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Members of the university community, vendors, and visitors have the right to be free from all forms of sexual harassment
and misconduct. Sexual harassment and misconduct impede the realization of the university’s mission of distinction in
education, scholarship, and service. All members of the university community are expected to conduct themselves in a
manner that does not infringe upon the rights of others and maintain an environment free from sexual harassment and
misconduct.
Sexual harassment and misconduct violate the dignity of individuals and will not be tolerated. The university community
seeks to eliminate sexual harassment and misconduct through education and by encouraging everyone to report concerns
or complaints, including third parties when the accused is a member of the university community. The university is
committed to stopping sexual harassment and misconduct, preventing its recurrence, eliminating any hostile environment,
and remedying its discriminatory effects. This policy defines expectations for the university community and establishes
mechanisms for determining when those expectations have been violated.

Purpose of the Policy
To maintain an environment for work and study free from sexual harassment and misconduct.

Table of Contents

Definitions
Term

Definition

Sex- and gender-based
discrimination

Unfairly treating an individual or group of individuals differently than others on the basis of sex or gender.
Sexual harassment is a form of sex- and gender-based discrimination.

Sexual harassment

Unwelcome, sex- or gender-based verbal or physical conduct that is sufficiently severe, persistent or
pervasive that it unreasonably interferes with, denies or limits an individual’s ability to participate in or
benefit from the university’s education and employment programs and activities, and is based on: power
differentials (quid pro quo) or the creation of a hostile environment.
A. Quid pro quo sexual harassment exists when:
1.

B.

There are unwelcome sexual advances, requests for sexual favors, or other verbal or physical
conduct of a sexual nature; and
2. Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual’s employment or academic status; or
3. Submission to or rejection of such conduct by an individual is used as the basis for employment
or academic decisions adversely affecting such individual.
Hostile environment includes any situation in which there is harassing conduct that is sufficiently
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severe, persistent, or pervasive that it alters the conditions of employment or limits, interferes with or
denies educational benefits or opportunities, from both a subjective (the complainant’s) and an
objective (reasonable person’s) viewpoint.
1. The determination of whether an environment is “hostile” must be based on a totality of
circumstances. These circumstances may include:
a. The degree to which the conduct interfered with the complainant’s educational or work
performance;
b. The type, frequency, and duration of the conduct;
c. The identity of and relationship between the accused and the complainant(s);
d. The number of individuals involved;
e. The age and sex of the accused and the complainant;
f. The location of the incident(s) and the context in which it occurred;
g. The nature and severity of the conduct;
h. Whether the conduct was physically threatening;
i. Whether the conduct was humiliating;
j. The effect of the conduct on the complainant’s mental or emotional state;
k. Whether the conduct arose in the context of other discriminatory conduct;
l. Whether the speech or conduct deserves the protections of academic freedom or the 1st
Amendment.
2. A single or isolated incident of sexual harassment (e.g., rape) may be severe enough to create a
hostile environment.
Sexual violence

Sexual acts perpetrated against an individual’s will or when an individual is incapable of giving consent. A
number of different acts fall into the category of sexual violence, including non-consensual sexual contact,
non-consensual sexual intercourse, and sexual exploitation.
All such acts of sexual violence are forms of sexual harassment covered under this policy.

Non-consensual
sexual contact

Any intentional sexual touching, however slight, with any object, by any individual upon another individual
that is without consent and/or by force.
Sexual contact includes: intentional contact with the breasts, buttock, groin, or genitals, or touching
another with any of these body parts, or making another touch you or themselves with or on any of these
body parts; any intentional bodily contact in a sexual manner, though not involving contact with/of/by
breasts, buttocks, groin, genitals, mouth, or other orifice.

Non-consensual
sexual
intercourse

Any sexual intercourse, however slight, with any object, by any individual upon another individual that is
without consent and/or by force.
Sexual intercourse includes: vaginal penetration by a penis, object, tongue or finger; anal penetration by a
penis, object, tongue, or finger; and oral copulation (mouth to genital contact or genital to mouth contact);
no matter how slight the penetration or contact.

Sexual
exploitation

Occurs when an individual takes non-consensual or abusive sexual advantage of another for that
individual’s own advantage or benefit, or to benefit or advantage anyone other than the individual being
exploited, and that behavior does not otherwise constitute one of other sexual violence offenses.
Examples of sexual exploitation include, and are not limited to:
A. Invasion of sexual privacy;
B. Prostituting another individual;
C. Non-consensual video or audio-taping of sexual activity;
D. Going beyond the boundaries of consent (such as letting your friends hide in the closet to watch you
having consensual sex);
E. Engaging in voyeurism;
F. Knowingly transmitting an STI or HIV to another individual;
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G. Exposing one’s genitals in non-consensual circumstances; inducing another to expose their genitals;
H. Possession, use and/or distribution of alcohol or other drug (e.g., Rohypnol, Ketamine, GHB,
Burundanga, etc.) for the purpose of engaging in or facilitating any activity prohibited under this
policy.
Sexually-based stalking and/or bullying may also be forms of sexual exploitation.
Domestic violence

Asserted violent misdemeanor and felony offense committed by the complainant’s current or former
spouse, current or former cohabitant, individual similarly situated under domestic or family violence law,
or anyone else protected under domestic or family violence law.

Dating violence

Violence by an individual who has been in a romantic or intimate relationship with the complainant.
Whether there was such relationship will be gauged by its length, type, and frequency of interaction.

Stalking

Engaging in a pattern of unwanted conduct directed at another individual that threatens or endangers the
safety, physical or mental health, or life or property of that individual, or creates a reasonable fear of such
a threat or action.

Title IX coordinator

The designated university official with primary responsibility for coordinating the university’s compliance
with Title IX. This individual provides leadership for Title IX activities; offers consultation, education, and
training; and helps to ensure that the university responds appropriately, effectively, and equitably to all
Title IX issues.

Deputy coordinator

Individual responsible for supporting the Title IX coordinator and accessible to any community member for
consultation and guidance. A deputy coordinator is housed in Offices of Human Resources, Athletics, and
Student Life. Only the deputy coordinators in Offices of Human Resources and Student Life oversee
investigative functions; the deputy coordinator in Athletics does not.

University community

Faculty, staff, appointees, student employees, graduate associates, students, and volunteers.

Consent

Permission that is clear, knowing, voluntary, and expressed prior to engaging in and during an act.
Consent is active, not passive. Silence, in and of itself, cannot be interpreted as consent. Consent can be
given by words or actions, as long as those words or actions create mutually understandable clear
permission regarding willingness to engage in (and the conditions of) sexual activity.
A. Consent to any one form of sexual activity cannot automatically imply consent to any other forms of
sexual activity.
B. Previous relationships or prior consent cannot imply consent to future sexual acts; this includes
“blanket” consent (i.e., permission in advance for any/all actions at a later time/place).
C. Consent cannot be given by an individual who one knows to be – or based on the circumstances
should reasonably have known to be – substantially impaired (e.g., by alcohol or other drug use,
unconsciousness or blackout, etc.).
1. Impairment is a state when an individual cannot make rational, reasonable decisions because
she/he lacks the capacity to give knowing consent (e.g., to understand the “who, what, when,
where, why, or how” of their sexual interaction).
2. This policy also covers individuals whose impairment results from mental disability, sleep,
involuntary physical restraint, or from the consumption of alcohol or other drugs.
3. Use of alcohol or other drugs will never function as a defense for any behavior that violates this
policy.

Policy Details
I. Policy Scope
A. Medium
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1. This policy applies to allegations of sexual harassment and misconduct in any medium. Sexual harassment
and misconduct may manifest in many evolving forms (e.g., physical, verbal, visual, online/electronic/social
media, etc.).
B. Location
1. This policy applies to allegations of sexual harassment and misconduct that take place on university property
or at university-sponsored events, regardless of their location.
2. This policy may also apply to allegations of sexual harassment and misconduct that occur off-campus when
the Title IX coordinator or deputy coordinator determines that the alleged off-campus conduct could
reasonably create a hostile environment.
C. Jurisdiction
1. The university has a compelling obligation to address allegations and suspected instances of sexual
harassment and misconduct when it obtains information that would lead a reasonable person to believe that
this policy has been violated or that the university should know about. The university may take any action it
deems appropriate, including informing the accused of the allegations and pursuing an investigation even in
cases when the complainant is reluctant to proceed. The complainant will be notified in advance when such
action is necessary.
2. The university’s disciplinary response may be limited if the accused was a visitor or other third party or is not
subject to the university’s jurisdiction.
D. Title IX Coordinator and Deputy Coordinator
1. See responsibilities section for a complete list of responsibilities.
2. Sexual harassment and misconduct involving any individual covered by this policy is addressed by the Title
IX coordinator or deputy coordinator.
a. When the accused is a student in the non-employment context, the matter is addressed under this policy
and the Code of Student Conduct.
b. In all other allegations of sexual harassment and misconduct, the matter is addressed under this policy and
other applicable university policies and guidelines.
E. This policy is not intended for, and will not be used to, infringe on academic freedom or to censor or punish
members of the university community who exercise their legitimate first amendment rights.
F. Policy Maintenance
1. This policy is coordinated through the efforts of the Title IX coordinator and deputy coordinators.
2. This policy and the associated procedures will be updated, revised, and edited only by a working group
comprised of the Offices of Human Resources, Legal Affairs, Student Life, and University Compliance and
Integrity.
II. Romantic and/or Sexual Relationships
A. Romantic and/or sexual relationships between individuals in a supervisory, teaching, evaluation, advising,
coaching, or counseling relationship constitute a conflict of interest. The individual in the position of higher
institutional authority has the responsibility to eliminate the conflict of interest. The conflict of interest must be
eliminated in a way which minimizes potential for harming the individual with lower institutional authority.
B. Faculty, staff, and students who are in the position to influence academic or employment decisions about others
with whom they are in a romantic and/or sexual relationship should recuse themselves from such decisions.
C. In the event of an allegation of sexual harassment, the university will strictly scrutinize a defense based upon
consent when the facts establish that an institutional power differential existed within the relationship.
D. Prohibited relationships
1. Romantic and/or sexual relationships between faculty/staff/graduate associates/undergraduate TAs and
students, and between attending physicians and medical residents/interns/fellows, cannot continue whenever
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there are supervisory, teaching, evaluation, advising, coaching, or counseling responsibilities for the student.
Alternative academic/supervisory arrangements must be made to avoid being in a prohibited relationship; if
acceptable alternative arrangements are not feasible, the relationship cannot continue.
2. Romantic and/or sexual relationships between supervisor and employee are prohibited. No individual
involved in a romantic and/or sexual relationship will have direct responsibility for evaluating the
performance or for making decisions regarding the hiring, promotion, tenure, compensation, or termination of
the other party to the relationship. Supervisors, including faculty supervisors, must take immediate steps to
make acceptable alternative arrangements regarding their supervisory responsibility for the other party to
avoid an actual or apparent conflict of interest. If acceptable alternative arrangements are not feasible, the
relationship cannot continue.
3. Notification responsibilities to avoid prohibited relationships
a. University faculty/staff/graduate associates/undergraduate TAs must notify their supervisor (e.g. dean,
chair, vice president, direct supervisor, etc.) of any prohibited relationship in which they are involved;
and, have a duty to cooperate in making acceptable alternative arrangements. The Office of Human
Resources is available to facilitate or consult with parties about notification and making acceptable
alternative arrangements.
b. Individuals who engage in prohibited relationships (i.e., who do not notify their supervisors and do not
make acceptable alternative arrangements) are in violation of this policy. Supervisors, including faculty
supervisors, who obtain information that would lead a reasonable person to believe that the Romantic
and/or Sexual Relationships section of this policy has been violated, have an institutional duty to report
the violation to the Office of Human Resources.
c. Individuals in positions of power, who engage in a series of exploitive sexual or romantic relationships,
whether or not notification has occurred, may be held in violation of the romantic and/or sexual
relationship policy.
4. Making acceptable alternative arrangements means removing any supervisory, teaching, evaluation, advising,
coaching, or counseling responsibilities between the individual with institutional power and the student or
employee. The alternative arrangements should avoid negative consequences for the student or employee; if
acceptable alternative arrangements are not feasible, the relationship cannot continue.
E. Corrective action for prohibited romantic and/or sexual relationships
1. After a thorough review of the facts, corrective action will be taken with any faculty/staff/ student employee
who violates the romantic and/or sexual relationship section of this policy by:
a. Entering into or engaging in a prohibited relationship without notification and without making immediate
acceptable alternative arrangements, or
b. Failing to follow any part of this policy, or
c. Failing to implement any responsibility of supervisors as identified in this policy. This applies to all
supervisors, including faculty who serve in supervisory roles.
2. The corrective action process will be in accordance with university policies, faculty rules, or Code of Student
Conduct.
3. An individual who promptly provides notification of a prohibited relationship and cooperates in making
acceptable alternative arrangements in a timely manner will not be held in violation of the romantic and/or
sexual relationship section of this policy.
F. Important advisory statement on romantic/sexual relationships
1. Individuals in positions of power must be aware that romantic or sexual relationships with students are
fraught with danger for exploitation and pose a legal risk to both the individual and the institution.
2. There are special risks in any sexual or romantic relationship between individuals in inherently unequal
positions of power. These relationships may be subject to concerns about the validity of consent and unfair
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III.

IV.

V.

