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Welcome to The Golden Key Center for Exceptional Children, Inc. The Warriors! This Parent Handbook
serves as a policy manual designed to provide families with a clear understanding of our policies,
procedures, and expectations. Our goal is to create a safe, nurturing, and respectful environment where
our students can learn, grow, and thrive. We believe that open communication and a strong partnership
between families and staff are essential to supporting each student’s success. Please take time to review
this handbook carefully and refer to it throughout the year.

The Golden Key Center for Exceptional Children is a nonprofit organization recognized as a 501(c)(3) and
is governed by a Board of Directors. In addition, The Golden Key is licensed and accredited by two state
agencies, in accordance with the services provided. These agencies oversee compliance with applicable
regulations and standards to ensure the delivery of high-quality services.

Small Warriors Preschool Intervention, Before & After Care and Summer School-Age Services

The Department of Children and Youth oversees The Small Warriors Preschool Intervention Program,
before and after care, and the school-age summer camp. Additionally, The Small Warriors Preschool
Intervention is under the Ohio Department of Education and Workforce Scholarship Provider Program.
Students attending this program attend with the use of the Autism Scholarship.

Chartered, Non Public Specialized School
The Golden Key Center for Exceptional Children, Inc. also operates a Chartered Non-Public specialized

private school serving students in Kindergarten through eighth grade. This program is specifically
designed to meet the educational needs of students on the autism spectrum and those with other
cognitive disorders.

As an approved provider under the Ohio Scholarship Programs, The Golden Key provides education,
intervention and therapies for all students. The school operates in accordance with the guidelines and
policies established for Chartered Non-Public Schools by the Ohio Department of Education and
Workforce.
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The Golden Key Center for Exceptional Children, Inc. was granted classification as a Chartered
Non-Public Elementary School serving grades K—3 by the Ohio State Board of Education in June 2016.
The program expanded to include fifth grade in 2017 and extended through eighth grade during the
2018-2019 school year. The educational program follows Ohio’s Content Standards for Education for all
students, with an emphasis on the Extended Standards for Children with Disabilities.

Consulting & Offsite Services

The Golden Key Center for Exceptional Children, Inc. also provides services for students attending
private schools for education. These students are on either the state’s Autism or Jon Peterson
Scholarship. Based on their eligibility these students receive intervention and therapies by The Golden
Key licensed staff and contracted therapists. Services are determined at the time of student acceptance
to its program.

The governing board of The Golden Key Center for Exceptional Children, Inc. located at 1431 30" St NW
in Canton Ohio 44709 has adopted the following racial nondiscriminatory policies.

The Golden Key Center for Exceptional Children, Inc. recruits and admits students of any race, color,
national origin, and ethnic origin to all its rights, privileges, programs, and activities. In addition, the school
will not discriminate on the basis of race, color, national and ethnic origin, religion, gender, sex, disability,
age, and ancestry in administration of its educational policies, admission policies, employment, scholarship
and loan programs, and athletic and other administered programs.

The Golden Key Center for Exceptional Children, Inc. will not discriminate on the basis of race, color,
religion, gender, sex, disability, age and ancestry, national origin, or ethnic origin in the hiring of its
certified or non-certified personnel.

The Golden Key Center for Exceptional Children Inc. mission is to provide quality education and
intervention services to students with cognitive disorders. Its philosophy is that when students are
provided quality educational and intervention services, they can progress to their highest ability. The
Golden Key accomplishes this by providing a strong curriculum based on the Ohio Standards. The Golden
Key’s values are:

® A strong partnership with families to help provide the best path to achieve a child’s full
potential.

® Collaboration and cooperation with existing programs, boards, and organizations that serve
the special needs community to help ensure the best and most complete care, growth, and
opportunities for our students.

® |mplementation of research-based best practices and fiscal responsibility in service to the
community and the families we serve.
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The Golden Key has a vision and goal that are aligned with its mission and philosophy:
Mission:
e To provide quality education and intervention to students with cognitive disorders.
Vision:
e To create a culture of trust, community, and inclusiveness that encourages learning based on
needs, experiences, and aspirations.
e To provide a place of engagement, comfort, and acceptance to all students experiencing
difficulties in the social norms.
e To foster skilled professional staff that scaffold learning, utilize our community partners, and
provide high quality resources and guidance for families.

® Grow services to serve the community.

® Provide a well-rounded curriculum to include life skills, content knowledge, and health and
safety.

® Be aresource and advocate for parent education and support.

