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SCHOOL DAY 
 
All teachers are required to be in their building before and after the time acquired for pupils.  
This time is required for record-keeping, planning, faculty meetings, in-service, parental 
conferences, meetings or tutorial sessions with students. 
 
  School Day for Teachers 
 
   Elementary School   7:30 - 3:00 
 
   Middle School    7:45 - 3:15 
 
   High School    7:30 - 3:00 
 
  School Day for Students 
 
  Elementary School  8:00 - 2:30 
    
   AM Kindergarten* 
   Center School  8:00 -      12:20 
   Gates Mills             8:00     -           12:40   
   Lander   8:00       -   12:15 
   Millridge   8:00 - 12:20 

*Note:  Kindergarten students may attend on a full day or 
half-day, every day schedule.  Kindergarten times are based on building lunch 
and recess schedules. 

 
 
  Middle School  8:00 - 3:00 
 
  High School  7:40 - 3:00 
 
 















Right of Employees to Association Representation 
 
 
 

“The Board and Association agree that bargaining unit members have the right to 
Association representation at meetings/conferences where the employee believes that 
adverse or disciplinary actions may be raised or taken by the administrator.  These 
rights are consistent with R.C. 4117.04 (A) (3) and the Collective bargaining 
Agreement article XXXIV.” 



 
Continuing Contract Status 

 
Any professional staff member who expects to complete the training and experience 
requirements for continuing status during any school year must so notify the 
Superintendent, using the form 2413y found on the next page, before October 1 of that 
school year. Early notification is required in order to permit observation and evaluation of 
the applicant with continuing status in view. 
 
The principal of each building shall remind the staff of this requirement at a staff meeting 
during the month of September of each school year. 



MAYFIELD CITY SCHOOL DISTRICT 
1101 S.O.M. Center Road 

Mayfield Heights, OH   44124 
 

NOTICE OF CONTINUING STATUS ELIGIBILITY 
 

1. Service Requirement 
 

If continuing status has not been achieved elsewhere in Ohio, three years of satisfactory teaching experience in 
Mayfield within the last five years is necessary.  If applying under this provision, when will your three years of 
teaching experience be completed? 

 
                              

 
If continuing status was achieved elsewhere in Ohio, two years of satisfactory teaching experience in Mayfield is 
required.  If applying under this provision, when will your two years of teaching experience be completed? 

  
                              
 
2. Certification Requirement (O.R.C. #3319.11) 
 

An 8-year professional teaching certificate or 5-year professional teaching license is required AND thirty (30) 
semester hours of graduate credit in professional education and related disciplines must be completed SINCE THE 
GRANTING OF YOUR INITIAL CERTIFICATE/LICENSE.  The specific requirements are determined by the 
Ohio Department of Education.  You must also be employed full time and teaching in an assignment related to the 
professional certificate/license. 

 
IT IS YOUR RESPONSIBILITY TO MAKE CERTAIN THAT ALL COURSE WORK IS COMPLETED, 
TRANSCRIPTS RECEIVED AND YOUR 5-YEAR PROFESSIONAL LICENSE IN HAND BY THE PERSONNEL 
OFFICE PRIOR TO APRIL 1ST. 

 
 When will you have completed the requirements for the 5 year professional license?  
 
                              

 
How many of the required semester hours do you have completed and documented as of the date of this application? 

 
                              
 
In providing this information you are informing the appropriate administrative officer that you wish to be considered for a 
continuing contract commencing with the next school year, and wish to have your professional competency so evaluated 
during this school year. 
 

Signed                 
  
School                
 
Date                

 
Return to: Superintendent’s Office 
   c/o Central Office or 
   1101 S.O.M. Center Road 
   Mayfield Heights, OH   44124 
 
8/04 



                         
 
Any professional staff member who expects to complete the training and experience requirements for 
continuing status during any school year must so notify the Superintendent of Schools, using handbook 
form found on the next page, before October 1 of that school year.  Early notification is required in order 
to permit observation and evaluation of the applicant with continuing status in view. 
 
The principal of each building shall remind the staff of this requirement at a staff meeting during the 
month of September of each school year. 
 
 
 
 









 

Lesson Plans 

 

Mayfield courses of study are aligned with Ohio Academic Content Standards.  Teachers 
are required to teach the courses of study.   
 

Lesson plans give clear directions for instruction and implementation of the course of 

study.  Mayfield requires that one week’s advanced work be organized in a lesson plan.  

