
 

 DETAILED AGENDA 
February 17 , 2026 

 
 

 I. Call to Order 
 

II. Roll  Call 
 
Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  
 
III.   Approval and Signing of Minutes 

 Mrs. Heather Altstaetter pointed out that the approval and signing of the November 19,  
2025 was approved, not tabled as I had typed in those minutes. Even though Heather 
abstained from voting the motion still carries. I had typed that the minutes were tabled.  
 
In the Board packet for the February 17, 2026 Meeting the “Record of Proceedings” from 
the January 20, 2026 meeting were incorrect. Mrs. Priscilla Rushing made and Mrs. 
Diana Smith seconded a motion to approve the signing of the minutes from the 
November 19, 2025 meeting. Mrs. Heather Altstaetter abstained from voting because she 
wasn’t in attendance for that particular meeting, but the motion still carried and minutes 
were passed. Upon roll call, the vote was recorded as follows:  
 

Mrs. Heather Altstaetter Obstained Mrs. Priscilla Rushing   Yes  
Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 

The “Record of Proceedings” for the regular meeting held on January 20, 2026 were 
found to be correct. 
 

  __________ made and __________ seconded a motion approving same.  Upon  
roll call, the vote was recorded as follows: 
  
Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  
 



 

IV.    Approval and Signing of the January, 2026 Expenditure and Payroll Reports.  
 
__________ made and __________ seconded a motion to approve the  
expenditure and payroll reports for January, 2026. Upon roll call, the vote was recorded 
as follows: 

  
 Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  
 
 V. General Information 

A. Upcoming Events, Retirements, New Hires 
a. Special Olympics  
B. SSA Director’s Report (Appendix 26-2-01) 
C. Monthly MUI Summary (Appendix 26-2–02) 
D. Monthly EI Summary  (Appendix 26-2–03) 
E. Superintendent’s Report (Appendix 26-2–04) 

 
VI.    Old Business 

A. Board Policy B-5 (Appendix 26-2-05) 
I added language that outlines the required bid threshold so that everything over the 
current year’s threshold must go through the formal bid process.   
 
_________ moved and __________ seconded a motion to approve Board Policy B-5 
Board Fiscal Policy as attached. Upon roll call, the vote was recorded as follows: 
 

Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  

 
B. Committee Appointments 

The table below contains suggestions for committee members. You can make any 
changes you find appropriate. 
 

Finance/Personnel Ethics School 

Antwilla Davis Mike Hood Diana Smith 

Heather Altstaetter Diana Smith Priscilla Rushing 



 

New Board Member???? Antwilla Davis Mike Hood 
 
__________ made and __________ seconded a motion to approve the committees  
as contained herein.  Upon roll call, the vote was recorded as follows: 
 

Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  

              
C. Board Training Plan (Appendix 26-2-06) 

Attached is a draft training plan for 2026. It continues to bring forth information about 
different parts of the program.  Training will occur during board meetings. 
 

 _________ moved and __________ seconded a motion to approve the 2026 Hardin DD   
 Board Training Plan as attached. Upon roll call, the vote was recorded as follows: 

 
Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  
 
VII.   New Business 

 
A. Budget Update (Appendix 26-2-07) 

This is an update to the 2026 budget based on end of year numbers from 2025 and other 
areas we have identified as we have cleaned up our paperwork. The 2026 budget you 
approved in September of 2025 had a total expense budget of $4,391,778. The 
attached budget has an apples to apples total budget of $4,295,132; however, if you 
look at line 402 you will see we have added $259,000 to our capital improvement line 
to set aside for the roof replacement. This brings the total expenditure line to 
$4,554,132. I am also recommending that we consider adding the roof project into the 
2026 budget (about $460,000 to $535,000). If we decide to move forward with the roof 
project it will add about $201,000 to $276,000 to the total budget for 2026 ($259,000 is 
already in the budget to be set aside). After final year numbers and reviewing projections, 
we are in a position to complete this project in 2026. 

 
 _________ moved and __________ seconded a motion to approve the amended 2026    
 budget as attached. Upon roll call, the vote was recorded as follows: 
 



 

Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  
 

B. Approval of Special Education Policies (Appendix 26-2-08) 
We are required to adopt Special Education Policies and Procedures annually.  We used 
the state model policies and procedures and adapted them to outline how we work with 
the school districts. There are no changes to this year’s policy. 
 

  _________ moved and __________ seconded a motion to approve the Special Education  
  Policies and Procedures as attached. Upon roll call, the vote was recorded as follows: 
 

Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  

 
C. Agreement with MRESC to run our SKS School Age Program  

Last year, we decided to ask the MRESC to run our school age program because of our 
difficulty in hiring a teacher and classroom assistant. This year has been very solid for 
our four boys. I am recommending we stay with this agreement for the 26-27 school year. 
We do not have an agreement at this time, but I am meeting with MRESC to confirm our 
intentions to purchase their services and want to confirm that we will continue with this 
arrangement. 
 

 _________ moved and __________ seconded a motion to authorize the superintendent to   
 pursue a contract with the MRESC for the provision of school age services at Simon  
 Kenton School for the 26-27 school year. Upon roll call, the vote was recorded as    
 follows: 

 
Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  

 
D. Approval of 26-27 Simon Kenton School Calendar (Appendix 26-2-09) 

The calendar is attached. There is nothing out of the ordinary about the calendar and it  
 meets the requirements of hours for preschool and school age programs. 

