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Background 

Chapter 407 of the Cuyahoga County Code sets forth the various duties of the County’s 
Inspector General (IG), Department of Human Resources (HR), and Personnel Review 

Commission (PRC) relative to the County’s Ethics Policy. 

Section 407.02 of the Code requires the PRC to provide an annual report to County 

Council regarding ethics training, distribution of ethics laws, and posting of whistleblower 

policies in County worksites. 

Training – All elected officials, employees, and board members are required to 

complete ethics training within 30 days of assuming office. Thereafter, elected 

officials and employees are required to complete training on an annual basis. 

Distribution – A copy of ethics laws and the County Ethics Policy Manual shall be 

distributed to all elected officials, employees, and board members who shall 

acknowledge receipt. 

Posting – Whistleblower policies shall be posted with other employment law 

postings at County worksites. 

Objective and Methodology 

This Report is intended to provide County Council with a summary of the Human 

Resources Department’s compliance with the requirements of the County’s Ethics Policy, 

specifically Section 407.03. 

Per Section 407.02 of the Code, the PRC and HR collaborated to compile the information 

necessary to provide Council with the following Compliance Report. The data is accurate 

as of March 2, 2018. 

Summary of Findings 

The PRC has determined that HR has incorrectly limited its responsibilities under the 

Ethics Policy. Ethics training has not been provided to board members and HR has not 

obtained ethics training certifications from the Prosecutor’s Office or board members. In 

addition, HR has not completely fulfilled its distribution responsibilities as required by the 

Code. 
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Quick Reference – Immediate Action Items 

County Code Section Issue Recommendation 

§ 407.03(A) HR does not maintain records 
of ethics training completion for 
all covered individuals 

(1) Determine which board 
members are included in 
the definition and arrange 
ethics training for them; 
(2) Obtain ethics training 
completion verification for 
the Prosecutor, his 
employees, and all board 
members. 

§ 407.03(C) HR does not distribute the 
County Ethics Policy Manual to 
covered individuals on or 
before their first ethics training 

(1) Seek legislative 
revisions to align Code 
Sections 407.03(C) and 
401.07(M); 
(2) Include reference to 
Manual and where 
employees can obtain a 
copy (IG’s website) in 
ethics training. 
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COMPLIANCE REPORT 

TRAINING 

1. New Employees 

Per Section 403.01(A) of the County Code, new employees of the County must attend 

ethics training within 30 days of hire. The Department of Human Resources is 

responsible for conducting this training under County Code Section 407.03(A). Ethics 

training is included in the County’s New Employee Orientation. 

Four hundred sixty-three (463) new hires attended orientation/ethics training in 2017. 

A review of the data provided by HR reveals that all but one employee attended ethics 

training within 30 days of hire. 

Compliance Concern 

Per the spreadsheet provided to the PRC, one employee hired as a Corrections 

Officer in the Sheriff’s Department on May 30, 2017 attended orientation/ethics 

training on September 8, 2017; more than 30 days after his date of hire. 

HR Response 

This employee was initially hired on May 30, 2017 but determined that he could 

not continue with the class of corrections officers, he separated from 

employment on May 31, 2017. He was rehired on September 5, 2017 and 

completed orientation on September 8, 2017. 

Recommendation 

The date of hire indicated on the spreadsheet should be change to September 

5, 2017. 

Anomalies 

➢ Eight employees did not have start dates included on the spreadsheet provided 

to the PRC. As such, the PRC was unable to determine if the employees 

attended ethics training within 30 days of hire. 

HR Response 

Five of the individuals were hired in the Sheriff’s Department. Those 
individuals attended ethics training as part of orientation, but ultimately did 

not start employment with the County. 
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The three remaining individuals were hired for summer fellowships with 

various County departments and were not processed through SAP; as such, 

the date of hire for these individuals is not included on the spreadsheet. 

Recommendation 

Dates of employment for summer fellowships should be tracked in the 

HRIS. If there are limitations in SAP that prevents such tracking, HR should 

determine a different way to maintain a record of dates of employment for 

these individuals. 