The plan should contain course of study objectives, the materials/equipment needed, the 

procedures used to teach the lesson, student assignments for guided practice, and the 

method of evaluating the effectiveness of the lesson.  If appropriate, student homework 

assignments should also be indicated. 
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K-7 LANGUAGE ARTS PROGRAM 
 

In 2003 the Mayfield Board of Education adopted Balanced Literacy as the district’s K-7 
language arts program.  In a balanced literacy program students receive instruction based 
on the five essential components of reading instruction (National Reading Panel, 2000).  
No one process receives more attention than another; all are equally important, thus the 
term balanced.  Comparable amounts of time should be devoted to each of the essential 
components.  Instruction includes whole group, small group, and individual instruction.  
Every student receives explicit teacher instruction every day.  
 
 
 

 
 

 
 

 
National Reading Panel: Teaching Children to Read.  Washington, DC: Institute of 
Health and Human Development. 
www.nationalreadingpanel.org 
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HOMEWORK 
 
Grades K-2 
 
Homework should be: 
 

1. approximately 30-50 minutes per weekend. 
 

2. mainly from previously mastered objectives. 
 
Suggested homework for parents: 
 

1. reading to child; 
 

2. child and parent reading together (supported reading); 
 

3. child reading independently to parent and 
 

4. practice math facts and spelling words for short periods each night. 
 
Grades 3-4 
 
Homework should be: 
 

1. approximately 100-120 minutes each week; 
 
2. mainly from previously mastered objectives; 

 
3. meaningful; 

 
4. followed by immediate feedback from teacher and 

 
5. not be project based (projects need to be completed in class). 

 
Grades 5-6 
 
Homework should be: 
 

1. approximately 135-160 minutes each week; 
 
2. mainly from previously mastered objectives; 

 
3. meaningful and 

 
4. followed by feedback from teacher. 

 



Grades 7-8 
 
Homework should be: 
 

1. approximately 200-260 minutes each week; 
 

2. mainly from previously mastered objectives; 
 

3. meaningful and 
 

4. followed by feedback from teacher. 
 
Grades 9-12 
 
Homework should be: 
 

1. approximately 300-400 minutes each week; 
 

2. mainly from previously mastered objectives; 
 

3. meaningful and 
 

4. followed by feedback from teacher. 
 
 
 
 
(Approval date:  December 19, 2001) 
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TUTORING FOR PAY 
 
No teacher may tutor for pay a student who is a member of his/her class.  Tutorial assistance to 
students is considered a normal responsibility of the teacher, except in extenuating 
circumstances. 
 
A teacher may tutor other students on school premises for pay only in accordance with the 
following conditions. 
 

1. Tutoring is done after the regular school day unless special exceptions are 
approved by the Superintendent. 

 
2. Tutoring in the school must have the approval of the principal and must be in 

accordance with District requirements and guidelines for community use of 
school facilities. 

 
 
 
 
 
(Adoption date:  December 19, 2001) 
 
 
 
 



Information to Parents 

 

The principal must approve any information sent home with pupils. When material is sent 

home, explain the content to students and why the paper is important for their parents to 

receive and read.   

 

The Superintendent or his/her designee before dissemination to students must approve 

items other than authorized school district material.  Buildings should not accept 

unapproved materials.  Those seeking approval should be directed to the Central Office.   

 

Community bulletin boards are available in each building for posting public notices 

important to parents, students, and staff. 
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Contact With Non-Custodial Parents 
 
The Mayfield School District believes it is appropriate to afford non-custodial parents* the 

opportunity to be informed and to participate in the education of their children on the same basis 

as any parent.  Access to the records shall be in accordance with the Family Educational Rights 

and Privacy Act of 1974.  Upon request, non-custodial parents shall be entitled to exercise all 

parental rights to the extent that a legally binding ins trument or court order does not restrict such 

rights.  Action shall be taken to inform non-custodial parents of their rights and to assist them in 

the exercise of those rights. 

 
*A non-custodial parent refers to the parent who does not have custody of the child, but does 
have the right to information about the child’s education. 
 
Procedures: 
 

1. A reasonable attempt will be made to publicize this policy so that all affected parents will 
know of its existence and its provision.  Articles will be placed in the school community 
newsletter and in parent-teacher group newsletters. 

 
In addition, information about the policy will be presented to the media and to interested 
publishers of educational journals. 
 

2. The Emergency Medical Authorization form will have a section for listing the name, 
address, and telephone number of the non-custodial parent. 

 
3. Parents may initiate a written request to the building principal for the standard 

information listed below: 
 

• A school calendar 
• Grade reports 
• Conference dates and times 
• Progress reports 

 
4. During September of each school year, an information letter about the practice will be 

sent to each non-custodial parent listed on the medical authorization form. 
 