  _________ moved and __________ seconded a motion to approve the 26-27 Simon  
 Kenton School Calendar  as attached. Upon roll call, the vote was recorded as follows: 



 

 
Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  

 
 VIII.  Comments from Guests 
    
IX.     Enter Executive Session 

__________ moved and __________ seconded a motion to enter into Executive Session 
at _____________.  Upon roll call, the vote was recorded as follows: 

 
 Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  
                  

X.      Exit Executive Session 
__________ moved and __________ seconded a motion to exit Executive Session at 
__________ for the purpose as outlined in ORC Section 121.22 (G)(1)…the 
compensation of public employees. Upon roll call, the vote was recorded as follows: 

 
Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  
                  

A. Resolution expected from Executive Session (Appendix 26-2-10) 
__________ moved and __________ seconded a motion to approve the position of 
Business Manager as documented in the attached position description. Upon roll call, the 
vote was recorded as follows: 
 

Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  
 
 
XI. Adjournment 
 

__________ moved and __________ seconded a motion to adjourn.  Upon roll call, the 



 

vote was recorded as follows: 
 
Mrs. Heather Altstaetter _________ Mrs. Vacant   _________     
Mrs. Antwilla Davis    _________ Mrs. Diane Smith  _________ 
Mr. Josh Gammon  _________      Mr. Mike Hood  _________  
 Mrs. Priscilla Rushing   _________  
 

 



 

Record of Proceedings 
January 20 , 2026 

 
Guests: Mrs. Anna LaWarre, Mrs. Kari Eckard, Mr. Andy Diller and Commissioner Fred Rush 

 
 I. Call to Order - 6:08 PM 

 
II. Roll  Call 
 Mrs. Heather Altstaetter Present  Mrs. Priscilla Rushing   Present  
Mrs. Antwilla Davis    Absent  Mrs. Diane Smith  Present  
Mr. Josh Gammon  Absent  Mr. Mike Hood  Present 
Vacant                           _________                   
 
III.  Organizational Meeting 
 

A. 2026 Election of Officers 
 
President           Mr. Mike Hood 
Vice President   Mrs. Diane Smith 
Secretary           Mrs. Priscilla Rushing 
 
Mrs. Diane Smith made and Mrs. Priscilla Rushing seconded a motion to nominate Mr. 
Mike Hood as the new President of this Board. Mr. Mike Hood made and Mrs. Priscilla 
Rushing seconded a motion to nominate Mrs. Diane Smith as Vice President. Mrs. 
Heather Altstaetter made and Mrs. Diane Smith seconded a motion to nominate Mrs.  
Priscilla Rushing to be Secretary. Mrs. Heather Altstaetter made and Mrs. Diane Smith 
seconded a motion to approve the slate of officers contained herein.  Upon roll call, the 
vote was recorded as follows: 

 
Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  

Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 

B.  2026 Regularly Scheduled Board Meetings 
The Board must determine the dates and times of its regularly scheduled board  
meetings.  We are only required to hold eight (8) meetings per year because we share a  
Superintendent with Union County (ORC 5126.029); however, in 2025 you discussed 
wanting to add a meeting in October. 

 
 Mrs. Diane Smith made Mrs. Priscilla Rushing seconded a motion to approve the   



 

3rd Tuesday of the month at 6:00 PM at Simon Kenton School, Kenton, Ohio as the 
regularly scheduled board meeting of the Hardin County Board of DD. Meetings will not 
be held for the months of April, July and December. Upon roll call, the vote was recorded 
as follows: 

 
 Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  

Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   

 
C.  Committee Appointments 

The newly elected president can appoint members to committees or wait until the 
meeting in February.  Consider the following committees:  Finance/Personnel,  
Ethics and School.  The Ethics committee must be composed of board members who do 
not receive services or do not have an immediate family member receiving services. Only 
three board members can make up each committee.   
 

Finance/Personnel Ethics School ? 

    

    

    
 

Mrs. Diane made and Mrs. Priscilla Rushing seconded a motion to wait until February’s  
Meeting of this Board since two members were absent. Upon roll call, the vote was  
recorded as follows: 

 
 Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  

Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 

D.  Statement by Board President 
This ends our Organizational Meeting of the Board.  Without undue delay the  
Board will begin its regularly scheduled meeting. 
       
IV.    Approval and Signing of Minutes 

Mrs. Priscilla Rushing made and Mrs. Diana Smith seconded a motion to approve the 
signing of the minutes from the November 19, 2025 meeting. Mrs. Heather Altstaetter 
abstained from voting because she wasn’t in attendance for that particular meeting, but 



 

the motion still carried and minutes were passed. Upon roll call, the vote was recorded as 
follows:  
 
Mrs. Heather Altstaetter Obstained Mrs. Priscilla Rushing   Yes  

Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   

 
Mrs. Priscilla Rushing made and Mrs. Diane Smith seconded a motion to table the  
approval and signing of the minutes from November 19, 2025 because Mrs. Heather  
Altstaetter was not in attendance at that meeting and could not vote. Upon  

roll call, the vote was recorded as follows: 
 

Mrs. Heather Altstaetter Obstained Mrs. Priscilla Rushing   Yes  
Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 

V.      Approval and Signing of the November and December 2025 Expenditure and Payroll 
         Reports. 

 
Mrs. Priscilla Rushing made and Mrs. Diane Smith seconded a motion to approve the  
expenditure and payroll reports for November and December, 2025. Upon roll call, the 
vote was recorded as follows: 

  
 Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  
Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 
VI. General Information 

A. Upcoming Events, Retirements, New Hires-  
a. Kelly Dearing will retire at the end of this school year.  
b. Charlie Gonzalez passed away on December 28, 2025. 
c. ARC Auction was a success again this year. It raised just over $6700. 

