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Section 1. Introduction 
 

Who is The Arc of Ohio? 

 

The Arc of Ohio is a statewide membership association made up of people with 

intellectual, other developmental disabilities, their families, friends, interested citizens 

and professionals in the disability field.  

Together with our individual members and local chapters, we advocate for more than 

330,000 Ohioans with intellectual, other developmental disabilities and their families.  

 

 

Our Mission 

 

The mission of The Arc of Ohio is to advocate for human rights, personal dignity and 

community participation of individuals with developmental disabilities, through 

legislative and social action, information and education, local chapter support and 

family involvement.  

Our values are based on the concept that all people, regardless of ability, have the right to 

be productive, interdependent members of their respective communities and the society at 

large.  

We recognize the fundamental role of families in making choices and decisions for their 

minor children.  

We also hold that individuals, who are adults, have the right to make their own choices 

concerning where and with whom they will live, and how they will spend their time, 

regardless of ability.  

 

Core Values of The Arc of Ohio 

 

People First: The Arc believes that all people with developmental disabilities have 

strengths, abilities and inherent value; are equal before the law; and, must be treated with 

dignity and respect. The Arc represents supports and acts on behalf of individuals and 

their families, regardless of level of disability or membership in The Arc. The Arc 

believes in self-determination, by empowering people with the supports needed to make 

informed decisions and choices.  

Democracy: A democratic process involving local chapter members, committees and 

Board of Trustees, is utilized to take positions on important issues, policies and programs.  
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Visionary Leadership: The Arc leads by promoting its mission, core values and position 

statements. We lead with integrity, accountability and by open, honest and timely 

communication. We work with individuals, organizations and coalitions in a 

collaborative fashion. There is a valued partnership with volunteer and staff leadership at 

all levels of the organization that provides mutual support for their respective roles.  

Community Participation: The Arc works toward and believes in the community 

imperative that all people have the fundamental, moral, civil and constitutional rights to 

live, learn, work, play and worship in safe and healthy communities of their choosing. 

The Arc has the responsibility to ensure the safety and well being of individuals with 

mental retardation and other developmental disabilities.  

Diversity: The Arc values and insists upon diversity in its leadership and membership. 

The Arc actively pursues and welcomes diverse groups (including, but not limited to: 

race, ethnicity, religion, age, geographic location, sexual orientation, gender and level of 

disability).  

Integrity and Excellence: The Arc conducts its business with integrity and reflects 

quality and excellence in all its work.  

 
 
 

The Arc’s growth and development depends a great deal on its employees, who are an 

integral part of the association.  We want employees to experience job satisfaction, 

growth and a sense of inclusion in the vision and mission of The Arc of Ohio.  To this 

end, it shall be the policy of The Arc to hire, train and retain outstanding employees, fully 

capable of carrying out the association’s goals and objectives.  A continuous effort shall 

be made to develop and implement sound personnel practices, compatible with those in 

similar activities and organizations.  In doing this, The Arc must meet local, state and 

federal laws applicable to its employees and provide general working conditions, salaries 

and employee benefits which reflect the responsibilities of other major statewide not-for-

profit agencies.  The Arc recognizes its ability to provide continuing leadership, technical 

and professional competence and service in the field of mental retardation and other 

developmental disabilities is dependent on its employees.  The Arc of Ohio will therefore 

strive to provide a work climate which is mutually beneficial to the Association and its 

Employees. 

 

The contents of these Personnel Policies are presented for purposes of information only.  

The language set forth in these policies is not intended to create, nor is it construed to 

create, a contract of any kind between The Arc of Ohio and any or all of its employees.  

While we seek a mutually supportive relationship between staff and management, either 

party may terminate employment with or without cause. 
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Section 2.  Non-Discrimation Policy 

 

The Arc of Ohio maintains of policy which prohibits discrimination.  Employment 

policies, practices and procedures will be based on standards of ability, experience, 

relevant education, performance and ability to carryout essential functions of a position. 

 

In keeping with this commitment to nondiscrimination, The Arc maintains a strict policy 

prohibiting harassment of any kind (including, but not limited to sexual harassment or 

harassment based on gender, disability or sexual orientation).  This policy applies to all 

employees, volunteers and agents of the association.   

