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A Message from the Superintendent 
 
 

 
Dear Colleagues: 
  

 It is with great excitement and anticipation that I welcome you to the beginning of 
another fantastic school year.  As your superintendent, it is a privilege and an honor to 
work with you in providing our students with a safe, healthy, and rigorous educational 

experience.  As a result of your dedication and diligence, our students continue to thrive 
in the classroom and the community. 
 

 We are pleased to provide you with this Ohio County Schools Handbook, which 
outlines personnel policies, procedures, and practices for our school system.  It is our 

intention to assure every employee fair and equal treatment. 
 
 We hope you find your employment with Ohio County Schools satisfying and you 

enjoy being a part of this outstanding school system.  Our students are our number one 
priority, and you are an integral part of their educational experience.  We treat all      

employees with the utmost respect and dignity. 
 
 We count on you to be positive and encouraging with all of our students.  It is up 

to us to make a difference in their lives. 
 

Stay Positive, Work Hard, MAKE IT HAPPEN! 
We get ONE chance to make a difference. 

 

 
        Wishing you an awesome year, 
 

 
 

        Kimberly S. Miller, Ed.D. 
        Superintendent 



 

About us… 

 
 Ohio County Schools operates out of 13 school buildings, a Board 

of Education Office, and an Operations Center. 
 
 Approximately 5,600 students are enrolled in grades Pre-K 

through 12. Ohio County Schools offers every student both a free 
breakfast and lunch each school day. 

 
 Ohio County Schools operates on a $66 million budget. 
 
 Nearly 800 employees serve our students daily.  
 
 Ohio County Schools maintains and operates 33 regular buses, 11 

buses for students with special needs, and 10 spare buses. 
 
 Wheeling Park High School’s most recent graduation rate was    

nearly 98 percent, which was one of the best in West Virginia. 
 
 Wheeling Park High School offers 22 Advanced Placement            

programs. Wheeling Park also offers 19 simulated workplace          
programs for Career and Technical students. 

 
 Ohio County Schools recently created its first ever “Innovation 

Team” under the leadership of new Ohio County Schools Innova-
tion Director JoJo Shay. Innovation Team members include former    
Wheeling Park High School teacher and West Virginia Teacher of 
the Year Gail Adams and former Wardwood School science teacher     
Monica Supanik. 

 
 This year, Ohio County Schools will implement its new One-to-One 

initiative, which will provide new Chromebooks to all sixth-grade  
students for use during the 2018-2019 school year.  

 
 Wheeling Park High School Class of 2018 graduate Mary Prather 

was one of only 13 West Virginia students to be named as a       
National Merit Scholar during the 2017-2018 school year. Prather 
was one of six Wheeling Park students to be named as a National 
Merit  Scholarship semifinalist. 

 
 
 

ii 
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EMPLOYEE HANDBOOK PURPOSE  
 
 This employee handbook has been prepared to assist you with issues related to 
your career with Ohio County Schools.  This handbook contains general information 
regarding your employment.  This handbook is not intended as a detailed statement of 
all applicable personnel statutes, regulations, and policies. Employees may request 
further information from their supervisor or the Human Resources Department when 
questions arise and more specific information is desired. (In the case of any incon-
sistency between the content of this handbook and applicable statutes, regulations or 
policies, the latter shall prevail.) 
 
 
 
 
 

► BACKGROUND CHECK 
 

  By law, all new school employees are required to have a criminal background 

check through the state criminal identification bureau. The employee is responsible 
for all costs associated with this requirement. Payment in full is due at the time of 
fingerprinting. For more information, please contact the Human Resources            

Department. 
 

 
► CALL OFF PROCEDURE 
    To create an absence 1-877-403-0403 
 

STEP 1—Enter identification 
Enter your EMPLOYEE ID followed by the star (*) key 

Enter your PIN followed by the star (*) key 
 

STEP 2—Enter the dates for the absence 
PRESS 1 if the absence is only for today 
PRESS 2 if the absence is only for tomorrow 

PRESS 3 to enter the dates and times for the absence 
PRESS 9 to  exit the menu options 
 

STEP 3—Enter the reason followed by the (*) key or wait for a list of reasons 
1. Dock (must be pre-approved) 
2. Bereavement 

3. Family Illness 
4. Jury Duty 

5. Permissive personal leave 
6. Personal Illness 
7. Vacation 

8. Professional (Meeting or Training) 
9. Military 
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PRESS 1 if correct 

PRESS 2 to re-enter 
PRESS 9 to exit menu options 

 
 
STEP 4—Record Special Instructions 

PRESS 1 to record special instructions, press the star key (*) when done 
PRESS 2 to bypass this step 
 

 
 

STEP 5—Is a substitute required? (MUST complete form) 

PRESS 1 if a substitute is required 
PRESS 2 if a substitute is not required 
PRESS 9 to exit menu options 

(Note:  If you pressed “1”, the system will begin calling a substitute as soon as you  
receive a job number) 
 
 
 

STEP 6—Complete absence 

PRESS 1 to receive a job number  (note: record the job number, this is confirmation) 
PRESS 1  again if you need to hear the job number a second time 
PRESS 9 to exit menu options 
PRESS 2 to review absence information 
 
 
► CHILD ABUSE REPORTING  
    (OHIO COUNTY POLICY 2015, 2015.01) 
 

  In the continuing efforts to protect the best interests of the children in Ohio 
County and to confirm with West Virginia State Law, Prompt action for students sus-

pected of being abused or neglected must occur.  Every attempt shall be made to 
deal efficiently with the problem by implementation of a county-wide referral system 
that will immediately notify appropriate local officials of suspected abuse or neglect. 
  