B. SSA Director’s Report including explanation of Hardin Co Housing (Appendix 26-1-
01) 

C. Monthly MUI Summary (Appendix 26-1-02) 
D. Monthly EI Summary  (Appendix 26-1-03) 
E. Superintendent’s Report (Appendix 26-1-04) 

 

Commented [1]: In the Board packet for the February 
17, 2026 Meeting the “Record of Proceedings” from the 
January 20, 2026 meeting were incorrect. Mrs. Priscilla 
Rushing made and Mrs. Diana Smith seconded a 
motion to approve the signing of the minutes from the 
November 19, 2025 meeting. Mrs. Heather Altstaetter 
abstained from voting because she wasn’t in 
attendance for that particular meeting, but the motion 
still carried and minutes were passed. Upon roll call, 
the vote was recorded as follows: 



 

VII    Old Business 
A. 2026-2028 Strategic Plan (Appendix 26-1-05) 

Mrs. Diane Smith moved and Mrs. Priscilla Rushing seconded a motion to table the 
approval of the 2026-2028 HCBDD Strategic Plan as attached.  Upon roll call, the vote 
was recorded as follows: 

   
 Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  
Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 

B. HCBDD Website (Appendix 26-1-06)   
Mrs. Janel Sanning, Community Relations has posted all of our policies in a much more 
user friendly format.  We will be putting our strategic plan and board meeting agenda and 
minutes on the website after the board meeting as well. We will be adding Constant 
Contact to our options.  This will cost less than $300 and give us much more ability to 
send out group emails and communicate with various groups. 
 

C. HCBDD/Simon Kenton Playground 
The playground is open and usable.  There is a snow fence around the section in which the 
rubber is not completed.  No more work will occur on the rubber until the weather warms 
up. The wheelchair swing needs to be installed and we will have the landscaping touched 
up once the rubber is complete.   
 

D. Lowering threshold for Bid Projects 
This discussion is tabled since B-5 has been tabled. 
 

E. Approval of Board Policies B1through B-8 (Appendix 26-1-07) 
These are the policies you tabled in November. You should be able to see changes in the 
documents.  The typo and the formatting errors have been fixed. These were emailed to 
you in mid-December for your review.    
 
Mrs. Priscilla Rushing moved and Mrs. Heather Altstaetter seconded a motion to approve 
B-1 through B-4,and B6-B8. B-5 has been tabled. Upon roll call, the vote was recorded as 
follows: 

 
 Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  
Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 



 

VIII.   New Business 
 

A. Annual Approval of Updated Policies (Appendix 26-1-08) 
Mrs. Priscilla Rushing moved and Mrs. Heather Altstaetter seconded a motion to approve 
the policies listed  above as attached.  Upon roll call, the vote was recorded as follows: 

 
Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  

Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   

    
      B. Medicaid Match Statement (Appendix 26-1-09) 
 Mrs. Diane Smith moved and Mrs. Priscilla Rushing seconded a motion to approve the  

Medicaid Waiver Match of $212,147 as the 2026 Medicaid Waiver match commitment 
by  

HCBDD. Upon roll call, the vote was recorded as follows: 
 
Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  

Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 
      C. Board Training Plan (Appendix 26-1-10) 

It is again time to decide what training you find valuable for this year. These topics  
can be anything you want to know more about.  These MIGHT include waiver services  
and how our waiver match is determined, comprehensive fiscal review of revenue  
sources, statewide structure for the DD system (CBs, providers, advocacy groups, DoDD,  
Dept of Medicaid, etc), details of levy funding and how levies work differently for us  
than for school districts (schools have a floor for rollback, inside/outside millage,etc) or  
anything else that has come up that you may have questions about. 
 

      D. 2026 Table of Organization (Appendix 26-1-11) 
 Mrs. Heather Altstaetter moved and Mrs. Diane Smith seconded a motion to approve the  
2026 Table of Organization as attached.  Upon roll call, the vote was recorded as follows: 

  
Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  

Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 

E. WestCON Contract Addendum (Appendix 26-1-12)    



 

Mrs. Priscilla Rushing moved and Mrs. Heather Altstaetter seconded a motion to approve 
the WestCON Addendum to Contract as attached.  Upon roll call, the vote was recorded as 
follows: 

  
  

Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  
Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 

F. Superintendent Succession Planning Discussion (Appendix 26-1-13)                  
Tabled 

 
IX.    Comments from Guests 
 
  X.    Enter Executive Session 
         Mrs. Diane Smith made and Mrs. Heather Altstaetter seconded a motion to enter into 
         Executive Session at 8:33 PM.  Upon roll call, the vote was recorded as follows: 
 
          Mrs. Heather Altstaetter  Yes  Mrs. Priscilla Rushing   Yes  
         Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
         Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
         Vacant                           _________                   
                  
 XI.      Exit Executive Session 

Mrs. Diane Smith moved and Mrs. Altstaetter seconded a motion to exit Executive 
Session at 8:47 PM for the purpose as outlined in ORC Section 121.22 (G)(1)…the 
compensation of public employees. Upon roll call, the vote was recorded as follows: 

 
 Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  
Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 
Vacant                           _________                   
 
 XII.    Adjournment 
 

 Mrs. Heather Altstaetter moved and Mrs. Priscilla Rushing seconded a motion to adjourn.     
 Upon roll call, the vote was recorded as follows: 
 

 Mrs. Heather Altstaetter Yes  Mrs. Priscilla Rushing   Yes  
Mrs. Antwilla Davis    Excused Mrs. Diane Smith  Yes 
Mr. Josh Gammon  Excused  Mr. Mike Hood  Yes 



 

Vacant                           _________                   
 
 



Revenue Actual Budget
Percent of 

budget

Local -Nursing Services Reimb S050-S14 103.50
Local- Typical Tuition Revenue S050-S18 1,880.00 12,000.00 15.67%
Local- WestCon Reimb S050-S30 29.68
Local- Donations Received S050-S13 500.00 0.00%
Local- Manufactured Home (trailer) Tax S050-S27 3,700.00 0.00%
Local- MISC Grant Income S050-S15 9,000.00 0.00%
Local- Other Revenue S050-S19 1,000.00 0.00%
Local- Pilot Tax Revenue (Wind/Solar) S050-S24 350,000.00 0.00%
Local- Real Estate Taxes (Levy Funds) S050-S25 2,905,824.00 0.00%
Local- State Tax Rollbacks S050-S23 260,000.00 0.00%