 

An employee who believes he/she has been harassed shall promptly report the facts of the 

incident and the name(s) of the individual(s) involved to The Chief Executive Officer 

(CEO).  If the CEO is alleged to have participated in the harassment, then a report shall 

be filed with the President of the Board of Trustees. 

 

It is the responsibility of the CEO to investigate any and all such allegations; take 

appropriate disciplinary action; and, protect the employee from retaliation.  Should a 

complaint be filed against the CEO or a member of the Board of Trustees, the Personnel 

Committee shall investigate and recommend action to the Executive Committee. 

 

Section 3. Personnel Classification 
 

Each employee is identified as Exempt (Exempt for Overtime Pay) or Non-Exempt (Not 

Exempt from Overtime Pay) based on qualifications and job responsibilities.   

 

1. Direct Support Program Staff would typically be considered Non-Exempt. 

2. Program Staff are considered Part Time and are not regularly scheduled to work 

more than 40 hours in one work week. 
 

Section 4. Employment 
 

The Board of Trustees will employ a Chief Executive Officer; establish his/her duties; 

and, fix his/her salary.  He/She will serve under the direction of the Board of Trustees, 

through the President as a Exempt Full Time Employee. 

 

The CEO will have the power to employ, terminate, establish duties and fix the salary of 

the other employees. 

 

A. Job Descriptions 

A written job description will be developed for each position and must 

outline, at least: Title, Immediate Supervisor, Exempt or Non-Exempt 

Status, Qualifications and Responsibilities. 

B. Vacancies 

All vacancies for employment will be advertised internally and/or 

externally in a manner consistent with applicable laws.    
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C. Application 

Applicants will submit applications or letters of application outlining 

education, experience and references.  References and background 

must be checked prior to an offer of employment. 

D. Employment 

An offer of employment will be confirmed in writing with salary rate, 

position, Exempt/Non-Exempt status, date of employment and any 

other terms of employment, which include but may not be limited to a 

criminal background check. 

 

All potential employees must provide proof of US Citizenship or 

authorization to work in this country and must have specific training 

required for their position at the time of employment or within a time 

period specified in Ohio Administrative Code. 

 

Each employee will be provided a copy of his/her job description and a 

copy of the Personnel Policies.  The employee must sign a statement 

that he/she has read, understands and agrees to items outlined in the 

job description and the personnel policies.  The statement will become 

part of the personnel file. 

E. Personnel File 

Personnel files are property of The Arc of Ohio.  Files are confidential 

with access provided only to the CEO, Chief Operating Officer (COO) 

 and specifically assigned staff.  All others, including the Employee, 

must request access from the CEO or COO.  (The President and/or 

Chair of the Personnel Committee may have access to the CEO’s file.)  

The employee may only review the file in the presence of the CEO, 

COO or their designee and may not remove original documents from 

the file without their authorization.  Copies of original documents will 

be provided to an employee upon reasonable request.  

 

Section 5.  Conflict of Interest 
 

Employees of The Arc of Ohio, other than the CEO, may not serve on The Arc of Ohio 

Board of Trustees in any capacity. 

 

Section 6. Work Time 
 

A. Office Hours 

The Arc of Ohio office is normally open from 8:00 a.m. to 5:00 p.m., 

Monday through Friday, except for designated holidays.   

 

B. Work Schedules 

Work schedules for direct support staff will vary depending on 

authorized support hours, the (ISP) Individual Service Plan, the 
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PAWS (Payment Authorization of Waiver Services) Individual / 

Family need and the number of individuals supported per employee.   

 

C. On-Site On Call 

Staff will occasionally be authorized to sleep while supporting an 

individual, according to the individual’s ISP.     

 

Staff will be compensated at the Ohio minimum wage while sleeping 

and their regular hourly rate when required to provide support. 

 

Staff will be compensated at their regular hourly rate for the entire 

night IF they do not have a minimum of five (5) hours of 

uninterrupted sleep. 

 

D. Overtime 

Non-Exempt staff may not work over 40 hours total in any one week 

without prior approval from Human Resources.   

Non-Exempt staff required to work over 40 hours in any work week 

due to an emergency situation will be compensated at 1 ½ times their 

hourly rate.   

