of all inappropriate charges. Violations will be reported to law enforcement 
and/or applicable licensure board(s) as necessary. 
 
Legal References: R.C. §§ 3313.311 and 2913.21. 

 
II-K Lending of MVECA-Owned Equipment 
 

No item of MVECA-owned equipment shall be loaned for non-official use.  
 
The Board may lend specific items of equipment to member Districts upon approval granted 
by the Executive Director or the Director of Operations. 
 
MVECA equipment may be removed from MVECA property by staff members only when 
such equipment is necessary to accomplish tasks arising from their job responsibilities. The 
consent of the Executive Director is required for such removal. 
 
The borrowed equipment must be returned immediately following completion of the job-
related task and in the same condition as it was when it was borrowed. 

 
II-L Liability Insurance 
 

The Board recognizes the risks it faces in the ordinary course of conducting its business and 
chooses to insure itself against certain liabilities as a result of said risks. 
 
The Board shall, in accordance with law, insure its employees against injury or death 
resulting in the course of their employment. 
 
MVECA shall also annually purchase Bond Insurance, in the amount of no less than $20,000 
(twenty thousand dollars), in the name of the Treasurer of this association. 

 
II-M Payroll 
 

1. Salaries shall be paid in twenty-four (24) installments, unless staff is informed otherwise 
with at least twenty days (20) notice of a change in these procedures.  A change in the 
number of payments will only be made effective at the beginning of a fiscal year.   
Treasurer for MVECA will process all paychecks. All employees will utilize direct 
deposit. 

 
2. The Board will authorize payroll deductions for employees participating in tax-sheltered 

plans. It is the employee’s responsibility to comply with provisions of the Internal 
Revenue Code applicable to tax-sheltered annuities. The employee is responsible for any 
penalty, fee, or cost incurred as a result of participation in a tax-sheltered annuity under 
this provision. It is also agreed that the standard payroll deductions shall include 
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retirement, federal, state and local income tax payments, health insurance premiums, 
dues, EPAC, and credit union deductions, if applicable. 

 
3. Participation in any payroll deduction plan will be effective within fifteen (15) working 

days after submission of completed enrollment forms to Treasurer. 
 
4. The Treasurer should provide notification as soon as possible prior to the paycheck to 

any employee who may have a change in the amount of his/her normal pay. 
 
5. Detailed information regarding the number of work hours, amount of pay, number of 

leave hours used and balance will be provided to employees on a monthly statement. 
 

6. Employees must have worked at least 46% of their contracted work days to be given a 
year of experience credit on the salary schedule, if one is in effect, for the following 
fiscal year. 
 

II-N Performance Reviews 
 

1. The purpose of a performance review is to assess an employee’s work performance, to 
help the employee to achieve greater effectiveness in performance of the work 
assignment, and to further the continuous improvement efforts of the organization.  

 
2. The Executive Director, or designee, on the appropriate form, shall review the 

performance of each employee in writing by May 15. The Executive Director, or 
designee, will review the results with the employee; the employee shall then sign the 
review document at which time he/she will receive a written copy of the signed 
document. The employee’s signature does not constitute approval or disapproval but only 
that the document has been reviewed with and retained by the employee. All 
performance reviews shall be conducted in private.  

 
3. In the event a Performance Based Compensation Plan has been adopted by the Board and 

is in effect, Performance Reviews will be conducted in adherence to those guidelines 
outlined in the Performance Based Compensation Plan, as adopted.  

 
II-O Personnel Files 
 

1. There shall be one (1) official personnel file for each employee that will have contents 
limited to items relating to work performance, discipline, and routine financial or 
personnel data. All employees shall be entitled to the right granted by the Ohio Revised 
Code Chapter 1347 with the following procedures to apply. 

 
a. The Treasurer will have copies of an employee’s employment contracts, certificates or 

licenses, and other documents only as specifically related to the Treasurer’s duties. 
 
2. An employee shall have the right, upon request and with reasonable notice, to review the 

contents of the employee’s personnel file and to receive one (1) copy of any document 
contained therein. 
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3. All items, including written performance reviews, placed in the file shall be signed dated 
by the person placing it in the file and a copy shall be given to the employee prior to 
placing it in the file. 

 
4. Anonymous letters or materials shall not be placed in a personnel file nor shall  
      they be made a matter of record. 

 
5. Employees shall have the right to submit a written commentary/rebuttal to any 
      material placed in the file, and such written documents shall be attached to the  
      item in the file. 

 
6. The Executive Director will remove anything in the personnel file that is proven 

inaccurate or that cannot be verified.  
 

7. Personnel files will be updated annually by placing written performance reviews in the 
files. 

 

II-P Probationary Period 
 

The first 6 (six) months of all employees’ initial contract shall be a probationary to allow the 
Executive Director to determine the fitness and adaptability of any new employee to perform the 
work required.  During the probationary period, the employee shall have no right to appeal 
termination of employment.  Employees who have successfully completed a probationary period 
and transfer to a new position shall not be required to serve a new probationary period in the 
new position. 

     A probationary employee shall be reviewed prior to the completion of the probationary  
     period.  
 
II-Q Professional Growth Requirements 

 
The Board believes that study is a prerequisite for continued professional growth of staff 
and, therefore, encourages the participation of staff members in in-service and other training 
programs. 
 
Each staff member employed by an ITC who is required by law to complete a minimum of 
2.0 CEU’s in any year must do so.  However, all ITC staff are strongly encouraged to follow 
the guidelines for CEU acquisition, regardless of their status  of mandate under the law. 
(Reference Administrative Code 3301-03-07(C)(5)(d) 
 

II-R Public Records Policy and Record Retention Schedule 
 

The orderly acquisition, storage and retention of records and reports are essential for the 
overall efficient and effective operation of the Miami Valley Educational Computer 
Association. The MVECA Board establishes a Records Commission to govern matters 
pertaining to records, their retention and disposal. 

 
The Records Commission shall consist of the Board President, Treasurer, and Executive 
Director. The Executive Director shall serve as chairperson/secretary of the Records 
Commission. The members of this commission shall appoint necessary records officers to 
carry out the necessary work associated with organizational records. 
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See Appendix A for MVECA’s Public Records Policy and the Records Retention Schedule. 

 
II-S Reduction in Force 
 

1. A reduction in force may result in response to financial considerations, fundamental 
service changes, the needs of the member districts, or the reorganization of MVECA. 
Whenever the Board of Directors deems a reduction in work force of employees 
necessary, the Executive Director shall notify the affected.  Notification to the affected 
employee(s) of the intent to reduce the work force and how it is determined, shall be 
made at least thirty (30) days in advance of the proposed reduction. 

 
2. Suspended employees shall have all rights to unemployment compensation and COBRA, 

if applicable. 
 
3. The Board of Directors will determine how the reduction in force is carried out, based on 

the best interests and needs of the MVECA organization. 
 

II-T Reporting Accidents 
 

MVECA pays assessments to the Worker’s Compensation Fund. Any employee injured in 
the pursuit of approved work related activities can draw compensation from this fund. The 
date, time, place, and nature of injury must be reported in writing to the Treasurer or the 
office of the Fiscal Agent Treasurer on the date of occurrence, or at the earliest date possible 
thereafter. Application for this compensation must be filed by the physician not later then 
four (4) weeks after the date of first treatment, if it is to be recognized. 
 

II-U Sexual Harassment 
 

1. MVECA and its Board of Directors oppose sexual harassment in any form and all 
employees of MVECA have a right to work in an environment free of discrimination, 
which encompasses freedom from sexual harassment. 

2. Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors 
or other verbal or physical conduct of a sexual nature, where: 

a. Submission to such conduct is made either explicitly or implicitly a term or 
condition of a person’s employment or educational development; 

 
b. Submission to or rejection of such conduct by an individual is used as the 

basis for employment or educational decisions affecting such individual; or 
 

c. Such conduct has the purpose or effect of unreasonable interfering with 
individual’s work or educational performance or creating an intimidating, 
hostile or offensive working or educational environment. 