  In accordance with West Virginia Code 49-6A-2, Persons Mandated To   
Report Suspected Abuse and Neglect, when school personnel have a "reasonable 

cause to support that a child is neglected or abused or observe the child being    
subjected to conditions that are likely to results in abuse or neglect, such person 
shall immediately report to be made to the State Department of Human Services." 
  
  The Department of Health and Human Resources can be reached by calling 
the state Hotline Number at 1-800-352-6513.  Staff must also report circumstances 

or situations to the immediate supervisor.  Cases of serious injury, sexual abuse  
and sexual assault are also to be reported to the West Virginia State Police at 304-

238-1100. 
 
 

 



 3 

 

► CHILD NUTRITION INFORMATION  
 

  Regular and substitute employees of OCS have the option to purchase a 
breakfast or lunch meal in the school cafeteria if they choose.  Prices are as          
folows:   $4.00 for a breakfast meal and $5.00 for a lunch meal. 

 Employees may charge meals or pay cash at the time the meal is served.  Only 
employees of the Child Nutrition Program may receive a free meal each day per 
USDA Guidance.  All other employees must charge or pay cash for meals eaten and 

no food or beverage items can be taken from the school cafeterias.   
 

  CEP Program:  Our schools currently are part of the USDA CEP (Community 
Eligibility Provision) Program where STUDENTS may receive ONE free breakfast and 
ONE free lunch MEAL per day.   The CEP Program is not a free food program—it is a 

free meal program to students only.  The free meals do not apply to adults. Students 
and staff that choose to bring a packed lunch and wish to purchase milk in the   
cafeteria may do so for 40 cents per 8 oz milk.  No individual food or beverage items 

are free to any student that brings a packed lunch to school. 
 

  Child Nutrition employees are responsible for ensuring they have a valid food 

handler’s card and it can be made available to the Health Department upon          
request.  Copies of all food handler cards for CN employees are kept at the Child   

Nutrition Office at WPHS.    
 

  Per county Wellness Policy and State Policy 4321.1, no food or beverage can 

be served or given to students that do not meet nutritional standards.  Foods must 
meet specific Smart Snack Guidelines of USDA, be individually packaged, and have 
a nutrition and food/ingredient label.  Foods and beverages cannot be given as     

reward or used as means of punishment for any student at school during the school 
day.   
 

  Questions regarding the Child Nutrition Department can be directed to Renee 
Griffin, MS, RD, LD, Director of Child Nutrition & Wellness or to Lisa Mamakos,  

Secretary for the Child Nutrition Department by calling 304-243-0477 or 304-243-
0486.   

 
 
► DISCIPLINARY ACTION  
 

  Employees have the obligation to keep themselves informed of all policies, 

rules and regulations by which they are governed. Employees are expected to meet 
standards of conduct and performance expectations and to adhere to applicable 

state and federal laws and regulations, as well as applicable State Board of          
Education policies. Failure to meet such standards, adhere to rules, regulations, 
policies and directives may result in disciplinary action up to and including          

termination at the discretion of the Superintendent upon recommendation to the 
Board. An employee may be suspended without pay or may be dismissed from      
employment. Examples of reasons for suspension or dismissal include, but are not 

limited to, misuse of state funds or property, insubordination, incompetence,       
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unsatisfactory performance, intemperance, willful neglect of duty, job abandonment, 

immorality, cruelty, violation of the policy relating to alcohol and drugs in the    
workplace, fraud, the conviction or guilty plea or a plea of nolo contendere (do not 

wish to contend) to a felony charge, violation of the race, gender, religion/ethnic or 
violence policy. 
 

 

► EMPLOYEE ACCEPTABLE TECHNOLOGY USE   
    (WV Policy 2460; Ohio County Schools Policy 3027) 
 

 Employees must limit use of telecommunications systems in school to the educational 
objectives approved by school staff or administration.  

 Employees must communicate electronically only for educational purposes.  
 Employees must practice rules on network etiquette.  
 Employees must not retrieve or send unethical, illegal, immoral, inappropriate or         

unacceptable information of any type, or use abusive language of any type. 
 Employees must not share the school name, address or telephone number with another 

user for any non-educational purposes.  
 Employees must be aware that information received on-line is private property, unless 

specified.  
 Employees must not plagiarize information. 
 Employees must adhere to all copyright laws.   
 Employees must not use another person’s account or share passwords with anyone 

else.   
 Employees must not attempt to bypass site through the process of “hacking”, or to       

install unapproved software or executable files. Doing so will result in the immediate ter-
mination of said employee’s telecommunications privileges.   

 Employees must not interfere with or disrupt network users, services or equipment.   
 Employees must not access chat rooms for non-educational purposes. This may be 

banned by my school.   
 Employees must not use the telecommunications systems to buy and/or sell any items, 

goods or services of any kind for personal gain, but may use the systems to conduct 
school related business, provided that all established State/County/School financial 
procedures are followed.   

 
 

► EMPLOYEE CODE OF CONDUCT  
 

  Ohio County Schools recognizes that the capabilities and conduct of all     
employees greatly affect the quality of education provided to students in its schools. 

The Board further believes that all employees should be intrinsically motivated by 
the importance of the job that they do. The purpose of the Employee Code of Con-

duct is to establish appropriate standards of conduct for all Ohio County Schools 
personnel.  
 