 

Section 7. Pay Period 

 

The Arc of Ohio maintains a 2 week pay period which begins at 12:00 a.m. every other 

Saturday. 

A. Time Worked/Documentation 

Documentation of hours worked and task provided are required for 

all non-exempt part time staff.   

 

Online documentation must be submitted by Monday, 3 p.m. 

following the end of each pay period. 

 

Exempt full time staff are not required to document hours for 

purpose of full time exempt employment, but may be required to 

document actual hours and tasks provided as it relates to various 

grants and funding sources. 

 

Contact Human Resources if you have questions regarding time 

and documentation. 

 

B. Pay Day 

Employees are paid every other Friday following the submission of 

a time sheet and approval, when applicable.  All employees are 

paid through Direct Deposit. 
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Section 8. Electronic Visit Verification 

 
Electronic Visit Verification (EVV) is an electronic system that verifies key information 

about the services provided. In accordance with the Cures Act, the system implemented 

by the Ohio Department of Medicaid (ODM) will record the date of the service, the time 

the service started and ended, the individual receiving the service, the person providing 

the service and the location of the service. 

 

EVV does not replace documentation required for payroll.  Staff will be trained in its use 

as part of orientation, when applicable, and must comply with ODM requirements as a 

condition of employment. 

 

Section 9. Orientation Period 
 

An orientation period is established so that an employee can demonstrate his/her 

capability of fulfilling job responsibilities.  It also provides an opportunity for The Arc to 

train and orient the employee to the association. 

 

A. The Orientation Period will be six months.  That period may be 

extended, after a documented evaluation, by the immediate supervisor. 

B. Ongoing orientation, informal evaluation and supervision will be 

provided throughout this period.  A formal evaluation shall be made no 

later than 6 months after employment. 

C. Employees may be terminated or resign during the Orientation Period, 

without notice. 

 

Section 10.  Code of Contact 

 

Employees and Agents of The Arc of Ohio are representatives of the Association and 

must therefore present a positive image to the public.  Attire may vary, but employees 

must be neat, clean and dressed appropriately for the work situation. 

 

The consumption of alcohol and other intoxicating substances during work hours or 

reporting to work while under the influence is strictly prohibited. 

 

Section 11.  Whistle Blower Policy / Mandated Reporting 
 

It is the responsibility and requirement of all employees to observe the highest standards 

of business and personal ethics while conducting organization business and to report 

abuse, business and personal ethics violation, or suspected violations. 

 

No employee, who in good faith, reports a violation shall suffer harassment or retaliation, 

nor will he or she suffer an adverse employment consequence.  An employee who 

retaliates against someone who has reported a violation in good faith is subject to 

discipline up to and including termination of employment. 
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The Arc of Ohio suggests that employees share their questions, concerns, suggestions or 

complaints with their immediate supervisor first.  If the concerns involve the immediate 

supervisor, employees should speak with the CEO. 

 

Should the concerns involve the CEO, employees should speak with the President of the 

Board of Trustees. 

 

The CEO or the President, if the concern involves the CEO, shall be responsible to 

investigate any concerns.  If the employee is not satisfied with the results of the 

investigation, they may report their concerns to the Vice President, who shall convene a 

meeting of the Executive Committee. 

 

The Executive Committee shall investigate the concern and act appropriately.  The action 

of the Executive Committee shall be final. 

 

Anyone filing a complaint concerning a violation or suspected violation must be acting in 

good faith and have reasonable grounds for believing that the information disclosed is 

accurate and a violation of business or personal ethics.  Any allegations that prove to be 

false or unsubstantiated, and which prove to have been made maliciously or knowingly, 

will be viewed as a serious offense requiring disciplinary action. 

 

The immediate supervisor, CEO or President in the event the complaint concerns the 

CEO, must acknowledge the receipt of the reported violation within 5 business days.  All 

reports will be promptly investigated and appropriate corrective action will be taken, if 

warranted, by the investigation. 

 

Section 12. Evaluations 
 

All staff will receive a written evaluation at 6 months and then at least annually 

thereafter.  Evaluations may be informal in nature but written documentation of the 

evaluation is required.  Evaluations will be signed by the immediate supervisor and the 

employees. Copies of evaluations will be placed in the employee’s personnel file. 