VI.

treatment of other students or employees. Such relationships can undermine the atmosphere of trust essential
to the educational process and the employment relationship. They may, moreover, be less consensual than the
individual whose position confers power believes. The apparent consensual nature of the relationship is
inherently suspect due to the fundamental asymmetry of power in the relationship and it thus may be difficult
to establish consent as a defense to a charge. Even when both parties consented at the outset to a romantic or
sexual involvement, this past consent does not remove grounds for or preclude a charge or subsequent finding
of sexual harassment based upon subsequent unwelcome conduct.
3. The greater the institutional power differential that exists the greater risk there is for exploited consent.
Exploited consent exists when consent to a relationship is given as a function of the position of power one
individual occupies over another within an institution.
4. Many international students, faculty, and staff come from cultures in which deference to any authority figure
is important and sexual harassment laws do not exist. Some individuals may be especially vulnerable to
exploitive relationships given cultural, language, and immigration/visa issues. Faculty, staff, and students
should be very careful to avoid relationships that may be exploitive in nature.
5. The university discourages romantic and/or sexual relationships between faculty and students due to the
possibility of a power differential.
6. The university strongly discourages romantic and/or sexual relationships between faculty and graduate
students when in the same department; between faculty and undergraduate students majoring in the faculty
member’s area of expertise; when the faculty member has any influence over academic judgments about the
student; and in any context when the perceived power differential may be significant.
Domestic Violence and Dating Violence
A. Allegations of domestic violence and dating violence that lack an element of sexual conduct when the accused is a
student in the non-employment context are handled under the Code of Student Conduct.
B. Allegations of domestic violence and dating violence that lack an element of sexual conduct when the accused is
an employee or a student employee are handled under the Workplace and Family and Relationship Violence
policy.
Discrimination and Harassment
A. Allegations of discrimination/harassment, other than sexual harassment and misconduct, are handled under the
Affirmative Action, Equal Employment Opportunity, and Non-Discrimination/Harassment policy.
Employee Duty to Report
A. The university encourages all members of the university community to report incidents of sexual
harassment and misconduct involving anyone covered under this policy to the Title IX coordinator or
deputy coordinator.
B. Some members of the university community have an obligation to report incidents of sexual harassment
and misconduct. Any human resource professional (HRP); supervisor, including faculty supervisors and
volunteer supervisors; chair/director; or faculty member who becomes aware of information that would
lead a reasonable person to believe that sexual harassment or misconduct may have occurred involving
anyone covered under this policy, must notify the Title IX coordinator or deputy coordinator within five
work days of becoming aware of the information.
C. Employees with a duty to report may make such reports in the following formats:
1. Contact the Office of Human Resources by calling 614-292-2800, filing a Discrimination and
Harassment Complaint form; or emailing sexualharassment@osu.edu; or
2. Contact the Title IX coordinator or deputy coordinator.
D. Corrective action may be taken against any individual who has a duty to report and who fails to respond
in a manner consistent with the provisions of applicable laws, regulations, policies, and procedures.
Reporting Sexual Harassment and Misconduct
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A. Reports can be made by individuals who are directly involved in, who observe, or who reasonably believe that sexual
harassment or misconduct may have occurred. This includes allegations by third parties against any individual covered
by this policy. Some members of the university community have a duty to report such information; see Employee Duty
to Report section above.
B. Reports can be made by contacting the Title IX coordinator or deputy coordinator or by using the following
resources:
1. Office of Human Resources;
2. Office of Student Conduct;
3. University Anonymous Reporting Line; and/or
4. University Police (to report criminal activity only);
C. Filing a report with the university does not preclude the individual from filing a report with an external law
enforcement or other agency nor does it extend time limits with those agencies.
VII. Rights of Complainant and Accused in Sexual Misconduct/Harassment Procedures include the right to:
A. Be fully informed of university policies and procedures as well as the nature and extent of all alleged violations
contained within the allegation;
B. Have university policies and procedures followed without material deviation;
C. Be treated with respect by university officials;
D. Have a support person present during any applicable campus disciplinary hearing, investigation meeting, or
disciplinary proceeding as an outcome of the investigation. The role of the support person is only to be present;
they will not be provided documentation or allowed to interject during the meeting;
E. Adequate, reliable, and impartial investigation and appropriate resolution of all reports of which the university
knows or reasonably should know;
F. End any available informal process at any time and begin the formal stage of the resolution process;
G. Be informed by the university of options to notify proper law enforcement authorities, including on-campus and
local police, and the option to be assisted by campus authorities in notifying such authorities, if the individual so
chooses;
H. Be notified of available counseling, mental health, and other support services, both university and community;
I. Be informed, in writing, of the finding and any sanction or corrective action that impacts the complainant;
J. Not to have irrelevant prior sexual history admitted as evidence in the investigation and resolution of a report;
K. Have allegations investigated by staff adequately trained to resolve allegations of sex and gender discrimination;
L. Equitable participation in any allegation resolution process, including the opportunity to identify witnesses and
other evidence; and
M. The use of a preponderance of the evidence (i.e., more likely than not) standard in any Title IX proceeding,
including fact-finding and resolution.
VIII. Confidentiality
A. The university recognizes the importance of confidentiality. To the extent possible, information received
in connection with the filing, investigation, and resolution of allegations will be treated as confidential
except to the extent it is necessary to conduct an appropriate investigation, to provide assistance and
resources to complainants, to perform other appropriate university functions, or when compelled to do so
by law. When requests for confidentiality arise, they will be evaluated by the Title IX coordinator. All
individuals involved in the process should observe the same standard of discretion and respect for
everyone involved in the process.
IX. Retaliation
A. The university will not tolerate retaliation in any form against any individual who makes an allegation,
files a report, serves as a witness, assists a complainant, or participates in an investigation of
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discrimination or harassment. University policy and state and federal law prohibit retaliation against an
individual for reporting discrimination or harassment, or for participating in an investigation. Retaliation
is a serious violation that can subject the offender to discipline, up to and including termination of
employment and/or student status, independent of the merits of the underlying allegation. Allegations of
retaliation should be directed to the Title IX coordinator or deputy coordinator.
X. Resolution of Reports
A. Informal resolution
1. For instances in which an individual brings forth mild or low-level concerns, at their very onset, the university may
work on informal resolution.
2. Such method may only be used if both parties agree and only with the assistance of a university official
such as a counselor, trained mediator, or designated administrator.
3. Complainants are not required to discuss issues directly with the accused.
4. In cases of alleged sexual violence, mediation is not an appropriate resolution, even on a voluntary basis.
5. Complainants have the right to end the informal process at any time and begin the formal stage of the
report process.
B. Formal resolution
1. The university will consider the concerns and rights of both the complainant and the accused and provide an
equitable process. Rights are identified below.
2. Investigations should be concluded within a reasonable timeframe from the date a report is made. The
university will strive to complete investigations within 60 days of a report of alleged harassment or
misconduct. Other factors may affect that timeframe, including and not limited to, the complexity, severity,
and extent of the alleged conduct.
3. Major stages of the formal resolution (investigation) process include: fact-finding; completing the decisionmaking process to determine whether the alleged sexual harassment or misconduct occurred; issuing written
notice of the finding of the investigation; and determining the actions the university will take to stop the
harassment, eliminate the hostile environment, prevent its recurrence, and remedy its discriminatory effects.
4. For sexual harassment and misconduct when the accused is a student in the non-employment context, the
Code of Student Conduct provides the mechanism for formal resolution.
5. For sexual harassment and misconduct when the accused is an employee or a student employee, the
Guidelines for Responding, Investigating, and Resolving Complaints of Discrimination and Harassment
provide the mechanism for formal resolution.
XI. Remedies
A. When the university makes a finding of sexual harassment or misconduct it will take steps, whether
individual or systemic, to stop the sexual harassment or misconduct, prevent its recurrence, eliminate any
hostile environment, and remedy the discriminatory effects on the complainant and others, as appropriate.
B. Corrective Action/Sanctions
1. For sexual harassment and misconduct where the accused is a student in the non-employment context,
sanctions may be taken pursuant to the Code of Student Conduct. Potential sanctions under the Code
of Student Conduct include formal reprimand, disciplinary probation, suspension, dismissal, and
other appropriate educational sanctions.
a. In the event that a record of such sanction will become a part of the accused’s educational
records, prior notice will be given.
2. For sexual harassment and misconduct when the accused is an employee or a student employee,
corrective actions may be taken pursuant to the Corrective Action and Involuntary Termination
policy, Student Employment policy, and/or the Rules of the University Faculty 3335-5-04. Potential
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corrective actions include coaching, development plans, reduction in supervisory duties and
leadership responsibilities, changes in salary, termination, and other appropriate corrective actions.
a. In the event that a record of such corrective action will become a part of the accused’s personnel
records, prior notice will be given.
b. Corrective action may also be taken against any individual with a duty to report (under this policy
and associated procedures) who fails to report an incident of sexual harassment or misconduct in
a manner consistent with the provisions of this policy and the associated procedures.
3. Student employees may be subject to corrective action and sanctions under both sections 1 and 2
above. For instance, a student employee who is dismissed from the university under section 1 may
also be subject to termination or other corrective action under section 2.
C. Interim Measures
1. Interim measures may be available before the final outcome of an investigation to ensure equal access
to the university’s education and employment programs and activities, and to protect the complainant
as necessary. Interim measures may be available to the complainant whether or not formal resolution
is used. Interim measures may continue past the duration of the investigation as deemed appropriate
by the university. Interim measures may include and are not limited to:
a. No contact order,
b. Victim advocacy,
c. Housing assistance/relocation,
d. Counseling,
e. Health services,
f. Safety resources,
g. Academic support,
h. Change in work schedule/location, and
i. Considering leave requests.
2. The Title IX coordinator, deputy coordinators, and other specifically designated university employees
will coordinate the provision of interim measures. Complainants will not be required to arrange such
measures by themselves. When providing interim measures, the university will minimize the burden
on the complainant.
D. Other remedial measures
1. When the university is unable to conduct a full investigation into a particular incident, due to a lack of
specificity in the report or request for confidentiality, the university may take other remedial measures as
appropriate to remedy the effects of the sexual harassment or misconduct and/or prevent its recurrence.
Remedial measures may also be implemented when it is determined that inappropriate behavior occurred, and
that the behavior did not rise to the level of a policy violation. Remedial measures may include and are not
limited to:
a. Targeted training on sex- and gender-discrimination,
b. Increased security in a designated space,
c. Change to policy or procedure, and
d. Climate checks.
XII. False Allegations
A. Failure to prove a claim of sexual harassment or misconduct is not equivalent to a false allegation.
B. It is a violation of this policy for anyone to knowingly or with reckless disregard for the truth make false
accusations of sexual harassment or misconduct. Corrective action/sanctions may be imposed on
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individuals who knowingly or with reckless disregard for the truth make false accusations of sexual
harassment or misconduct.
XIII. Use of Sexual Harassment and Misconduct Allegations in Employment or Academic Actions
A. When making decisions affecting an individual’s employment or academic status, allegations of sexual
harassment and harassment may be considered only if they have been addressed through this policy or
procedure, a court of law, or other administrative proceeding.

PROCEDURE
Issued:
10/01/1980
Revised:
07/01/2006
Edited:
12/01/2013
Target Interim Revision Date: 01/01/2015

Responsibilities
Position or Office

Responsibilities

Title IX coordinator

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

Deputy Title IX
coordinators

1.
2.
3.
4.
5.
6.
7.
8.
9.

Oversee all Title IX reports and investigations.
Oversee the maintenance of comprehensive documentation of the receipt of a report, investigation,
and resolution.
Oversee the communication of investigation findings to the complainant and accused.
Ensure appropriate action steps, corrective action, and/ or sanctions are issued.
Monitor action steps, corrective action, and/or sanctions to ensure behavioral change and
compliance.
Address all concerns promptly and thoroughly.
Respect the confidentiality and reputation of all parties.
Refer individuals to available university and/or community resources if counseling assistance is
needed.
Ensure that individuals delegated the responsibility for receiving and/or investigating reports receive
ongoing training on the substantive requirements of Title IX.
Coordinate investigations with the University Police as necessary.
Ensure that the Title IX coordinator’s other job responsibilities do not create a conflict of interest in
regard to their Title IX responsibilities.
Periodically review reports to identify any patterns of sex or gender discrimination.
Develop and implement regular university-wide events to raise awareness about all forms of sex and
gender discrimination.
Retain ultimate oversight responsibility for any responsibilities designated to Title IX deputy
coordinators.
Develop and implement periodic Title IX training for the university community.
Periodically review Title IX related policies and procedures to ensure that they are an efficient
resource for the university.
Oversee all Title IX reports and investigations.
Oversee the maintenance of comprehensive documentation of the receipt of a report, investigation,
and resolution and provide to the Title IX coordinator.
Oversee the communication of investigation findings to the complainant and accused.
Ensure appropriate action steps, corrective action, and/ or sanctions are issued.
Monitor action steps, corrective action, and/or sanctions to ensure behavioral change and
compliance.
Address all concerns promptly and thoroughly.
Respect the confidentiality and reputation of all parties.
Refer individuals to available university and/or community resources if counseling assistance is
needed.
Ensure that individuals delegated the responsibility for receiving and/or investigating reports receive
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Responsibilities
ongoing training on the substantive requirements of Title IX.
10. Coordinate investigations with University Police as necessary.
11. Ensure that the deputy’s other job responsibilities do not create a conflict of interest in regard to their
Title IX responsibilities.

Office of Human
Resources (OHR)

1.
2.
3.
4.
5.
6.
7.
8.

Office of Student Conduct 1.
2.
3.
4.
5.
6.
7.
8.
Human resource
professional (HRP)

1.
2.
3.
4.
5.

Supervisor (including
faculty supervisor and
volunteer supervisor),
chair/director, and faculty
member

1.
2.
3.
4.
5.

Conduct all investigations when the accused is an employee, including student employees. In cases
when the accused is also student employee, collaborate with the Office of Student Conduct.
Maintain comprehensive documentation of the receipt of a report, investigation, and resolution and
provide to the Title IX coordinator.
Communicate investigation findings to the complainant and accused.
Issue appropriate action steps and/or corrective actions.
Monitor action steps and/or corrective action to ensure behavioral change and compliance.
Address all concerns promptly and thoroughly.
Respect the confidentiality and reputation of all parties.
Refer individuals to available university and/or community resources if counseling assistance is
needed.
Conduct all investigations when the accused is a student in the non-employment context. In cases
when the student is also a student employee, collaborate with the Office of Human Resources.
Maintain comprehensive documentation of the receipt of a report, investigation, and resolution and
provide to the Title IX coordinator.
Communicate investigation findings to the complainant and accused.
Issue appropriate action steps and/or sanctions.
Monitor action steps and/or sanctions to ensure behavioral change and compliance.
Address all concerns promptly and thoroughly.
Respect the confidentiality and reputation of all parties.
Refer individuals to available university and/or community resources if counseling assistance is
needed.
Refer all reports of sexual harassment and misconduct to the Title IX coordinator or deputy
coordinator within five work days.
Refer any allegation to the Title IX coordinator or deputy coordinator within five work days.
Address all concerns promptly and thoroughly.
Respect the confidentiality and reputation of all parties.
Refer individuals to available university and/or community resources if counseling assistance is
needed.
Refer all reports of sexual harassment and misconduct to the Title IX coordinator or deputy
coordinator within five work days.
Refer any allegation to the Title IX coordinator or deputy coordinator within five work days.
Address all concerns promptly and thoroughly.
Respect the confidentiality and reputation of all parties.
Refer individuals to available university and/or community resources if counseling assistance is
needed.