5. At the elementary level, a mutually agreeable conference arrangement will be made. 
 

6. All staff will be oriented to rights of non-custodial parents and these procedures. 
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ACCELERATION 
 
 
The educational philosophy supports the academic flexibility necessary to meet the individual 
needs of its students.  The possibility of subject acceleration is one method of demonstrating this 
academic flexibility. 
 
Students should possess and demonstrate social and emotional characteristics that will permit 
conformity with the pattern of behavior commonly expected of students in the requested grade 
placement.  Students with a demonstrated high ability will always be considered in terms of 
social and emotional factors that interact with the high ability. 
 
Subject acceleration may be considered and/or permitted in grades one through seven if the 
following criteria are met: 
 

1. The student has successfully met the eligibility criteria for the District’s AEP 
Program. 

 
2. The student has obtained a cognitive score of at least three standard deviations 

above the mean on the qualitative ability portion of a standardized test. 
 

3. The student has obtained scores of 95% and above the average in the mathematics 
section of a standardized achievement test. 

 
Time Line/Sequence of Events 
 

1. Subject acceleration will be considered during the first quarter of each school 
year.  Each request for subject acceleration will be considered on a case by case 
basis. 

 
2. An informal meeting is set up by the building principal to discuss the needs of the 

student.  The classroom teacher, principal, school psychologist and AEP 
coordinator will be present at this meeting. 

 
3. After test evidence and interview information is considered, a plan will be created 

to subject accelerate or enrich at grade level in math. 
 

4. The plan will be reviewed by the curriculum office. 
 

5. The plan and decision will be presented/discussed with parents and the building 
principal.  The decision may be appealed to the Superintendent. 

 
 
 
(Adoption date:  December 19, 2001) 
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REMEDIAL INSTRUCTION 
 
 
The educational program is designed and operated to be developmentally appropriate and avoid 
the necessity for remedial education.  In those cases in which students have clearly not 
performed commensurate with their capabilities, efforts are made to remedy the condition and 
attain the learning results sought. 
 
The Board directs the classroom teachers of students in their first, second and third grades to 
annually assess and identify, at the end of the school year, the reading skills of each student who 
is reading below grade level.  The parent or guardian is notified of each student whose reading 
skills are below grade level and intervention services are provided to the student. 
 
Students who are reading below grade level at the end of the third grade are offered intense 
remediation services during the summer following third grade. 
 
The District involves the student’s parent(s) and classroom teacher in developing the intervention 
strategy and offers to the parent(s) the opportunity to be involved in the intervention. 
 
Intervention services will be offered to students who fail to attain proficient score on the 
following tests: 
 

1. any fourth or ninth grade proficiency test or 
 

2. on a third, fourth, fifth, seventh, eighth or tenth grade achievement test. 
 
Any fourth or sixth grade student who fails to pass three or more of the five proficiency tests is 
offered summer remediation. 
 
Students in the fourth, fifth, seventh or eighth grade may be retained if they score below basic on 
one achievement test. 
 
Effective July 1, 2003 
 
The fourth grade reading guarantee will be replaced with the third grade reading guarantee. 
 
Third grade students who receive a below basic score on the third grade reading achievement test 
are provided one of the three options: 
 

1. promotion to the next grade if the principal and reading teacher agree that other 
evaluations of the student’s work indicate the student is academically prepared for 
the next grade; 

 
2. promotion to the next grade with “intensive intervention” in that grade or 

 



3. retention in the current grade. 
 
Certain students who are offered intervention services with after-hours or in summer classes are 
truant if they don’t attend the intervention programs. 
 
Intervention services will be offered to students who are not making satisfactory progress toward 
the attainment of the statewide academic standards for their grade level. 
 
The Superintendent is directed to maintain remedial instructional programs or intervention that 
assist all students in meeting and maintaining minimum levels of student proficiency in 
communication and computation skills.  These programs include procedures to evaluate student 
achievement related to the remedial program objectives and standards.  Ongoing communication 
between teaching staff members and parents of students participating in remedial educational 
programs is coordinated by the Superintendent and the administrative staff.  The Superintendent 
is directed to evaluate the remedial education programs and report to the Board each school year 
as to their effectiveness in maintaining minimum levels of student proficiency. 
 
 
(Adoption date:  December 19, 2001) 
 
 
LEGAL REFS.:  ORC 3301.07 
       3313.608 
     OAC 3301-35-02 
 
CROSS REF:    IKE, Promotion and Retention of Students. 
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GRADUATION REQUIREMENTS 
 
The Board desires that its standards for graduation meet the minimum standards of the Ohio 
Department of Education as well as those of the North Central Association of Colleges and 
Secondary Schools and, further, that our high schools compare favorably with high schools in the 
state recognized for excellence. 
 