 

Section 13. Employee Benefits 
 

The following benefits shall be available to employees: 

 

1. Workers’ Compensation 

All employees are covered by the Ohio Workers’ Compensation laws for 

accidents which occur during work time.  All accidents must be reported 

immediately to Human Resources. 

2. Unemployment Compensation 

All employees are covered by Ohio Unemployment Compensation laws. 
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3. Social Security 

The Arc will pay the rate required by the Social Security Act of all 

employees. 

 

 

A.       Family Leave 

Upon successful completion of the Orientation Period, all employees may 

be granted up to 8 weeks of unpaid Family Leave. 

 

  At least two weeks written notice to the CEO is requested. 

 

Family Leave may be used for the birth, adoption or foster care of a child.  

It may also be used for illness of a child or direct family member.  Direct 

Family Member is defined as spouse or significant other, parents, 

grandparents, including parents or grandparents of the spouse or 

significant other and individuals living in the employee’s household 

considered by the employee to be “family”. 

 

B.      Military Leave 

An employee will be granted an unpaid leave of absence for military 

reserve duty, after the successful completion of the orientation period.  A 

request for leave must be made in advance to the CEO. 

 

C.      Leave Without Pay 

Leave without pay may be granted at the discretion of the CEO or his/her 

designee. 

 

Section 14.  Transportation 
 

Personnel may be called on to transport individuals from time to time.  Reasonable 

expenses incurred during that travel will be reimbursed. 

 

1. The use of a private vehicle for work related transportation of individuals 

will be reimbursed at a rate which may vary according to rates paid by the 

Ohio Department of Developmental Disabilities.  Check with Human 

Resources to determine your actual rate of reimbursement. 

2. Only staff who have met certification standards and are approved by The 

Arc of Ohio to provide transportation may transport and receive 

reimbursement for transportation. 

3. Expenses for parking, tolls, meals, lodging and other such expenditures 

necessary in connection with their official duties will be reimbursed at 

actual cost.  All employees are to be reasonable and economical in 

choosing meals and lodging.  (Expenses beyond transportation 

authorized in the ISP, parking and tolls must be approved in advance 

by Human Resources.) 
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4. Alcohol and additional items such as in-room movies are not reimbursable 

as a travel expense. 

Section 15. Termination of Employment 
 

Employment with The Arc of Ohio is a mutual decision by The Arc and its employees.  

The Arc provides employees with every opportunity to be successful in their employment 

experience and be assured of fair employment practices. 

 

Termination of employment by The Arc for reasons other than lay off and financial 

limitations is the most serious form of discipline used by The Arc. 

 

The Arc reserves the right to terminate an employee immediately for incompetence, 

malfeasance, gross misconduct, insubordination and other causes determined by the 

Board of Trustees.  In all other cases, The Arc adopts a policy of counseling and 

progressive discipline. 

 

1. The Director and/or immediate supervisor will maintain an open dialogue with 

each employee regarding strengths and areas of concern. 

2. Documentation of strengths and concerns will be documented in written 

evaluations within the first six months and annually thereafter. 

3. The immediate supervisor will counsel the employee and document in the 

employee’s personnel file areas which need improvement and progress or lack 

of progress in correcting those concerns. 

 

Termination of employees other than the CEO will be made by the immediate supervisor 

with notification and the reasons given to the CEO.  Termination of the CEO will be 

made by the President, with approval of the Executive Committee.  The decision of the 

Executive Committee must be confirmed, upon request of any Officer, Trustee or the 

former CEO, by a majority vote of the Board of Trustees, to be upheld. 

 

Employees terminated by the Director or immediate supervisor may appeal to the CEO.   

1. The employee will submit a written grievance to the CEO, who must respond 

to the employee in 5 days.  The decision of the CEO is final. 

 

Section 16. Authority 

 
The Personnel Policies are policies established by The Arc of Ohio Board of Trustees.   

 

The Executive Committee will review the Personnel Policies periodically and 

recommend any additions, deletions or modifications to the Board of Trustees. 

 

 

Adopted by The Arc of Ohio Board of Trustees: 

 

Originated:  10/5/2019 