® Provide advanced training in evidence based practices to cultivate expertise in
professional staff.

All certified and classified staff are assigned duties consistent with written position descriptions and
commensurate with their qualifications, licensure, and certification, in accordance with Ohio Department
of Education & Workforce (DEW) and Ohio Department Children & Youth Services (DCY) requirements, as
applicable. All certified staff hold valid and appropriate Ohio certification for their assigned positions.

The Golden Key Center for Exceptional Children employs Licensed Intervention Specialists, Licensed and
Certified Educators, Permanent Non-Tax Educators, Early Childhood Education Teachers, Tutors, Aides, and
contracted therapists providing Speech/Language, Occupational Therapy, and Physical Therapy services.
Additional specialized staff include a Certified Food (Eating) Specialist, staff trained in the SOS (Sequential
Oral Sensory) Methodology of Eating Therapy, and a trained Social Thinking Specialist.

All staff credentials, licenses, and certifications are verified prior to employment and maintained in
individual staff files. Required renewals are monitored and documented in compliance with DEW, DCY
charter, and scholarship program regulations. All staff complete FBI and BCl criminal background checks
prior to employment, with re-screening conducted every five years or as otherwise required by governing
agencies.

Program oversight is provided by the Executive Director. The Academics Director ensures compliance with
curriculum standards, educational requirements and develops all intervention protocols and staff
development. The Operations Director oversees facility operations and financial compliance. The Principal
is responsible for the educational program serving kindergarten through eighth grade. The Educational
Coordinator manages scholarship documentation, district coordination, annual IEP meetings, and
three-year evaluations (ETR), serving as the primary liaison with school districts and scholarship programs.
Clerical and custodial staff support the daily operation of the program.
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Staff utilize developmentally appropriate, positive behavioral and instructional methodologies aligned with
best practices in special education. Annual in-service training and ongoing professional development are
provided to maintain compliance and instructional effectiveness.

All therapeutic services are provided by contracted professionals who maintain current Ohio licensure,
certification, and professional standards. The Golden Key administration provides oversight to ensure
services align with student IEPs, scholarship requirements, and organizational policies.

The Golden Key recognizes parents as essential partners in their child’s education and encourages active
family involvement with program expectations.

Professional Development
All employees, regardless of prior education or experience, are required to complete ongoing

professional development. Continuing education focuses on early childhood education practices,
autism spectrum disorder, child development, special education, and pediatric care, as applicable to
each role.

Before- and after-care and summer program staff complete a minimum of 10 hours of continuing
education per calendar year, in accordance with DCY/ODJFS accredited guidelines. All training,
workshops, conferences, and college coursework are documented in individual employee portfolios.

Staff training days are conducted throughout the school year to address program-wide needs. All staff
are required to complete a minimum of five days of pre-service training prior to the start of fall
services, based on specialized service requirements. Conference participation and in-service training
are encouraged and supported.

Required health and safety trainings—including communicable disease prevention, child abuse
recognition and reporting, CPR, and First Aid—are completed and renewed in accordance with
state-mandated timelines.

The Golden Key Center for Exceptional Children, Inc. complies with all health and safety requirements set
forth by the Ohio Department of Education & Workforce and Child and Youth Development (DCY/ODJFS), as
applicable. Current licensing regulations and inspection reports are maintained on-site and available for
review.

The Center is subject to and cooperates with annual inspections conducted by the Health Department, Fire
Department, Building Department, and DCY/ODIJFS licensing authorities. Environmental School Health and
Safety Guidelines are followed, and Emergency Operations Plans are submitted to the State of Ohio and
implemented as required.

The organization maintains all required indemnification and liability insurance, workers’ compensation
insurance, and health and safety documentation in compliance with state regulations.

In accordance with Ohio law, all staff are mandated reporters and are required to immediately report any
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suspected physical or sexual abuse or neglect to the appropriate authorities, including the Children’s
Services Board. When appropriate and as directed by investigators, support and referrals may be provided
to families.

To promote a safe and healthy environment, The Golden Key Center is a smoke-free facility, including the
building and all grounds. Parents, staff, and visitors are required to comply with this policy.

Each area of service at The Golden Key Center for Exceptional Children, Inc. is guided by the specific
guidelines in that program. These are outlined below:

® Before and After Care Service: The Center is open from 7:30 AM to 5:00 PM. The school
program runs from 8:30am- 3:00pm. The program is open to offer before and after care for
families needing those services. This is a private fee service, not covered by the scholarship
programs. Please see the Programming Fees for specific costs.