 
3.  All employees should be aware that the privacy of the complainant and the person 

accused of sexual harassment would be kept strictly confidential, unless law otherwise 
requires disclosure. The following procedure for processing sexual harassment 
complaints shall be used: 
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a. The Executive Director will confer with the complainant in order to obtain a 
clear understanding of the complaint then meet with the accused in order to 
obtain a response to the complaint from the accused. The Executive Director 
will hold as many meetings with the parties as necessary to gather the facts. 
 

b. The Executive Director shall then attempt to resolve the matter informally 
through conciliation, or report the incident and transfer the record to the 
Board of Directors. Parties affected will be notified by certified mail in the 
event of Board involvement. 
 

c. The Board of Directors, after reviewing the record made by the Executive 
Director, may attempt to gather more evidence necessary to decide the case 
and thereafter, impose any discipline deemed appropriate. All persons 
involved shall be afforded due process proceedings. 

 
II-V Staff Ethics 
 

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

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

 
B. represent accurately their qualifications; 

 
C. exercise due care to protect the mental and physical safety of students, colleagues, 

and subordinates; 
 

D. seek and apply the knowledge and skills appropriate to assigned responsibilities; 
 

E. keep in confidence legally confidential information as they may secure; 
 

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

 
G. refrain from using position or public property, or permitting another person to use an 

employee’s position or public property, for partisan political or religious purposes. 
This will in no way limit constitutionally or legally protected rights as a citizen; 

 
H. refrain from the unauthorized accessing of computer files, electronic mail, voice 

mail, and any other electronic or written material of any individual (staff or 
otherwise) or entity; 

 
I. Per Ohio Ethics Commission Opinions, No 91-010 and IRS regulations, accrual of 

personal frequent-flyer miles, hotel "bonus points", credit card "rewards," or any 
other reward under similar affinity programs (including credit points or rewards 
directed to non-profit organizations) are strictly prohibited;  
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J. avoid accepting anything of value offered by another for the purpose of influencing 
judgment: 

 
MVECA shall not accept any form of compensation or gift of more than a 
nominal value from any vendor that is doing business with or seeks to do 
business with MVECA. Such compensation includes, but is not limited to, 
cash, check, stocks, or any other form of securities, and gifts such as 
television, microwave ovens, computers, discount certificates, travel voucher, 
tickets, passes, and other such things of value.  
 
In the event that a staff member receives unsolicited compensation from a 
vendor, the staff member shall immediately transmit said compensation to the 
Treasurer. 

 
II-W Technology Privacy Policy 
 

1. The Board recognizes its staff members’ right to privacy in their personal lives. The Board 
has established this policy to inform staff members of the Boards’ position with respect to 
staff member privacy in the workplace and to protect the Boards’ interests. 

 
2. All computers, telephone systems, electronic mail systems, and voice mail systems are the 

Board’s property and are to be used primarily for business purposes.  
 

a.  Computers, electronic mail, and voice mail are to be used for business purposes. 
Personal messages via MVECA-owned technology should be limited. Staff members 
are encouraged to keep their personal records and personal business at home.  

 
3. Because MVECA’s computer and voice mail systems are to be used primarily for business 

purposes, staff members are prohibited from sending offensive, discriminatory, or 
harassing computer, electronic, or voice mail messages. 

 
4. The Board, through its Directors, retains the right to access and review all electronic and 

voice mail, computer files, data bases, and any other electronic transmissions contained in 
or used in conjunction with MVECA’s computer system, telephone system, electronic mail 
system, and voice mail system. Staff members should have no expectation that any 
information contained on such systems is confidential or private. 

 
5. The use of passwords does not guarantee confidentiality, and the Board retains the right to 

access information in spite of a password. All passwords or security codes must be 
registered with the Director. A staff member’s refusal to permit such access may be 
grounds for discipline up to and including discharge. 

 
6. Review of computer files, electronic mail, and voice mail will only be done in the ordinary 

course of business and will be motivated by a legitimate business reason. If a staff 
member’s personal information is discovered, the contents of such discovery will not be 
reviewed by the Director, except to the extent necessary to determine if the MVECA’s 
interests have been compromised. Any information discovered will be limited to those who 
have a specific need to know that information. 

 
7. The administrators and supervisory staff members authorized by the Director have the 

authority to search and access information electronically. 
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8. All computers and any information or software contained therein are property of the Board. 

Staff members may not copy software on any MVECA computer and may not bring 
software from outside sources for use on MVECA equipment without the prior approval 
of the Executive Director. Such pre-approval will include a review of any copyright 
infringements or virus problems associated with such outside software. 

 
II-X Unauthorized Work Stoppage 
 

MVECA staff members who fail to perform their required normal duties when taking part in 
a concerted unauthorized work stoppage will be subject to loss of pay and fringe benefits, 
including paid insurance coverage, as well as disciplinary measures in accordance with the 
law of the State. 

 
II-Y Vacancies, Voluntary and Involuntary Transfers 

 
1. The Executive Director shall have the option to post internally all vacancies that occur at 

MVECA for five (5) working days. Posted notices shall include job title, pay range, 
length of work year, number of hours, and a general job description.  

 
2. All requests to be transferred to such vacancy shall be addressed to the Executive 

Director, listing the training, experience and skills possessed which qualify the employee 
for the vacancy. All properly qualified employees, as determined by the Executive 
Director, will be interviewed and given first consideration as a vacancy is filled.  

 
3. The Executive Director may involuntarily transfer an employee if no one on the staff 

voluntarily requested to transfer. The Executive Director shall hold a meeting with the 
employee in order to explain the reasons for such transfer. The employee may express at 
this meeting any reasons for not desiring such a transfer. 

 
4. The Executive Director shall have the right to fill, or divide the work among the 

MVECA Staff, any vacancy created by resignation, discharge, retirement, transfer or 
death during the fiscal year for a period not to exceed sixty (60) days. Prior to the end of 
the sixty (60) days, the vacancy will be posted or a reason given to the Board of 
Directors as to why it will not be posted. 

 
5. In cases where a position becomes vacant, and the organization has an immediate need to 

fill the position, if there is no individual currently employed in the organization with the 
qualifications to step in to immediately fill that need as determined by the Executive 
Director, the Executive Director may recruit qualified applicants for this position, by 
providing the rationale for this approach to the Board of Directors.  The hire needs to be 
approved by the board at the next meeting. 

 
II-Z Verification of Employment Eligibility 

 
The Board will comply with all aspects of the Immigration Reform and Control Act of 1986. 
The Board will delegate to the Executive Director the responsibility of establishing 
procedures to ensure compliance with this Act. Federal law requires that all employers and 
employees, hired after November 6, 1986, complete an Employment Eligibility Verification 
Form (Form I-9) provided by the U.S. Immigration and Naturalization Service. All such 
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employees must provide documents that establish both identity and employment eligibility in 
order for Form I-9 to be completed and signed by both the employee and the Executive 
Director. 
 
The Employment Eligibility Verification Form (Form I-9) must be retained for three (3) 
years or for one (1) year past the end of the employment of an individual, whichever is 
longer. Such forms must be made available for inspection to an Immigration and 
Naturalization Service (INS) or Department of Labor (DOL) officer upon request. 

 
II-AA  Criminal Records Check 

 
The Board requires an inquiry into the background of each applicant the Executive Director 
recommends for employment. This requirement includes all persons employed on a part-time 
basis. It is not required of any currently employed staff member who is a candidate for 
another position in the organization. 
 
The Executive Director shall establish administrative guidelines which will facilitate a 
criminal records check that complies with the law and ensures that, at the time of the initial 
application, the applicant is properly informed of the requirement to obtain criminal history 
records checks prior to employment from the Bureau of Criminal Identification and 
Investigation (BCII) and the Federal Bureau of Investigation (FBI). For remote employees 
who reside outside of Ohio, an equivalent state-level criminal history records check will be 
required in lieu of the BCII check.  
 
The guidelines shall also ensure that any information and records obtained from such 
inquiries are confidential and shall not be released or disseminated. 
 
Should it be necessary to employ a person to maintain continuity of the program, prior to 
receipt of the criminal history record, the Executive Director may employ the person on a 
provisional basis until the report is received. 
 
No person shall be hired nor allowed to remain employed who has been convicted of any 
offense listed in R.C. 3319.31. 
 
The Criminal History Records Check shall be at the employee’s expense. 
 