Total for Local Revenue 2,013.18 $3,542,024.00 0.06%
State- ODE Spec Edu Units S050-S05 10,090.05 305,000.00 3.31%
State- MISC Grant Income S050-S12 46,000.00 0.00%

Total for State Revenue 10,090.05 $351,000.00 2.87%
Fed- Early Ch Ed pass-thru 0.00
Fed- EISC/ IDEA Part C- (Help Me Grow) S050-S11 147,776.00 0.00%
Fed- MAC S050-S31 80,000.00 0.00%
Fed- MISC Grant Income S050-S14 100,000.00 0.00%
Fed- Targeted Case Management S050-S09 100,000.00 0.00%
Fed- TXX S050-S10 15,000.00 0.00%

Total for Federal Revenue $442,776.00 0.00%
Total January Revenue 12,103.23 $4,335,800.00 0.28%

January 2026 Financial Report



Expenses Actual Budget
Percent of 

budget

Admin Staff Salaries S17-21 35,919.71 268,290.00 13.39%
EI Staff Salaries S17-01 63,576.18 442,525.00 14.37%
Facilities Staff Salaries S17-30 5,331.45 46,899.00 11.37%
PreK Staff Salaries S17-02 25,148.69 285,375.00 8.81%
Prof Serv Staff Salaries S17-67/75/76-04 15,539.61 253,440.00 6.13%
SSA Staff Salaries S17-90 51,642.51 482,994.00 10.69%
Transp Staff Salaries S17-80 16,767.38 165,077.00 10.16%
Vacation Payout S17 463.84 30,190.00 1.54%

Total for S050-S17 Salaries 214,389.37 $1,974,790.00 10.86%
Admin Supplies S18-21 306.46 5,000.00 6.13%
Facility Supplies S18-30 497.57 16,500.00 3.02%
Prek supplies S18-02 249.62 5,000.00 4.99%
S-Age Supplies S18-03 8.28 4,500.00 0.18%

Total for S050-S18 Supplies 1,061.93 $42,500.00 2.50%
Admin Misc Contracts S22-21 40.00 14,840.00 0.27%
Copier Rental Contacts S22-30 894.26 11,000.00 8.13%
Facilities Contracts- Building Repairs & Maintenance 8,384.86 59,265.00 14.15%
IT Related Contracts- S22-21 900.00 5,020.00 17.93%

Cell Phones S22-21 1,337.05 10,000.00 13.37%
Financial Software S22-21 1,170.00 4,320.00 27.08%
IT Managed Services S22-21 6,158.22 7,500.00 82.11%

MRESC Contracts -PreK Staff S22-02 5,745.60 104,229.00 5.51%
MRESC Contracts SA Staff  S22-03 24,943.34 212,968.00 11.71%
Prof Services Contracts S22-67 720.00 250.00 288.00%

EI Glow Bright S22-73-01 112.50 5,000.00 2.25%
PreK ESC OT -S22-75-02 5,186.08
PreK ESC PT -S22-76-02 569.74
PreK ESC Speech S22-73-02 7,967.20 114,908.00 6.93%
SA ESC Speech S22-73-03 1,593.44

Special Olympics Contracts S22-63 1,250.00 20,000.00 6.25%
Bus Fuel S22-80 621.92 15,000.00 4.15%

Utilities Contracts S22-30 2,893.12 36,250.00 7.98%
Total for S050-S22 Contract Services 70,487.33 $738,450.00 9.55%

EI Travel/Conference S27-01 387.12 15,000.00 2.58%
SSA Travel/Conference S27-90 359.64 18,000.00 2.00%

Total for S050-S27 Travel/Conference 746.76 $45,650.00 1.64%
Admin OPERS & Medicare S28-21 3,833.30 41,450.81 9.25%
EI OPERS & Medicare S28 -01 6,548.34 69,828.13 9.38%
Facilities OPERS & Medicare S28-30 549.14 7,388.50 7.43%
HARCO PERS 3,970.81
PreK OPERS & Medicare S28-02 2,618.36 45,138.57 5.80%
Prof Serv OPERS & Medicare S28-72/75/76 1,600.58 39,156.48 4.09%
SSA OPERS & Medicare S28-90 5,151.09 75,970.43 6.78%
Transp OPERS & Medicare S28-80 1,664.90 26,172.08 6.36%

Total for S050-S28 PERS/STRS/Medicare 25,201.77 $305,105.00 8.26%
Total for S050-S31 Other 150.00 $36,840.00 0.41%
S050-S46 WestCon Expenses 29.68 253,056.00 0.01%
Total for S050-S20 Equipment $23,250.00 0.00%
Total for S050-S32 Insurances $371,741.00 0.00%
S050-S34 Auditor/Treasurer Fees 55,000.00 0.00%
S050-S45 WestCon Waiver & Admin Fee 439,551.00 0.00%

Total January Expenses 312,066.84 $4,299,293.00 7.26%

January 2026 Financial Report



Appendix 

Early Intervention Board Report 
 

 

 November December January 

Number of referrals 3 5 2 

Number of evaluations 
completed 

5 4 3 

Number of referrals 
enrolled 

1 5 2 

Number of exits 6 7 6 

Total enrolled 47 45 45 

 

Exits Met 
outcomes 

Turned age 
3, IEP 
eligible 

Moved out 
of county 

No longer 
interested 

Reached 
age 3 

Unable to 
contact 

Not Eligible 

Nov. 1 0 2 0 1 1 1 

Dec. 3 1 0 0 1 1 1 

Jan. 0 1 0 2 2 1 0 

 
Current open referrals - 3 
 
Activities - February 20th 10-11am; playtime with EI in SKS gym 
 
Other information - None at this time. 
 