The minimum requirements for graduation from high school are as follows. 
        
       Currently 9/15/03 
  English    4 units  4 units 
  Social studies    4 units  3 units 
  Science    2 units  3 units 
  Mathematics    3 units  3 units 
  Health and P.E.    1 unit  1 unit 
  Electives    8 units  7 units 
                21 units           21 units 
The requirements for graduation include: 
 

1. student electives of at least one unit, or two half units, from the areas of 
business/technology, fine arts and/or foreign language and 

 
2. units earned in English language arts, mathematics, science and social studies 

delivered through integrated academic and technical instruction. 
 
Each student is required to complete three units in another subject in addition to the English 
requirement. 
 
Summer school credits are accepted toward graduation, provided that administrative approval 
has been given prior to registration for the course. 
 
Credit is awarded for a course successfully completed outside of regular school hours by a 
student at an accredited post-secondary institution.  High school credit awarded for a course 
successfully completed under this section of the Ohio Revised Code counts toward the 
graduation requirements and subject area requirements of the District.  If a course comparable to 
the course successfully completed is offered by the District, then comparable credit for the 
completed equivalent course shall be awarded.  If no comparable course is offered, the District 
shall grant to the student an appropriate number of credits in a similar subject area. 
 
The course can be free of charge or paid by the student’s parent or guardian. 
 
High school courses offered through correspondence courses are accepted for credit toward 
graduation only when they meet the following criteria. 
 
 



1. Credits earned in correspondence schools directly affiliated with state universities 
are evaluated by the school administration for students who wish to qualify for 
graduation from high school. 

 
2. Credits earned from correspondence schools not directly affiliated with an 

accredited college or university may not be applied toward graduation. 
 

3. Credits earned from schools which have been established primarily for 
correspondence study, rather than an institution primarily for residence study, are 
not accepted toward graduation. 

 
High school courses offered through the United States Armed Forces Institute by cooperating 
colleges and universities are accepted for credits toward graduation as follows. 
 

1. An official transcript must be received from the school offering the course.  
Credits granted must comply with State Department of Education regulations and 
also North Central Association of Colleges and Secondary Schools requirements. 

 
2. No more than eight Carnegie units of credit or equivalent quarter hours may be 

granted for courses in the armed forces. 
 
Student work completed in grades eight through twelve is applied towards graduation credit if 
the course is taught by a licensed teacher and is designated by the Board as meeting the 
curriculum requirements. 
 
 
(Adoption date:  December 19, 2001) 
 
 
LEGALS REFS.:   ORC  3313.60; 3313.603; 3313.61 
         OAC  3301-35-02 
 
 
CROSS REFS.:  IGCD, Educational Options (Also LEB) 
     IGCI, Community Service Learning 
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REQUIREMENTS FOR REPORTING CHILD ABUSE 
 
Recent changes in State law governing child abuse and an increased frequency of reported cases 
of suspected child abuse warrant this policy to all principals and other staff members regarding 
the management of cases of suspected child abuse.  The following procedure is to be used in 
cases of suspected child abuse. 
 

1. Any school employee who knows or suspects that a child is being, has been or is 
in peril of being abused and/or neglected or a disabled child under 21 years of age 
has suffered or is suffering any type of abuse or neglect shall immediately report 
that suspicion, in person or by telephone, to the Cuyahoga County Department of 
Children Services.  If the Department of Children Services is unavailable, the 
report should be made to the appropriate police department. 

 
2. Appropriate telephone reports and the follow-up written reports, including 

documentation, will be submitted to the Cuyahoga County Department of 
Children Services by the employee suspecting the abuse or neglect. 

 
3. The employee will then give the information to the principal and to the Pupil 

Services Department and include the names and addresses of the child and his/her 
parent(s) or person(s) having custody of such child.  The report should also 
include the child’s age, the nature and extend of the child’s injury, or the evidence 
of neglect.  Any further information, which might be helpful to the agency, may 
also be supplied. 

 
School personnel who make reports or participate in judicial proceedings resulting from such 
reported cases of suspected child abuse shall be immune from civil or criminal liability that 
might otherwise be incurred or imposed as a result of such action. 
 