® School Age Services: These services are provided for students in Kindergarten through Grade 8.
The education and intervention programming is 8:30am-3:00pm. The 10-month calendar has
teacher in-service days, school breaks and holidays, similar to that of an average school year.
Each student’s services are based upon the curricular guidelines for the developmental age
and the Individual Education Plan. The staff collaborates with the school district and parents to
provide an inclusive educational plan. The base education is set with intervention, behavioral,
relationship, and therapy services provided per the fee schedule

® Small Warrior Preschool Intervention Services: These services are for students from the ages
of three to Kindergarten Age. The education and intervention program is 8:30am-3:00pm,
four days per week when the program is open and is a 12-month service. The 12-month
preschool calendar does include days built in for parent-teacher conferences, operational
shutdowns and staff training as well as holidays and regular school breaks. Each student’s
services are based upon the curricular guidelines for the developmental age and the
Individual Education Plan. The staff collaborates with the school district and parents to
provide an inclusive educational plan. The base education is set with additional services
provided per the fee schedule.

® Offsite Consultation & Services: The Golden Key Center for Exceptional Children, Inc. consults
and supports private schools to allow for shared students the ability to be in a less restrictive
environment. These services are in collaboration with private education facilities who need
intervention services for the students identified to be eligible for a Scholarship under The
Golden Key’s IRN 010780.

High expectations for academic performance are maintained through evaluations of student needs and
using intervention strategies to support the student in their specific learning needs. An attendance policy
is in place following the state standards for attendance, including reporting off, doctor’s excuses for
extended illnesses, and a policy for make-up work.

See: and attached required signature document.
Conduct expectations are in place and guidance for appropriate social and behavioral actions are an
important part of the curriculum. Behavioral plans and behavioral expertise guide all staff in proper

THE GOLDEN KEY CENTER FOR EXCEPTIONAL CHILDREN
1431 30" St NW, Canton Ohio 44709 330-493-4400
goldenkeyschool.com

Parent Handbook: Revised January 2026 IRN 010780, 015489 and Childcare



guidance techniques. Assessment data dictates direction and services and is represented through the IEP
of the student.

District Documents and Quarterly Reports

The Golden Key Center for Exceptional Children, Inc. is committed to provide all educational, intervention
and therapy needs. As a chartered, non-public and a business provider, The Golden Key will adopt or
modify a student’s IEP. The district’s IEP is not the legal document of the scholarship providers.

To fulfill its mission to provide all students served with quality intervention and therapies, The Golden Key
can implement modifications for any services as written in an IEP as a modification document with parent
approval; up to but not exceeding four (4) hours per day or twenty (20) hours per week. Any modifications
added by The Golden Key does not transfer back to the school district. Additionally, therapy services are
provided, at minimum as listed on the IEP, or a modification document, with parent approval, is completed
to increase minutes of services. Therapy modifications do not follow the IEP back to the district.

The Golden Key collaborates with the student’s school district of residence to develop the annual IEP. As
part of that collaboration The Center’s educational coordinator will provide goals and objectives to the
district. The district will determine use of those. The student’s intervention and general education team
members along with a Golden Key representative will attend the annual IEP meeting alongside the
parent/guardian with the district team.

Every quarter parents/guardians will be provided with quarterly reports on the student’s progress. These
reports will provide progress for all goals and data to support that progress. Additionally, the quarterly
reports will reflect the hours of services provided to a student for each objective and/or goal. The Golden
Key will maintain point-of-service notes related to IEP goals as part of the student record.

Parents/Guardians are always encouraged to request time to meet with their student’s team to learn more
about their progress or to further understand the IEP process or quarterly reports.

*010780 BUSINESS PROVIDER CONSULTANT PARTNER PROGRAM ONLY

The Golden Key Center for Exceptional Children, Inc IRN 010780 provides only students who are
provided consultant services under this designation at a non public school may receive blended
learning. By definition of the Ohio Department of Education and Workforces “blended learning means
the delivery of instruction in a combination of time primarily in a supervised physical location away
from home and online delivery whereby the student has some element of control over time, place,
path, or pace of learning.”

The Golden Key Center for Exceptional Children, Inc IRN 015489 and Small Warriors Preschool
Intervention is committed to the education of our students, but at this time, virtual services/blended
learning are not available through the scholarship programs for any student in these programs.
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Quality of services provided is determined by multiple factors.

Parent-teacher conferences twice per year.

Periodically, surveys to families to provide feedback on Center policies and procedures.
Quarterly reports for IEP goals and modifications.