Criminal record checks must be repeated every five years. 

 
 

II-AB  Working Conditions  
 

1. MVECA is a smoke free and drug free environment. 
 
2. MVECA will not discriminate when applying this policy or discriminate against any 

employee on the basis of race, creed, color, age, sex, national origin, disability, marital 
status, or participation or nonparticipation in employment activities. 

 
3. Staff will be given the opportunity for in-service training (workshops, seminars, etc.), in 

order to remain current and efficient in their positions as decided by the employee and 
the Executive Director. 
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4. MVECA will make every attempt to provide employees with the necessary materials and 
equipment for completion of assigned work duties. 

 
II-AC  Workweek 

 
1. The MVECA office is open from 7:30 a.m. to 4:30 p.m. Hours of work for all regular 

contracted employees will be based on contract status, job description, job classification 
level/responsibilities and the work requirements of the Board, as determined by the 
Executive Director. To make sure someone will be in the office during the entire office 
hours, employees will stagger their start/finish time and their lunchtime. In the event an 
employee is unable to report for work, or will be late, that employee is required to notify 
the office by 8:00 a.m. at the latest.  

 
2. All hours worked beyond the regular time will be awarded comp time or overtime pay at 

one and one half (1 ½) times the regular time, in accordance with guidelines contained in 
the MVECA Benefits and Absence Regulations.  
 
 Also see IV-D Overtime Compensation and Compensatory Time  

 
3. If the Board makes the decision to allow flex time during the summer months when 

school is not in session, any employee may opt to flex his/her hours if the Executive 
Director approves the plan. 

 
4. Travel time, other than to and from the normal work site and to and from lunch, as part 

of the employee’s assigned duties shall be work time. 
 

6. Each employee will have forty-five (45) minutes for lunch. Lunch is to be taken between 
the hours of 11:00 a.m. and 1:30 p.m. If the employee feels that the time frame is not 
possible, the employee must notify the Executive Director with the reason for a different 
lunch time and the new lunch time must be acceptable to the Executive Director. Lunch 
shall be staggered to make sure someone will be in the office during that time frame. 

 
7. All employees of MVECA shall report to work as scheduled on the days schools are 

closed for calamity days. The Executive Director may close the building if the Miami 
Valley is under a declared state of emergency.  
 
 See IV-N Emergency Closings 

 
8. Employees required to work on any approved paid holiday will be compensated double 

time for the amount of time they work in compensatory time, or overtime pay. 
 
II-AD  Outside Activities of Staff 

 
Staff members shall avoid situations in which their personal interests, activities, and 
associations may conflict with the interests of MVECA. If such situations threaten a staff 
member’s effectiveness, the Executive Director shall evaluate the impact of such interest, 
activity, or association upon the staff member’s responsibilities. 
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1. Staff members should not give work time to an outside interest, activity, or association 
without valid reason to be excused from assigned duties as determined by the Executive 
Director. 

 
2. Staff members shall not use MVECA property or work time to solicit or accept 

customers for private enterprises without written administrative permission. 
 

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

 
4. Staff members shall not campaign on school property during duty hours on behalf of any 

political candidate for local, State, or National office. 
 

5. Staff members may not accept fees for consulting when such consulting is conducted 
during the normal work day. 

 
II-AE Conflict of Interest Policy 

 
The purpose of the conflict of interest policy is to protect MVECA’s tax-exempt interest when it is 
contemplating entering into a transaction or arrangement that might benefit the private interest of an 
officer or director of the Organization or might result in a possible excess benefit transaction. This 
policy is intended to supplement but not replace any applicable state and federal laws governing 
conflict of interest applicable to nonprofit and charitable organizations. 
 
Definitions 
  1. Interested Person:  Any director, principal officer, or member of a committee with governing 
board delegated powers, who has a direct or indirect financial interest, as defined below, is an 
interested person. 
 
  2. Financial Interest:  A person has a financial interest if the person has, directly or indirectly, 
through business, investment, or family: 

a. An ownership or investment interest in any entity with which the Organization has a 
transaction or arrangement, 
b. A compensation arrangement with the Organization or with any entity or individual with which 
the Organization has a transaction or arrangement, or 
c. A potential ownership or investment interest in, or compensation arrangement with, any entity 
or individual with which the Organization is negotiating a transaction or arrangement.  
Compensation includes direct and indirect remuneration as well as gifts or favors that are not 
insubstantial.  A financial interest is not necessarily a conflict of interest.  A person who has a 
financial interest may have a conflict of interest only if the appropriate governing board or 
committee decides that a conflict of interest exists.   

 
Procedures 

1. Duty to Disclose:  In connection with any actual or possible conflict of interest, an interested 
person must disclose the existence of the financial interest and be given the opportunity to disclose 
all material facts to the directors and members of committees with governing board delegated 
powers considering the proposed transaction or arrangement. 
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2. Determining Whether a Conflict of Interest Exists:  After disclosure of the financial interest 
and all material facts, and after any discussion with the interested person, he/she shall leave the 
governing board or committee meeting while the determination of a conflict of interest is discussed 
and voted upon. The remaining board or committee members shall decide if a conflict of interest 
exists. 

  3. Procedures for Addressing the Conflict of Interest 
a. An interested person may make a presentation at the governing board or committee 
meeting, but after the presentation, he/she shall leave the meeting during the discussion of, 
and the vote on, the transaction or arrangement involving the possible conflict of interest. 
b. The chairperson of the governing board or committee shall, if appropriate, appoint a 
disinterested person or committee to investigate alternatives to the proposed transaction or 
arrangement. 
c. After exercising due diligence, the governing board or committee shall determine whether 
the Organization can obtain with reasonable efforts a more advantageous transaction or 
arrangement from a person or entity that would not give rise to a conflict of interest. 
d. If a more advantageous transaction or arrangement is not reasonably possible under 
circumstances not producing a conflict of interest, the governing board or committee shall 
determine by a majority vote of the disinterested directors whether the transaction or 
arrangement is in the Organization’s best interest, for its own benefit, and whether it is fair 
and reasonable. In conformity with the above determination it shall make its decision as to 
whether to enter into the transaction or arrangement. 

 4. Violations of the Conflicts of Interest Policy 
a. If the governing board or committee has reasonable cause to believe a member has failed 
to disclose actual or possible conflicts of interest, it shall inform the member of the basis for 
such belief and afford the member an opportunity to explain the alleged failure to disclose. 
b. If, after hearing the member’s response and after making further investigation as 
warranted by the circumstances, the governing board or committee determines the member 
has failed to disclose an actual or possible conflict of interest, it shall take appropriate 
disciplinary and corrective action. 

  
Records of Proceedings:  The minutes of the governing board and all committees with board 
delegated powers shall contain: 

a. The names of the persons who disclosed or otherwise were found to have a financial interest in 
connection with an actual or possible conflict of interest, the nature of the financial interest, any 
action taken to determine whether a conflict of interest was present, and the governing board’s or 
committee’s decision as to whether a conflict of interest in fact existed. 
b. The names of the persons who were present for discussions and votes relating to the 
transaction or arrangement, the content of the discussion, including any alternatives to the 
proposed transaction or arrangement, and a record of any votes taken in connection with the 
proceedings. 

 
Compensation 

a. A voting member of the governing board who receives compensation, directly or indirectly, 
from the Organization for services is precluded from voting on matters pertaining to that 
member’s compensation. 
b. A voting member of any committee whose jurisdiction includes compensation matters and  
who receives compensation, directly or indirectly, from the Organization for services is 
precluded from voting on matters pertaining to that member’s compensation. 
c. No voting member of the governing board or any committee whose jurisdiction includes 
compensation matters and who receives compensation, directly or indirectly, from the 
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Organization, either individually or collectively, is prohibited from providing information to any 
committee regarding compensation. 

 
Annual Statements:  Each director, principal officer and member of a committee with governing 
board delegated powers shall annually sign a statement which affirms such person: 
     a. Has received a copy of the conflicts of interest policy, 
     b. Has read and understands the policy, 
     c. Has agreed to comply with the policy, and 
     d. Understands the Organization is charitable and in order to maintain its federal tax exemption it 
must engage primarily in activities which accomplish one or more of its tax-exempt purposes. 
 