Recent additions to the Ohio Revised Code indicate that any person who is required to report a 
case of suspected abuse or neglect and fails to do so is guilty of a misdemeanor of the fourth 
degree.  A second addition to the law recently instituted indicates that reports made under this 
section of the Ohio Revised Code are confidential and any person who permits or encourages the 
unauthorized dissemination of its contents may be found guilty of a misdemeanor of the fourth 
degree. 
 
All personnel are encouraged to contact the Office of Pupil Personnel with respect to any 
questions relating to procedures contained within this policy as well as the reporting of suspected 
cases of child abuse. 
 
The Board shall develop a program of in-service training in child abuse prevention for all 
elementary school nurses, teachers, counselors, school psychologists and administrators.  The 
Board shall develop this program in consultation with public or private agencies or persons 
involved in child abuse prevention or intervention programs. 
 



Each person employed by the Board to work as an elementary school nurse, teacher, counselor, 
school psychologist or administrator shall complete at least four hours of in-service training in 
child abuse prevention within three years of commencing employment with the District. 
 
 
 
 
(Adoption date:  December 19, 2001) 
 
 
LEGAL REFS.:  ORC  2151.421 
       3319.073 
 
 



SUSPECTED CHILD ABUSE, NEGLECT AND/OR ENDANGERMENT REPORT 
 
Name of Child____________________________________ Birth date_____________  Sex____ 
 
Address_______________________________________________________________________ 
 
Parent(s)/Custodian’s Name_______________________________________________________ 
 
Address_______________________________________________ Telephone No.____________ 
 

1. Nature and extent of the child’s injuries or evidence of neglect or molestation: 
 
 
 
 

2. Describe any evidence of previous known or suspected abuse or neglect to the child’s 
siblings: 

 
 
 

 
3. Names and addresses of the persons responsible for the suspected abuse or neglect, if 

known: 
 
 
 

 
4. Name, address, telephone number of school and name and position of the person making 

the report: 
 
 
 
 

5. Action taken by the school: 
 

A. Date and time of call to Children’s Services: 
 
 

B. Other: 
 
 
_________________________ ________________________________________________ 
Date     Signature 
 
This notice is provided in accordance with ORC 2151.421 
 
Cc: Board of Education Office: Pupil Services 
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REPORTING CHILD ABUSE 
 
In compliance with Board policy and State statute, District employees are required to report to 
the proper legal authorities any sign of child abuse or neglect.  The child may suffer from 
physical abuse and neglect, sexual abuse and/or emotional maltreatment.  Basically, physical 
abuse is the non-accidental, physical injury of a child; physical neglect is the failure to provide 
proper parental care, support, medical attention and education for a child; sexual abuse is any 
indecent sexual activity involving the child and emotional maltreatment is the failure to provide 
warmth, attention, supervision and/or normal living experiences for a child.  This applies to a 
student under the age of 18 and physical or mentally disabled students under the age of 21. 
 
In this respect, the following may be considered signs of such abuse or neglect and should be 
reported immediately: 
 

1. malnutrition and/or basic deprivation 
 

2. significant history (siblings abused) 
 

3. direct parental threats or admission of abuse or neglect 
 

4. dental injuries or eye injuries 
 

5. head injuries 
 

6. repeated burns or poisoning 
 

7. scars and bruises in unusual locations (neck, back, buttocks, under arms, behind 
knees, tops and bottoms of feet) 

 
8. injuries reflecting direct blows or use of instruments 

 
Procedure for Reporting 
 
All suspected cases are to be reported even if documentation is not available.  The law provides 
protection for the reporting staff member who acts in good faith.  Professional staff members 
may report directly to Children’s Services, or the appropriate local law enforcement agency.  
Classified staff members are to report to the principal or his/her supervisor. 
 

1. Since it is the responsibility of the social worker and/or law enforcement 
agency to investigate possible abuse and/or neglect, school personnel 
should not pressure the child to divulge information regarding any injury 
or other circumstances surrounding the abuse and/or neglect.  The school 
need not prove that abuse and/or neglect exists before reporting.  They 
need only suspect that abuse and/or neglect has or is currently occurring. 

 



 
 
 

2. The oral report given to the investigative agency shall include the types of 
information listed on the following exhibit (SUSPECTED CHILD 
ABUSE, NEGLECT AND/OR ENDANGERMENT REPORT). 

 
3. The oral report shall be followed within one working day by a written 

report.  A copy of this report shall be sent to the building 
principal/immediate supervisor.  The supervisor will send the report to the 
Superintendent. 

 
4. Under State law, reports of suspected child abuse and/or neglect are 

confidential.  Any person who permits, encourages or disseminates 
information contained in the report, except in authorized situations, is 
guilty of a misdemeanor of the fourth degree. 