Report cards are individualized per student and provided twice per year at conferences.
Individual meetings if requested by parent/guardian, or staff of students served.

All students enrolled in the Chartered Non-Public School must comply with attendance requirements
established by the Ohio Department of Education & Workforce (DEW). The Golden Key Center for
Exceptional Children recognizes that students may require medical or therapeutic appointments during the
school day and exercises reasonable flexibility for these needs.

School-aged students are expected to attend during the instructional day, 8:30 a.m. to 3 p.m., on all days
identified in the annual school calendar. Students will be marked tardy if arrival is 8:50a. Documentation for
outside therapies or medical appointments, including dates and times, must be maintained in the student’s
record.

DEW defines excessive absence as missing 10% or more of the school year. A student who accrues 90-100
hours (approximately 14-15 days) of unexcused absences within a school year, without medical
documentation from a licensed professional, may be subject to reporting to the district of residence and
DEW, and may be at risk for dismissal from The Golden Key.

Consistent attendance is essential to ensure students receive the full benefit of academic instruction,
interventions, and therapeutic services. While The Golden Key works collaboratively with families to
support students returning after absences, regular attendance is a condition of participation in the
program.

Although these requirements apply specifically to school-age students, families enrolled in the Small
Warriors Preschool Intervention Program are strongly encouraged to maintain consistent attendance, as
early intervention services are dependent upon regular participation.

To maintain instructional integrity and scheduling consistency, outside therapists are not permitted to
provide services within the building during the school day due to academic, intervention, and therapy
schedules already in place.

Parents or guardians are responsible for providing transportation for students enrolled in Small Warriors
Preschool Intervention, before- and after-care, and summer programs, unless transportation services are
required by the student’s IEP. For preschool students whose |IEP specifies transportation as a related
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service, the resident school district is responsible for providing transportation.

For students enrolled in the Chartered Non-Public School (Kindergarten—Grade 8), transportation is a right
consistent with that provided to students in regular education and is the responsibility of the school district
of residence, in accordance with Ohio Department of Education & Workforce (ODEW) regulations.
Transportation is required when the school is reachable within 30 minutes of direct travel time. If the travel
time exceeds 30 minutes, the district is not required to provide transportation.

School districts may provide transportation through various methods, including yellow school buses, public
transit, taxi services, or contracts with other school districts. When transportation is deemed impractical,
the resident district may offer payment in lieu of transportation, with the amount determined annually by
the district.

Parents or guardians are required to initiate transportation arrangements by contacting their district of
residence’s transportation department to establish schedules and service details. Once transportation
details are confirmed, families must notify The Golden Key Center for Exceptional Children to ensure safe
arrival and dismissal procedures.

The Golden Key provides resident districts with a list of enrolled students eligible for transportation who
meet legal requirements. While The Center may share ODE transportation guidelines upon request, families
are responsible for addressing transportation arrangements and any issues occurring during transport. The
Golden Key does not schedule or manage transportation services.

At no cost to families, The Golden Key provides supervision and care for students who arrive before or
depart after the official school day due to district transportation schedules.

The Golden Key Center for Exceptional Children, Inc. agrees not to disclose any information obtained
while performing services without the express prior written informed consent of the individual
authorized to release such records. Specifically, with respect to student-specific protected health and/or
education information, The Golden Key Center for Exceptional Children, Inc. agrees at all times to retain
the confidentiality of any student-specific information made available to or generated. The Golden Key
Center for Exceptional Children, Inc. agrees to use appropriate safeguards to ensure employees protect
the confidentiality of such information against unauthorized use or disclosure. The Golden Key Center for
Exceptional Children, Inc. also agrees to make available and provide a right of access to student-specific
protected health or education information for the student or the student’s legal representative.

Cumulative records are kept on each student in the program. They are available in the file room in the
school office with proper authority. Parent/Guardian may request review of their child’s cumulative
records and staff will, within a reasonable time, review the cumulative records with parents.

Enroliment of students at The Golden Key Center for Exceptional Children, Inc., both Chartered Non Public
school and Small Warriors Preschool Intervention Program, is based on several factors. All students
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considered must have the appropriate eligibility by their resident school district to receive the appropriate
scholarship.

Placement is based upon developmental needs and school grade-brand availability. Students are placed
based on their academic, social-emotional, and behavior needs. Students are not placed in “grades” but
rather grade bands with students of similar age and grade ranges. Assessments of student performance
are done prior to enrollment and if accepted on a continuous basis. Based upon adequate performance
within the modified curriculum, and an IEP team meeting with parents, educators, and district personnel,
students are retained or advanced.