Resources
For more information:
Affirmative Action, Equal Employment Opportunity and Non-Discrimination/Harassment, Policy 1.10,
hr.osu.edu/public/documents/policy/policy110.pdf

Code of Student Conduct, studentaffairs.osu.edu/csc/
Corrective Action and Involuntary Termination, Policy 8.15, hr.osu.edu/policy/policy815.pdf
Discrimination and Harassment Complaint form, hr.osu.edu/Forms/shdisccomplaint.pdf
Frequently Asked Questions: General, hr.osu.edu/policy/resources/115faq-general.pdf
Frequently Asked Questions: Romantic and/or Sexual Relations, hr.osu.edu/policy/resources/115faq-relations.pdf
General Records Retention Schedule, library.osu.edu/documents/records-management/general-schedule.pdf
The Ohio State University – University Policies policies.osu.edu
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Guidelines for Reporting, Investigating, and Resolving Complaints of Discrimination and Harassment,
hr.osu.edu/hrpubs/guidelinesdiscrim.pdf

Nondiscrimination Notice, hr.osu.edu/policy/resources/110nondiscrimnotice.pdf
Rules for Classified Civil Service, hr.osu.edu/ccsrules/ccsrule1.htm
Rules of the University Faculty, 3335-5-04, trustees.osu.edu/rules/university-rules/rules5
Student Employment, Policy 10.10, hr.osu.edu/policy/policy1010.pdf
Task Force Examining the Policy on Consensual Relationships Report and Recommendations,
hr.osu.edu/policy/resources/115report.pdf

Workplace and Family and Relationship Violence, Policy 7.05, hr.osu.edu/public/documents/policy/policy705.pdf
For counseling and support:
Counseling and Consultation Service, 614-292-5766, ccs.ohio-state.edu
Office of Student Life, 614-292-9334, studentlife.osu.edu
Student Advocacy Center, Sexual Violence Advocacy and Support, 614-292-1111, advocacy.osu.edu
Student Wellness Center, Sexual Violence, 614-292-4527, swc.osu.edu/sexual-violence/
The Ohio State Employee Assistance Program, 614-292-4472, osuhealthplan.com/OhioStateEAP
For issues of academic freedom:
Council on Academic Freedom and Responsibility (CAFR), senate.osu.edu/committees/CAFR/CAFR.html

Contacts
Subject

Office

Telephone

E-mail/URL

Policy consultation Employee Relations, Office of Human Resources

614-292-2800

ohrc@hr.osu.edu
hr.osu.edu/elr

To make a report

Title IX coordinator or deputy coordinators

See Title IX coordinators list at
http://titleix.osu.edu/

titleix@osu.edu
titleix.osu.edu

To make a report

Anonymous Reporting Line (does not satisfy
employee duty to report)

866-294-9350

secure.ethicspoint.com

Criminal issues

University Police (to report criminal activity only;
does not satisfy employee duty to report)

9-1-1 (Emergency)
614-292-2121 (Non-emergency)

ps.ohio-state.edu

Faculty issues

Office of Academic Affairs

614-292-5881

Title IX

Title IX coordinator, Office of University
Compliance and Integrity

614-247-5838

titleix@osu.edu
titleix.osu.edu

History
Issued:
10/01/1980
Revised:
01/06/1983
Revised:
11/05/1993
Edited:
01/15/1997
Edited:
10/31/1997
Revised:
07/08/2000
Revised:
01/01/2004
Revised:
07/01/2006
Edited:
12/01/2013
Target Interim Revision Date: 01/01/2015
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Affirmative Action, Equal Employment Opportunity
& Non-Discrimination/Harassment
Policy 1.10
Office of Human Resources
Applies to: Faculty, staff, students, student employees, graduate associates, volunteers, and applicants

POLICY
Issued:
10/01/1973
Revised: 02/01/2012
Edited:
09/01/2013
Target Revision Date: 01/01/2015

The Ohio State University is committed to building and maintaining a diverse community to reflect human diversity and
to improve opportunities for all. The university is committed to equal opportunity, affirmative action, and eliminating
discrimination. This commitment is both a moral imperative consistent with an intellectual community that celebrates
individual differences and diversity, as well as a matter of law.
Ohio State does not discriminate on the basis of age, ancestry, color, disability, gender identity or expression, genetic
information, HIV/AIDS status, military status, national origin, race, religion, sex, sexual orientation, or veteran status in
its activities, programs, admission, and employment.

Purpose of the Policy
To establish a policy prohibiting discrimination based upon law, including and not limited to: Americans with Disabilities
Act, Age Discrimination Act of 1975, Age Discrimination in Employment Act, Genetic Information Nondiscrimination
Act, Pregnancy Discrimination Act, Rehabilitation Act of 1973, Title VII of the Civil Rights Act of 1964, Title IX of the
Education Amendments of 1972, and Vietnam Era Veterans’ Readjustment Assistance Act of 1974.

Definitions
Term

Definition

Affirmative Action

Designed to help eliminate effects of past and present discrimination. It is a process in which employers
identify areas of improvement, set goals, and take positive steps to enhance opportunities for protected class
members - individuals with disabilities, minorities (Asian/Pacific Islander, Black, Hispanic, Native American
Indian), qualified veterans (Vietnam era veterans, special disabled veterans, campaign badge veterans, and
recently separated veterans), and women. Affirmative Action focuses on hiring, training, and promoting
qualified protected class members where they are underrepresented.

Applicant

An individual who has applied for a specific position at Ohio State.

Discrimination

Discrimination (disparate treatment and disparate impact) occurs when an adverse employment action is
taken and is based upon a protected status. Disparate treatment occurs when an employee suffers less
favorable treatment than others because of the protected status. Disparate impact occurs when an
employment policy, although neutral on its face, adversely impacts persons in a protected status.

Equal Employment
Opportunity

All persons regardless of age, color, disability status, gender identity and transgender status, national origin,
race, religion, sex, sexual orientation, or veteran status shall have equal access to positions in the public
service, limited only by their ability to do the job.

Harassment

(1) Unwelcome, protected status-based verbal or physical conduct that (2) is sufficiently severe, persistent
or pervasive that (3) it unreasonably interferes with, denies, or limits an individual’s ability to participate in or
benefit from the university’s education and employment programs and activities; and (4) is based on power
differentials (quid pro quo) or the creation of a hostile environment.
See the Sexual Misconduct/Harassment policy 1.15 for additional information on the definition of sexual
harassment.

Protected Class and
Protected Status

Protected class is defined by federal law/executive order.
Protected status is identified by the university and may extend beyond those groups defined by law.

The Ohio State University – Office of Human Resources hr.osu.edu/policy
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Policy Details
I. Guiding Principles
A. Recruitment processes should be designed and conducted so as to result in the most diverse and qualified
applicant pool possible.
B. Selection practices should emphasize hiring the best-qualified individuals with due consideration for persons
from underrepresented groups.
C. Management practices should facilitate inclusive work environments that value and seek out human diversity
and reward effective human relations skills.
D. University practices should emphasize prevention of discrimination and harassment.
E. Training and development opportunities should be made available to employees and should enhance the
opportunities for individuals from underrepresented groups.
F. Promotion practices, including tenure, should be inclusive and acknowledge the contributions of individuals
from underrepresented groups.

PROCEDURE
Issued:
10/01/1973
Revised: 02/01/2012
Edited:
09/01/2013
Target Revision Date: 01/01/2015

I. Making a Complaint of Discrimination/Harassment
A. Allegations can be made by individuals who are directly involved in, who observe, or who receive reliable information
that discrimination/harassment may have occurred.
B. Allegations of sexual harassment and misconduct are handled under the Sexual Harassment and Misconduct policy
1.15.
C. Allegations of all other forms of discrimination/harassment involving students in the nonemployment setting can
be filed by contacting the Office of the Vice President for Student Life; the Center for the Student Advocacy; or
the Multi-Cultural Center, specifically the Bias Assessment and Response Team.
D. Filing a complaint with the university does not preclude the individual from filing a complaint with an external agency
nor does it extend time limits with those agencies.
E. Individuals who wish to make a complaint of discrimination should:
1. Talk with the responsible party if desired and if comfortable doing so.
2. Seek to resolve the situation in consultation with the supervisor and/or college/unit human resource professional if
desired and if comfortable doing so.
3. If the issue is not resolved through #1 and/or #2, contact the Office of Human Resources. Submit a completed
Discrimination/Harassment Complaint form, available from the Office of Human Resources.
4. Provide witnesses and/or documentation from individuals that have first-hand knowledge of the situation.
5. Respect the confidentiality and reputation of all parties.
6. Keep the investigator informed of any new concerns or actions taken against the complainant during the
investigation.
II. Confidentiality
The university recognizes the importance of confidentiality. To the extent possible, all information received in
connection with the filing, investigation, and resolution of allegations will be treated as confidential except to the
The Ohio State University – Office of Human Resources hr.osu.edu/policy
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extent it is necessary to conduct an appropriate investigation, to provide assistance and resources to complainants, to
perform other appropriate university functions, or when compelled to do so by law. When requests for
confidentiality arise, they will be evaluated by the Office of Human Resources, Employee and Labor Relations or in
cases of sexual harassment and misconduct by the Title IX coordinator. All individuals involved in the process
should observe the same standard of discretion and respect for the reputation of everyone involved in the process.
III. Retaliation
The university will not tolerate retaliation in any form against any individual who makes an allegation, files a
report, serves as a witness, assists a complainant, or participates in an investigation of discrimination or harassment.
University policy and state and federal law prohibit retaliation against an individual for reporting discrimination or
harassment, or for participating in an investigation. Retaliation is a serious violation that can subject the offender to
discipline, up to and including termination of employment and/or student status, independent of the merits of the
underlying allegation. Allegations of retaliation should be directed to the Office of Human Resources, Employee
and Labor Relations, or in cases of sexual harassment and misconduct to the Title IX coordinator or deputy
coordinator.
IV. Job Posting Language
A. Required tagline for job postings: “EE/AA/Vet/Disability employer.”
B. Recommended (optional) tagline for job postings: “All qualified applications will receive consideration for
employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin,
disability status, or protected veteran status.

Responsibilities
Position or Office

Responsibilities

Employing Unit

1.
2.
3.
4.
5.
6.
7.
8.
9.

Office of Human
Resources

1.
2.
3.

4.
5.
6.
7.
8.
Applicant and
Employee

1.
2.

Ensure that a diverse pool is created for each search.
Ensure that management practices prevent discrimination and support Equal Employment Opportunity
(EEO).
Provide information and resources to supervisors, managers, and employees in support of Affirmative
Action, EEO, and non-discrimination.
Ensure that instances of discrimination are promptly referred to Human Resources Employee and Labor
Relations. Once findings and actions steps are issued ensure that they are properly implemented.
Display required EEO materials.
Consult with Human Resources Employee and Labor Relations to meet obligations under this policy.
Enter employee Affirmative Action employment data in the Human Resource Information System (HRIS).
Ensure confidentiality of individuals with HIV/AIDS infection, genetic information, or other issues governed
by this policy.
Follow responsibilities outlined in the Guidelines for Reporting, Investigating, and Resolving Complaints of
Discrimination and Harassment.
Consult with and guide units, managers, and employees regarding this policy.
Produce and maintain the university Affirmative Action Plan.
Publish findings of the Affirmative Action planning process (e.g. availability data, placement goals, etc.) and
consult with units regarding results of the Affirmative Action planning process and their responsibilities
under this policy.
Provide Affirmative Action, EEO, and non-discrimination information and resources.
Investigate complaints of discrimination/harassment.
Provide training regarding this policy.
Ensure confidentiality of individuals with HIV infection, genetic information, or other issues governed by this
policy.
Follow responsibilities outlined in the Guidelines for Reporting, Investigating, and Resolving Complaints of
Discrimination and Harassment.
Complete and submit the Equal Employment Identification form.
Submit Discrimination Complaint form to the Office of Human Resources.
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Position or Office

Responsibilities
3.

Follow responsibilities outlined in the Guidelines for Reporting, Investigating, and Resolving Complaints of
Discrimination and Harassment.

Resources
Equal Employment Identification form, hr.osu.edu/forms/emp/aaed.pdf
Equal Employment Opportunity Commission, eeoc.gov
Guidelines for Reporting, Investigating, and Resolving Complaints of Discrimination and
Harassment, hr.osu.edu/hrpubs/guidelinesdiscrim.pdf
National Human Genome Research Institute – genome.gov, genome.gov/10002077
Notice of Non-Discrimination, hr.osu.edu/policy/resources/110nondiscrimnotice.pdf
Ohio Revised Code Section 4112 Unlawful discriminatory practices, codes.ohio.gov/orc/4112.02
Posters, hr.osu.edu/hrpubs/index.aspx#EEOLabor
Rehabilitation Act of 1973, Sections 503 and 504, eeoc.gov/policy/rehab.html
Sexual Harassment and Misconduct policy 1.15, hr.osu.edu/public/documents/policy/policy115.pdf

Contacts
Subject

Office

Telephone

E-mail/URL

Policy

Employee and Labor Relations, Office of
Human Resources

614-292-2800

ohrc@hr.osu.edu
hr.osu.edu/elr

ADA and accommodations

ADA Coordinator’s Office, Office of
Diversity and Inclusion

614-292-6207

ada-osu@osu.edu
ada.osu.edu

Title IX

Title IX Coordinator, Office of University
Compliance and Integrity

614-247-5838

titleix@osu.edu
titleix.osu.edu

History
Issued:
10/01/1973
Revised
10/01/1980
Revised:
01/03/1985
Revised:
10/23/2000
Edited:
09/06/2002
Revised:
02/02/2004
Revised:
11/01/2009
Revised:
02/01/2012
Edited:
09/01/2013
Target Revision Date: 01/01/2015
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Workplace and
Family and Relationship Violence
Policy 7.05
Applies to: Faculty, staff, graduate associates and student employees

1

POLICY
Issued:
03/02/1999
Revised: 09/01/2011
Target Revision Date: 01/01/2015
The Ohio State University is committed to providing faculty, staff, and students with an environment that is safe, secure and
free from threats, intimidation and violence. This includes providing a supportive workplace in which employees can discuss
workplace and family and relationship violence occurring in their lives and seek assistance with those concerns. Our goal is to
provide a workplace in which violence of any kind is neither tolerated nor excused.
To promote an atmosphere that encourages learning and productive employment, quick responsive action will be taken if
violence or the threat of violence arises.
1

Students who are not graduate associates or student employees are covered by the Code of Student Conduct. This policy does not apply to
Health System employees. Please refer to University Hospitals Policy and Procedures Manual, Workplace Standards of Conduct, Policy 02-24.

Definitions
Term

Definition

Deadly weapon

Any instrument, device or thing capable of inflicting death, and designed or specially adapted for use as a
weapon, or possessed, carried or used as a weapon including, but not limited to, a firearm (including unloaded,
inoperable or sawed off firearms, starter pistols, zip guns, etc.), knife, club, brass knuckles, martial arts
weapon, or stun gun. Prohibited items shall not be stored in personal vehicles parked on state-owned and/or
leased property.