  This policy also requires that Ohio County Schools employees respond       
immediately and consistently to incidents of bullying, harassment, intimidation, 
substance abuse, violence, or any other code of conduct violation that has a negative 

impact on students. The responses must effectively address incidents, deter future 
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incidents, and affirm respect for individuals. All Ohio County Schools employees 

shall: 
 

A. exhibit professional behavior by showing positive examples of preparedness,  
communication, fairness, punctuality, attendance, language, and appearance;  

B. contribute, cooperate, and participate in creating an environment in which all 
employees/students are accepted and are provided the opportunity to achieve at the 
highest levels in all areas of development;  

C. maintain a safe and healthy environment free from harassment, intimidation, 
bullying, substance abuse, violence, bias, and discrimination;  

D. create a culture of caring through understanding and support;  
E. immediately intervene in a manner that preserves confidentiality and the dignity 
of each person in any code of conduct violation that has a negative impact on       

students;  
F. demonstrate responsible citizenship by maintaining a high standard of conduct, 
self-control, and moral/ethical behavior; and  

G. comply with all federal, state, and county laws, policies, regulations, and         
procedures. The education profession is vested by the public with a trust and        

responsibility requiring the highest ideals of professional service.  
 
   

► EMPLOYEE EVALUATION 
 

  All employees have the right to know how well they are performing their jobs 
through open and honest evaluations of their performance. All employees are        

entitled to the opportunity to improve their performance prior to termination.  
 

  The West Virginia Educator Evaluation System sets high standards for all, ensures 

quality instruction and guidance, promotes self-reflection and growth, showcases 
teacher accomplishments, and incorporates school-wide performance.  
 

  All professional employees shall be evaluated according to the provisions of 
West Virginia Educator Evaluation System.  An employee may be placed on a      

support plan or corrective active plan in order to assist the employee with the       
development of his/her skills. An improvement team can be made available to any 
employee whose job performance is rated unsatisfactory.   
 

 Additional information regarding the WV Educator Evaluation System for 
teachers, counselors, and school leaders can be found at http://wvde.state.wv.us/

evalwv/.  
 
 Service Employee Evaluations:  All service employees who hold continuing 

contract status will receive at least one evaluation by their immediate supervisor   
annually to be completed on or before the first day of May of the current school year. 

School service personnel who hold probationary contract status will receive at least 
two evaluations by their immediate supervisor annually. The first evaluation must 
be completed on or before December 15 of the current school year and the second 

must be completed on or before May 1 of the current school year. An employee who 
received the designation of “Performance Unacceptable” must be placed on a written 

improvement plan to cover a time period of no less than thirty working days.   
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► EMPLOYMENT SEPARATION 
 

     Employees leaving Ohio County Schools temporarily or permanently, shall   
schedule a meeting with their immediate supervisor for out processing activities.  
The ending or transferring of benefits will be coordinated through the Human        

Resources Department. 
 
 

► EQUAL EMPLOYMENT OPPORTUNITY  
 

  It is the policy of the Board to afford equal opportunity for employment     
without regard to race, color, religion, national origin and disability, which can be 

reasonably accommodated, gender, age, veteran status or political affiliation. This 
policy of nondiscrimination prevails throughout every aspect of the employment    

relationship including recruitment, selection, placement, training, promotions, 
transfers, pay, benefits, discipline and other terms and conditions of employment. 
 

 

► EXPECTED BEHAVIOR IN SAFE AND SUPPORTIVE SCHOOLS  

    (WVDE Policy 4373; Ohio County Policy 2016.01) 
 

  Ohio County Schools recognizes the need for our students, teachers,            

administrators, and other school personnel to have a nurturing and orderly, safe, 
and stimulating educational environment. The purpose of these regulations is to 
provide Ohio Schools with a  policy of expected behaviors that will ensure an orderly 

and safe environment that is conducive to learning. These regulations also require 
that schools respond immediately and consistently in incidents of harassment,     

intimidation, bullying, substance abuse, and/or violence of other behavior violations 
in a manner that effectively deters future incidents and affirms respect for             
individuals. All violations of the Expected Behavior in Safe and Supportive Schools 

observed by school employees or by students must be reported to the appropriate 
personnel for appropriate action to be taken. The principal and his or her designee

(s), which may include assistant principals, head teachers, teachers, other          
professional support personnel and service personnel; bus operators; other board of 
education employees both professional and service personnel, shall receive        

complaints about violations of the Expected Behavior in Safe and Supportive 
Schools depending on the location and circumstance of the incident. The individual
(s) designated by the school to investigate, shall upon receipt of a report or         

complaint immediately.  The investigation may be conducted by school/school     
system officials, or by a third party designated by the school system. 

 
 

► FAITHFUL ATTENDANCE  
     (Ohio County Schools Policy 4010, 4010.01) 
 

 Believing that the productivity of its employees is one of the key reasons that 
the Ohio County school system has achieved a level of excellence and that       
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productivity and faithful attendance are directly related, the Ohio County Board of 

Education desires to reward its employees for faithful attendance.  
 

 All employees, including teachers, service personnel, and administrators who 

do not use all of their total allocation of personal leave (defined as sick leave plus 
three personal leave days) pursuant to West Virginia Code §18A-4-10 will be eligible 

for this incentive.  A 200 or 205 day employee may use 14.5 or fewer days and still 
receive the supplement.  A 210 day employee may use 15.5 or fewer days and still 
receive the supplement.  A 220 day employee may use 16 or fewer days and still re-

ceive the supplement.  A 230 day employee may use 16.5 or fewer days and still re-
ceive the supplement.  A 240 day employee may use 17.5 or fewer days and still re-
ceive the supplement.  A 261 day employee may use 19 or fewer days and still re-

ceive the supplement.  Employee using days without pay shall not receive this in-
centive. 