Medical diagnosis does not provide support for enrollment consideration. All students must have the
eligible categories that are accepted by The Golden Key.

The Golden Key Center for Exceptional Children, Inc. maintains a strict policy regarding individuals to
whom a student is released. The enrollment forms require a parent to specify at least two individuals to
whom the student may be released either on a regular or an emergency basis. Staff will release students
only to persons on this required form provided by the parent or guardian. If an emergency arises the
office may be notified by phone of the name, address, phone number and a brief physical description of
the person who will pick up the student. Once the individual arrives at the school, they will need to verify
their identity to a staff member with one form of identification (Driver’s License preferred). The
authorized individual must then sign and note the time of the student's release.

Staff are required to check ID’s of anyone they do not recognize. Please notify those on release forms that
this is a requirement and will be adhered to. The student’s safety is our priority! Staff will not release
students to anyone, including parents, who appear to be under the influence of drugs or alcohol.
Emergency contacts will be called to transport the student home. Police will be notified if necessary.

If there are custody issues involved with your child, a parent or guardian must provide The Center with a
copy of the proper documentation indicating who has permission for educational rights and/or to pick up
the student. This information will remain confidential and will be shared with other staff members as
required to meet the student’s needs. The Golden Key may not deny a parent/guardian access to their
child without paper documentation. The office must be made aware if a non- custodial parent is not
included among those persons authorized by the custodial parent to pick up the student.

If an unauthorized individual attempts to pick up a student, the parent or emergency contact person will be
immediately notified by telephone. If the office is unable to reach a parent or emergency contact person,
the student will not be released. If an unauthorized person is uncooperative, the police will be notified.

The Golden Key Center for Exceptional Children, Inc. reserves the right to discontinue educational
services if a student is not following the program guidelines outlined in this document and/or their
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financial obligation to the program. The Golden Key Center for Exceptional Children, Inc. also reserves
the right to discontinue services if the services are determined to not be fulfilling the student’s needs.
The organization believes that students with developmental disabilities have the right to education;
however, there are times when The Golden Key’s expertise cannot service a student and family to the
best of its ability. The Golden Key Center for Exceptional Children, Inc. agrees to terminate any part of
the services or program that the client does not feel comfortable. However, this may result in the
termination of educational services and release of the student if it is deemed a vital part of the program.

Termination/Withdrawal of students at The Golden Key Center for Exceptional Children is done on an
individual basis. A team meeting is held to discuss reasons for removal from the program. These reasons
can include a lack of social or safety skills, which may result in injury to self and others. Withdrawal of
services may also occur if students are not following the attendance policy. The release procedure will
include direct communication to the family with a plan for release, if possible, to allow transition of
services and records. However, there may be times where it is necessary to release immediately due to
behavioral or educational needs. In that case, transition services will be provided after release to any
other educational placement.

When a decision to discontinue educational services is made, the responsibility for payment will only
include services already provided by The Golden Key Center for Exceptional Children, Inc.

Student records are available to parents or school districts upon request. Transfer of a student to another
district will be done with the best interest of the student. Transition into another school will be
completed as parents and cooperating schools agree. All attempts will be made on The Golden Key’s part
to provide a smooth and easy process for the student.

Students in the Before Care program who are here before 8:00 a.m. may bring cereal and milk or food
from home. The Golden Key will provide milk and juice for the Before Care extended hours.

Lunch times are between 11:00 a.m. to 1:00 p.m.

A packed lunch, with drink, is required. Please pack easy to serve foods. Microwaves are available.
Families must provide a nutritious packed lunch which would include:

A minimum one (1) serving of milk

One (1) serving of meat or meat alternatives

Two (2) servings of vegetable and/or fruit (one serving of each is recommended)
One (1) serving of bread or grains

No sodas are allowed

Please use cold packs to keep the lunch at the appropriate temperature.
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A mid-morning snack will be provided to all students as part of the Food Exploration Curriculum. An
afternoon snack is offered for After Care.

The Golden Key Center for Exceptional Children, Inc. at times may have to implement policies to protect
students with any severe allergies. The Golden Key knows that many students on the autism spectrum may
be “picky eaters” and if this allergy policy is implemented other options may be provided to students with
limited diets.

Special Dietary Needs
Food supplements, modified diets and fluoride treatments must be authorized by a licensed physician or

certified nurse practitioner to prescribe medication, or a licensed dentist. Please provide detailed
information within enroliment forms and the Akron Children’s School Health RN will meet with each family
to review any medically prescribed dietary needs.