 
Copies of child abuse, neglect and/or endangerment forms or related 
correspondence should not be kept in the child’s educational records.  
Child abuse, neglect and/or endangerment reports are considered 
confidential law enforcement records as defined by State law, and, as 
such, are excluded from those records accessible to public inspection or 
inspection by the subject of the report.  Educational records may not be 
guaranteed this privilege, and may be open to inspection or copying by the 
subject of the personal information his/her legal guardian or attorney 
authorized by the subject. 

 
5. The parents or guardians shall not be notified that a report has been made 

by the school. 
 

6. The building principal should notify principals having siblings in their 
buildings that the report has been made and that it is possible that the 
Children’s Services or a law enforcement officer may be contacting the 
school to arrange an interview with siblings.  Building principals should 
also inform the child’s counselor. 

 
Procedures for Child Interviews 
 
In interviewing a child on school premises by the Children’s Services or a law enforcement 
officer, the following guidelines must be followed: 
 

1. School personnel shall request identification from any law enforcement officer or 
Children’s Services employee prior to allowing the child to be interviewed in the 
school. 

 
2. They must obtain school permission to interview the child. 

 
3. The building principal or designee will be present during the interview of student. 



 
4. The immediate removal of the child from the school premises can only be done 

with proper legal documents or by a law enforcement officer. 
 
Suspected Abuse by Staff Members 
 
If a staff member is suspected of abuse, his/her supervisor should be notified immediately and 
the matter kept in strict confidence by the reporting person.  The supervisor shall follow the 
District’s due-process procedures for dealing with an employee’s real or alleged violation of any 
law or District policy.  This procedure does not negate the requirement for the reporting person 
to report the suspected abuse to the proper agency. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Food Allergies Guidelines 
 
Due to an increased number of children with food allergies in recent years, the following 
guidelines are to be followed in order to provide safety for children and to protect you from 
liability. 
 
General Procedures 

1. Check last year’s Health Alert list for students with severe food allergies.  Ask the clinic 
staff to investigate the allergy status of children new to your school. 

2. Have all students bring their own snacks.  On days when there is a birthday treat/holiday 
treat ask parents to choose nut free snacks.  (Read information below regarding handling 
“snack/treat” times for the food allergic child.) 

3. Consider intrinsic rewards for learning and behavior.  If you must use extrinsic rewards, 
use something other than food. 

 
If you have a student with food allergies 

1. Expect the school nurse to in-service you on the particular food allergy and what to do 
when a child has a severe allergic reaction. 

2. Send a note the first day of school asking parents not to send products with the potentially 
allergic content. 

3. Explain the allergy to all students in the class with the permission of the parent and 
student.  (The school nurse may have some materials to assist you with this.) 

4. The parent of the allergic student should provide all snacks for the child.  Special “treats” 
for party/holidays should be kept on hand and also provided by the parent. 

5. Do not keep products in the classroom that contain or have the potential to contain the 
potentially allergic content. 

6. Inform room parents to avoid all items containing nuts as a general rule. If you have a 
student with a nut allergy everything that is served should be determined in advance so 
that the parent of the allergic child knows what will be served. Invite the child’s parents 
to come to the party. 

7. Make sure all craft items, visitor demos, and programs are monitored for potentially 
allergic content. 

7. Place a large, brightly colored information sheet about the child’s allergy in your sub 
folder.  Include emergency instructions. 

8. You may want to post a generic sign in your room in a prominent place stating, “Allergic 
Child In This Room!  No ____ please.” 

9. When you are going to be absent ask that the school nurse be informed.  This will enable 
the school nurse to act as a liaison with your substitute, thus insuring your substitute is 
aware of the child’s server allergic status. 

 
Steps to take when using food in the classroom 

1. Check Ohio Academic Content Standards for a specific connection with any cooking 
projects or food tasting fairs. 

2. Inform parents of the allergic child in advance and before publicizing the use of food in 
the classroom. 



3. Ask parents  to send a note stating the child can participate in the classroom lessons 
containing food. 
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MAYFIELD CITY SCHOOLS 
OHIO TESTING SECURITY PROCEDURES 

 
 
According to Ohio Statewide Testing Program Rules Book November 2005, “Each 
district board of education, community school, and chartered nonpublic school must have 
written procedures to protect the security of the statewide tests.”  The Mayfield Board of 
Education approved the following procedures on February 22, 2006. 
 
 
 
Test Security 
 
1. No Mayfield City School District employee or person associated with the 

Mayfield City Schools shall release, cause to be released, reproduce, or cause to 
be reproduced any secure test materials through any means or media, including, 
but not limited to, electronic, written or oral means.   