Family and relationship
violence

Behavior that is used by one person in a household or relationship to cause harm or gain power and control
over another such as physical, sexual, or emotional abuse.

Workplace violence

Any act resulting in threatened or actual harm to a person or property in the workplace.

Policy Details
I.

Conduct or Behavior Not Tolerated by the University
A. Direct or implied threats.
B. Physical conduct that results in harm to people or property.
C. Possession of deadly weapons on university property.
D. Intimidating conduct or harassment that disrupts the work environment or results in fear for personal safety (e.g. stalking).
E. Use of university property or resources such as work time, telephones, fax machines, mail, e-mail, internet, or other
means to threaten, harass, or abuse someone.
II. Consequences of Policy Violations
A. Individuals found to engage in behavior in violation of this policy will be subject to corrective action, up to and
including termination, in accordance with university policies or rules. Criminal charges may also be filed, as
appropriate.
B. The university will take reasonable steps to respect the confidentiality and autonomy of the victim in a reported
situation of workplace or family and relationship violence, to the extent allowed by law.
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1

C. Perpetrators of workplace and family and relationship violence occurring in the workplace may be required to seek and
successfully complete training, assessment, counseling, or treatment. The Ohio State Employee Assistance Program can
provide assessment, counseling and/or referrals to a family and relationship violence perpetrators’ treatment program.
III. Incidents of sexual harassment and misconduct are handled under the Sexual Harassment and Misconduct policy 1.15.

PROCEDURE
Issued:
03/02/1999
Revised: 09/01/2011
Target Revision Date: 01/01/2015
In an effort to promote a safe work environment, employees who are the victims of workplace or family and relationship
violence, or who believe they may be targets of violence, are encouraged to promptly notify an appropriate
administrator, University Police and/or Ohio State Employee Assistance Program. Confidentiality will be maintained to the
extent allowed by law.
I.

Crisis Assessment Team (CAT)
A. The Crisis Assessment Team is convened by the Office of Human Resources. The CAT assesses incidents
involving imminent danger, violence, or other appropriate situations as determined by the Office of Human
Resources, and advises appropriate next steps for the individual and the unit.
B. The team consists of representatives from the Office of Human Resources, University Police, Ohio State Employee
Assistance Program, Office of Legal Affairs, and other units when appropriate, such as the Office of Academic
Affairs or Office of Student Life. The CAT is not designed to address workplace issues that should be handled with
appropriate procedures at the employing unit level.

II.

Evaluating Alleged Threats
Employing units must immediately evaluate any alleged threat by assessing its perceived intent and the capacity and
means to fulfill the threat. Factors to consider include the nature of the threat, duration of risk, and likelihood that harm
will occur.
A. If the circumstances do not indicate imminent danger to persons or damage to property:
1. Document the circumstances associated with the event to include a record of information from all involved
employees or witnesses, and an evaluation of the circumstances.
2. Contact the Office of Human Resources, Employee Relations, to report the incident and to request guidance
and assistance.
3. Promptly develop and implement a plan of action in consultation with OHR Employee Relations.
4. Promptly investigate and initiate appropriate corrective action based upon the individual's degree of involvement.
B. In the event of imminent danger or an incident of violence involving injury to persons or damage to property:
1. Notify police. Regional campuses should contact the appropriate law enforcement agency.
2. Seek assistance for persons needing care.
3. Using the Employee Accident form or Incident Report form, document circumstances associated with the
event to include a record of information from all involved employees or witnesses, and an evaluation of the
circumstances.
4. Contact OHR Employee Relations to report the incident.
5. Promptly develop and implement a plan of action.
6. Promptly investigate and initiate appropriate corrective action based upon results of the investigation.
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III.

1

Workplace Safety Plans
Workplace safety plans are to be collaboratively developed between the employing unit and OHR Employee Relations,
in response to workplace violence and family and relationship violence. Plans may include and are not limited to
changing work stations and telephone numbers and escort for entry to and exit from the building.

Responsibilities
Position or Office

Responsibilities

Employing unit

A.
B.
C.
D.
E.

Familiarize employees with this policy and incorporate into your new employee and new faculty orientation
materials.
Schedule workplace violence and family and relationship violence training for leaders, supervisors, and
managers. Provide training on an ongoing basis for faculty, staff, and student employees.
Be alert to possible signs of violence or abuse, refer individuals to resources available through the Office of
Human Resources and the community, and support employees who seek professional help.
Evaluate, document, consult, and seek assistance with any alleged threat, as outlined in this document.
Develop and implement individualized workplace safety plans in consultation with OHR Employee Relations.

Faculty, staff, graduate A.
associates, and student B.
employees
C.

Be knowledgeable about this policy.
Report violations of the policy to an appropriate administrator (e.g. immediate supervisor, department head,
human resource officer, University Police, OHR Employee Relations).
Attend training, assessments, counseling, or treatment as required.

University Police
(Regional campuses
should contact campus
security and/or local law
enforcement.)

A.
B.
C.
D.

Restore order in a conflict situation.
Enforce the law including existing protection orders.
Arrange for emergency medical assistance.
Participate on a crisis assessment team as appropriate.

Office of Human
Resources

A.
B.
C.

Provide assistance to the employing unit including consultation on the development of individualized
workplace safety plans.
Process requests for corrective action.
Activate the crisis assessment team as needed.

A.
B.
C.
D.

Assess and manage incidents involving imminent danger or violence.
Determine appropriate action to assist the affected unit.
Conduct an investigation as appropriate.
Develop and implement an action plan.

Crisis Assessment
Team (CAT Team)

Resources
Assessing the Need for a CAT Meeting, hr.osu.edu/policy/resources/705CAT.pdf
Choices for Victims of Domestic Violence 24 hour crisis/shelter (includes youth issues/referrals), 614-2244663, choicescolumbus.org
Code of Student Conduct, trustees.osu.edu/rules/code-of-student-conduct/
Employee Accident Report form, hr.osu.edu/forms/accidentrpt.pdf
Guidelines for Reporting, Investigating, and Resolving Complaints of Discrimination and
Harassment, hr.osu.edu/hrpubs/guidelinesdiscrim.pdf
Incident Report Form for Workplace Violence, hr.osu.edu/forms/violenceincident.pdf
Office of Academic Affairs, 614-292-5881, oaa.osu.edu
Ohio Domestic Violence Network, 800-934-9840, odvn.org
Sexual Harassment and Misconduct policy 1.15, hr.osu.edu/public/documents/policy/policy115.pdf
University Health Services, 614-293-8146
The Ohio State University – Policies and Procedures
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Contacts
Subject

Office

Telephone

E-mail/URL

Policy interpretation and
consultation

Employee Relations, Office of Human Resources

614-292-2800

hr.osu.edu/elr
ohrc@hr.osu.edu

Counseling and employee
assistance

Ohio State Employee Assistance Program,
The OSU Health Plan

614-292-4472
800-678-6265

osuhealthplan.com/ohiostateeap

Counseling for students

Counseling and Consultation Service

614-292-5881

ccs.ohio-state.edu

Health System employee
issues

Employee Relations, Medical Center Human
Resources

614-293-4988

Imminent danger; police
issues

University Police

614-292-2121

ps.ohio-state.edu

Legal issues

Office of Legal Affairs

614-292-0611

legal.osu.edu

Sexual violence issues for
students

Sexual Violence, Student Wellness Center

614-292-4527

swc.osu.edu

History
Issued: 03/22/1999, issued as Workplace Violence
Edited: 09/06/2002
Edited: 07/14/2004
Revised: 01/31/2006, renamed Workplace and Family and Relationship Violence
Edited: 04/01/2006
Revised: 09/01/2011
Target Revision Date: 01/01/2015
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Student Employment
Policy 10.10
Office of Human Resources
Applies to: Student employees, including graduate associates

POLICY
Issued: 10/01/1973
Revised: 02/01/2014
Edited:
04/17/2014

Target edit date: 01/01/2015

The basis for student employment is to help meet the needs of the university, provide university students with financial support
in pursuit of their academic goals, and provide opportunities for academic or administrative job experience. The job duties and
responsibilities of student employees vary greatly, and may or may not be related to their field of study. A student employee is
defined as an individual who is:
1. Enrolled at the university on a full-time or part-time basis,
2. Appointed to a position designated as student employment, and
3. Associated with the university primarily in the pursuit of an academic degree.
The university maintains a distinction between student appointments and ongoing regular appointments. These distinctions may
include but are not limited to nature of work, hours worked, rate of pay, and benefit eligibility.
Graduate associates (GA; graduate administrative associate, graduate research associate, and graduate teaching associate) are
paid on salaried appointments, exempt from overtime compensation. They are subject to the terms of their appointments,
policies, and eligibility guidelines administered and monitored by the Graduate School.
Employment of international students is subject to federal regulations, and special restrictions may apply. Contact the Office of
International Affairs for information relating to the employment of international students.
Student employees are employed at will and serve at the discretion of the employing unit.

Definitions
Term

Definition

Academic term

Includes semesters and the summer term.

Session

A seven-week subset of autumn or spring semester, including the final exam period for the particular
session, and the May session.

Policy Details
I.

II.

Enrollment
A. Enrollment, as used in the definition of student employment above, includes the period between two successive
academic terms for which the student is enrolled and may include one "off" academic term in each academic year
in which the student is not enrolled. Student employee status may be retained for one additional academic session
following either graduation or withdrawal from enrollment (this does not apply to graduate associates; see the
Graduate School Handbook for more information).
B. When an individual’s association with the university is related primarily to the pursuit of an academic degree,
whether or not enrolled on a full-time basis, they are ineligible to hold a regular, term, or temporary staff
appointment. Any employment at the university will be designated as student employment.
Recruitment and Selection
A. Responsibility for hiring student employees is delegated to the college/VP unit level.
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III.

B. Students who meet federal work-study program eligibility requirements may be referred for employment
opportunities from the Student Financial Aid office, which oversees the work-study program.
C. Employment eligibility (Form I-9) must be verified for all student employees.
D. If the employing unit’s approved background check program applies to student employees, then they must undergo
the specified background check(s) in accordance with the Self Disclosure of Criminal Convictions and Background
Check Policy, 4.15.
Terms of Employment
A. Appointments
1. Student employees are appointed on a temporary, part-time basis.
2. Students employees may hold multiple appointments. The appointments must be the same status (e.g. exempt,
nonexempt) and must not total more than 70% FTE. Graduate associates cannot hold any appointment other
than a GA; they can hold multiple GA appointments up to 75% FTE.
3. Student employees are restricted to working 28 hours per week during academic terms in which they are
enrolled and 38 hours per week during their off academic term and official school breaks.
4. International students may only hold appointments up to 50% FTE, and may only work up to 20 hours per
week except during official school breaks or their authorized annual vacation period. Contact the Office of
International Affairs for more information.
5. If a nonexempt student employee works more than 40 hours in a work week, the overtime rate of 1.5 times the
regular hourly rate must be applied to the excess hours.
6. A student position cannot be changed to a regular ongoing position without following the applicable
procedures for the creation of and hiring for a regular position. Refer to Policy 3.10 Salary Administration and
Classification and Policy 4.10 Recruitment and Selection.
7. Absent the availability of qualified Ohio State students, the employment of non-Ohio State students in student
employee positions is permitted using the “non OSU student assistant” title.
8. State of Ohio minor employment law must be followed when hiring individuals under 18 years old.
B. Vacation and sick leave
1. Student employees do not accrue paid vacation or sick leave.
2. In the event of illness, a student employee must notify her or his supervisor as soon as possible each day of absence.
3. Arrangements for time off without pay are negotiated and approved within the employing unit, including time
off during academic break periods. Academic break periods are a function of the academic calendar, and do
not relate to student employee work assignments.
4. Graduate associates may be eligible for short- or long-term leaves of absence. See the Graduate School
Handbook for more information.
C. Holidays
Student employees are not eligible for holiday benefit pay. In university offices where services are maintained on
holidays, and students are scheduled to work, the rate of pay is at the regular hourly rate. Overtime rules under IIIA-5 apply. University holidays are listed in Policy 6.20, Holidays.
D. Jury duty
Time used by a student employee, in the performance of jury duty or when summoned as a witness, must be
treated as an excused absence without pay.
E. Military duty
1. A student employee who is a member of any reserve component of the United States Armed Forces, who is
voluntarily or involuntarily ordered to extended U.S. military service, must be granted time off without pay.
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IV.

V.

VI.

2. The student employee should provide advance written or verbal notice of the call for impending training or
active duty to the supervisor.
3. Upon completion of training, or if discharged under honorable conditions, and upon re-registration as a
student, the student employee must be returned to her or his former position in a timely manner, based on the
availability of a student position.
Resolution of Disputes
A. Grievance review guidelines for graduate associates are available in the Graduate School Handbook.
B. Students must bring concerns about their employment to the attention of their supervisor as soon as possible.
C. Supervisors are expected to make good faith efforts at fair and equitable resolution which includes informing the
student of their decision.
D. Student employees involved in a dispute should seek resolution at the unit level. Decisions at the unit level are final
and there is no appeal process.
Termination
A. A student employee who resigns or is terminated must receive wages due for services rendered.
B. A two week written advance notice for resignation is expected from a student employee.
C. Student employees are at will and serve at the discretion of the employing unit.
D. The supervisor or department head should give two weeks advance notice of termination. A student employee who
is found in violation of university rules or policies or who has engaged in misconduct may be terminated
immediately without advance notice.
E. Termination of graduate associates prior to the end of their appointment period must be approved by the Graduate
School.
Incidents of sexual harassment and misconduct are handled under the Sexual Harassment and Misconduct policy 1.15.

PROCEDURE
Issued: 10/01/1973
Revised: 02/01/2014
Edited:
04/17/2014

Target edit date: 01/01/2015

Responsibilities
Position or Office

Responsibilities

Office of Human
Resources

1.
2.

Establish student employee classifications, titles, pay ranges, and applicable guidelines.
Consult with units on this policy as appropriate.

Employing unit

1.
2.
3.

Recruit, select, and manage student employees.
Enter and maintain accurate employment information in the HRIS.
Monitor and ensure that student employees adhere to work hours restrictions across all of their positions.
Collaborate with other employing units as necessary.
Address disputes or concerns raised by student employees in a timely manner. Consult with unit senior
human resource professional about potential resolution options as needed.
Maintain student employee personnel files according to the University Record Retention Schedule and
the Personnel Records Policy 1.20.
Notify the human resource professional when a student resigns.

4.
5.
6.
Student employees

1.
2.
3.
4.

Follow terms of employment, including total of appointment(s) must not total more than 70% FTE.
Ensure you do not work more than 28 hours per week during enrolled academic terms and 38 hours per
week during once yearly “off” academic term and official school breaks across all positions at Ohio State.
Notify supervisor or follow unit procedures each day when unable to work due to illness.
Self-disclose post-employment criminal convictions, according to Self-Disclosure of Criminal Convictions
and Background Check Policy 4.15.
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Responsibilities
5.
6.