 
 



          Appendix 26-2-02 

Service and Support Administration Report 
Activity 

● I attended the Westcon SSA Director meeting. 
● I attended the Samaritan Partner’s Committee Meeting. 
● I attended the Statewide SSA Director Meeting.  
● All housing board houses are full.  
● Family Support Services - $494.52  has been spent through January 2025.  

 

Waivers   Caseload Size  

ICF Diversion 2  6 SSAs  

Level One 29  Adults with an assigned SSA 90 

IO 47  Transition Age Youth (16-22)  13 

SELF 1  Children (ages 3-16)  178 

TDD Conversion 1    

 

Transfers 2026 2025  OEDI (Age 16+) 2026 2025 

Transfers into county 0 7  Eligible 1 6 

Transfers out of county 0 3  Not-Eligible 0 4 

    In-process/Undecided/Appeal 0 1 

PASRR 2026 2025  COEDI (Age 6-16) 2026 2025 

PASRRs completed 0 4  Eligible 0 4 

    Not-Eligible 0 5 

    In-process/Undecided/Appeal 0 0 
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Monthly MUI Report 
2026  

*Filed MUI’s can have more than one category 
 
 

              
 Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec Total 
Alleged Physical 
Abuse 

             

Alleged Sexual 
Abuse 

             

Alleged Verbal 
Abuse 

             

Attempted Suicide              
Exploitation              
Failure to Report              
Failure to Report 
(Registry) 

             

Significant injury              
Unknown Injury              
Law Enforcement              
Medical 
Emergency 

             

Misappropriation              
Missing Individual              
Neglect              
Peer to Peer acts              
Prohibited Sexual 
Relations 

             

Rights Code 
Violation 

             

Unapproved 
Behavioral Support 

             

Unanticipated 
Hospitalization 

             

Accidental or 
Suspicious Death 

             

Death Not 
Accident or 
Suspicious  

             

              
Monthly Total 0             
Yearly Total of 
Filed MUIs 

0            0 
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Superintendent’s Report 

February 2026 
Statewide Update 

I continue to work with a statewide workgroup working with DoDD on the rollout of the new 
InterRAI assessment to replace the ODDP (tool used to determine waiver funding ranges).  This 
tool will be rolled out to gather sample data in April/May 2026 then move immediately into live 
production. We will begin communicating with families in February that some may be contacted 
by an assessor in March or April so that they may conduct an assessment in April or May. At this 
time, we do not know what the output of this tool will be and how it will be used.  The data put 
out by the tool can be used in different ways and we are discussing this now.   
  
OTHER: 
 
Involvement Outside of HCBDD (as the “face” of the organization) 

● Region 2 Superintendent Meeting 
● Statewide Superintendent Meeting  
● WestCON Board Meetings 
● Family and Children First Council 

 
Staff Engagement 

● Weekly Leadership Team meetings  
● Monthly meetings with non school staff 

 
Other 

I have been working to identify a board member to replace Jennifer Musson. I have reached out 
to Sam Norris (Mary Lou Johnson Public Library) and Patricia Arnett (Middlefield Bank). 



Hardin County Board of Developmental Disabilities 

POLICY 
 
Policy Number: B-5 Page: 1 Of: 4 
Title: Board Fiscal Policy  
Regulatory Authority: ORC 5705.09; 5126.; 3323.; ORC 5705.222(C); 5705.091;  
Effective Date: 9/18/18; 2/25/22; 2/17/26  
Reviewer/Job Title: Superintendent or designee 

 
 

BOARD FISCAL POLICIES 
 
(A) FISCAL AGENT 

(1) The County Auditor serves as the fiscal agent for the Hardin County Board of  
Developmental Disabilities (HCBDD) and funds are payable pursuant to vouchers 
approved and authorized for payment by the Superintendent in amounts specified by 
the Board. 

 
(B) FISCAL RESPONSIBILITIES 

(1) The HCBDD will: 
(a) Adopt a budget; 
(b) Authorize expenditures; 
(c) Authorize all positions of employment; and 
(d) Submit financial reports as required by the Ohio Revised Code. 

 
(C) PROGRAM AND EXPENDITURE PLAN  

(1) No later than October 31 of each year the superintendent shall prepare and submit 
to the Board, a proposed Program and Expenditures Plan for the next calendar year. The 
Plan shall include sufficient detail to describe sources of revenue and anticipated 
expenditures for each service or program, with detailed figures for all account codes 
currently in use. The Plan shall include supplemental schedules for the total number of 
employee positions to be authorized, the major equipment purchases and contracts being 
requested, an organizational chart and a list of the goals and objectives of the major 
components of the Board’s programs. 

 
(2) No later than November 1September 30 of each year the Board shall review a 
Program and Expenditures Plan for the coming year. 

 
(3) No later than December 31  November 1 of each year the Board shall approve 
and submit to the board of county commissioners, for appropriation, an expenditures 
plan for the next year which shall be the Board’s annual action plan. The expenditure 
plan shall be prepared in the detail and format prescribed for each fund by the board 
of county commissioners. 

 
(4) With the submission of the Program and Expenditures Plan in October, the 
superintendent shall also provide the Board with a five year forecast of income and



 
expenditures. The forecast will be a mathematical projection, will use stated program 
and inflation assumptions and may not necessarily include all the service and account 
code detail used in the annual Program and Expenditures Plan. 

 
(5) The superintendent shall submit to the Board at each of its regularly scheduled 
meetings a report of the status of its Program and Expenditures Plan, expenditures and 
the status of each fund to date. 