 
 

► GRIEVANCE PROCEDURES     
  
 All West Virginia education employees have the right to file “grievances” 
against an employer for various employment related reasons.  The intent of the 
Grievance Procedure is to foster an environment in which grievances can be resolved 

at the lowest possible administrative level.   
 

 Level one requires filing a grievance from obtained at the Public Employee 

Grievance Board website at www.pegb.gov.  Level Two is a mediation, provided by 
one of the Grievance Board’s administrative law judge.  If the case is not settled at 

Level One or Two, the employee may appeal to Level Three, which is a formal hearing 
before an administrative law judge.   
 

 All necessary forms and procedures for filing a grievance are  available at 
www.pegb.gov.    
 

 

► HARASSMENT AND VIOLENCE   
 

  Racial, sexual, gender, religious/ethnic, and disability harassment are forms 

of discrimination that violate Title VII of the Civil Rights Act of 1964, as    
amended, 42 U.S.C. 2000e, et seq., Title IX of the Education Amendments of 
1972, 20 U.S.C. 1681, et seq., and WV Code §5-11-1, et seq., the West Virginia 
Human Rights Act and the Disability Discrimination Act of 1992.  
 

  No staff member shall engage in harassment or violence during any school   

related activity or during any education sponsored event, regardless of the location. 
An employee found to have violated this prohibition shall be subject to disciplinary 

action.  
 

 Ohio County School will act promptly and confidentially to investigate all   

harassment and violence complaints and take appropriate disciplinary action based 

http://www.pegb.gov
http://www.pegb.gov


 8 

 

on the results of the investigation. Furthermore, Ohio County Schools is committed 

to providing an educational setting that is safe, secure, and free from harassment 
for all of its students and employees. Nothing in this policy shall prohibit contacting 

law enforcement or other personnel, including the Human Rights Commission,     
regarding the actions of any party subject to a complaint. 
 

► HEALTH AND SAFETY  
 

  Employees are expected to follow safety instructions and to comply with     
procedures established to prevent accidents. An employee is responsible for           

immediately reporting health and safety concerns to his or her immediate             
supervisor.  Employees must fill out an accident report.   
 

 

► MEDICAL LEAVE WITHOUT PAY 
 

 When an employee becomes ill or injured and used all sick leave, they may   

apply for a medical leave of absence for up to one year.  Upon Ohio County School 
Board Approval, employees must submit monthly medical notes from their doctor.  

 
 

► PAY PERIODS AND PAYDAYS  
 

 Employees are paid twice a month, on the 1st  and 16th. Employees are      

encouraged to utilize the Direct Deposit system to minimize delays. If a scheduled 
payday falls on a Saturday or Sunday, paychecks are issued on the Friday preceding 

the scheduled payday. 
 
 

► PERSONAL APPEARANCE/STAFF DRESS CODE 
 

 Ohio County Schools employees are judged not only by their service but also 
by their appearance. It is Ohio County Schools’ expectation that every employee’s 

appearance is consistent with the high standards we set for ourselves as Ohio   
County Schools. Remember, to our students, parents and the public, employees   

represent the Ohio County Schools. Employees are expected to present a             
well-groomed, professional appearance and to practice good personal hygiene. Ohio 
County Schools expects that all employees dress appropriately. Dress should be 

neat, clean, in good taste, and suitable for the job at hand.  
 
 

► PERSONAL LEAVE  
     Ohio County Schools Policy 4016.01) 
 

 Personal Leave days are awarded to all full and half time regular employees.  

At the beginning of the employment term, a full-time employee of the board shall be 
entitled to 1.5 days for personal leave for each employment month (200 day         

employees receive 15 days of personal leave per year).  Three of these days may be 
taken without regard to cause.  These are commonly referred to as sick days and 
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personal days respectively.  Employees wishing to use a personal day must obtain 

permission from the supervisor prior to taking a day. 
 

 Please refer to Ohio County Schools Policy 4016.01 for the specific details    

concerning leave for illness, jury duty, military leave, etc. 
 

 
Employees shall be responsible for reporting all absences to the eSchool Solutions 
SmartFind Express automated callout system.  Please see section on SmartFind   

Express for more details. 
 
 

► SCHOOL WEBSITES  
 

 School specific announcements, events and information is shared here.    
Teachers have a page on the school website. Personalize it and use it as a parent   

resource.  
 

 

► SHORT TERM LEAVE WITHOUT PAY  
     (Ohio County Schools Policy 4016.01) 
 

 Short Term Leave without Pay may be granted following approval by the     
principal or immediate supervisor and the Superintendent, not to exceed 10 days per 
school year. 

 
 
► SICK LEAVE AND CAREGIVER’S BANK 
     (Ohio County Schools Policy 4009, 4009.01, 4009.02) 
 

 All regular employees of the Board of Education who earn personal leave days 

shall be considered eligible for membership in either of these banks on a voluntary 
basis. Employees who desire to participate may join by signing a Leave Bank         
Enrollment Form. Employees may specify days for one Bank only. Participation in 

the program will be limited to those who donate days to the Bank. The rate of       
contribution to join shall be one (1) day of personal leave. 
 

 Any Bank Member may submit a request for days by contacting the Human 
Resources Director. 
 

 

► SOCIAL MEDIA  
     (OCS Policy 3027.02)  
Ohio County Schools recognizes the educational value of networking sites.  Collaboration,    
resource sharing, and student/teacher and student/student dialog can all be facilitated by 
judicious use of educational networking tools. This is a new means of communication and 
some guidelines are in order for educational networking. 
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 Employees should be aware that they have no expectation of privacy when using state 
or county resources (networks, programs or devices).   

 Employees should be aware that all electronic communication and activity can be        
reviewed by the district.  