Please notify Akron Children’s School Health RN with any allergies for student safety.

The Golden Key asks that you provide one complete change of clothes, which will be kept at The Center.
Shoes should be non-skid. Clothes that are easy to manage encourage independence and self-help. Many
toilet accidents may be prevented if children can unbutton or unbuckle without a struggle. Please label all
clothing and other belongings to help ensure the return of all proper possessions and clothes.

The Golden Key changes diapers every ninety (90) minutes. If you desire to have your child changed more
frequently, please put your statement in writing and give it to the teacher.

The Golden Key does not follow any local school district’s policy for school closings and cancellations. It
will make every reasonable attempt to open on time and remain open during inclement weather.
However, in the case of dangerous road conditions or states of emergency, it may be necessary for the
school to cancel classes or delay the opening time. Parent and guardians will be notified of a closing or
cancellation by the following methods of communication:

School Procare App* text notification

Parent/Guardian email on file

Golden Key Social Media Pages — Facebook & Instagram
WHBC 1480 AM & Mix 94.1 online school closing
WKYC.com/weather — Cleveland Channel 3 NBC
WEWS.com/weather — Cleveland Channel 5 ABC

*The school-wide Procare app is in place to provide information on closings and other necessary
information. Please be sure to sign up for this system. The Golden Key utilizes the Procare mass
communication as the main communication method. The recommendation is that all parents and
guardians have access to this free app to receive texts and email notifications of any emergency closings.
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Should parents be prevented by weather conditions from reaching The Center to pick up the students,
closing staff members will care for the students and maintain proper staff-child ratio until the parents can
safely pick up their children.

The Center will conduct monthly fire drills at unspecified times. Both primary and secondary routes will be
posted in all classrooms and other key building locations.

Emergency Management Plans are in place in The Center for all necessary emergency incidents. All staff
are trained in how to respond to any incidents. These emergency situations are inclusive of Evacuation,
Lockdown, Shelter-in-place and Reverse evacuation procedures. These plans are provided to the Canton
Police Department, Canton Fire Department, Canton Emergency Medical Service, and the Stark County
Emergency Management Agency and are updated yearly. Drills of Lockdown and Shelter in Place are run
on a quarterly basis for staff and students. Supplies are maintained in each classroom for any Shelter in
Place necessary. All students have extra clothes in their cubbies if necessary.

Communication measures for parents will be Procare App, phone calls from staff, text and email
messaging, The Golden Key Facebook & Instagram postings, and website posting. A sign will be placed on
the front door also if evacuation procedures were necessary and the information on the evacuation site.
Information will also be sent to the area media sources of the evacuation site and parent
communications.

If the building should have a utility problem (loss of heating/cooling/water service) needed actions will be
dependent upon the duration of outage. If deemed necessary, the parent will be notified of the situation
and will be asked to come and pick up the students. Emergency contact to parents will be done through
the Procare app and text messaging service as well as Facebook and Website posting.

The building is secured by badge access and locked exterior gates with the exception of Door A. The
building security is designed to keep students from eloping without notification to staff. All doors that are
not used or can provide an easy access to students exiting the building are alarmed. This alerts staff to
any exit from the building to ensure student safety.

To enter the building all guests must enter through Door A by ringing the doorbell and when requested
stating your name and the reason for your visit. Staff do not permit anyone in the building unless they
have a reason that supports The Golden Key’s daily operations. The office manager or administration
monitors Door A to ensure safety protocols are followed completely. Staff do not permit any person in
the building unless approved by the office manager or administration.

Visitors, interns and therapists are required to sign in and out when reporting daily. This allows
administration to know at all times who is in the building and their purpose. Additionally, this
information is used for emergency situations.

The camera monitoring system* is on all exits and hallways. The camera system is monitored during
business hours on multiple consoles. Cameras are also accessible after hours by administration.
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Camera footage is only for the use of The Center and emergency personnel. Families and non-authorized
staff are not permitted to have access to video due to protection of student privacy. The Executive
Director or her designee may grant permission to any footage outside the standard policy.

Students in the Non-Public Charter program are assigned technology appropriate to their ability level. All
technology is provided for schoolwork only and is not permitted for personal use. Any personal use and or
violation of the Technology Agreement (attached) assigned to each student could result in the loss of the
technology for a period of time or for the remainder of the school year. Any loss or stolen technology will
be required to be replaced by the student’s parent or guardian.