Periodic Reviews 
To ensure the Organization operates in a manner consistent with charitable purposes and does not 
engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. 
The periodic reviews shall, at a minimum, include the following subjects: 

a. Whether compensation arrangements and benefits are reasonable, based on competent survey 
information, and the result of arm’s length bargaining. 
b. Whether partnerships, joint ventures, and arrangements with management organizations 
conform to the Organization’s written policies, are properly recorded, reflect reasonable 
investment or payments for goods and services, further charitable purposes and do not result in 
inurement, impermissible private benefit or in an excess benefit transaction. 
 

Use of Outside Experts 
When conducting the periodic reviews, the Organization may, but need not, use outside advisors. If 
outside experts are used, their use shall not relieve the governing board of its responsibility for 
ensuring periodic reviews are conducted. 
 
II-AF  Workers Compensation  
 

1. MVECA will follow policies for filing workers’ compensation claims in accordance with 
BWC guidelines and or guidelines set forth by the current MCO, managed care organization. 

2. When an incident occurs, the affected employee must report the injury to the MVECA 
treasurer within 24 hours of the incident.  The MVECA treasurer will provide a list of BWC 
certified physicians.  The employee should inform the selected physician that this is a work 
related injury and should not provide any insurance information so that MVECA BWC 
insurance is billed appropriately. 

3. An employee off of work due to a work-related injury or illness will also be deemed to be on 
leave under the Family and Medical Leave Act. 

4. MVECA is a wage continuing employer.  An employee may not receive both wage 
continuation and temporary total compensation at the same time. 

5. An employee is expected to return to work as soon as determined by the attending physician 
and provided to the employer in writing that he/she can perform the essential functions of the 
job. A modified or light duty schedule may be available on a case by case basis depending 
upon the requirements of the employer and the condition of the employee. 

 
II-AG Telephone Usage Policy 
 
MVECA issued cellular telephones, pagers, and desk telephones are intended for official business 
use. While occasional personal use is permitted, it must be responsible and it must be clearly 
incidental to business use. Employees must reimburse MVECA for any costs associated with 
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personal use of MVECA issued telephones. Personal use with associated charges must be reported 
to supervisors. 
 
II-AH Telecommuting Policy 

 
Telecommuting means working one or more days each work week from home instead of 
commuting to the MVECA.  Telecommuting is not appropriate for all employees.  No 
employee is entitled or guaranteed the opportunity to telecommute.  Offering the opportunity 
to work at home is a management option based on the discretion of the Director and Board 
policies. 

 
II-AI Public Records Policy 
 
 The orderly acquisition, storage and retention of records and reports are essential for the 
 overall efficient and effective operation of the Miami Valley Educational Computer 
 Association. The MVECA Board establishes a Records Commission to govern matters 
 pertaining to records, their retention and disposal. 
 
 Local Records Commission 
 The Records Commission shall consist of MVECA Treasurer, MVECA Executive Director, 
 and a designee. The Executive Director shall serve as chairman/secretary of the Records 
 Commission. The members of this commission shall appoint necessary records officers to 
 carry out the necessary work associated with organizational records. 

 
WRITTEN RECORDS AND DOCUMENT MANAGEMENT GUIDELINES 

 MVECA will maintain a current inventory of records maintained, a schedule of Records 
 Retention and Disposition, and “written record and document management guidelines”. 
 Please note that these guidelines pertain to records maintained by and for the operation of the 
 Miami  Valley Educational Computer Association (MVECA).  As a part of the services 
 provided by MVECA, the agency retains public records for member school districts.  Each 
 district has its own local records commission that oversees the records retention policy; and 
 each district is responsible for ensuring that the district complies with local records law. All 
 data acquired on behalf of school districts is held in trust for those districts.  Any transfer or 
 release of school district data requires prior authorization from that district.  Ohio Adm. Code 
 3301-3-06. 
  
 WHAT IS A PUBLIC RECORD? 
 A public record is a record held by a public office.  "Records" includes any document, device, 
 or item, regardless of physical form or characteristic,1 created or received by or coming under 
 the jurisdiction of any public office of the state or its political subdivisions, which serves to 
 document the organization, functions, policies, decisions, procedures, operations, or other 
 activities of the office.  

 WHAT RECORDS MUST MVECA KEEP? 

 
 

1 E-mail messages are electronic documents created and sent or received by a computer system. This definition applies equally to the 
contents of the communication, the transactional information, and any attachments associated with such communication. Thus, e-mail 
messages are similar to other forms of communicated messages, such as correspondence, memoranda, and circular letters. Source: Ohio 
Electronic Records Committee, Guidelines for Managing Email 

http://ohioerc.org/wp-content/uploads/2014/09/eMAILguidelines1.pdf 
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 Under Ohio Law, a public office may only create records that are “necessary for the adequate 
 and proper documentation of the organization, functions, policies, decisions, procedures, and 
 essential transactions of the agency and for the protection of the legal and financial rights of
 the state and persons affected by the agency’s activities.”  ORC 149.402   A written disaster 
 recovery plan will be maintained by MVECA for the protection of all records it maintains. 

 A public office is not required to create new records to respond to a public records request, 
 even if it is only a matter of compiling information from existing records.  However, if a public 
 office’s computer is already programmed to produce the record described by the requester, the 
 record already exists for purposes of R.C. 149.43. 

 CONFIDENTIAL RECORDS NOT SUBJECT TO PUBLIC REVIEW  
 All public records fall under one of three categories: 
  1)  Public records that must be disclosed, with no exception 

  2)  Public records that are exempt from disclosure - do not have to be disclosed, but it 
 may if the public office chooses to do so without fear of punishment under the law.  

  3)  Public records that must not be disclosed - highly confidential records which must 
 not be disclosed and whose release is prohibited by law 

 The following records must not be released: 
  *Attorney-client privileged information  *Child abuse reports 
  *Criminal background information   *Sealed records  
  *Trade secrets      *Social security numbers 
  *Mediation communications    *Medical records 

  *Student education records and other personally identifiable student information-
 except for “directory information” (FERPA, 20 U.S.C.1232g; ORC 3319.321) 

  *Information pertaining to the recreational activities of a person under the age of 18 
  *Infrastructure records: records that disclose the configuration of “critical systems’, 
 such as computer, electrical, mechanical, ventilation, water, plumbing, or security 
 systems.  This does not include simple floor plans. 

  *Security records: any records containing information directly used for protecting or 
 maintaining the security of a public office against attack, interference, or sabotage or 
 to prevent, mitigate, or  respond to acts of terrorism. (For a complete list, see the 
 Auditor’s Office “Ohio Sunshine Laws an Open Government Resource Manual” - 
 2016.) (The above list is not exhaustive.)   

 WHEREAS, The Miami Valley Educational Computer Association (MVECA) has 
herein designated the following items to be Security and/or Infrastructure records as 
defined in the Ohio Revised Code 149.33: 

Policy and Procedure manuals and documents regarding Information Technology 
operations, security, disaster recovery, and business continuity processes; hardware, 
software, and network (detailed) architecture documents; disaster recovery planning 
documents; network security assessments; TCP/IP addressing assignments and associated 
metrics; application, network, and/or device logs containing IP addresses and/or user 
names; detailed telecommunications schematics; detailed network wiring schematics; 
detailed electrical wiring schematics; information technology and/or facility heating, 
ventilation, and air-conditioning detailed schematics; facility security system schematics 
and/or other information; and grants to the MVECA Executive Director the authority to 
designate additional information items that, in his/her judgment would represent a potential 

 
2 Records will be stored in a manner such that they will be protected from excessive heat and humidity or by vermin infestation, safe 
from floods, fire, and theft. Storage and access will be compliant with federal guidelines established under the Americans with 
Disabilities Act. 
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risk to the security and integrity of MVECA’s services and/or infrastructure should they 
become publicly available. 