 
2. No unauthorized person shall have access to secure test materials at any time such 

materials are in the Mayfield City School District. 
 
3. PENALTY:  Personnel violating any of the above rules shall be reprimanded in 

writing and subject to dismissal if investigation indicates violation of the 
reproduction standard, providing assistance to a student or student(s), or providing 
information about the test to any individual.  PROVEN VIOLATIONS MAY 
RESULT IN DISMISSAL FROM EMPLOYMENT AND/OR LOSS OF 
CERTIFICATION IN THE STATE OF OHIO. 

 
Responsibility For Ensuring Test Security 
1. At the DISTRICT LEVEL, the Superintendent and the District Test Coordinator 

will be responsible. 
2. At the BUILDING LEVEL, each elementary and middle school principal will 

serve as the Building Test Coordinator and will be responsible.  At the high 
school the Principal and the Building Test Coordinator will be responsible.  

 
Personnel Authorized to Have Access to Tests  
1. District Test Coordinator 
2. Principals 
3. Building Test Coordinators 
4. Building Test Assistants 
5. Special Education Director 
6. Special Education Coordinator 
7. Middle School Guidance Counselors 
8. Employees designated and trained as Test Administrators 
9. Translators hired by the district for ESL testing 
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10. Designated classified employees assigned to and under the supervision of the 
above-named authorized personnel for the purpose of sorting and preparing 
materials for distribution to and collection from Test Administrators. 
 

Handling and Tracking of Test Materials 
The flow of testing materials follows: 

• District Test Coordinator 
• Building Principals and/or Building Test Coordinator 
• Test Administrators 
• Students being tested 

 
Before Testing 
 

1. The District Test Coordinator will establish a yearly testing schedule. 
2. The Building Principal and/or Building Test Coordinator will establish a daily 

testing schedule for test administration, including provisions for students who 
need additional time or special accommodations. 

3. In October the District Test Coordinator will notify Building Test Coordinators of 
online Ohio Rules for Testing. 

4. District rules for Ohio Testing will be posted each fall in the Mayfield Teacher 
Handbook. 

5. In February the District Test Coordinator will hold a meeting with Building Test 
Coordinators and designated classified staff to review Ohio Rules and District 
testing procedures.  The most recent copy of the Ohio Statewide Testing Program 
Rules Book will be distributed to each Building Test Coordinator. 

6. Appropriate training will be given to Test Administrators, teachers involved in 
test administration and/or proctors about test administration and security 
procedures.  Each Building Test Coordinator will complete this training. 

7. Building Principal and/or Building Test Coordinator shall ensure that the 
appropriate number of Test Administrators and/or proctors will be available for 
assignment to examination rooms on each day that a test will be administered so 
that the required 1:30 ratio is met. 

8. Upon receipt of the testing materials, the District Test Coordinator will distribute 
the materials to Building Test Coordinators who will promptly open and verify 
the stated quantities.  If discrepancies exist, the District Testing Coordinator will 
be notified, who will then report the discrepancies to the Ohio Department of 
Education. 

9. A Testing Document List will be completed by the Building Test Coordinator 
indicating the Test Administrator, the test, the number of tests by booklet number, 
the number of answer documents, and administration manuals. 

10. Testing materials will be sorted and stored in a secure location within the building 
at which the tests will be taken. 

11. No shrink-wrapped materials may be opened before the day of the test.  Test 
administration manuals are not secure and may be distributed or copied from the 
Internet prior to testing.   
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12. Test Administrators will personally receive from and return to the Building Test 
Coordinator all testing materials. 

13. Any and all charts, maps, globes, word lists and other materials that could assist 
students with test items shall be covered or removed from the testing room prior 
to test administration. 

14. Test Administrators will personally distribute to and collect from each student all 
test materials. 

 
 
During Testing 
 

1. Except for modifications made in accordance with the “Provisions for 
Participation of Students with Disabilities,” only materials specifically designated 
by the Ohio Department of Education shall be provided to students and/or 
permitted in the testing room during any testing session.  For the purpose of these 
provisions, designated materials include the testing booklet, the answer document, 
a #2 pencil, and in the case of a student whose native language is other than 
English, a translation dictionary.  Tests do allow rulers at grade 3; calculators at 
grade 6, 7 and on the Ohio Graduation Test; and protractors at grades 5.  Only 
calculators provided by the Ohio Department of Education will be permitted on 
the Ohio Graduation Test. 