 
(D) FIVE YEAR PROJECTION OF REVENUES AND EXPENDITURES 

The Board shall submit to the Ohio Department of Developmental Disabilities, a five- 
year projections of revenues and expenditures. 
 

(E) GENERAL FUND 
 

(1) The Board shall establish a fund with the county auditor for money received 
from its operating levies and other money received for the purposes of providing the 
services and supports of eligible individuals of the HCBDD and the education of 
children with developmental disabilities in Hardin County. 

 
(2) The Board shall establish within its General Fund an account structure with 
sufficient detail to identify all revenues and expenditures by type, source, and program 
for which they are intended. 

 
(3) The Board’s General Fund expenditure account structure shall include a capital 
contingency account pursuant to ORC 5705.222(C) for acquisition, replacement, 
renovation or construction of facilities and equipment in the current year. 

 
(4) The Board’s General Fund expenditure account structure shall include a reserve 
balance account for money that is not needed to pay for operating expenses in the 
current year or for any special purpose for which the Board has established a special 
fund, but that will be needed to pay for operating expenses in future years. 

 
(F) CAPITAL FUND 
 

(1) The Board shall establish a Capital Fund with the County Auditor for money to be 
used for acquisition, construction or improvement of capital facilities or for acquisition of 
capital equipment. 

 
(2) The Board shall establish within its Capital Fund an account structure with 
sufficient detail to identify all revenues and expenditures by type, source and project 
for which they are intended. 

 
(3) The Board’s Capital Fund expenditure account structure shall include a capital 
contingency account for acquisition, replacement, renovations or construction of facilities 
and equipment that may be needed for completion of currently identified projects. 

 
(4) The Board’s Capital Fund expenditure account structure shall include a reserve  
(transfers) balance account for money that is not needed for currently identified projects, 
but that will be needed to pay for capital projects in the future. 



(F) RESERVE ACCOUNTS 
 

(1) Each year, the Board shall include, as part of its expenditure plan submitted to the 
board of county commissioners for appropriation, reserve (transfers) balance accounts in 
its General Fund sufficient to operate all its programs and services for a period of no less 
than six months. 

 
(F) EXPENDITURE AUTHORIZATION 
 

(1) The superintendent is authorized to expend funds necessary for the operation 
of the Board’s programs up to the limits for salaries, employee benefits, and the total 
for each fund as established by the Board’s Program and Expenditure Plan. 

 
(2) The superintendent is authorized to make any single purchase of goods or service 
less than $15,000. Any single purchase of $15,000 or more shall be authorized by the 
Board and/or may be subject to competitive bid requirements. 

 
(3) The superintendent is authorized to approve vouchers for payment of Board 
obligations by the county auditor. 

 
(4) The superintendent shall submit, for ratification by the Board at each of its 
regularly scheduled meetings, a list of all payments approved since its last meeting. 
 
(5) The Board shall use the competitive bidding process for construction, repair, 
and service contracts as outlined in Ohio Revised code 9.17 for any service expected 
to exceed the annual minimum threshold. In 2026, the threshold is $79,568. Each 
calendar year thereafter, the amount of the precious calendar year increases by 3% as 
determined by the Director of Commerce. 

 
 
 



         Appendix 26-2-06 

HCBDD Board Training Plan 2026 

The Hardin County Board of Developmental Disabilities recognizes the importance of ongoing 
training. All HCBDD Board Members are required to participate in four hours of training. 

In accordance with OAC 5123:2-1-13 the HCBDD hereby establishes the following as their 
training plan for 2026: 

 HCBDD Chosen Training 

HCBDD Board Members will participate in at least four (4) hours of training(s) to meet the four 
hour requirement for board members.  Training will be conducted during board meetings and the 
agenda will indicate the number of hours of training for that session.  Areas of training chosen by 
HCBDD for 2026 include: 

● Succession Planning 
● Hardin County Housing and their relationship with HCBDD 
● MUI and UIs 
● Medicaid Waivers and how they are funded 
● Statewide updates on fiscal sustainability 
● Eligibility for county board services 
● InterRAI Assessment process and how it may impact HCBDD 
● Make up Opportunities 

●         Should a Board Member not be able to attend the scheduled training, the 
superintendent will assist the Board Member to identify other opportunities including but 
not limited to OACB conferences, local non-profit board member trainings, or possible 
webinars.  Alternative trainings will include those areas suggested by DoDD for 2026 
●         Alternative trainings will be completed by December 31, 2026. 

The superintendent or designee will track Board Member participation in training.  Verification 
of training will be given to each Board Member and maintained at the HCBDD offices. 

  
 



Current Proposed Variance
Salaries $1,974,790 $1,976,126 $1,336
Equip $23,235 $26,835 $3,600
Contracts $805,950 $827,098 $21,148
Travel $45,650 $49,150 $3,500
PERS $305,105 $305,311 $206
Waiver $439,551 $275,000 ($164,551)
WestCon $278,056 $306,511 $28,455
Other $36,840 $46,840 $10,000
Capital $13,360 $272,360 $259,000
Net Total $4,391,778 $4,554,472 $162,694

Proposed 2026 Budget Revision



Salary Change Details Current Proposed Variance
Added Admin Vacation Payout $0 $3,500 $3,500
Added Prek Subs $0 $16,766 $16,766
Adjust K Dearing for Retirement $93,132 $76,566 ($16,566)
Added K Dearing Replacement Aug-Dec $0 $25,650 $25,650
Instructor Assistant resigned, not backfilling $29,618 $0 ($29,618)
Adjusted SSA Rodriguez to correct error $71,131 $88,040 $16,909
Bus Monitor resigned, not backfilling $12,539 $0 ($12,539)
Added a Bus Driver Sub $0 $14,000 $14,000
 