 HOW AND WHY CERTAIN INFORMATION MAY BE REMOVED FROM 
 RECORDS BEFORE PUBLIC INSPECTION - REDACTING 
 When faced with a record that, in part, contains information that is not subject to public 
 disclosure, the public office should redact the exempt portion of the record (rather than 
 withhold the entire record); the remainder of the record must be disclosed.  The person seeking 
 to inspect or copy the record would either be notified regarding any redaction, or, when 
 possible, the redaction would be made plainly visible. An explanation for the redaction must 
 be provided to the requesting party, including legal authority. ORC 149.43 (B)(1),(3).   

 HOURS WHEN RECORDS ARE AVAILABLE FOR INSPECTION 
 Records will be available for inspection during MVECA’s normal business hours (8:00 a.m. 
 to 4:00 p.m.). Records will be made available without undue delay and within a reasonable 
 period.  

 COST FOR OBTAINING RECORDS 
 There is no charge for inspection of public records. Copies will be charged at the actual rate 
 of providing the copies.  Charges will also be made for the actual cost for the cost of mailing 
 supplies and postage.  All copies will be made by a designated employee of MVECA.  
 Prepayment for the cost of copies and mailing will be required.  The person requesting the 
 record(s) may chooses the medium upon which they would like a record to be duplicated from 
 these choices:  1) on paper, 2) in the same from as the public office keeps it, or 3) on any 
 medium upon which the public office determines the record can “reasonably be duplicated as 
 an integral part of the normal operations of the public office.”  ORC 149.43 (B)(2). 

 REQUESTING RECORDS 
 Any person, corporation, individual, or governmental agency may request public records. The 
 person does not have to be an Ohio resident.  MVECA will not limit or condition the 
 availability of records based upon the requestor’s identity or the intended use of the requested 
 record, unless permitted by law to do so. The request does not have to be in writing, nor does 
 the requestor need to identify him or herself, though in situations where the identity of the 
 individual or the intended use of requested information would enhance the ability of MVECA 
 to comply with the request, MVECA may ask for this information, but would notify the 
 requestor that s/he is not required to disclose it.  The person seeking the records may designate 
 someone else to inspect or retrieve copies. A request must be specific and describe what is 
 being sought.  If the request is ambiguous or overly broad, or MVECA staff cannot reasonably 
 identify the public records being requested, the requestor would be notified and given an 
 opportunity to revise the request.  If a request for public records is ultimately denied, MVECA 
 would provide the requester an explanation of the reasons for the denial, including legal 
 authority.  A limit of ten records per month will be sent to any one commercial requester.  
 MVECA will mail copies via U.S. postal service upon request. 

 STEPS FOR DISPOSITION OF RECORDS: 
1. The Local Records Commission will meet at least once annually. 
2. A records inventory will be maintained by MVECA to identify and describe the 

records types or series possessed by MVECA.  The inventory should include the 
series title, location, information content, dates included, and media type.   

3. The commission will decide which records are of ADMINISTRATIVE, LEGAL, 
FISCAL, or HISTORICAL value when determining which records to retain or 
dispose of. 

4. The MVECA records officer will prepare a Schedule of Records Retention and 
Disposition (RC-2), and complete the appropriate records disposal form(s).   For any 
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records that are not on the RC-2 form, the records officer will complete an 
application for One-Time Records Disposal (RC-1). 3  Forms are available from the 
Local Government Records Program of the Ohio Historical Society at 
https://www.ohiohistory.org/learn/archives-library/state-archives/local-government-
records-program/local-government-records-publications-amp-forms 

5. Upon the Commission’s approval, the records retention schedule or list of disposable 
records will be forwarded as follows: 

a. Original – Forward original to Ohio Historical Society Network Specialist for 
Greene County. 

b. Copies – Keep one (1) copy with Records Commission Files. 
c. Ohio Historical Society Records Specialist will make and send a copy to State 

auditors office. 
d. A third copy should be retained at MVECA until an approved copy is 

returned.  
6. Once the retention periods listed on the schedule have been approved by all 

authorities records beyond the approved retention periods may be disposed of 
without having a records commission meeting.  

7. Each time there are records to dispose of, the MVECA records officer will prepare a 
Certificate of Records Disposal (RC-3) and submit it to the OHS State Archives 15 
business days before the disposal date, and obtain approval before disposing of or 
transferring any record.  The Ohio Historical Society State Archives LGRP will 
forward the RC-3 to the Auditor of State's records officer, Columbus. The certificate 
of records disposal serves as the official record of the disposition of the records.   

8. MVECA will dispose of records in accordance with approved Schedule or 
Application. 

 
II-AD  Capital Asset Policy 
 

Capital assets are defined as those tangible assets with  
1. Useful life of 5 years 
2. An initial cost equal to or exceeding $5,000 

Capital assets shall be classified as follows: 
1. Land, buildings, and equipment acquired by purchase or construction. 
2. Additions, improvements, modifications, replacements, renovations or alterations 

to capital assets that materially increase their value or useful life (not ordinary 
repairs and maintenance). 

Capital assets shall not include: 
1. Any item purchased for the purpose of resale. 
2. Software or user licenses.  

Leased capital assets shall be recorded on the capital asset system. 
Capital assets shall be recorded at actual, or if not determinable, estimated purchase price 
or fair market value at the time of acquisition.  
 
 
 

 
3 The application for a one-time records disposal (RC-1) is used to request permission to destroy or transfer particular records covering 
only specified dates.  It should be used primarily to dispose of obsolete records that are no longer created or maintained.  Unlike the 
continuing authority provided by a RC-2 records schedule, as RC-1 one-time disposal application allows records to be disposed of one 
time. 
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The following information shall be maintained for all capital assets: 
1. Description 
2. Asset classification (land, building, equipment, etc.) 
3. Purchase price/cost, or if not determined: 

a. Estimated cost/purchase price 
b. Estimated fair market value 
c. Contract price (including all related charges to place the capital asset in 

condition or in its place for the intended use), or 
d. Appraised value at the time of acquisition (if gifted/donated) 

4. Vendor 
5. Date purchased/acquired 
6. Voucher number 
7. Estimated useful life 
8. Method of acquisition (purchase, lease, donated, etc.) 
 

III EMPLOYEE BENEFITS 
 

III-A Eligibility 
 

A full-time employee shall mean an employee who is regularly scheduled to work 40 or more 
hours per workweek for 260 days in a fiscal year.  A part-time employee shall mean an 
employee who is contracted for fewer than 260 days in a fiscal year.   
 
An employee must work a minimum of 46% of their contracted work days in order to advance 
to the next step on the MVECA Salary Schedule, if one is in effect. 
 
The date for termination of coverage of an employee leaving MVECA shall be the last day of 
the month of which the employee worked any number of days during that month. 
 
MVECA reserves the right to hire employees as interns. An intern is defined as an as-needed, 
at-will employee. Interns will not be issued a contract specifying days or hours. Interns are not 
considered full-time employees or part-time employees for purposes of benefits. An intern has 
no expectation of continued employment.  
 
Intern rate of pay is in no way correlated with the MVECA salary schedule. Interns are to be 
paid by timesheet at an hourly rate negotiated at the time of employment. Timesheets must be 
approved by the Executive Director prior to payment. As public employees, interns are 
required by law to contribute to SERS the designated contribution amount per current SERS 
guidelines.  
 
Interns are not eligible for the following:  

 Holiday pay  
 Leave accrual of any type  
 Health insurance  
 Dental insurance  
 Vision insurance  
 Life insurance  
 Participation in Section 125 plan benefits  
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III-B  Term Life and/or Accidental Death Insurance 
 

MVECA will provide 100% premium for a $50,000 term life insurance policy for each 
employee during his or her term of employment. The life insurance policy will be selected by 
the Board of Directors.    

 
III-C Comprehensive Health Insurance Plan 
 

MVECA employees contracted to work 1200 hours per fiscal year or more are eligible for 
health insurance coverage. MVECA will pay 85% of the premium cost for the family plan 
selected by the Board of Directors and 85% of the premium cost for the individual health plan 
selected by the Board.  The 85% paid of plan premiums will continue regardless of premium 
increases or decreases. The health insurance plan shall provide the following coverage:  major 
medical and prescription coverage.   
 
Employees may sign up for the insurance plan during the open enrollment period. The 
employee has the option to enroll in the MVECA Board offered health plan or no insurance 
coverage provided by the Board.  However, in the event of a change in marital status through 
death, divorce, or marriage or if a spouse loses present insurance coverage through loss of 
employment, the employee may enroll in the program within thirty (30) days of insurance 
coverage loss or change of status. 