 Employees must never use social media to discuss an OCS student or employee in a     
derogatory or critical manner.  

 Employees should consider carefully their behavior and what they place online when               
communicating electronically or with social media.  

 Employees should be aware that communication marked as “private” can still be shared 
by other users.  

 Employees should be aware that they are accountable for their own behavior when   
communicating via social media, this includes communications, conduct or actions   
occurring after school or work hours, if the communication, conduct or action:  

 

  1. directly affects the performance of the occupational responsibilities of the employee, or 

 2. the conduct becomes subject of such notoriety as to significantly and reasonably impair 

 the capability of the teacher and/or school officials to discharge his/her/their education 
 and/or occupational responsibilities.   

 

 Examples of inappropriate communications made during or after the school or work day that 

 may not be included in user’s social media, include but are not limited to:  

  

 Sharing confidential, personally-identifiable School District information about          

students or employees, which is prohibited to be disclosed pursuant to federal or 
state law, such as FERPA and HIPPA and is not subject to disclosure under the 

Freedom of Information Act  

 Accessing or sharing any material involving child pornography, sexual exploitation, 

bullying/cyber bullying, as prohibited by Ohio County Schools’ Policy 2016.01 and 

West Virginia Board of Education Policy 4373  

 Accessing, sharing, or use of photos, videos, or other information about students 

without permission of the student’s parent or guardian   

 Sharing any defamatory or discriminatory statements and images, which would    

violate any Ohio County Schools’ policies and which are either done during the 
school or work day, or, if done after school or work hours, cause or is reasonably 

contemplated to create a disruption in the school or working environment or the 

conduct becomes subject of such notoriety as to significantly and reasonably impair 

the capability of the teacher and/or school officials to discharge his/her/their edu-

cation and/or occupational responsibilities  

 Sharing any proprietary information of the School District and/or a School District’s        

vendor,   

 Violating any infringement upon intellectual property, such as copyright ownership, 

and circumvented technology protection measures   

 Making any terroristic or other threats  

 Association with any illegal items and activities  

 

 Employees must not unreasonably use their personal devices during the time they 
should be fulfilling their work, learning or school responsibilities.  Violation of Policy 
3027.02 could result in disciplinary actions.   

 

 

► STAFF DEVELOPMENT 
 

 All employees are required by law to attend 18 hours of staff development 

training each year.  The Staff Development Councils are responsible for proposing 
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programs and approving credit for professional and service employees.  
 
 
 
 
 

► STUDENT RECORDS (FERPA) 

   CONFIDENTIALITY (OCS POLICY 3015) 
 

  The School Board supports the need of educational records being kept for 
each student that will reflect the interrelationships of the physical, emotional, and 
social aspects of a child's development in the educational process.  Therefore, in ac-

cordance with the Family Educational Rights and Privacy Act, 20 U.S.C. 1232g 
et. Seq., and regulations, the following procedures are established to protect the 
confidentiality of child identification data and information as maintained by schools. 
 

 The parents/students shall be informed of their rights to access and receive 
interpretation of data maintained in school records to challenge possible inaccurate 

or misleading items and to amend the items or to document their disagreement. 
A record of all persons who have reviewed the records of a student shall be main-

tained in each student's cumulative folder. 
 

 Employees may be exposed to information that must remain confidential and 

are prohibited from disclosing confidential information as delineated in WV State 
Board of Education Policy 4350. Violation of confidentiality may be grounds for 
disciplinary action. 

 
 

► SUBSTANCE ABUSE AND TOBACCO CONTROL POLICY 
 

 Ohio County Schools recognize the need to provide a high-quality work        
environment.  The use of alcohol, tobacco, and illegal drugs is a health and safety 

hazard and inhibits productivity. In accordance with the WV Board of Education 
Policy 4373 Expected Behavior in Safe and Supportive Schools, no person shall at 
any time possess, distribute or use any alcohol product or illegal substance, possess 

drug paraphernalia, distribute or use any tobacco product in or upon any property 
owned, leased or operated by the West Virginia Department of Education (WVDE), 
West Virginia Board of Education, a county Board of Education or a Regional       

Education Service Agency (RESA); to any person present at any                             
education-sponsored event; to any person present on a school bus or other vehicle 

used for a school related event or other school/county or RESA function; to any    
person present at any school-sponsored activity or event, whether the activity is held 
on school grounds, in a building, or other property used or operated by Ohio County 

Schools. 
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 Ohio County Schools recognizes that the use of tobacco presents a health   

hazard that can have serious consequences for both the user and the nonuser and 
is, therefore, of concern to Ohio County Schools. For purposes of this policy, use of 

tobacco shall mean the use of a cigar, cigarette, pipe, snuff, chewing, or any other 
matter or substance that contains tobacco. In order to protect students and 
staff matter or substance that contains tobacco. In order to protect students and 

staff from an environment noxious to them, Ohio County Schools prohibits the use 
and the distribution of tobacco by staff members: 

 

 A. on any property owned, leased or operated by Ohio County Schools;  
 B. at any county education-sponsored event;  
 C. on a school bus or other vehicle used for a school-related event or other 

 school/county function; and/or  
 D. at any school-sponsored activity or event, whether the activity or event is 
 held on school grounds, in a building, or other property used or operated by 

 the Ohio County Schools.  
 

 Individuals supervising students off school grounds are prohibited from using 
tobacco products in the presence of students and/or at any time while engaged in 
activities directly involving students. 

 
 

► TEACHER INDUCTION PROGRAM (TIP) 
 

   Ohio County's Teacher Induction Program (TIP) consists of three years of      
ongoing training and support.  The goal of the TIP program is to help ease the     
transition into the teaching profession.  By doing so, a novice teacher's effectiveness 

will be improved and improvement in the retention rate of novice educators.  This 
will ultimately provide our students in Ohio County a continuous high-quality      

educational experience. 
 