2. Test Administrators may not deviate from the oral directions in bold type. 
3. Test Administrators may not give examples, define terms, or make any comments 

about student answers. 
4. Test Administrators may not encourage students to check their work when 

finished. 
5. Test Administrators may not allow any non-authorized person in the testing room 

during testing. 
6. Students who complete the test prior to the end of the test session must follow a 

pre-established procedure when turning in their tests. 
7. A student leaving the testing room after testing materials have been distributed 

will not be permitted to take any materials from the testing room.  No student will 
be permitted to leave the testing room until the Test Administrator accounts for 
his/her test booklet and answer document. 

8. Only in an extreme emergency should the Test Administrator leave the testing 
room unsupervised.  In the event of an extreme emergency, students will place 
their answer documents inside their test booklets and leave the testing materials 
on their assigned desks.  The Test Administrator will lock the door after all 
students have left the testing room. 

9. A student who becomes ill during testing will turn in his/her test booklet and 
answer document and go to the attendance office/clinic.  The Test Administrator 
must collect the test booklet and answer document.  The remainder of the test will 
be administered during the makeup-testing period. 

10. Before, during, and after test administration, teachers are prohibited from 
discussing with students in any fashion, any specific question or information that 
may be part of these tests. 
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11. Late arriving students should report to the office for directions.  If necessary, the 
students will take the test during makeup sessions. 

 
 
After Testing 
 

1. When tests are completed, the Test Administrator should immediately deliver 
them to the building collection site. 

2. At the conclusion of testing each day, the Building Test Coordinator will verify 
the return of all tests as reported on the Test Documentation List from each Test 
Administrator. 

3. All testing materials will be kept in a secure location except when they are being 
prepared for shipment. 

4. At the conclusion of regular testing, the Building Test Coordinator will prepare 
and mail the answer documents. 

5. At the conclusion of makeup testing, the Building Test Coordinator will prepare 
and mail the test booklets and answer documents. 

6. All overages shall be sent to the Curriculum Office. 
7. Anyone who has been authorized access to tests should not release or discuss test 

questions with students, media, or the general public before tests are released by 
the Ohio Department of Education in July. 

 
 
Procedures for Investigating Alleged Test Security Violations  
 
DURING A TEST ADMINISTRATION PERIOD: 
 

1. If a student is suspected of cheating, the Test Administrator will investigate 
his/her suspicion using reasonable and non-disruptive methods.  If possible, the 
Test Administrator should share his/her suspicion with another educational 
professional, preferably an authorized person. 

2. When the Test Administrator is positive, beyond all reasonable doubt, that 
student(s) is/are cheating, the Test Administrator will retain the student(s) until 
the conclusion of the testing session and personally escort the student(s) to the 
school office for a meeting with an administrator.  Security of the testing 
materials needs to be maintained. 

3. The student(s) will be provided due process according to the established district 
procedures. 

4. Upon completion of the inquiry, the Test Administrator will submit the 
“Irregularity Report” annotating the circumstances of the security violation to the 
Building Test Coordinator.  The Test Administrator will describe, as 
comprehensively as possible in writing, the circumstances of the violation(s) as 
witnessed. 

5. The Building Test Coordinator will notify the Superintendent and District Test 
Coordinator who will notify the Ohio Department of Education. 
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DURING NON-TEST TIMES: 
 

1. Any employee of the Mayfield City School District discovering test booklets, 
overhearing specific test-related conversation, or being apprised of information 
related to test security, will immediately report to the Building Test Coordinator 
the nature of the discovery and the individuals involved.  The Building Test 
Coordinator will notify the Building Principal (if not the same person). 

2. The Building Principal will investigate the situation and file a written report with 
the District Test Coordinator. 

3. The involved individual will be provided due process according to established 
district procedures. 

4. The District Test Coordinator will notify the Ohio Department of Education. 
 
 
Penalty For Confirmed Security Violations  
 

1. A student confirmed of breaking test security will have his/her test invalidated 
and will be subject to other disciplinary action. 

2. Any Mayfield City Schools’ employee failing to follow test security procedures 
will be subject to termination of employment and a misdemeanor charge in 
accordance with the Ohio Revised Code. 

 
Reporting Test Security Violations   
  

The District Test Coordinator will notify the Ohio Board of Education of any test 
security violations.  The Mayfield City School District will cooperate with the 
Ohio Board of Education in any investigation of test security. 
 
 

** When Building Test Coordinators or administrators have questions about Ohio 
testing, they should refer to the Ohio Rules Book and District Test Policy prior to 
contacting the District Test Coordinator. 
 
 
 
 
 
7/5/06 
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