Bring concerns about employment to the attention of your supervisor as soon as possible.
Notify supervisor if resigning.

Resources
Forms (hr.osu.edu/forms):
Employment Eligibility Verification (Form I-9), hr.osu.edu/forms/emp/i-9.pdf
OPERS Request for Optional Exemption as a Student, hr.osu.edu/forms/ben/exemptstudent.pdf
Statement Concerning Your Employment in a Job Not Covered by Social Security,
hr.osu.edu/Forms/Ben/retiressform.pdf

STRS Exemption from Contributions for Student Employees, hr.osu.edu/forms/ben/exemptstudent.pdf
More information:
Frequently Asked Questions: Student Employment, hr.osu.edu/policy/resources/1010faq.pdf
Graduate Associate Appointment Document, gradsch.osu.edu/Depo/PDF/GA2.pdf
Graduate School Handbook, gradsch.osu.edu/graduate-school-handbook1
Human Resources Policies, hr.osu.edu/policy
Ohio Public Employees Retirement System (OPERS), opers.org
Ohio Revised Code, Employment of Minors, codes.ohio.gov/orc/4109
Salary Grade Tables, hr.osu.edu/comp/saltable
Sexual Harassment and Misconduct policy, hr.osu.edu/public/documents/policy/policy115.pdf
State Teachers Retirement System of Ohio (STRS), www.strsoh.org
Student Employee Appointment and Salary Guidelines, hr.osu.edu/comp/studentemployee

Contacts
Subject

Office

Telephone

E-mail/URL

Policy guidance

Talent Acquisition, Office of Human Resources

614-292-1050

hr.osu.edu/talent

Compensation

Compensation, Office of Human Resources

614-292-1050

hr.osu.edu/comp

Benefits

Benefits Services, Office of Human Resources

614-292-1050

benefits@hr.osu.edu
hr.osu.edu/benefits

GA employment

Graduate School

614-292-6031

gradsch.ohio-state.edu

International student employment

Office of International Affairs

614-292-6101

oia@osu.edu
oie.ohio-state.edu

Payroll taxes

Payroll Tax Office, Payroll Services, Office of the
Controller

614-292-2311

taxoffice@osu.edu

Work-study, student employment
opportunities

Federal Work-Study/Student Employment Office,
Office of Student Financial Aid

614-292-0300
800-678-6440

ssc@osu.edu
sfa.osu.edu/jobs
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Guidelines for Reporting, Investigating,
and Resolving Complaints of
Discrimination and Harassment
Used in conjunction with Policies 1.10, 1.15, 1.40, 1.50, 4.15, 4.17, 4.45, 6.05, 7.05
Affirmative Action, Equal Employment Opportunity, and Non-Discrimination/Harassment, Policy 1.10
Background Check, Policy 4.15
Equal Employment for Individuals with Disabilities, Policy 4.45
Family and Medical Leave, Policy 6.05
Activities and Programs with Minor Participants, Policy 1.50
Self-Disclosure of Criminal Convictions, Policy 4.17
Sexual Harassment and Misconduct, Policy 1.15
Whistleblower, Policy 1.40
Workplace and Family and Relationship Violence, Policy 7.05

And other policies as applicable

Issued:
02/02/2004
Revised:
03/01/2011
Edited:
01/01/2013
Target Revision Date:
01/01/2015

The university has a compelling obligation to address allegations and suspected instances of discrimination/harassment
when it obtains information that would lead a reasonable person to believe that a policy has been violated or that the
university should know about. The Office of Human Resources is responsible for investigating complaints of
discrimination/harassment against employees, including student employees. The Office of Human Resources is ultimately
responsible for investigating all complaints of discrimination/harassment, except in some Title IX investigations. In some
instances appropriately trained units may be delegated authority to investigate in partnership with the Office of Human
Resources. The university may take appropriate action, including informing the accused of the allegations and pursuing an
investigation even in cases when the complainant is reluctant to proceed. The complainant will be notified in advance when
such action is necessary.

I. Reporting Discrimination or Harassment
A. Reports can be made by individuals who are directly involved in, who observe, or who reasonably believe that
discrimination/harassment may have occurred. This includes allegations by third parties against members of the
university community. Some members of the university community have a duty to report such information; see
Employee Duty to Report section below.
B. Reports can be made by:
1. Contacting the Office of Human Resources by calling 614-292-2800, filing a
Discrimination/Harassment Complaint form; or emailing sexualharassment@osu.edu; or
2. Contacting the Title IX coordinator or deputy coordinator when applicable.
C. Reports of discrimination/harassment should be filed within 180 calendar days of notice of the event(s) that gave
rise to the complaint.
D. Filing a complaint with the university does not preclude the individual from filing a complaint with an external law
enforcement or other agency nor does it extend time limits with those agencies.

II. Employee Duty to Report
A. Any human resource professional (HRP); supervisor, including faculty supervisors and volunteer supervisors;
chair/director; or faculty member who becomes aware of information that would lead a reasonable person to believe
that discrimination/harassment has occurred must notify the Office of Human Resources or Title IX coordinator
when applicable, within five work days of becoming aware of the information. When applicable, the information
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provided on the complaint form/documentation will initiate collaboration between the Office of Human Resources
and the unit HRP to determine how to proceed with addressing any potential discrimination/harassment.
B. Corrective action may be taken against any individual who has a duty to report and who fails to respond in a manner
consistent with the provisions of the applicable laws, regulations, policies, procedures, and these guidelines.

III. Responsibilities for Resolving Complaints
A. Office of Human Resources Responsibilities:
1. Conduct all investigations when the accused is an employee, including student employees. In cases when the
accused is also student employee, collaborate with the Office of Student Conduct.
2. Maintain comprehensive documentation of the receipt of a report, investigation, and resolution and provide to
the Title IX coordinator when applicable.
3. Communicate investigation findings to the complainant and accused.
4. Issue appropriate action steps and/or corrective actions.
5. Monitor action steps and/or corrective action to ensure behavioral change and compliance.
6. Address all concerns promptly and thoroughly.
7. Respect the confidentiality and reputation of all parties.
8. Refer individuals to available university and/or community resources if counseling assistance is needed.
B. College/Unit Human Resource Professional (HRP) Responsibilities:
1. Refer all reports of discrimination/harassment to the Office of Human Resources or Title IX coordinator,
when applicable, within five work days.
2. Refer any allegation to the Office of Human Resources or Title IX coordinator, when applicable, within
five work days.
3. Help supervisors, chairs/directors, and faculty members to determine if there is an allegation and if so,
refer it to Office of Human Resources or Title IX coordinator, when applicable.
4. Address all concerns promptly and thoroughly.
5. Respect the confidentiality and reputation of all parties.
6. Refer individuals to available university and/or community resources if counseling assistance is needed.
C. Supervisor (including faculty supervisors and volunteer supervisors), Chair/Director, and Faculty Member
Responsibilities:
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1. Refer all reports of discrimination/harassment to the Office of Human Resources or Title IX coordinator,
when applicable, within five work days.
2. Refer any allegation to the Office of Human Resources or Title IX coordinator, when applicable, within
five work days.
3. Contact the college/unit HRP if unsure if there is an allegation and collaborate to determine if there is an
allegation; if so, refer it within five work days.
4. Address all concerns promptly and thoroughly.
5. Respect the confidentiality and reputation of all parties.
6. Refer individuals to available university and/or community resources if counseling assistance is needed.

IV. Investigator Duties
A. Investigations will be a collaborative effort between the unit and OHR whenever possible. Individuals will be
informed of the investigation and its progress on a timely basis.
B. The investigator will discuss the following with the complainant:
1. The complainant may:
a. File a complaint with the Office of Human Resources,
b. File a complaint with the Title IX coordinator or deputy coordinator when applicable, or
c. File a grievance under the nondiscrimination clause of the appropriate collective bargaining agreement.
C. The investigator will discuss the following with the complainant and accused:
1. The behaviors and any related issues that gave rise to the complaint.
2. The policy under which the complaint is brought and these investigation guidelines. Copies of both will be
provided.
3. The university has a compelling obligation to address allegations and suspected instances of
discrimination/harassment when it obtains information that would lead a reasonable person to believe that a
policy has been violated or that the university should know about. The university may take any action it deems
appropriate, including informing the accused of the allegations and pursuing an investigation even in cases
when the complainant is reluctant to proceed. The complainant will be notified in advance when such action is
necessary.
4. The manner and frequency with which they will be updated about the status of the investigation.
5. The importance of confidentiality during the investigation. See Confidentiality section below.
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6. Ohio Public Records Law. Upon conclusion of the investigation, records may be made available to the extent
mandated by law.
7. The university will not tolerate retaliation in any form. See Retaliation section below.
D. The investigator will ensure that the Discrimination/Harassment Complaint form is completed if necessary. A
written complaint form is not necessary if sufficient information has been provided to the investigator to allow an
investigation to proceed.
E. The investigator, in collaboration with the unit representative/HRP and the complainant, will determine if interim
measures are necessary to prevent discrimination/harassment that occurs against the complainant while the
investigation is pending.

V. Investigation Process
A. Purpose of the investigation. The purpose of the investigation is to evaluate the allegations of
discrimination/harassment, formulate a response that addresses the facts as they are determined, and follow up to
ensure that the necessary action steps are completed.
B. Method of investigation. Depending on the facts of the case, an investigation may range along a continuum from a
one-on-one conversation with the accused with an agreement as to further interactions to an inquiry with several
witness interviews. During the investigation, the consultant may interview the parties, witnesses who have firsthand knowledge of the events, and gather relevant documents. After analyzing all the information, the consultant
will prepare a case report with findings and detailed action steps to be implemented by the unit and the parties. Prior
to the release of the case report, the employee relations director or designee will review the report and discuss with
the investigator any procedural issues, the specific findings, and necessary actions steps. In instances of sex- or
gender-based discrimination, the Title IX coordinator or deputy coordinator will be consulted. After this review, the
case report will be delivered to the parties. The decision issued by OHR is final. In every case, a record must be
made of the allegations, investigation, and action taken.
C. Presence of support persons. The complainant and the accused may each have a support person present during any
applicable investigation meeting or disciplinary proceeding as an outcome of the investigation. The role of the
support person is only to be present; they will not be provided documentation or allowed to interject during the
meeting.
D. Time period for resolution of an allegation. Investigations should be concluded within a reasonable timeframe from
the date a report is made.
E. Standard of proof for sexual harassment and misconduct investigations. Preponderance of the evidence (i.e., more
likely than not) is the standard used in any Title IX proceeding, including fact-finding and resolution.
F. Possible outcomes.
1. An investigation may result in one of the following findings:
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a. A determination that there is sufficient evidence to indicate a violation of university policy.
b. A determination that there is insufficient evidence to indicate a violation of university policy.
c. A determination that there is no evidence to indicate a violation of university policy.
d. A determination that inappropriate behavior has occurred.
e. A determination that there is sufficient evidence to indicate that an allegation is false.
2. If discrimination/harassment, false allegation, inappropriate behavior, or other policy violation has occurred, the
university will take necessary action steps to correct the behavior. A false charge occurs when someone
intentionally reports information or incidents that they know to be untrue.
3. The department must take prompt remedial action consistent with the severity of the offense, if any, and all
applicable university rules and regulations. The necessary action steps for the department to take will be
provided by the Office of Human Resources to the appropriate administrator who is responsible for
implementation.
G. Concluding the investigation. At the conclusion of the investigation, the investigator will inform the appropriate unit
or higher-level administrator, complainant, and accused of the outcome.
H. Written report of findings. The investigator will prepare a written summary of the findings of the investigation.

VI. Corrective Action Implementation
A. When discrimination/harassment is found, steps will be taken to ensure that the behavior is stopped promptly.
Appropriate corrective action may range from counseling, written reprimands, suspensions, or other action up to
and including dismissal, in accordance with established university rules, policies, and procedures. The Office of
Human Resources will monitor corrective action to ensure compliance.
1. In cases involving faculty members, corrective measures may be imposed in accordance with Rules of the
University Faculty 3335-5-04.
2. For unclassified and classified civil service employees, refer to Corrective Action and Involuntary
Termination, Policy 8.15.
3. For bargaining unit employees, refer to the appropriate collective bargaining agreement.
4. In cases involving students acting in their employment capacity, measures may be imposed in accordance with
Student Employment, Policy 10.10. Measures may also be imposed in accordance with the Code of Student
Conduct and other university policies.

VII. Confidentiality
A. The university recognizes the importance of confidentiality. To the extent possible, information received in
connection with the filing, investigation, and resolution of allegations will be treated as confidential except to
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the extent it is necessary to conduct an appropriate investigation, to provide assistance and resources to
complainants, to perform other appropriate university functions, or when compelled to do so by law. All
individuals involved in the process should observe the same standard of discretion and respect for everyone
involved in the process.

VIII. Retaliation
A. The university will not tolerate retaliation in any form against any individual who makes an allegation, files a report,
serves as a witness, assists a complainant, or participates in an investigation of discrimination/harassment.
University policy and state and federal law prohibit retaliation against an individual for reporting
discrimination/harassment, or for participating in an investigation. Retaliation is a serious violation that can subject
the offender to discipline, up to and including termination of employment and/or student status, independent of the
merits of the underlying allegation. Allegations of retaliation should be directed to the Office of Human Resources
or Title IX coordinator or deputy coordinator when applicable.

IX. Academic Freedom
A. When the alleged discrimination/harassment takes place in an instructional setting and the accused believes the
allegation of discrimination/harassment infringes upon academic freedom, a designee from the Council on
Academic Freedom and Responsibility (CAFR) will be consulted. This designee will have access to all pertinent
information regarding the investigation to assure due regard for academic freedom. The designee will address
concerns about the investigation process with the investigator as necessary.

X. Record Keeping
A. The Office of Human Resources will maintain a written record of all witness interviews, evidence gathered, the
outcome of the investigation, and any other appropriate documents. Investigation records will not be maintained in
personnel files or student files unless they are part of a formal corrective action or sanction. Investigation records
will be maintained in accordance with university records retention schedules. When a complaint is filed outside the
university, information gathered in the course of the internal investigation may be disclosed to the investigating
agency.
B. A full set of investigation paperwork will be housed at the Office of Human Resources, including complaint form
and/or notes, investigation notes, any relevant documentation or evidence, case report if appropriate, and letters of
notification of findings and necessary action steps. If corrective action is issued, a letter documenting the action
should be included in the discrimination/harassment investigation file. When corrective action is taken, the
employing unit will house a file including the case report, letters of findings, and corrective action documents.
C. In instances of sex- and gender-based discrimination, the Title IX coordinator will be provided written notice of the
complaint, report, investigation, and resolution.
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XI. Maintaining these Guidelines
A. Sections of these guidelines that duplicate any policy to which they apply can only be updated consistent with
the respective policy.