 

► VOLUNTEERS/BUSINESS PARTNERS  
 

   Coordinated volunteer programs are in place throughout Ohio County 
Schools.    Parents, grandparents, business partners, and county residents are en-

couraged to serve as volunteers. Volunteers take an active role in school system 
committees and/or work with individual school programs. Business partners are al-
so affiliated with individual schools and the school system. Those interested in serv-

ing as volunteers or forming a partnership should contact any Ohio County School 
or the Board of Education. 

 
 

► YEARS OF EXPERIENCE 
 

 You must get prior years of experience verified from your previous employer(s) 
before you will be paid for those years of experience. Verification of experience 
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 BENEFITS CONTACT INFORMATION 
 
Medical 

 PEIA-WV Public Employees Insurance Agency 
 304-558-7850 or 888-680-7342 or 877-676-5573  

 www.wvpeia.com (can make changes to insurance on line) 
 Under the Manage My Benefits Tab 

 
Prescription Drug and Claim 
 Express Scripts 

 877-356-4680  www.express-scripts.com 
 
Health Claims 

 Preauthorization's and Prior approvals for Out-of-State Care 
 Healthsmart TPA: PEIA Customer Service for claims 

 304-353-7820 or 888-440-7342  www.wellsfargo.com/tpa  
 
Managed Care Plans 

 The Health Plan 
 1-800-624-6961   www.healthplan.org 
 

Dental and Vision 
 OCS managed by Health Plan 

 740-695-7910 
 Group #01809820 

 
403b Annuity/Custodial Accounts Administrator 
 TSA Consulting Group 

 1-888-777-5827 
 
Life Insurance 

 Securien 
 1-800-203-9515 

 Optional Life up to $500,000  
 Dependent Life (5 plans available) 
 
Death Claims Employee or Covered Dependent 

 304-558-7850 
 
Retirement 

 West Virginia Consolidated Retirement Board 

 304-558-3570 or 800-654-4406   www.wvretirement.com 
 
Credit Union 

 OCPS Federal Credit  
 304-243-0499 
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NAME OF BENEFIT INFORMATION CONTACT 

DENTAL/VISION  
INSURANCE PLAN 
All Regular  
Employees;  
Mandatory enroll-
ment; no cost to 
Employees 

Effective date—first day of the month following date of employment/enrollment, whichever is 
later. 

Debi McKitrick 
304-243-0342 

PEIA HEALTH  
INSURANCE  
 
All Regular  
Employees 

Effective date—first day of the month following date of employment/enrollment, whichever is 
later.  A combination of hospitalization, prescription and major medical, and life insurance.  
Managed care and traditional indemnity plans are available depending on the plans and cover-
age selected.  While on medical leave of absence, the Agency portion of the premium will be 
paid by the board for one year upon the receipt of a monthly evaluation from the doctor that the 
employee has a continuing disability.  The employees will pay premium at eh same rate as de-
ducted from the paycheck.  For any other type of leave, must pay full premium to continue cov-
erage. 

Debi McKitrick 
304-243-0342 

BASIC LIFE 
INSURANCE 
All Regular  
Employees 

$10,000.00 Coverage 
Employer Paid 

Debi McKitrick 
304-243-0342 

ADDITIONAL 
LIFE INSURANCE 
OPTIONAL LIFE 
INSURANCE 
All Regular 
Employees 
Open Enrollment 

Regular employees are eligible for additional life insurance up to $500,00.00.  Employee may 
continue to pay premium by personal check while on leave of absence. 

Debi McKitrick 
304-243-0342 

OPTIONAL  
DEPENDENT LIFE 
INSURANCE 
COVERAGE 

Personnel enrolled in the WV Health Benefits Plan are eligible for $5,000—$40,000 life insurance 
for spouse and /or $2,000—$15,000 life for child.  Employee may continue to pay premium by 
personal check while on leave of absence. 

Debi McKitrick 
304-243-0342 

RETIREMENT 
All Regular  
Employees 
Mandatory  
Enrollment 
Payments = 6% of 
gross salary 

The teacher’s retirement system provides a regular retirement program in which all regular em-
ployees of the school system must participate.  This defined benefit based on years of service 
and final average salary.  Employer pays 7.5%.  No deduction or retirement credit earned during 
leave of absence. 
 

Paula 
Hajdukovich 
304-243-0343 

TAX DEFERRED 
ANNUITY (403b) 

A tax deferred investment for retirement savings is available to all employees through several 
annuity carriers.  Employee’s responsibility to contact participating carriers.  Listing of carriers 
from Payroll Office.  Deductions cease for the period of absences and may be resumed upon 
reinstatement.  Deductions cease for the period of absence and may be made directly to the 
Credit Union. 

Paula 
Hajdukovich 
304-243-0343 

CREDIT UNION Both savings and loan payments may be handled through payroll deduction.  VISA, ATM, IRA’s, 
and a wide variety of loan services are available.  Deductions cease for the period of absence. 
Submit an application for leave form. 

Credit Union 
304-243-0499 

LEAVE OF  
ABSENCE 

For advanced study, maternity, child care, family or personal prolonged illness.  Paula 
Hajdukovich 
304-243-0343 

SICK LEAVE Payment of time off while employee is ill.  This accumulates at the rate of one and one-half days 
per month, without limit.  All payable leaves comes from this accumulation.  No cash distribu-
tion upon termination or death. 