 
III-D Dental Insurance 
 

MVECA employees contracted to work 1200 hours per fiscal year or more are eligible for 
dental insurance coverage. MVECA will pay 100% of the premium cost for the family or 
single plan selected by the Board of Directors.    

 
III-E  Vision Insurance 
 

MVECA employees contracted to work 1200 hours per fiscal year or more are eligible for 
vision insurance coverage. MVECA will pay 100% of the premium cost for the family or 
single plan selected by the Board of Directors. 
 

III-F IRS Section 125 and Other Optional Programs 
 

An IRS Section plan 125 may be offered to all employees of MVECA as well as several other 
optional programs including participation in flexible spending plan, additional insurance 
packages and annuity programs. 

 
III-G COBRA 
 

Employees who leave MVECA employment or are laid off may elect to continue the 
employer-provided medical benefits at the employer’s group rate plus two percent (2%) for 
eighteen (18) or thirty-six (36) months, depending upon the situation, in accordance with 
federal COBRA law. This also includes employee’s spouses and dependents of deceased, 
divorced or legally separated employees.  
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III-H Severance Pay 
 

An employee of MVECA at the time of retirement from active service, defined as being 
eligible for service retirement and an application has been approved by the Ohio School 
Employees Retirement System or other applicable Ohio retirement system, may make 
application to be paid in cash for one-fourth (1/4) of the value of employee’s accrued, but 
unused sick leave, not to exceed fifty-five (55) days. Such payment shall be based on the 
employee’s current rate of pay at the time of retirement. Payment of sick leave on this basis 
shall be considered to eliminate all sick leave credit accrued by the employee at that time. Such 
payment shall be made only once to any employee. 
 
Upon retirement, the employee must have been employed by MVECA for five (5) or more 
consecutive years in order to be eligible for Severance Pay under this section. 
 
In the event of the death of an active employee under contract to the board, such employee 
shall be deemed to have made application for severance pay or to have retired on the date 
immediately preceding the day of the death. 
 

III-I Vacations  
 

Vacations shall be granted to employees as follows: 
           

Vacation Scale  

Years of Service Vacation Days 

1 & 2 12 

3 13 

4 14 

5 15 

6 15 

7 15 

8 15 

9 20 

10 20 

11 20 

12 20 

13+ 22 

                                              
A year of service is defined as the completion of 46% of the employee’s contractual and paid 
days. Less than 46% contractual and paid days will not be counted towards years of service 
for vacation accumulation purposes. However, accrued vacation may be utilized during any 
period of employment. 

      
The accrual period shall be July 1 through June 30 of each fiscal year. All vacation shall be 
accrued on a monthly basis, determined by dividing the number of eligible vacation days by 
12, beginning with the first month of employment. 

 
Vacation accumulated during a month shall be posted and available to the staff member on the 
first day following the month of accumulation. 
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1. Every attempt must be made to use completely all accumulated and available 
vacation within the utilization period of July 1 – June 30. 

 
2.   The total balance of vacation time for any employee can never exceed forty-two 

(42) days. 
 
3. Vacation shall be used in no less than one sixteenth (half hour) increments. 
 
4. When possible, seven (7) days’ notice should be given to the Executive Director 

before taking a vacation that exceeds one day in length.  24-hour notice may be 
given when the vacation period is one day or less. 

 
5.   For the purpose of determining vacation days, credit for years of prior experience  
      in a job-related field may be granted to a new employee at the discretion of the   
      Executive Director.  

 
 6.  Vacation leave shall be approved in advance by the Executive Director.  Vacation  
                  leave shall generally be approved as long as such use does not impose an  
                  unreasonable burden on the agency’s ability to provide services of acceptable  
       quality and quantity during the time requested without the use of the employee’s  
                  services. 
 

7.  Upon separation from employment an employee shall be entitled to compensation 
at his current rate of pay for all lawfully accrued and unused vacation leave to his 
credit at the time of separation. The compensation will not be included with the 
final regular earnings but will be paid out with a separate payment processed on 
the next regular MVECA payroll cycle. 

   
8.   Part-time employees shall accrue vacation based on a proration of the vacation 

scale. 
 
III-J Holidays 
 

Full-time MVECA Employees shall receive the following paid holidays: 
  
 Independence Day  
 Labor Day      
 Thanksgiving Day    
 Day after Thanksgiving   
 Christmas Day     
 New Year’s Day     
 Martin Luther King Jr. Day 
 President’s Day 
 Good Friday 
 Memorial Day  
 Juneteenth 
 
In cases where the working calendar in a year is comprised of 261 days, one non-contract day 
will be granted. In cases where the working calendar in a year is comprised of 262 days, two 
non-contract days will be granted. 

 260 day work year = 11 paid holidays 
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 261 day work year = 11 paid holidays, 1 non-contract day (Christmas Eve) 
 262 day work year = 11 paid holidays. 2 non-contract days (Christmas Eve & New Year’s Eve) 

 
MVECA will be closed on Friday when the holiday falls on Saturday and will be closed on 
Monday when the holiday falls on Sunday, except in extraordinary circumstance requiring 
continuation of operations. 
 
Part-time employees are not eligible for paid holidays. 

 
III-K Salary Reduction Annuity Plans 
 

Upon written authorization of the employee, MVECA will deduct from the employee’s pay 
and forward to SERS a designated amount as an additional contribution over and above the 
mandatory employee contribution.  Such additional deposits may be used to provide additional 
annuity income upon retirement in accordance with Section 3309.47 of the Ohio Revised 
Code.  The tax treatment of such additional deposits is entirely the responsibility of the 
employee. 
 
In accordance with Section 9.91 of the Ohio Revised Code, employees may authorize in 
writing a salary deduction for a tax-sheltered annuity of their choosing. Employees will be 
limited to two (2) such tax-sheltered annuities at a given time. The tax treatment of such 
annuity deductions is entirely the responsibility of the employee. 

 
III-L Tuition Reimbursement and Professional Training 
 

(A) Tuition Reimbursement 
 
MVECA may pay for each full-time employee up to $150.00 of tuition cost per undergraduate 
or graduate hour of tuition cost not to exceed eight (8) semester hours (or twelve [12] quarter 
hours) in any contract year toward the cost of attending college, subject to the following 
provisions: 

 
1. The employee must submit evidence of grade “B” or better, or a “P” for pass/fail course(s) 

upon completion of said course(s) by October 1 of each year in order to be reimbursed 
for any course taken during the preceding school year (September 1-August 31.)  
Reimbursement for tuition will be paid after October 1 of that following year. 

 
2. Courses must be through an accredited college or university and must be job related (i.e.: 

knowledge or skills obtained are directly applicable to current job duties).  
  

3. Courses for reimbursement must have prior approval from the Executive Director. 
 
4. Employees who are granted reimbursement in advance must subsequently complete the 

intended course and receive a grade of “B” or better. Failure to produce documentation 
of completion of course and grade awarded, or a “P” for pass/fail course(s), within thirty 
(30) days after the end of the quarter or semester during which the course was taken will 
result in payroll deduction of the amount due the Board. 

 
5. In order to be eligible for tuition reimbursement, one must be a current employee at the 

time courses are taken as well as at the time reimbursement is requested, and must still be 
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a full-time employee on or after October 1 of the following year, when reimbursement is 
granted. 

 
6. A “paid receipt” will be required for reimbursement for any eligible course. 
 
7. An employee must remain in employment with MVECA for one calendar year following 

the tuition reimbursement or forfeit the reimbursement upon separation from MVECA.  
Any amount owed may be deducted from the employee’s final pay unless other 
arrangements are made. 

 
(B) Professional Training 
 
MVECA wishes to incentivize staff members to pursue certifications and training that benefit 
the organization through increasing one’s knowledge depth and skill set.  With prior approval 
of the Director, MVECA may pay for each employee to attend workshops, seminars, and 
certification-related curriculum.  