RESOURCES
Consultation:
Office of Human Resources, 614-292-2800
Office of Academic Affairs, 614-292-5881
Title IX Coordinator and Deputy Coordinators, titleix.osu.edu
Counseling:
Counseling and Consultation Service, Office of Student Life, 614-292-5766, ccs.ohio-state.edu
Ohio State Employee Assistance Program, The OSU Health Plan, 614-292-4472, osuhealthplan.com/OhioStateEAP
More information:

Activities and Programs with Minor Participants, Policy 1.50, hr.osu.edu/policy/policy150.pdf
Affirmative Action, Equal Employment Opportunity, and Non-Discrimination/Harassment, Policy 1.10,
hr.osu.edu/policy/policy110.pdf
Background Check, Policy 4.15, hr.osu.edu/policy/policy415.pdf
Code of Student Conduct, studentlife.osu.edu/pdfs/csc_12-31-07.pdf
Corrective Action and Involuntary Termination, Policy 8.15, hr.osu.edu/policy/policy815.pdf
Discrimination/Harassment Complaint form hr.osu.edu/forms/shdisccomplaint.pdf
Employment Disputes, Policy 8.20, hr.osu.edu/policy/policy820.pdf
Equal Employment for Individuals with Disabilities, Policy 4.45, hr.osu.edu/policy/policy445.pdf
Family and Medical Leave, Policy 6.05, hr.osu.edu/policy/policy605.pdf
Records Retention Schedule, library.osu.edu/assets/Uploads/RecordsManagement/general-schedule.pdf#page=17
Rules for Classified Civil Service hr.osu.edu/policy/ccs
Rules of the University Faculty, trustees.osu.edu/rules/university-rules.html
Self-Disclosure of Criminal Convictions, Policy 4.17, hr.osu.edu/public/documents/policy/policy417.pdf
Sexual Harassment and Misconduct, Policy 1.15, hr.osu.edu/policy/policy115.pdf
Student Employment, Policy 10.10, hr.osu.edu/policy/policy1010.pdf
Whistleblower, Policy 1.40, hr.osu.edu/policy/policy140.pdf
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Workplace and Family and Relationship Violence, Policy 7.05, hr.osu.edu/policy/policy705.pdf
Academic freedom:
Council on Academic Freedom and Responsibility (CAFR), senate.osu.edu/?s=CAFR
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The Ohio State University Marching Band
Operations Manual
Autumn Semester, 2014

I. MEMBERSHIP
A. Membership in The Ohio State University Marching Band is earned through a competitive
audition during the annual tryout week. Candidates must be enrolled on the Columbus
campus or branch campuses, or at an area university with a “reciprocal agreement” with
Ohio State, to be eligible for tryouts and membership. All band members and candidates
must be in good academic standing with the university. Any student dismissed from The
Ohio State University is not eligible to try out for or participate in marching band. All
candidates, including returning members and squad leaders, are tested and evaluated
before the membership of the band is selected and announced. Tryout week takes place
in August, prior to the start of autumn semester classes. Participation is a requirement for
membership in the band. Rehearsals begin the day following tryouts, and continue daily
until the autumn semester schedule commences.
B. The Directing staff consists of School of Music staff and graduate teaching associates.
The Marching Band is listed as a School of Music course in the official Course Offerings
Bulletin (Music 2205.01 for undergraduates, Music 7780.04 for graduate students, and
Music 2205.01 for student staff and the drum major squad). All band members are
required to register for this course. Students in any curriculum or major area, including
continuing education, may register for Music 2205.01. Prerequisites for tryout and
membership include: attendance at tryout week and all before school rehearsals and
participation in the entire performance schedule, including a post-season bowl game and
related activities. All band members and student staff must be registered for Music
2205.01/7780.04 by the first Friday of autumn semester (August 29, 2014).
Membership in the band is limited to five years for marching and playing members as well
student support staff members.
C. All candidates must demonstrate musical performance ability on a brass or percussion
instrument, as evaluated by qualified persons invited by the directing staff. All candidates
must also demonstrate a high level of physical coordination and endurance, and an ability
to adapt quickly to the Ohio State style of marching. The candidate's ability to learn and
memorize music and specific marching routines is also evaluated, along with his or her
level of enthusiasm, willingness to work hard and improve, and ability to accept criticism.
Student squad leaders teach the marching fundamentals and evaluate the candidates.
The final decision on membership is made solely by the director, with input from the other
members of the directing staff and the squad leaders.
D. Membership is an honor and privilege, and involves the sacrifice of time and effort.
Members must place a high priority on academic and social responsibilities.
E. All tryout information (the list of marching band fundamentals, the music to the Ohio State
school songs, audition sheet, and schedules) is sent to registered candidates in mid-July.
Those interested in auditioning can indicate their desire by registering at the marching
band website: <www.osumarchingband.com>.
F. All new trumpet and trombone candidates must tryout on second parts. Part change
considerations for returning students must be approved by the director prior to tryouts.
Final approval of a part change will be determined by the directing staff based on the
student’s music audition.
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II. ORGANIZATIONAL COMPONENTS
A. The block band consists of 192 marchers (16 rows of 12 each), who are referred to as
"regulars." In addition to the regulars, the roster includes 33 “alternates” (two per row and
one additional in the percussion section), a drum major, an assistant drum major, a drum
major training squad, and a student staff of office assistants, managers, librarians, and
audio-visual technicians.
B. Regulars perform during pre-game and halftime shows. They are joined by the alternates
for post-game shows, parades, and other performances as dictated by the directing staff.
Regulars must perform at a consistently high level to retain their positions. A regular may
lose such status for a number of reasons including but not limited to: losing a challenge to
an alternate, poor performance in the judgment of the directing staff, or for violating band
policies and procedures. The director will make all final decisions concerning personnel.
C. Alternates are expected to learn all music and marching routines each week. Alternates
must be prepared to substitute for regulars on short notice. A member of the directing
staff will be identified as the primary staff member for alternates. Alternates are required
to challenge for a regular position every week (see section XI on "Challenges").
D. Each year, a drum major and an assistant drum major are selected at a tryout held
during the spring semester. These individuals must be enrolled as a student at The Ohio
State University and must have been a member of the drum major squad for a minimum
of one year. Drum majors and members of the drum major squad are all bound by the
same five-year membership limit as the other band members. The head drum major
position has a limit of two years.
E. A drum major squad consisting of up to seven members is selected during band tryouts.
Students on the drum major squad are considered band members in full standing. They
are required to rehearse with the drum majors and the band during the autumn semester
in order to qualify for drum major tryouts in the spring semester. Members of the drum
major squad will fill in positions in the band alternate ranks at rehearsals and
performances at the discretion of the directing staff. Participation in the drum major
squad is limited to two years. Members of the drum major squad must be registered for
Music 2205.01 (2 credit hours).
F. The marching band has no outside organizations or auxiliary groups associated with it.
Outside performers, artists, and others may be utilized when a performance creates a
need for special talents not found within the band proper.

III. ORGANIZATIONAL LEADERSHIP STRUCTURE
A. The Ohio State Marching Band’s organizational structure reflects its roots in military
tradition. The band’s directing staff consists of the director, associate director, assistant
director, graduate teaching assistants, percussion instructor, and drum major
instructor. This group represents the leadership core of the organization. [For the 2014
OSUMB, the directing staff is comprised of the director of university bands, associate
director of university bands, associate director and assistant director of marching and
athletic bands, interim associate director of marching band, graduate teaching
associates, percussion instructor and drum major instructor. The duties of the directing
staff include writing and preparing the shows, selecting the members of the band,
formulating and implementing band policy, setting rehearsal and performance schedules,
formulating trip logistics and off-campus performances, and overseeing all operations of
the Marching and Athletic Band Program.
B. The director of the marching band is delegated the responsibility of overseeing all
performance content, membership, and advancement of the Marching and Athletic Band
Program. The associate director, assistant director, percussion instructor, drum major
instructor, and graduate teaching associates serve and help to administrate the Marching
and Athletic Band program under the supervision of the director.
C. Each row in the band has two student leaders: a squad leader and an assistant squad
leader. Squad leaders are selected by the director. Selection criteria include a favorable
vote from the members of the row and an interview with the directors. Squad leaders are
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in charge of their row and report directly to the directing staff. Specific duties delegated
to squad leaders include: assisting the directing staff in conducting marching drills and
grading candidates during tryout week; assisting with the weekly challenges and music
checks; completing uniform and instrument inspections; recruiting; facilitating row
communication; providing on-the-field and off-the-field leadership to members of the row.
An effective squad leader is a superb role model for the highest effort and
accomplishment in marching, playing, discipline, attendance, and citizenship.
D. Members of the student support staff are appointed by the director and operations
manager and serve at the discretion of the directing staff. Student support staff members
are considered members of the band in full standing. The student support staff receives
academic credit for Music 2205.01 for their work during normal rehearsal times, and
receives payment for successful completion of their duties. The head office coordinator
assists the directing staff and supervises a student support staff of librarians and
copyists. The head student manager oversees all equipment (issuing, repair, and
maintenance), and supervises a student staff of managers, an alterations manager,
audio-visual technicians, and instrument repair staff. The student sales coordinator
oversees all merchandise sales and bookkeeping. The squad leader group, consisting of
all squad leaders and assistants, the head band office assistant, the head manager,
students sales coordinator, treasurer, the drum major and assistant drum major, will
serve, as requested by the directing staff, in an advisory capacity, discussing band policy
and special situations.

IV. REHEARSAL EXPECTATIONS
A. Proper courtesy and respect of other band members and band staff is expected at all
times. Inappropriate talking, lack of attention, or a negative attitude during rehearsals or
performances could result in loss of status. A positive rehearsal attitude reflects
consistent work ethic and appropriate rehearsal discipline at all times.
B. All members are required to have charts on the field Monday through Thursday. Failure
to comply may result in the loss of status. No charts or music will be carried at “gray day”
rehearsals. Gray day rehearsals require all members to wear matching clothing.
Marching clothing includes: band hats with old plumes and official matching gray sweat
clothes.
C. The directing staff reserves the right to suspend, dismiss, or replace a band member at
any time, for reasons including but not limited to: poor marching and/or playing
performance, violation of band policies and procedures or established university policy,
illness, injury, poor rehearsal attitude, or overall improper behavior.

V. SCHEDULE
A. The marching band rehearses from 4:10pm to 6:15pm, Monday through Friday during
autumn semester. Student staff members report one hour prior to report time, and stay
30 minutes past dismissal. Rehearsal times for games occurring prior to the start of
autumn semester will be determined and announced by the directing staff. Rehearsals
prior to the start of the semester are required for participation in the marching band. Extra
or extended rehearsals during the semester are rarely necessary, and are announced in
advance. On home game Saturdays there is a rehearsal several hours before the game.
The “Skull Session” performance in St. John Arena follows this rehearsal. The band
performs at all home football games and at a number of away games each season. Off
campus performances are also required, and may include concerts, field shows, and
parades. The marching band also participates in post-season bowl games.
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VI. ATTENDANCE
A. GENERAL POLICY
1. All tardiness and/or absences must be communicated to the directing staff in advance
of a given rehearsal/performance. The official absence excuse form is available on the
marching band Box folder and/or the Carmen page. For last minute absences (illness,
etc.), members are required to inform the marching band office by telephone (614-2922598) or e-mail (osumb@osu.edu) prior to the start of the rehearsal. Failure to do so will
result in the absence being labeled unexcused. Standing class or work conflicts are not
permitted. When no policy covers a specific attendance situation, the directing staff will
address it appropriately.
2. Squad leaders will communicate row attendance to the directing staff on a daily basis
at the beginning of rehearsal (4:10 PM). All band members including student staff
members must be seated in the rehearsal hall at the time of attendance to be counted
present. Failure of squad leaders to communicate accurate attendance within his/her row
will result in action by the directing staff.
3. If a member with regular status is absent on the Friday afternoon or Saturday morning
rehearsal immediately preceding a performance (including an excused absence), the
directing staff, after consulting with the row's squad leader, may replace that regular with
a qualified alternate.
B. NON-PERFORMANCE DAY TARDINESS AND ABSENCES
1. A member with regular status who has an unexcused tardy or absence for a nonperformance day rehearsal will be replaced by an alternate. The regular, upon his or her
return to rehearsal, must report to the directing staff for reinstatement review. A member
with alternate status who has an unexcused absence or tardy for a non-performance day
rehearsal will forfeit the ability to challenge for the following performance. The student
must also take part in a reinstatement review by the directing staff. Any member of the
student staff who has an unexcused absence or tardy for a non-performance day
rehearsal will be placed on suspension. The decision for reinstatement will be based
upon past absences and tardiness, the validity of the excuse, and the progress of the
show in relation to the performance date.
2. Early dismissals from rehearsal are highly discouraged, and must be cleared in
advance by the director in writing. The student must check out with a member of the
directing staff prior to leaving rehearsal.
C. PERFORMANCE DAY TARDINESS AND ABSENCES
1. On the day of a performance, any band member with regular status who has an
unexcused tardy for roll call will be an alternate for the ensuing performance (pending
decision of the directing staff). In similar fashion, a member with regular status who has
an unexcused tardy for field rehearsal on a performance day will be made an alternate for
the ensuing performance. Further action will be at the discretion of the directing staff.
2. On the day of a performance, any band member with alternate status who is tardy for
either roll call or field rehearsal forfeits the ability to challenge for the following
performance. Further action will be at the discretion of the directing staff.
3. Any band member who misses a performance without permission will be suspended
and lose his or her position in the band for a period of time to be determined by the
directing staff. Suspended members may not wear the uniform or perform with the band.
An interview with the director or the entire directing staff is necessary in order to have the
suspension lifted.
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D. EXCESSIVE TARDINESS AND/OR ABSENCES
Because of the highly competitive nature of being selected for the marching band
excessive tardiness and/or absences will not be tolerated. Upon reaching a third
unexcused tardy or absence to either a rehearsal or performance, the student regardless of his her regular, alternate, or student staff status - will be placed on
suspension. Suspended members may not wear the uniform nor perform with the band.
An interview with the director or the entire directing staff is necessary in order to have a
suspension lifted. Should it be deemed necessary by the directing staff, a student’s
membership in the marching band may be revoked.