Students are not permitted to use personal cell phones during their school day. Use of their cell phone will
result in loss of cell phone and parent contact immediately. Parents/Guardians will be asked to come to the
school to retrieve the device from their student.

Nursing Services

Akron Children’s Hospital School Health (ACH) Services is The Golden Key Center for Exceptional Children,
Inc. dedicated partner for student health support. The onsite Registered Nurse administers medications,
provides first aid and illness evaluation, and addresses the needs of students with specific medical
management plans for chronic conditions such as asthma, diabetes, and seizure disorders. Additionally,
the ACH RN conducts state-required vision and hearing screenings and ensures immunization compliance.
The Golden Key serves medically fragile individuals. At times there are heightened measures taken to
keep all students and staff safe. Parents and Guardians are always welcome to contact the Executive
Director to further understand the policies of The Golden Key’s specialized procedures.

Accidents or Serious Incident, Injury, or lliness
A. Incident & Minor Injury: Should a student become injured at school, the parent/guardian will be

notified via an incident report form and a copy of the form will be included in the student’s
record.

B. Serious Injury: Serious incident, injury or illness includes any situation occurring while a student is
at the school, which requires emergency medical treatment or professional consultation for
transportation for emergency treatment.

a. Ifthe injury is of serious nature, a parent will receive a phone call from the school at the
time the accident occurs.

i. Inthe event of an emergency, 911 will immediately be called and the student will
be transported via ambulance to the closest hospital or the hospital of your
choice (please fill this out on the medical transportation form).

ii. The student will be accompanied by a staff member.
iii. The parent/guardian will be called and notified to go to the emergency room.

iv. Itis extremely important that the emergency contact information is up to date.
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v. A student cannot be transported for care or receive emergency care at the school
unless the waivers for emergency care have been signed.
vi. These waivers are included in the enrollment packet.
1. Not receiving this signed permission can result in termination of services.

Communicable disease
The Golden Key for Exceptional Children, Inc. policy on illness is as follows:

Temperature of at least 100 degrees F.

Diarrhea - three (3)or more abnormally loose stools within a 24-hour period.
Persistent coughing-causing the child discomfort or making a whooping sound.
Difficult or rapid breathing.

Yellowish skin or eyes.

Redness of the eye, obvious discharge, matted eyelashes, burning, itching.
Untreated infected skin patches, unusual spots or rashes.

Unusually dark urine and/or gray or white stool.

Stiff neck with an elevated temperature.

Evidence of untreated lice, scabies, or other parasitic infestations.

Sore throat or difficulty swallowing.

Vomiting two (2) or more times or when accompanied by any other sign or symptom of
illness

The student may return when they are free from any of the symptoms of communicable disease.
Students who have been sent home with a fever, diarrhea or vomiting will be readmitted after they have

been symptom free without medication for a 24-hour period, or upon being diagnosed by a physician
and given permission to return.

If your student has a chronic condition, where symptoms present as an above reason to dismiss for the
day, a medical professional statement must be provided with details explaining symptoms related to the
chronic condition. If documentation is not provided to the RN the student will be sent home if any of
these systems are present.

Medications
The Golden Key Center for Exceptional Children, Inc. policy for administering medications is as follows:

A.
B.

All medications will be given by the ACH RN or trained staff.
Prescription medications: Written instructions signed by the licensed physician or licensed dentist
or an advanced nurse practitioner certified to prescribe medication shall be secured in the
following way:
A completed medication permission form with:
o student’s name
o name of item to be administered
o current date (within 12 months)
o exact dosage and time to be given (include if necessary time of last dose)
o parentsignature.
Prescription label attached to the original container containing the following:
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student’s name
current date (within 12 months)
exact dosage to be given
specific number of doses to be given daily
manner of administration.
C. Over the Counter Medications
Non-prescription, fever reducing medications that do not contain aspirin, or non-
prescription cough or cold medications that do not contain codeine may be used in
accordance with the following:
o Completed medication permission form
o Medication shall be in its original container with original label attached
o Label shall specify appropriate dosage based on the child’s age and/or weight
o Dosage to be administered shall not exceed manufacturer’s recommended dosage
o Medication shall not be administered more than three consecutive days
Non-prescription topical ointments may be given upon written, signed and dated requests
by parent/guardian.
o When used for skin irritations, topical ointments, creams or lotions may not be
administered more than 14 consecutive days.

o O O O O

Medication Storage:
All medications will be stored in the refrigerator if needed, or a locked cabinet in the office. Staff is

required to verify administration of the medication by completing required documentation each
time medication is given. All medication must be in its original prescription container/bottle.