 
1. With prior approval of the Director, employees may be paid a one-time incentive of up to 

$2,500 for successfully obtaining certification through Cisco for a CCNA (Cisco Certified 
Network Associate) or higher certification, Cisco CCDA (Cisco Certified Design 
Associate) or higher certification, Microsoft technical certification, or other job-related, 
advanced certification through a reputable organization.   

 
2. Only those certification types deemed to have organizational value by the Director will 

qualify for the incentive. 
 
3. Employees may be required to pay for all or part of the training expenses in order to 

qualify for certification incentives. 
 
4. MVECA will pay the testing fee one time for employees wishing to gain certification. 
 
5. In order to be eligible for the incentive, one must be a current employee at the time testing 

is initiated. 
 
6. An employee must remain in employment with MVECA for one calendar year following 

the receipt of the incentive and/or training registration fees or forfeit the actual cost of 
training and incentive pay received.  Any amount owed may be deducted from the 
employee’s final pay unless other arrangements are made. 

 

III-M Uniforms 
 

 MVECA shall have the option to provide uniforms for any staff member in need of them. 

 

III-N Travel 
 
Employees will be paid mileage at a rate established by the Internal Revenue Service when 
using their personal vehicle for job-related travel in the course of their duties. In order to 
receive payment for such use, the employee must complete a mileage report and submit to 
the Executive Director or designee for approval, then to the Treasurer or fiscal agent for 
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payment. Only miles driven in excess of the employee’s normal commute are eligible for 
reimbursement. To compute reimbursable miles, employees are required to reduce total 
miles driven by the number of regular commuting miles that would have been driven that 
day. 
 
Employees assigned to a district: Every effort should be made with the district to structure 
work days for minimal travel. If the employee works in multiple locations, each destination 
is considered their office and travel to the location from home and/or from the location to 
home is considered part of the employee’s normal commute and thus not eligible for 
reimbursement.   

 
III-O Professional Licensure 

 
At the discretion of the Executive Director, MVECA may pay for the issuance and/or renewal 
of any professional licensure relevant to work conducted in service to MVECA.  Such 
licensure shall include, but not be limited to, licenses issued by the Ohio Department of 
Education. 

 
IV EMPLOYEE ABSENCE REGULATIONS 

 

IV-A Attendance 
   

The Board is vitally interested in the attendance of each employee and considers regular 
attendance an important criterion for satisfactory job performance and professional behavior. 
 
The privilege of employment imposes on each employee the responsibility to be on the job, 
on time, every scheduled workday. This responsibility requires that the employee maintain 
good health standards and practices, take intelligent precautions against accidents, both on 
and off the job, and manage personal affairs in order to satisfy attendance requirements. 

 

IV-B Personal Leave 
 

Full-time MVECA employees shall be eligible for a maximum of three (3) days each fiscal 
year (July 1-June 30) for personal leave.  

1. Employees who begin on or before September 30 are eligible for three (3) days 
2. Employees who begin on or before December 31 are eligible for two (2) days 
3. Employees who begin on or before March 31 are eligible for one (1) day 
4. Employees who begin April 1st or later will not be eligible for personal leave in 

that contract year. 
Part-time employees shall be eligible for a maximum of two (2) days each fiscal year (July 1-
June 30) for personal leave.  

1. Employees who begin on or before October 31 are eligible for two (2) days 
2. Employees who begin on or before February 28 are eligible for one (1) day 
3. Employees who begin March 1st or later will not be eligible for personal leave in 

that fiscal year. 
 
Such leave shall be granted upon notification, subject to the following conditions: 
1.   Personal leave should not be used during a new employee’s Probationary period, except 

in very unusual situations as pre-approved by the Executive Director. 
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2.  Notification shall be given to the Executive Director seventy-two (72) hours in advance 
unless circumstances make it impossible to comply herewith; in such event, the employee 
shall notify the Executive Director at the earliest possible time. 

3.  Personal leave should not be used immediately preceding or following holidays, vacation, 
or contractual year-end. 

5.  Personal leave shall be used in no less than one sixteenth (half-hour) increments. 
6.  Any unused personal leave will be converted to sick leave at the end of the fiscal year. 

 
IV-C Sick Leave 
 

1. Days of absence authorized under this provision shall be deducted from the sick leave 
accumulation. For full-time employees (as defined in Section III-A), one and one-fourth 
(1 1/4) days of sick leave shall be accrued for each completed month of employment up to 
15 days per year. Unused sick leave shall accumulate to a maximum of 280 days. For part-
time employees (as defined in Section III-A), sick leave shall be accrued at the rate of 4.6 
hours for every 80 hours worked, excluding overtime hours, up to a maximum 
accumulation of 210 hours. In accordance with HB153 PART TIME EMPLOYEES SICK 
LEAVE, employees who render regular part-time, per-diem, or hourly service must be 
granted at a rate of 4.6 hours of sick leave per 80 hours of service.” ORC. 3319.141. The 
effective date for this change is September 29, 2011. The 4.6 hours for every 80 hours 
worked is accrued as .575 days for every 80 hours worked for those employees paid in 
days, not hours. 

 
2. Should an employee have absences due to illness of more than the total accumulated sick 

leave, such employee may be granted an advancement of sick leave equal to the number 
of hour’s equivalent to five (5) of the employee’s workdays.     

 
3. Previously accumulated sick leave of any employee who has been separated from another 

public Ohio agency within the last ten (10) years shall be accepted at full value up to 280 
days provided none of such accumulated sick leave has been converted to pay upon 
retirement or other causes as provided by Section 124.39, Ohio Revised Code. 

 
4. Standard reasons acceptable for sick leave are the following: 

 
a. Personal illness; 
b. Injury; 
c. Exposure to contagious disease which could be communicated to others; 
d. Absence due to illness, injury, or death to employee’s immediate family; or, 
e. pregnancy. 

 
5. For the purpose of absence due to illness, injury, or death in the employee’s immediate 

family, immediate family shall be defined to include bona fide members of the employee’s 
household and/or spouse, parent, child, in-laws, brother, sister, aunt, uncle, grandparent, 
grandchild, or any relative who is dependent upon the employee. Stepchildren, step-
parents, foster children, and foster parents shall be considered immediate family for this 
purpose. 

 
6. An excuse from a doctor may be required, at the discretion of the Executive Director, in 

the event of excessive or extended absences for which sick leave is utilized. Employees 
will be notified if and when such verification is required. 
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7. If an employee has an unused balance of accumulated sick leave and if the employee is 
absent due to personal illness, injury, exposure to contagious disease or illness, injury or 
death in the immediate family, the employee is entitled to full pay for each day or one-half 
day of absence for which there is an equal amount of unused, accumulated sick leave. 

 
8. An eligible employee who is adopting a child is entitled to child care leave   

on the same terms as childbirth, the official date of adoption being considered the delivery 
date.  

 
The employee may use any or all of his/her accumulated sick leave for absence from work 
during the forty-two (42) calendar days following the date of adoption and/or ten (10) days 
of his or her accumulated sick leave in connection with the placement and adjustment.   
 

9. Vacation leave or personal leave may be used in lieu of sick leave upon approval from the 
Executive Director. 

 
10. Sick leave shall be used in no less than one sixteenth (half hour) increments. 

 
11. When an employee has exhausted his/her sick leave balance and is still in need of sick 

leave, employees may choose to donate a portion of their own accrued sick leave to the 
employee in need. Sick days may only be donated in whole day increments. Employees 
wishing to donate sick leave will notify the Executive Director and Treasurer in writing of 
their desire to donate, the number of days to be donated, and the recipient employee. Once 
donated, those sick days become sole custody of the recipient employee. 

 

IV-D Overtime Compensation and Compensatory Time 
 
MVECA employees meeting the Fair Labor Standards Act (FLSA) definition of non-exempt are 
eligible for compensation for hours worked over the assigned 40 hours in any workweek.  When the 
job assigned requires more than 40 hours per week, hours worked in excess of 40 will be 
compensated at one and one-half (1 ½) times the regular rate of pay at the time the hours were 
earned, unless compensatory time (hereinafter “comp time”) is granted as set forth below. 
 
MVECA will have the option of making payment for overtime hours or granting comp time for 
overtime hours after giving due consideration to the operational needs of MVECA.  In most cases, 
comp time will be granted instead of making payment to the employee. 