VII. CHALLENGES
A. Challenges will be held before the first rehearsal of a new show or subsequent
performance of the same show.
1. As in the circumstance where a show may be repeated 2 weeks later, challenges
should be held the Monday following the original performance so that if a
personnel change is made, the maximum amount of practice time is afforded to
that person. (This is an effort to avoid giving a new person only one week to
prepare for a drill when two weeks are available.)
B. Alternates must challenge regulars who play both the same instrument and part. A
challenger may only challenge one position per week. All challenges will be one-on-one;
however, two alternates may challenge any open position. There will be no ties. The
challenger must be better than the regular in order to win the challenge. Cross-row or
sister-row challenges are permissible.
C. The directing staff and squad leaders will conduct challenges. A directing staff member
will lead the challenge participants in the following routines: marching fundamentals,
school songs (as selected by the directing staff member in charge) — marching and
playing, the Ramp Entrance — marching and playing, and the tryout block drill —
marching and playing. The squad leaders will observe these routines and evaluate the
challenge by means of a written form. Squad leaders may also have a short period of
time at the end for their own routines or tests (marching only, no playing).
D. A member of the directing staff will be assigned to specific rows and will observe the
entire process. Squad leaders will present their recommendations for approval to a
directing staff member. The final decisions will be made by the directing staff. Once
approved, the results will stand and a directing staff member will handle any issues or
appeals. The written forms used for evaluation, signed by the squad leader and a
directing staff member, will be filed by the band secretary for future reference. Squad
leaders are to make written comments so that areas of improvement can be noted and
encouragement given. Comments will be shared with the challenge participants, along
with an explanation of the reasoning that led to the final decision.
E. If a regular or alternate involved in a challenge is absent on Monday, they forfeit their
ability to win or wage a challenge, respectively. If a regular or alternate is absent due to
extreme circumstances on the challenge day, the director will consider the validity of the
excuse and may, at his/her discretion, reschedule the challenge for the following day. In
extreme cases, a written medical excuse or equivalent must accompany the excuse form.
The challenge must be rescheduled before the next rehearsal.
F. In the event that a band member feels they are being treated unfairly by a squad leader,
a member of the directing staff will observe the challenge.

VIII. OPEN POSITIONS
A. An open position will be declared by the director on the basis of a regular's illness,
personal emergency, or disciplinary action. Whenever a regular is removed for
disciplinary action, that band member must participate in the challenge process to regain
his/her position as a regular. Open positions will be posted on Monday each week. Any
alternate playing the same instrument and part may challenge for the open position.
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Positions that become open later than Monday will be filled by appointment of the
director.
B. At the end of each week, the band member that has taken over an open position has two
options: 1) remain as the regular in that position for the next challenge; or 2) challenge
for any other position for which s/he is qualified. A vacated spot will be declared open
again.
C. The returning regular must pass the previous week's music check before they may
participate in the challenge process. If there is an excused absence on Friday, the
regular must play and pass the music check on the following Monday in order to be
eligible to challenge that day.
D. The music check may be rescheduled by the director in case of extenuating
circumstances. Band members removed for disciplinary reasons can regain a regular
position in the band only through the following procedure:
1. The band member must pass the previous week's music check. If the music check
has been rescheduled because of extenuating circumstances, the music check must
be completed before practice on Monday. If the music check has not been passed
prior to the beginning of rehearsal, the position will be declared open and that band
member will not be eligible to participate in the challenge process for that week.
2. If there are no other band members challenging for his/her previously held position,
the returning band member still must participate in the challenge process. The
returning band member will be added to a challenge in another row on the same
part and must not finish last to regain his/her regular position. If s/he is unable to
regain a regular position, s/he will become an alternate for the next week and will be
placed in a row by the director. The open position will be filled by the band member
that finished second in the challenge.

IX. MUSIC CHECKS
A. All playing members of the band are required to memorize all music assigned by the
directing staff. Music checks will be held on the day before a game or performance,
unless otherwise announced. Squad leaders will be checked by the directing staff, and
the members of each row by their Squad Leaders. The squad leaders will make the initial
determination of who does or does not pass the check. Squad leaders must report the
results of music checks to the assigned office assistant. Failed music selections should
be identified at that time. Band members who fail music checks will lose their regular
status for the following week. Any alternate who fails a music check will lose his/her right
to challenge for one week.
B. Each failed music check during the regular season will lower the semester grade by one
third of a letter. Any person who fails three music checks during the season will be
dismissed from active participation in the band for the remainder of the season. Members
who fail a music check may appeal to a designated directing staff member. Only one
appeal will be given and the decision of the directing staff will be final.
C. Members who are excused from rehearsal when a music check takes place should
ideally schedule the music check prior to the absence. Should such arrangements not be
possible, the student must make up the music check on the rehearsal/performance day
following the absence, or fail the music check.

X. SHOW EVALUATIONS
A. After seeing the game films on Monday, the squad leaders will evaluate themselves and
their individual row members’ performances. Members who have made a performance
mistake will march a penalty drill. Below are the criteria upon which an individual’s
performance will be evaluated.
1. Major mistake/100 yards – playing in a rest, losing a hat, going the wrong way,
losing a uniform part or instrument, noticeably sticking out of formation, false start,
stops (marking time), missing horns up or down, failed inspections, not having
charts when required/asked Monday-Thursday.
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2. Minor mistake/50 yards – any self inflicted mistake not listed above, and all
Alternates

XI. PEP BANDS
A. Pep bands represent the university in an official capacity and must be approved by the
directing staff. All requests are to be submitted in writing to the directing staff for
consideration. Pep bands do not perform for political rallies or commercial promotions.
B. Performance attire for official pep band performances may be full uniform, grays, or band
blazers. At official pep band performances, performers will also be identified as Ohio
State students and Ohio State University Marching Band members. University-owned
musical instruments and music may also be used for official performances.
C. For unofficial performances, performers should not identify themselves as part of the
Ohio State University Marching Band, nor wear band uniforms, band jackets, blazers, or
clothing representing the OSUMB. Additionally, the use of university-owned musical
instruments or music is also prohibited. Members are strongly urged to avoid accepting
invitations and/or participating in non-approved pep band performances.
E. Approved pep band events will be posted/announced by a member of the directing staff.
A member of the directing staff or GTA will be identified to see that the performance and
member behavior is conducted in an exemplary manner. The leader must submit a report
to the directing staff at the conclusion of the event.
F. Band members may be assigned to perform at various events throughout the season. It
is the responsibility of those assigned to the pep band to arrive on time and represent
The Ohio State University Marching Band in an appropriate manner. In the event that an
assigned performer cannot attend the designated pep band, it is up to that individual to
find a replacement on the same part and communicate the substitutions to the director
who is organizing the pep band. Failure to participate or find an adequate replacement
will result in an unexcused absence.

XII. UNIFORM AND APPEARANCE
A. Band members are responsible for keeping the uniform and its parts cleaned, pressed,
and shined. The band uniform is to be worn in its entirety, and never in an incomplete
manner. A band hat or beret is to be worn with the uniform while outside. Uniform
inspections will be conducted before each performance. Uniforms are dry cleaned at no
cost to members regularly throughout the season.
B. Members will supply their own black shoes (plain-toed military oxford shoe designed to
be polished to a high shine, perma-shine preferred), black socks, white short-sleeved
shirts (plain standard collar: no button-down, tab, or fancy design), long black tie, red
beret, spats, plume, and white gloves. Berets, spats, plumes, gloves, black suspenders,
and ties (double Windsor knot) may be purchased from OSUMB. Other items for wear,
such as jackets, t-shirts, etc. are optional.
C. A single set of the components of the official “gray” uniform (t-shirt, shorts, jacket, and
pants) is provided at no cost to each member at the start of each season. Only official
grays are to be visible while in the gray uniform. The gray uniform must be clean and
free from stains.
th

D. There is to be no jewelry worn (aside from wedding, engagement, and 5 year rings) and
the proper grooming rules should be followed (see below).
E. A belt or suspenders are to be worn with the uniform at all times. Failure to wear either
will result in a failing of the uniform inspection. Trouser length for the uniform is four
inches off of the ground while wearing marching shoes. It is the responsibility of each
member to ensure that this measurement is accurate. If the trousers are damaged due to
improper wear the band member will be responsible financially for all replacement costs.
Suspenders are available in the manager's office. Long sleeved shirts are to be rolled up
so the sleeves do not show. No jewelry is to be worn above the neck while in uniform.
F. Good grooming is essential with a military uniform. All hair is to be off of the ears and
collars (cut, pinned, or greased), and underneath the band hat. Hair must remain in place
whether the hat is on or off. Sideburns are to be trimmed no lower than the bottom of the
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ear and may not be bushy. Mustaches are to be neatly trimmed, and may extend no
further than the corners of the mouth. Beards, extended mustaches, and goatees are not
permitted at any time including while in an official band uniform. Make-up, jewelry,
sunglasses, and other "non-uniform" items are not permitted. The use of tinted
prescription sunglasses is discouraged unless medically necessary or required.
Wristwatches (black, silver, or brown band) are permitted. The only finger jewelry items
th
permitted are wedding, engagement, or 5 year rings.
G. Inspections will be held on prior to all performances. Members who do not pass the
inspection of their instrument, accessories (including drum keys, sticks, mallets,
pennants, and bits), uniform, or grooming, or who report late will be required to perform a
penalty drill. Two or more violations of inspection will result in the lowering of the
students’ grade one-half letter for every infraction thereafter.
H. A plain black blazer is required attire for trips and pep band performances, and is the
responsibility of each band member to obtain. The official blazer patch may be purchased
from Kappa Kappa Psi and affixed to the blazer pocket in an appropriate manner (this
does not include, staples, safety pins, etc.)
I. Appropriate attire when wearing blazers includes: white dress shirt or blouse and OSUMB
tie; medium heather gray dress slacks; black socks or black hosiery; and black dress
shoes. All grooming requirements apply as well. No hats of any kind are to be worn
while in blazer uniform, however, sunglasses are acceptable. Jewelry is permitted in the
blazer uniform.

XIII. EQUIPMENT
A. All band members will assume responsibility for University-owned equipment and
musical instruments issued to them. All equipment must be properly signed out by a
student staff or directing staff member. The repair or replacement cost of any lost, stolen,
damaged, or missing inventory shall be the sole responsibility of the student to which it
was originally issued. All equipment is to be returned to the band upon request, or
following the last performance of the football season. This includes: instruments,
instrument parts, uniforms, uniform parts, straps, sticks, mallets, slings, flip folders,
music, bit bags, cases, and the like. Failure to return band property could result in a
grade report of "incomplete" or a hold placed on student records.
B. Lockers are provided for musical instruments (except sousaphones and some
percussion), uniforms, and personal items. Security is a constant concern. Lockers must
remain locked! The mailboxes in the band room are to be used for music and charts only.
Music will be cleared daily from stands, chairs, etc. Do not store bits, valve oil, raincoats,
or old charts in the boxes — this space is needed daily for new music, charts, etc. The
staff reserves the right to clear stands and stuffed music boxes. It is the responsibility of
every band member to see that the rehearsal room is kept clean and presentable.
C. No food or drink is permitted in the band room at any time (this includes row coolers).
Row coolers should be brought in and out of the stadium through the main band room
entrance and not through the band room. Row coolers are to be stored in the locker
rooms, and must be thoroughly cleaned after each use.
D. All areas of the band center are to be kept clean and presentable. Cleaning equipment
(window cleaner, paper towels, vacuums, etc.) can be requested from any of the staff.
Plastic trash bags are located under the sink in the snack area.
E. Any band member who fails to turn their equipment in on time will have their grades
withheld. After all means for recovery of that equipment have been exhausted, the
matter will be turned over to the police.

XIV. GENERAL TRAVEL POLICIES
A. As is the case with membership, traveling with the OSUMB is a privilege and not a right.
Under certain circumstances, the directing staff may prohibit a member from traveling
with the OSUMB. In such circumstances, the affected student will be notified of such a
decision prior to the start of the travel.
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B. At no time during a trip is any member of the OSUMB (regardless of age), its staff, or
traveling party to consume alcohol. This policy includes times during travel that are
identified as “free/personal time.” Students who violate this policy are subject to both
ensemble and university consequences including relinquishing membership in the
OSUMB.
C. As a reminder, all members of the OSUMB - as students of The Ohio State University are obliged to follow and adhere to the Code of Student Conduct at all times both on and
off campus.
D. All students are expected to follow the travel itinerary completely. Changes to the itinerary
will be announced by the directing staff as warranted during travel.
E. Band members are to respect the property of other schools, hotels, restaurants, and
public or private facilities. When in a recognizable group, whether in uniform or not, band
members are responsible for appropriate behavior, being in control of their actions, and
showing respect for outsiders and other band members. Financial obligations resulting
from damage to property will be the responsibility of the offender(s).
F. Curfews are important tools for ensuring the safety of students while traveling. As such,
curfews will always be followed. Those found in violation of curfew will be subject to
disciplinary action determined by the directing staff.
G. When staying in hotels, room checks will be conducted to further ensure the safety and
well being of all students. It is expected that all students will be present for room checks
and remain in their rooms following. At no time after curfew and/or room checks are
students to leave the lodging premises.
H. Exemplary behavior is expected of all students at all times during travel, including but not
limited to travel on buses, planes, restaurants, and hotels.
I. An individual hotel room is only to be occupied by the students officially assigned to that
room. Identified lobby and/or common areas are to be utilized for socializing.
J. Out of respect for others, when traveling on buses it is always preferred to have individual
travelers attend to their own music and movie preferences via personal electronic
devices. Should it be the case that a movie or video is going to be viewed by the entire
bus ridership, the appropriateness of a movie or video will be determined by the staff
member designated to supervise that bus.
K. Specific rooms for changing into and out of uniform will be identified and provided during
all travel. Regardless of the attire being worn beneath a uniform, at no time are students
to change into or out of uniform in public including, but not limited to, buses, hallways,
and public spaces. Any student desiring specific accommodations for changing into/out of
uniform need only identify that need to a member of the directing staff.

XV. GENERAL BEHAVIORAL EXPECTATIONS
A. Expectations for student behavior are governed by the Ohio State University Code of
Student Conduct. Smoking is not permitted in any band uniform, including grays, blazers,
and full dress uniform. As an additional reminder, as of January 1, 2014 the entire
campus of The Ohio State University is tobacco free, both inside and outside campus
facilities.
B. Any band member(s) found to be representing the band inappropriately in a public or
private form, including, but not limited to: online forums, web sites, and social media and
networks, will be subject to the disciplinary action at the discretion of the directing staff.
Students may not engage in a media interview with regard to the band without the
permission of the directing staff.
C. Members who have questions or concerns about any operational policy should direct
questions to his/her squad leaders, directing staff, or administrative staff.