Equipment Change Details
Increased computer costs $10,000 $13,600 $3,600

Contract Services Change Details
Adjusted Intwine to correct amount $240 $288 $48
Increased Special Olympics- upfront costs to be reimbursed $20,000 $25,000 $5,000
Shared Staff Benefits- reduced Kari's $75,300 $60,300 ($15,000)
Reduced Boiler Maintenance - new vendor $30,000 $15,000 ($15,000)
Removed Prek ESC Subs $2,500 $0 ($2,500)
Added  Prek ESC OT/OTA $0 $46,674 $46,674
Added  SA ESC OT/OTA $0 $5,186 $5,186
Added Summer Camp $0 $30,000 $30,000
Reduced Aunalytics- contract includes computers $75,000 $61,400 ($13,600)
Added Panic Button Fee $0 $340 $340

Travel / Training Change Detail
Added CPI training $0 $3,500 $3,500

WestCon Expenses Change Detail
Increased Comm Relations Video $3,000 $20,000 $17,000
Removed Busines Support $14,165 $0 ($14,165)
Added Financial Services $0 $5,625 $5,625
Added Individual Fund Reviews $0 $8,540 $8,540
Adjusted Provider Service Coordination $8,845 $7,900 ($945)
Added Inter Rai Assessor $0 $12,400 $12,400

Other Expenses Change Detail
Added CORSA Liability Insurance $0 $10,000 $10,000

Capital Expense Change Detail
Added Roof Savings $0 $259,000 $259,000
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HARDIN COUNTY BOARD OF DEVELOPMENTAL DISABILITIES 

SIMON KENTON SCHOOL 

2026 - 2027 

 

July 1,  2026                       First Day of FY 2025 and Program Calendar for all Staff 

July 4, 2026                       Independence Day Observed, Staff Holiday, Program Closed 

__________________________________________________________________________ 

August 12, 2026                 Classroom Staff Work Day  

August 13, 2026          Classroom Staff Work Day & Transportation Inservice / Open House 

August 14, 2026                 Mandatory All Staff Inservice Day 

August 17, 2026  First Day of School for School Age Students & 

    Classroom Preschool Staff Parent Meetings 

August 18, 2026  Classroom Preschool Staff Parent Meetings 

August 19, 2026  First day of school for Preschool IEP students 

August 24, 2026  First day of school for Typically Developing Preschool students 

                             _______________________________________________________________________ 

September 7, 2026             Labor Day Observed, Staff Holiday, Program Closed 

September 8-10, 2026       Closed for Hardin County Fair No School for Preschool and School Age 

    Students 

September 11, 2026  Family Day at the Fair 

___________________________________________________________________________ 

October 2, 2026                  Zoo Day for Classroom Staff and all Students 

October 12, 2026  Columbus Day Observed, Staff Holiday, Program Closed 

October 23, 2026                Professional Development- No School for School Age Students 

____________________________________________________________________________                                             
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November 11, 2026             Veterans Day Observed, Staff Holiday, Program Closed 

November 19, 2026  Evening Parent Teacher Conferences for All Students,  

    School is in session 

November 20, 2026            Professional Development - No School for School Age Students 

November 23 -27, 2026 No School for School Age & Preschool Students  

November 23, 2026  Evening Parent Teacher Conferences Exchange Date 

November 24 - 27, 2026     Thanksgiving Observed, Staff Holiday, Program Closed 

__________________________________________________________________________                      

December 11, 2026   Board Luncheon 

December 21 - 31, 2026     Winter Break, Program Closed 

 ____________________________________________________________________________                               

January 1, 2027        New Year’s Day Observed, Staff Holiday, Program Closed 

January 4, 2027        School Back in Session 

January 15, 2027  Professional Development- No School for School Age Students 

January 18, 2027  Martin Luther King, Jr. Day Observed, Staff Holiday, Program 

    Closed 

____________________________________________________________________________      

February 15, 2027     President’s Day, Staff Holiday, Program Closed 

____________________________________________________________________________ 

March 12, 2027        Typical Preschool Screenings 

March 22 - 26, 2027     No School for School Age & Preschool Students  

March 22, 2027  Delegated Nursing Training / Inservice 

March 23, 2027  Parent Teacher Meetings day and evening 

March 29, 2027  Easter Observed, Program Closed  

__________________________________________________________________________  

April 23, 2027        Professional Development- No School for School Age Students 
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____________________________________________________________________________ 

 

May 14, 2027  Family Day Event          

May 25, 2027  Last Day of School for all Students 

May 26, 2027  Last Work Day for Classroom Staff Only   

May 31, 2027            Memorial Day, Staff Holiday, Program Closed                               

____________________________________________________________________________ 

June 19, 2026            Juneteenth, Staff Holiday, Program Closed 

June 30, 2026      Last Day of Fiscal Year       

 
 

                                                              Hours in Session for School Age    

Instructional Days                                       166  days X 6.75 =  hours 

                                                                             Total Instructional hours = 1120.05 

Parent/Teacher Conf. & PD days,   

Fair Day , Open house, Family Day  13.95 

Total Hours School Age   1134.00 

 

 

                                                                              Hours in Session for Preschool 

Instructional Days                                          135 days X 3.25 =  438.75 hours 

Parent/Teacher Conf. & PD days,   

Fair Day , Open house, Family Day  27.25 

Total Hours Preschool   466.00 

 
 

End of 1st Quarter:  October 16, 2026 
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Progress Reports Due:  October 23, 2026 

End of 2nd Quarter:  January 8, 2027 

Progress Reports Due:  January 15, 2027 

End of 3rd Quarter:  March 12, 2027 

Progress Reports Due:  March 19, 2027 

End of 4th Qtr./Progress Reports Due: May 27, 2027 
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 Hardin County Board of Developmental Disabilities 

Hardin County Board of Developmental Disabilities 
Business Manager 
FLSA:  Exempt 
 
 

Reports to:      Superintendent 
 

Status:   Regular 

Department:    Administration Hours: 8:00 a.m. and 4:00 p.m. Flexible as 
approved by superintendent 
181 Days 

Pay Grade: 8 Approved:   2/17/26                           
 
 
SUMMARY: 
Under the general supervision of the Superintendent, the Business Manager is responsible for all accounting 
functions of the Board of Developmental Disabilities (Board).  
 