 
   1.   PROVISIONS: 

 
The following will be in effect for all overtime hours: 

 
a.  The 40-hour limit is based on actual hours worked.  Hours or days missed for personal 

leave, vacation leave, use of comp time, paid holidays, and/or sick leave are not 
counted toward the 40-hour limit.   

 
b.   All overtime hours must be recorded by the employee on the designated time sheet 

and turned in to the Office Manager or Executive Director on a weekly basis.   
 

c. All overtime hours must be requested and approved in writing by the Executive 
Director or designee prior to accrual.  Emergency situations that arise which make it 
impossible for prior approval will be handled on a case-by-case basis. 
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d. Comp time may not accrue above 40 hours.  In unforeseeable circumstances when 

comp time is accrued over 40 hours, it will be paid on a cash basis to employee. 
 

2. USE: 
 

Employees who have accrued comp time and request use of this time will be permitted to 
use such time off within a reasonable time period after making the request, if:  

 
a.  such use does not unduly disrupt the operation of the agency; 
 
b.  if not taken during anticipated peak workload times; 
 
c.  no emergency requirement for staff and/or services exists, and; 
 
d.  there are qualified substitute staff available when appropriate. 

 
All comp time must be used within the fiscal year it was accrued (July 1-June 30). Staff is 
encouraged to use comp time within one month of accrual.  Employees with comp time accrued will 
have comp time deducted prior to subtracting from any other leave balance.  All comp time must be 
exhausted before the use of vacation, personal, or sick leave will be granted.  

 
Any comp time approved but not used for the previous fiscal year will be paid to the employee in 
cash after June 30 of each year.  No comp time may be carried over into the next fiscal year. 
 
Overtime compensation may be paid in cash at any time at the employer's discretion, in lieu of 
providing comp time off.  Such overtime payment in cash would not affect subsequent granting of 
comp time off in future workweeks or work periods.  
 
If an employee's work situation required extensive, sustained, repeated hours above and beyond 40 
hours a week, the employee should discuss the situation with the Executive Director who will then 
determine the proper remedy under the circumstances. 
 
In the event the employment of any MVECA employee with accrued comp time or overtime hours 
is terminated for any reason, such employee will be paid in full for all time accrued at the 
appropriate rate (as described above), providing that all time was pre-approved and logged 
according to provisions above. 
 

IV-F Family Medical Leave  
 

MVECA shall provide all benefits guaranteed by the Family and Medical Leave Act (“FMLA”). 

 
1 An employee, to be eligible for leave, must have worked for MVECA for a total of twelve 

(12) calendar months and must have worked at least 1,250 hours during the twelve (12) 
calendar month period immediately preceding the employee’s request for FMLA leave. 

 
2. Each eligible employee is entitled to and shall be granted, upon request, up to twelve (12) 

weeks of unpaid leave during the twelve (12) calendar month period beginning on the date 
the employee’s first FMLA leave begins to care for a newborn child or for a child, parent 
or spouse who has a serious health condition or to recover from the employee’s own 
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serious health condition as defined by the FMLA. Such leave may be taken for the care of 
a newly adopted or newly placed foster child, as well as a newborn child. Any leave beyond 
the twelve (12) weeks during the twelve (12) calendar month period for the above 
combined purposes may be granted pursuant to the other leave provisions. 

 
3. Paid or unpaid leaves granted by other provisions in the MVECA Policies for the above 

purposes will count toward the employee’s 12-week FMLA leave allotment.  
 

4. Thirty (30) calendar days’ notice is required for the following: 
 

a. care for a newborn, newly adopted, or newly placed foster child; 
b. any foreseeable leave taken due to planned medical treatment for the employee’s own 

serious health condition or for the serious health condition of the employee’s child, 
parent, or spouse. 

 
If thirty (30) calendar days’ notice is not possible, the earliest time possible is required. 
The employee shall make reasonable efforts to schedule planned leave as to minimize 
any disruption to the workplace. 

 
5. Leave under the FMLA may be taken intermittently when medically necessary due to the 

employee’s own serious health condition or due to the serious health condition of the 
employee’s child, parent, or spouse. The employee will attempt to schedule medical 
procedures so as not to interrupt the employee’s work unnecessarily. 

 
6. The employee shall return to the same or comparable position that was occupied prior to 

the leave and shall not lose any employment benefits and/or seniority accrued prior to the 
date leave commenced.   

 
7. Employee shall supply medical certification from a licensed physician as to the   medical 

necessity for leave under FMLA and probable duration. The certification shall be given to 
the Executive Director at least one (1) week before the leave, except in an emergency. 
Certifications must be updated every thirty (30) calendar days. 

 
8. Interns, as defined in section III-A of this policy, are not eligible for FMLA. 

 
IV-G  Jury Duty Leave 
 

Any full-time employee of MVECA who serves as a juror shall continue to receive regular 
wages so long as the employee remits to the Treasurer all fees paid to him/her for this jury 
service. 

 
IV-H  Military Leave 
 

Regular MVECA employees who serve in the “uniformed services” in "active duty" as defined 
in Section 5903.01 of the Ohio Revised Code shall be entitled to one month’s paid military 
leave each year as required by Section 5923.05 of the Ohio Revised Code, and shall be granted 
all other rights and benefits required under Ohio law and under the Uniformed Services 
Employment and Reemployment Rights Act of 1994 (USERRA), 38 U.S. Code Section 4301 
and following. 
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IV-I Assault Leave 
 

Up to twenty (20) working days of assault leave shall be granted to a full-time employee who 
is absent due to physical disability resulting from an assault which occurs as a result of the 
employee’s employment with MVECA. The employee shall receive full pay and fringe 
benefits while on leave. Assault leave shall not be charged against sick leave. Any employee 
absent due to assault shall be obligated to provide MVECA a physician’s statement relative to 
the employee’s physical ability to return to work. 

 
Should an assault occur, the employee affected shall file with the Ohio Bureau of Workers’ 
Compensation. Any lost wages received from the Bureau will be deducted from what MVECA 
is obligated to pay such employee. 
 

IV-J Administrative Leave 
 

The Executive Director may place an employee on administrative leave, with pay, whenever 
the temporary removal of an employee from the workplace is deemed necessary for reasons 
of health, safety, or security, or for purposes of investigating charges against the employee.  
The period of such leave shall be at the discretion of the Executive Director, but shall not 
extend beyond the situation giving rise to the leave.  The Board may grant administrative leave 
as warranted, with or without pay, upon Board formal action. 

 

IV-K Limited Leave of Absence 
 

An employee with one (1) year of continuous service is eligible to request unpaid limited leave 
of absence of up to five (5) work days’ duration in any one fiscal year. Leave request must be 
submitted to the Executive Director no later than ten (10) days prior to the beginning date of 
leave. The Executive Director shall have the right to limit the number of employees permitted 
to take a limited leave of absence on any given day(s) and/or refuse to grant permission for 
leave. 

 

IV-L Extended Leave of Absence 
 

Extended Leave is considered to be an unpaid leave of more than ten (10) workdays, and is granted 
solely at the discretion of the BOARD.   Arrangements must be made in advance to determine 
how the employee’s tasks will be accomplished during the leave.  

 
In the event an employee assumes additional duties due to another employee’s being on extended 
leave, the Executive Director will meet with the affected employee to periodically prioritize 
workload and, if deemed appropriate, arrange for temporary help, and/or overtime pay/comp time. 

 

IV-M Miscellaneous Leave Provisions 
 

If the Executive Director deems it necessary to fill the temporary vacancy created by an employee 
who is on an extended leave of absence, the Executive Director shall select the most qualified staff 
member to fill the temporary vacancy. The temporary replacement employee will receive the same 
contractual hours and benefits as the employee on leave until the employee on leave returns.  

 
Any employee returning from a paid or unpaid leave of absence or SERS disability retirement 
leave shall return to the same or similar position with the same number of hours/days if the position 
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exists as when the employee went on leave. The employee replacing the employee on leave shall 
return to his/her normal duties. 

 

 
IV-N  Emergency Closing 

 
The Executive Director may close the MVECA offices in the event of emergency or severe 
inclement weather.  Under these circumstances, no employee is expected to report to work.  

 
 