Medical Care Plan
A Medical/Physical Care Plan is completed for students with a condition or diagnosis that require the
following:
a) Need to monitor a student requiring staff to take action
b) Ongoing administration of medication or medical foods. A medical food means a food that is
formulated to be consumed under the supervision of a physician or other medical person
and is intended for the specific dietary management of a disease or condition.
¢) Administering procedures which require staff to be trained on these procedures
d) Avoiding specific foods, environmental conditions or activities
e) When a school age child is to carry or administer their own emergency
administration.
All medical care plans are completed with the parents, nurse, and the staff who are directly involved in the
student’s plan.

The Golden Key Center for Exceptional Children is a specialized school where staff are training to work
with neuro-diverse students. The staff is trained in the process of positive reinforcement of good
behaviors. The positive discipline and de-escalation instructs students as to what they should do versus
focusing on what they have done wrong. In times where staff find a different technique outside positive
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discipline, the student’s team will work with families on the direction that data supports should be taken.

At no time will a student be subjected to physical or corporal punishment (shaking, hitting, biting,
pinching etc.) or be humiliated, frightened, or verbally abused by the staff. Students will never be
disciplined for sleep habits, toileting accidents, food consumption or lack of participation in scheduled
activities. At all times a student’s age, developmental and cognitive abilities, emotional state and past
experiences will be considered in discipline matters.

Staff are trained to identify when there is a difference between a student behavior that is reflective of
their cognitive disorder versus purposeful behavior. Aggressive and purposeful physical behavior
(fighting, hitting biting, etc.) by a student toward another student or staff member is unacceptable.
Physical restraint (a teacher holding a student) will not be used except as necessary to ensure a student’s
safety or that of others. It will only be used for as long as is necessary for control of the situation.

Behaviors identified to be aggressive and purposeful with no ability to change can result in the
termination of services for the student.

The Golden Key Center expects parents to observe a certain standard of conduct at The Center and on
its grounds. The following items are not acceptable at The Golden Key or on the grounds.

¢ Physical or verbal punishment of their children

¢ Physical or verbal punishment of other children

¢ Threatening staff, other parents or other children

e Swearing/Cursing or threatening/obscene gestures

¢ Quarreling with other parents and staff

* Not following policies designated to protect the safety/security of everyone

All parents are required to review, initial and sign the Parent Service Contract upon enrollment. Services will
not be provided if this document is not completed and returned with application.

Private Fees:
Private services include before & after care, and summer school-age services. Additional services can be
extended to families as outlined on the attached Programing Fees.

All fees are charged based on registration and use. Services such as before & after care and summer
camp are required to follow the Terms Agreement that is provided at the point of registration. Payment
terms must be signed off by the parent/guardian to receive services. Fees are required to be paid on a
monthly basis. There will be a $25.00 fee for any returned payment by the bank. This fee is due at the
time of notification. Payments are required to be done through the Procare Parent App. This allows for
payment processing in a safe, convenient and easy way to pay for private services.

Families who receive public funds for childcare are required to submit attendance daily and cover
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copays per the Terms Agreement for the private services being utilized. Neglect to enter attendance into
TAPS or payment of copay will result in the loss of services as well as report to ODJFS for not complying
with terms.

Scholarship:
The Golden Key Center for Exceptional Children provides services to only students who receive the state

scholarship — Autism or Jon Peterson Scholarship. The state is invoiced monthly for the services
provided in the preceding month. There are no out of pocket costs for the families, other agencies or
insurance for these services that qualify for coverage under the scholarship. Any service fees above the
granted amount of the scholarship is covered by the non-profit status of The Golden Key Center for
Exceptional Children.

Services given are the only fees that are applied to the annual scholarship award. The Golden Key’s
certified staff and/or contracted therapists document each session proof of services each month. The
Ohio Department of Education & Workforce parent portal is available for parents to view their child’s
Autism and Jon Peterson scholarship information online. Please request the guideline or assistance from
the office to register for Parent Portal Access with the Ohio Education Web portal, if desired.

Full allocation of scholarship funds are required to be applied to The Golden Key. This allows for the
services to be provided to best support the student’s needs.

A Programming Fee Schedule with rates per service for a student’s education, aide, intervention, and
therapies, is provided with the application for the Scholarship. The Programming Fees document must

be reviewed, sign and return the schedule with all enroliment forms before services begin.
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