The Business Manager must strive to meet the Boards published Mission Statement and exemplify the Boards 
defined Core Values.  
 
This position will support The Hardin County Board of DD. 
 
QUALIFICATIONS: 

Education/Experience –  
● Bachelor’s Degree in Accounting and Finance, Business Administration, or related field.   
● Minimum of 3 years’ experience in accounting/finance or a related management position. 
● Ability to obtain Ohio Business Manager Certification 

 
Other –  

● Ability to apply Ohio revised code requirements for purchasing, contacts, and financial 
management. 

● Ability to apply Ohio Department of Developmental Disabilities (DoDD), Ohio Department of 
Education (ODE) and the Ohio department of Human Services regulations and guidelines 
governing business management functions. 

● Must maintain a valid State of Ohio Driver’s License and maintain insurability under the HCBDD’s 
vehicle insurance policy. 

● Ability to effectively communicate in both verbal and written manners. 
● Organize and plan on-going activities and special projects. 
● Knowledge of Time Management and Problem Solving skills. 
● Effectively utilize current technology to promote accuracy and productivity. 

 
PRINCIPAL ACCOUNTABILITIES: 
Evaluation of this position is based primarily on performance of the following essential functions, which include, 
but are not limited to: 
 
1. Coordinates the development of the HCBDD annual expense budget. 

 
2.    Recommends procedures to assist in effective development and review of the annual budget. 

 
3. Prepares the annual tax budget request for submission of the county budget commission. 

 
4. Prepares the annual appropriation request to the board of county commissioners. 
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5. Provides technical assistance to department heads in the development of departmental budgets. 
  

6. Provides revenue estimates for the current year and projects future revenue streams. 
 

7. Provides recommendation for budget revision based upon the organization needs. 
 

8. Assists in the development of financial projections for levy proposals. 
 

9. Manages the work of the business office to ensure that general ledger, payables, receivables, 
purchasing, inventory and reconciliation functions are performed in accordance with statute, rules and 
regulations, and audit requirements governing the programs functions.  Ensures that all reports are 
completed and submitted as required by various funding sources.  

 
10. Maintains accounting systems in line with accepted accounting principles of federal, state and county 

guidelines. 
 

11. Maintains financial reporting system to support department heads and facilitates decision making for the 
superintendent and the HCBDD Board. 

 
12. Conducts monthly audits of internal expenses and revenues. 

 
13. Monitors receipts of local, state and federal funds. 

 
14. Creation and maintenance of all documentation related to the financial functions of the HCBDD. 

 
15. Participates in regularly scheduled meetings with county auditor and other agents of funding sources. 

 
16. In compliance with Ohio revised code, will assist in the development and implementation of all 

purchasing processes that utilizes “best practices” to leverage County tax dollars. 
 

17. Prepares the annual Cost Report and Annual Five Year Projection 
 

 
 
SUCCESS FACTORS: 
To successfully perform this job, the following training, knowledge, skills and abilities are required. 
 

Required Training: All HCBDD employees shall be required to complete all general mandatory training.  
These include, but are not limited to, blood borne pathogens, emergency communications, hazardous 
communications, slips/trips/falls, personal protective equipment, sexual harassment, drug free work 
place, violence in the workplace, MUI and fire prevention.  HIPAA compliance. 
 
Knowledge:  Proficient with computers and applicable software, ability to use general office equipment. 
Working knowledge of client rights, federal, state and HCBDD programs and HIPAA. Knowledge of 
applicable statutes, regulatory standards and reporting authorities 
 
Language/Mathematical Skills: Ability to communicate effectively, both orally and in writing.  Ability to 
perform basic math skills. 
 
Reasoning Ability:  Must be skilled in group facilitation and/or mediation, conflict resolution, crisis 
intervention, project planning, project management and complex problem solving. 
 
Other:  Must possess a positive customer service attitude and image to all stakeholder groups.  Must 
be able to work collaboratively and effectively with other agencies, professionals, staff, families and the 
public.  Good leadership and organizational skills.  Ability to keep accurate records. Must be able to 
tolerate the high demands of the position. May be exposed to adverse weather conditions while driving 
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and may be exposed to blood-borne pathogens, communicable diseases, potentially infectious materials 
and/or aggressive behavior.  

 
 
 
GENERAL EXPECTATIONS: 
Maintaining confidentiality is required.  The employee is to report suspected or actual abuse/neglect, to follow 
the chain of command and to work effectively and cooperatively with others inside/outside the agency.  Regular 
and predictable attendance is expected. 
 
Preserving a valid certification, licensure or registration is expected for those positions that require such in order 
to continue employment.  It is essential for the employee to maintain all training and in-services required by the 
position.  
 
The HCBDD promotes a non-hostile and non-discriminating work environment.  Employees must adhere to 
respectful conduct and language at all times.  The Board expects all employees to follow policies/procedures of 
the department and Agency rules and regulations.   
 
 
My signature below signifies that I have reviewed my position description and that I am aware of the contents 
and the requirements of the position. 
 
 
Employee Signature: ____________________________________________     Date: _______________ 
 

An Equal Opportunity Employer  
And Service Provider 

Revised 1/22/2018, 1/31/24, 2/17/26 
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