XVI. MEDICAL COVERAGE AND LIABILITY
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A.

Medical insurance coverage is not provided by the band, athletic department, or
university. It is the responsibility of each student to pay for his/her own medical
insurance and/or medical expenses. This includes all rehearsals, performances, trips,
official band functions, and bowl games. All students must complete and sign a Medical
Form and Liability Form before being permitted to participate in band.

XVII. BAND WEBSITE
A. The website of The Ohio State University Marching & Athletic Band Program is designed
as a convenience for members of the band program and the staff. The website is also
used by the public for promotional and informational purposes, as well as for the
recruitment of new students to the program. The use of any material, including, but not
limited to photographs and music on the website is for educational use solely by current
students enrolled in The Ohio State University Marching & Athletic Band Program.
Content and material on the website may not be used by students or the public for
financial gain, resale, or any other such purposes. Students may not share publicly,
online or otherwise, any material in the password-protected “Members Only” section of
the website. Violators of this policy are subject to disciplinary action by the band staff
and Student Conduct as well as any appropriate legal action.

XVIII. OFFICE POLICIES
I. BAND OFFICE POLICY
A. OFFICE PROCEDURES
Cooperation is appreciated with limiting traffic in the main office in and around
rehearsal and performance times.
B. MUSIC AND CHARTS
Every band member will be provided with the appropriate charts and music needed for
any given week. Additional copies of incur a cost of $0.05 per page.
C. USE OF BANDROOM OFFICE PHONE
The phones in the band offices may not be used unless an extreme emergency arises.
D. COPIER AND OFFICE SUPPLIES
The photocopier is reserved for the directing staff, student staff, and other authorized
personnel for band purposes only.
E. USE OF MAIN OFFICE COMPUTERS
The computers in the band office are reserved for the student staff, unless you wish to
use the computers for a band related activity and you are given permission by one of
the office assistants.
II. EQUIPMENT MANAGERS’ OFFICE POLICY
A. UNIFORM POLICY AND PROCEDURE
1. Each member of the Ohio State University Marching Band will be issued a
university-owned uniform. This uniform will include pants, jacket, hat, overcoat,
raincoat, cross-belts, brass buckles and breast plate, eagle Ohio hat emblem, and
garment bag.
2. Each member will be required to provide their own black dress shoes (no stitching
on the toe), black socks (not navy blue), white dress shirt (no button down collar,
short sleeve preferred), black blazer, **black tie, **red beret, **beret patch, **blazer
patch, **game plume, **spats, **white gloves, and official OSUMB practice sweats.
** items purchased through OSUMB
3. Each band member will be required to sign a uniform bond card as a prerequisite
to the use of any university owned equipment. This bond card will include the
inventory numbers which appear on the uniform items. Band members will be held
legally responsible for all uniform items which appear on their bond card. Any
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items which are lost, stolen, or missing will be replaced at the expense of the band
member to whom the items were issued.
4. Uniforms will be issued prior to the first game of each football season at a time and
in a fashion to be determined by the director and head manager. Uniforms will be
returned upon request of the director and head manager at any time. Each band
member must turn in all uniform items issued to them at the time announced. Any
items which are damaged beyond "reasonable wear and tear" or missing will be
reported to the band member who is responsible for said item(s) within 10 days of
turn-in. Upon notice being given, band members will have 14 days to replace or
pay for missing or damaged equipment. Once this two week time frame has
passed, the equipment will be considered stolen property and will be reported to
the police (violators will be subject to prosecution). The university reserves the right
to place a hold on the records of any student in possession of university property.
5. Uniform inspection will be conducted on a regular basis prior to OSUMB
performances. Officers affiliated the Ohio State University Reserve Officers
Training Corps (ROTC) or the OSUMB directing staff will be responsible for
inspecting the squad leaders and student staff prior to home football games.
Squad leaders will be responsible for inspecting their rows. Members who do not
pass inspection are subject to disciplinary action determined by the directing staff.
Members with severe or repeated offenses will be penalized in the following
manner: regular members will become alternates; alternates will lose their right to
challenge during the following week.
6. BORROWED ITEM POLICY: If borrowed uniform items are necessary to pass
inspection, band members will be given these items to pass inspection, providing
that the items are returned or paid for in full before the next performance. Penalty
for not meeting this condition with borrowed items will result in failure of inspection,
along with the consequences listed above. Squad leaders will be notified of
delinquent members each week. This will include a count of total items borrowed
for the season so that squad leaders can help frequent borrowers remember their
uniform parts.
B. CARE AND MAINTENANCE OF UNIFORM
1. JACKET, TROUSERS, AND OVERCOAT
Dry clean only!! DO NOT iron any of these items!!! Belt or suspenders must be
worn with the uniform at all times. This will prevent splitting the inseam of the
trousers. Failure to wear the belt or suspenders will result in failing the uniform
inspection. Suspenders may be available in the Manager's Office. This policy is
mandatory.
2. GLOVES
Gloves should be washed on a regular basis. Use warm water and detergent.
Tumble dry. Do not bleach.
3. HAT
a. Remove all metal pieces to prevent rust.
b. Remove silver hat band before cleaning to prevent color bleeding.
c. Hand wash with a mild liquid cleaner diluted with cold water on all parts of the
hat. There are many products designed for such purposes, such as Woolite or
mild dishwashing detergent.
d. Scrub soiled parts gently with a toothbrush to remove dirt particles.
e. Allow the hat to drip dry. DO NOT place in a dryer or near artificial heat.
f. The vinyl and plastic materials are such that they may be cleaned with a nonabrasive polish to restore the original luster. Armorall and Pledge are designed
specifically for polishing vinyl and plastic.
g. DO NOT dry clean, use spot-cleaning chemicals, or bleach any part of the hat.
h. Keep rain cover on hat when not in use.
i. When packing for travel, NEVER put the hat in the garment bag.
4. BRASS
Both the breast plate and waist brass should be cleaned on a regular basis. Glass
cleaner and silver polish can be used for this purpose.
5. PLUMES
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Plumes should be stored in the protective tubes at all times. Plumes should also
be stored in a dry environment. Do not allow the plume to get wet (use plastic
cover).
6. CROSS-BELTS
Cross-belts should be washed in warm water with detergent. Do not use detergents
that contain bleach nor OxyClean when washing cross-belts, and do not dry them
in dryers. If there is any damage done to the cross-belts beyond reasonable wear
and tear the band member will be responsible for reimbursing the uniform office for
the cost of those cross-belts (SEE BELOW). Reasonable wear and tear is at the
discretion of the Uniform Managers.
7. GARMENT BAG
No tape or other identifying marks to denote name or row number will be permitted.
Shoes and hats are not to be stored in the garment bag at any time.
8. SPATS
Spats can be washed in a washing machine. To prevent scratching of buttons,
spats should be turned inside-out and snapped shut.
III. INSTRUMENT OFFICE POLICY

A.
B.

C.
D.
E.
F.

G.
H.

I.

A STUDENT I.D. CARD WILL BE REQUESTED AS A DEPOSIT FOR BORROWED
ITEMS. THE STUDENT I.D. WILL BE RETURNED WHEN ALL BORROWED ITEMS
ARE RETURNED.
The instrument room is off-limits to all band members during regular business hours and
rehearsals. Members should report to instrument managers for service.
A bond card must be filled out legibly for all equipment issued. This includes instruments,
mouthpieces, straps, sticks, etc. This bond card will include the inventory numbers which
appear on all items. Band members will be held legally responsible for all items which
appear on the bond card. Any equipment which is lost or stolen will be replaced at the
expense of the band member to whom the equipment was issued.
Only student staff and directing staff may issue instruments.
No instruments will be issued over break without written permission of the director.
Any repairs beyond reasonable wear will be paid for by the band member to whom the
instrument was issued.
All instruments must be returned on the announced due date, or at the request of the
director. Each student is responsible for all equipment issued and must return the
equipment specifically issued to him/her. Any equipment which is damaged beyond
"reasonable wear and tear,” or missing will be reported to the band member who is
responsible for those item(s) within 10 days of turn-in. Upon notification, band members
will have 14 days to replace or pay for missing or damaged equipment. Once this two
week time frame has passed, this equipment will be considered stolen property and will
be reported to the police (violators will be subject to prosecution under university and
federal laws). The university reserves the right to place a hold on the records of any
student in possession of university property.
No tape, or other identifying marks on cases to mark name or row number will be
permitted. The student staff reserves the right to remove such marks at any time.
Some suggestions for maintenance and care include:
1. Move all tuning slides everyday after rehearsal in order to prevent stuck slides.
2. Wash the mouthpiece once a week.
3. Should a suspected problem arise, bring the instrument to the instrument room
staff immediately.
When traveling, Trumpets, Effers, Flugels, & Mellophones will be placed in special
traveling cases. Each member will place their instrument in the case and store their
individual cases in the appropriate location. The student staff will load and unload these
cases while on the trip, but will not be responsible to pack or load individual instruments
into cases or to load the cases onto the truck from the band center. It will be the
responsibility of the row to ensure proper packing and unpacking of each traveling case,
as well as transporting the case to and from the instrument truck.
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XIX. REPLACEMENT PRICING INFORMATION
**ALL PRICES ARE SUBJECT TO CHANGE

A. OSUMB UNIFORM PRICE LIST
OSUMB jacket (custom tailored)
OSUMB trouser
OSUMB hat
Eagle Ohio hat emblems (custom made)
Plume holder
Clear plastic plume dust covers
Black rain covers for hats
Rainfair black Nylonair raincoat
Rainfair black Nylonair extra coat pouches
Holloway wool lined surcoats
White web cross belts (custom made)
Nickel finish breast or waist brass (separate)
Tote carry-all garment bag (custom made)
Wishbone high impact plastic hanger

$285.22
$119.43
$75.00
$25.00
$1.00
$0.10
$2.00
$45.00
$3.00
$85.00
$24.00
$12.00
$22.00
$2.00

B. UNIFORM ACCESSORY PRICE LIST
Game plumes (custom dyes 2-color)
White spats (Bayly brand 27 oz.)
White gloves (OSU style, 30-weight cotton)
Red beret
Diamond Ohio beret patch
Black neckties
Suspenders
Pennants (hand-made)
Blazer Ties

$10.00
$8.00
$5.00
$20.00
$2.25
$10.00
$3.00
$15.00
$20.00

C. INSTRUMENT ROOM PRICE LIST

*All Cases

Practice Eb Cornet
Game Eb Cornet
Practice Bb Trumpet
Game Bb Trumpet
Practice Flugelhorn
Game Flugelhorn
Mellophone
Trombone
Baritone
Sousaphone

$1,200.00
$2,600.00
$1,700.00
$2,200.00
$1,200.00
$1,700.00
$1,700.00
$1,700.00
$1,900.00
$6,000.00

Snare Drum

$500.00

Tenors

$1,200.00

Small Bass
Large Bass
Cymbals

$650.00
$750.00
$500.00

Mouthpiece.

$35.00

Mouthpiece.

$35.00

Mouthpiece.

$35.00

Mouthpiece.
Mouthpiece.
Mouthpiece
Mouthpiece
-Bits
-Neck
-Pouch
Sticks
Strap
Mallets
Strap
Mallets
Mallets
Straps

$40.00
$50.00
$50.00
$75.00
$50.00
$55.00
$40.00
$15.00
$15.00
$30.00
$15.00
$50.00
$60.00
$5.00

10% of Instrument Price
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XX. DIRECTING STAFF - 2014
Instructional Staff
Russel C. Mikkelson, Director of University Bands
Scott A. Jones, Associate Director of University Bands
Christopher Hoch, Associate Director of Marching and Athletic Bands
Lisa Galvin, Interim Associate Director of Marching and Athletic Bands
Mike Smith, Assistant Director of Marching and Athletic Bands
Mark Reynolds, Percussion Instructor
Stewart Kitchen, Drum Major Instructor
Administrative Staff
Rick Shaffer, Business Operations Manager

XXI. GRADUATE TEACHING ASSOCIATES - 2014
Sean DeLong, MM Education
Matt King, MM Wind Conducting
Bryen Warfield, MM Wind Conducting
Nick Enz, DMA Conducting
Phil Day, DMA Conducting

XXII. STUDENT STAFF ASSIGNMENTS - 2014
Main Office
Tess Green—Student Administrative Coordinator
Kayla Krocker—Student Administrative Assistant
Kayla Calvillo—Student Administrative Assistant
Taylor Piel—Student Administrative Assistant
Uniform Office
Claire Rigoulot—Student Uniform & Operations Coordinator
Ali Reed—Student Uniform & Props Assistant
Ashlynn Fisher—Student Uniform & Props Assistant
Jenna Messer—Student Operations Assistant
Instrument Office
Rajani Dummermuth—Student Instrument Coordinator
Kaitlin Price—Student Instrument Assistant
AV Office
Sam Ehret—Student AV Coordinator
Nick Pondel—Student AV Assistant
Sales Office
Dylan Fletcher—Student Sales Coordinator
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Standards of Behavior for Members of
The Ohio State University Marching Band

This Standards of Behavior is an agreement accepted by members of The Ohio State University Marching Band.
The primary purpose of these standards is to ensure that all members act in a professional and responsible manner
with each other, band staff, and the community in order to ensure the most positive academic experience for all
involved. All members are expected to comply with these standards.
I will:
•

Accept supervision and support from professional staff while involved in the course.

•

Accept the responsibility to professionally represent the marching band and The Ohio State University.

•

Conduct myself in a courteous and respectful manner, exhibit good citizenship and be a positive role model.

•

Serve as a positive representative of the OSUMB at all times and in all places.

•

Respect, adhere to and enforce the rules, policies and guidelines established by the OSUMB and the university,
including, but not limited to, the Code of Student Conduct and Sexual Harassment Policy 1.15.

•

Refrain from engaging in behaviors that physically or verbally threaten or harm any participant.

•

Comply with applicable laws and refrain from engaging in any criminal conduct.

•

Perform duties in a responsible and timely manner as outlined in the Operations Manual.

•

Not, under any circumstances, physically, sexually, verbally, or emotionally abuse others in this community.

•

Refrain from engaging in any behavior that causes or creates a substantial risk of mental of physical harm or
humiliation for any participant, even if all those engaging in the behavior have voluntarily agreed to participate.

•

Endeavor to provide a safe and healthy environment for all participants.

I have read and understand the standards of behavior outlined above. I understand and agree that any act or omission on
my part that contradicts any portion of these standards is grounds for immediate suspension and/or termination of my
status with The Ohio State University Marching Band in addition to any other sanction or remedial action deemed
appropriate by The Ohio State University Marching Band.
I understand further, that I have been made aware of resources available to me should I desire to report any potential
violations of university policy and/or other policies and procedures that may otherwise be applicable as related to the
OSUMB and university faculty and staff.

_________________________________________________________________________________________________
Student name PRINTED
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