 Paula 
Hajdukovich 
304-243-0343 
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NAME OF BENEFIT INFORMATION CONTACT 

PERSONAL LEAVE Payable for three days of absence per year.  This is chargeable to the employee’s sic leave ac-
cumulation and must be approved by a supervisor. 

Paula 
Hajdukovich 
304-243-0343 

BEREAVEMENT 
LEAVE 

Payable for a limited time off due to death of specific relative.  This is chargeable to the employ-
ee’s sick leave accumulation. 

Paula 
Hajdukovich 
304-243-0343 

VACATION For 261 day employees.  Based on length of service.  Must be approved in advance by a supervi-
sor. 

Paula 
Hajdukovich 
304-243-0343 

WORKMEN’S 
COMPENSATION 

Payments of medical costs and time lost due to a work-related injury or illness.  Return-to-Work 
Program is available to facilitate early return.  

Susan Nolte 
304-243-0322 

HOLIDAYS The following holidays are paid when they fall within the employment term:  Labor Day, Veter-
an’s Day, Thanksgiving, Christmas, New Year’s Day, Martin Luther King, Jr.’s Birthday, Memorial 
Day, West Virginia Day, Independence Day, Primary and General Election Days, and up to six 
“outside-the-school-environment” days. 

 Paula 
Hajdukovich 
304-243-0343 

This is intended to provide only a brief summary of the benefits program.  Refer to the applicable policy for de-

tailed information.  In the case of any conflict, error or ambiguity between this summary and the actual policy, 
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Bethlehem Elementary School (PreK-5) 
Ms. Stacy Greer, Principal (ext. 2322) 
sgreer@k12.wv.us 
Ms. Linda Weaver/Mrs. Jeannette Dolan Secretaries 
(ext. 2321) 

laweaver@k12.wv.us or jdolan.@k12.wv.us 
22 Chapel Road, Wheeling, WV 26003 
Phone: 304-243-0350 
Fax: 304-243-0351 
 
Bridge Street Middle School (6-8)  
Mr. Joseph Kolb, Principal (ext. 1723) 
jkolb@k12.wv.us  
Mr. David Crumm, Assistant Principal (ext.1724) 
dcrumm@k12.wv.us    
Ms. Teresa Kase, Secretary (ext. 1721) 

teresa.kasw@k12.wv.us    
19 Junior Avenue, Wheeling, WV 26003 
Phone: 304-243-0381 
Fax: 304-243-0385 
 
Elm Grove Elementary School (PreK-5) 
Mr. Richard Dunlevy, Principal (ext. 1523) 
rbdunlev@k12.wv.us 
Ms. Denise Evick, Secretary (ext. 1521) 
denise.evick@k12.wv.us  
85 Mil Acres Drive, Wheeling, WV 26003 
Phone: 304-243-0363 

Fax: 304-243-0364 
 
Madison Elementary School (PreK-5) 
Ms. Andrea Trio, Principal (ext. 2023) 
andrea.trio@k12.wv.us 
Ms. Marjorie Eddy, Secretary (ext. 2021) 
mbroski@k12.wv.us  
91 Zane Street, Wheeling, WV 26003 
Phone: 304-243-0366 
Fax: 304-243-0457 
 
Middle Creek Elementary School (PreK-5) 
Ms. Katrina Lewis, Principal (ext. 1622) 
kslewis@k12.wv.us 
Ms. Renae Hall, Secretary (ext. 1621) 
m.hall@k12.wv.us  
579 Middle Creek Road, Triadelphia, WV 26059 
Phone: 304-243-0369 
Fax: 304-243-0371 
 
Ritchie Elementary School (PreK-5) 

Mr. John Jorden, Principal (ext. 1823) 
jjorden@k12.wv.us 
Ms. Marilyn Roberts, Secretary (ext. 1821) 
mlroberts@k12.wv.us   
3700 Wood Street, Wheeling, WV 26003 
Phone: 304-243-0372 

Fax: 304-243-0373 
 
Steenrod Elementary School (PreK-5) 
Ms. Michelle Dietrich, Principal (ext. 1323) 
mdietric@k12.wv.us 
Ms. Bridget Edge, Secretary (ext. 1321) 
bridget.edge@k12.wv.us  
100 Clarks Lane, Wheeling, WV 26003 
Phone: 304-243-0354 
Fax:  304-243-0357   

Triadelphia Middle School (6-8) 
Ms. Ann Coleman, Principal (ext. 1423) 
awcolema@k12.wv.us 
Drew Villani, Assistant Principal (ext. 1431) 
dvillani@k12.wv.us  
Ms. Amber George, Secretary (ext. 1421) 
amber.george@k12.wv.us  
1636 National Road, Wheeling, WV 26003 
Phone: 304-243-0387 
Fax: 304-243-0392 
 
Warwood School (PreK-8) 

   Mr. Joey Subasic, Principal (ext. 1202) 

jsubasic@k12.wv.us   
Mr. James Rowing, Assistant Principal (ext. 1201) 
jrowing@k12.wv.us 

Ms. Jane Haught, Secretary (6-8) (ext. 1200) 
jehaught@k12.wv.us  
Ms. Lori Anderson, Secretary (K-5) (ext. 1204) 
lori.anderson@k12.wv.us  
150 Viking Drive, Wheeling, WV 26003 
(PreK-5) Phone: 304-243-0375 
(PreK-5) Fax: 304-243-0395 
(6-8)  Phone: 304-243-0394 
(6-8)  Fax: 304-243-0395 
 
West Liberty Elementary School (PreK-5) 

   Ms. Stacy Greer, Principal (ext. 2122) 
sgreer@k12.wv.us 

   Ms. Rhonda Ryniawec, Secretary (ext. 2121) 
   raryniawec@k12.wv.us  

745 Van Meter Way, West Liberty, WV  26074 
Phone: 304-336-7221 
Fax: 304-336-7222 
 
Wheeling Middle School (6-8) 
Mr. Richard McCardle, Principal (ext. 1922) 
rmccardl@k12.wv.us 
Jennifer Wagner (ext. 1921) 
jaswagne@k12.wv.us 

35th & Chapline Streets, Wheeling, WV 26003 
Phone: 304-243-0425 
Fax: 304-243-0426 
 
Wheeling Park High School (9-12) 
Ms. Amy Minch, Principal (ext. 0511) 
aminch@k12.wv.us 
Ms. Dottie Boyd, Secretary (ext. 0510) 
dboyd@k12.wv.us  

1976 Park View Road, Wheeling, WV 26003 
Phone: 304-243-0400 
Fax: 304-243-0449 
 
Woodsdale Elementary School (PreK-5) 
Ms. Ashlea Minch, Principal (ext. 2223) 
arminch@k12.wv.us 
Ms. Lois Rutter, Secretary (ext. 2222) 
lrutter@k12.wv.us  
1 Bethany Pike, Wheeling, WV 26003 
Phone: 304-243-0378 
Fax: 304-243-0379 

         

mailto:zshutler@k12.wv.us
mailto:laweaver@k12.wv.us
mailto:cheryl.simon@k12.wv.us
mailto:jkolb@k12.wv.us
mailto:dcrumm@k12.wv.us
mailto:dcrumm@k12.wv.us
mailto:rbdunlev@k12.wv.us
mailto:denise.evick@k12.wv.us
mailto:andrea.trio@k12.wv.us
mailto:mbroski@k12.wv.us
mailto:kslewis@k12.wv.us
mailto:m.hall@k12.wv.us
mailto:jjorden@k12.wv.us
mailto:mlroberts@k12.wv.us
mailto:mdietric@k12.wv.us
mailto:bridget.edge@k12.wv.us
mailto:awcolema@k12.wv.us
mailto:mdailer@k12.wv.us
mailto:dearliwi@k12.wv.us
mailto:rvbauer@k12.wv.us
mailto:jehaught@k12.wv.us
mailto:___________@k12.wv.us
mailto:sgreer@k12.wv.us
mailto:raryniawec@k12.wv.us
mailto:rmccardl@k12.wv.us
mailto:jaswagne@k12.wv.us
mailto:aminch@k12.wv.us
mailto:dboyd@k12.wv.us
mailto:arminch@k12.wv.us
mailto:lrutter@k12.wv.us
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SUPERVISOR AREA OF RESPONSIBILITY TELEPHONE SECRETARY 

Dr. Kimberly Miller Superintendent 304-243-0311 Ms. Jane Davis 

Mr. Rick Jones Assistant Superintendent 304-243-0313 Ms. Lynn Uraco 

Mr. Seth Bell Assistant Technology Coordinator 304-243-0448 Ms. Judy Luzader  

Mr. Steve Bieniek Business Manager 304-243-0340 Ms. Ann Senkbeil 

Ms. Renee Griffin Child Nutrition Director 304-243-0477 Ms. Lisa Mamakos 

Mr. Brian Harto Facilities & Maintenance Director 304-243-0431 Ms. Mia Ickes 

Mr. Wm Jeffrey Laird Attendance Director 304-215-0330 Ms. Joyce Galloway 

Ms. Raquel McLeod Student Services Director 304-243-0337 
Ms. Joyce Galloway 
Ms. Stephanie Spencer 

Ms. Susan Nolte Human Resources Director 304-243-0322 Ms. Melinda Oliver 

Ms. Nancy Oliver School Psychologist 304-243-0331 Ms. Dana Squier 

Dr. Patrick Riddle Technology Coordinator 304-243-0448 Ms. Judy Luzader  

Mr. Walt Saunders 
Assessment and 
Federal Programs Director 

304-243-0318 
 
Mrs. Jody Miller  

Ms. Nicole Shepherd 
Behavior Specialist/Alternative 
Education Coordinator 

304-243-0329    

Ms. Leah Stout Special Education Director 304-243-0324 Ms. Dana Squier 

Mr. Gabe Wells Communications Coordinator 304-243-0493   

Mr. Dave Ziegler Transportation Director 304-243-0433 Ms. Cindy Bane 

OHIO COUNTY SCHOOLS BUSINESS OFFICE 

NAME TITLE TELEPHONE 

Mr. Steve Bieniek Business Manager, Treasurer 304-243-0340 

Ms. Debi McKitrick 
Accountant 
Benefits Coordinator 

304-243-0342 

Ms. Paula Gilbert 
Professional Accountant/ 
Accts Payable 

304-243-0344  

Ms. Paula Hajdukovich Payroll Manager 304-243-0343 

Ms. Ann Senkbeil Secretary 304-243-0345 



 



 

 

BOARD PRESIDENT 
 

Mr. Zachary T. Abraham 
zabraham@alignhumanresources.com 

 

 

BOARD MEMBERS 

 

Ms. Molly J. Aderholt 
mollyaderholt@gmail.com 

 
Ms. Christine N. Carder 

Ccard1@comcast.net 

 
Mr. David R. Croft 

dcroft@spilmanlaw.com 

 
Ms. Sarah C. Koegler 
sarahkoegler@gmail.com 

 
 

 

SUPERINTENDENT 

 

Dr. Kimberly S. Miller 
ksmiller@k12.wv.us 

 

 

mailto:zabraham@alignhumanresources.com
mailto:Timber2@yahoo.com
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