➢ Several employees attended ethics training prior to their date of hire. All but 

one of these individuals are Sheriff’s Department Employees. 

HR Response 

These Sheriff’s Department employees attended ethics training as part of 

their mandatory OPATA training for Corrections Officers which takes place 

prior to their start date. 

The other employee was employed by the Prosecutor’s Office prior to being 
hired to work in the County’s IT Department. He attended ethics training as 

part of new employee orientation while wrapping up his work for the 

Prosecutor’s Office and prior to beginning work for the IT Department. 

➢ One employee identified as an Intern who was later hired in the Sheriff’s 
Department attended ethics training twice in 2017. Another employee 

identified as a Fellow in the Medical Examiner’s Office was also later hired into 

a permanent position by the County but only attended ethics training once. The 

PRC requested clarification regarding the different approaches to similar 

circumstances. 

HR Response 

The individual from the Sheriff’s Department attend ethics training when she 

began employment as an Intern and then again as part of the mandatory 

OPATA training for Corrections Officers; she was not required to attend 

twice. 

2. Existing Employees 

Per Section 403.01(A) of the County Code, existing County employees must attend 
ethics training annually.  In 2017, 4,614 employees completed ethics training. 
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Compliance Concern 

As of March 2, 2018 there are approximately 135 employees that have yet to 
complete their required annual ethics training. 
HR Response 

Of the 135 employees yet to compete annual ethics training, thirty-one (31) of the 
employees are on approved leave and nineteen (19) of them attempted but did not 
view the required video. The remaining employees failed to view the training video. 

HR provided the report of the employees who failed to view the ethics training to 
the Agency of the Inspector General which is following up with these employees 
and/or their Departments to ensure compliance for 2017. See Appendix A [List of 
employees yet to complete] 

3. Record Keeping 

Per Section 407.03(A) of the County Code, HR “shall receive and maintain records of 
ethics certifications from all such elected officials, employees, and board members.” 

These terms are defined in the Code as follows: 

“Elected Official” shall include any person holding elective office specified in, or 
established pursuant to, the Charter. Such Elected Officials shall include, without 
limitation, the County Executive, the Prosecuting Attorney, and members of County 
Council. 

“Employee” shall mean any employee of Cuyahoga County including, but not limited 
to, any person employed, full or part time in a temporary or permanent capacity, by 
the County Executive, the Prosecuting Attorney, the County Council, the Personnel 
Review Commission, the Board of Revision, the Inspector General, and any other 
county agency hereafter established by or pursuant to the charter. 

“Board Member” shall include members of any board, agency, commission, or 
authority as is or may hereafter be established by or pursuant to the Charter or County 
Code who are appointed or confirmed by elected officials or county officers or 
directors. 

Compliance Concern 

The PRC receives a spreadsheet from HR which reflects ethics training attendance 

for the following: the County Executive and his employees (includes all Executive 

agencies), Council and its staff, the PRC and its staff, the Internal Auditor and his 

staff, and the Inspector General and his staff. It does not track the Prosecutor, 

Prosecutor employees, or any boards/commissions other than the PRC, although 

the Code clearly includes these entities. 
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Based on the definition in the Code, “board members” would likely include 

members of the Audit Committee, Charter Review Commission, Debarment 

Review Board, and Economic Development Commission to the extent these 

boards/commissions are active and have members that are not current county 

employees/elected officials [who would already be required to attend ethics 

training in that capacity]. 

HR is required by the Code to receive and maintain records of ethics certifications 
for all elected officials, employees, and board members. Accordingly, HR is not in 
compliance with Section 407.03(A) of the County Code. 

Recommendation 

HR should determine which board members are covered by the Ethics Policy, 
provide ethics training to those board members, and maintain the records of 
training certifications. In addition, HR should request ethics certifications from the 
Prosecutor’s Office and the covered board members. 

HR should consider including these entities in the spreadsheet that is used to track 
all other covered entities for ease of reference. 

HR Response 

HR will work with the Agency of the Inspector General and the Law Department to 

fully understand the requirements of the Code. After, HR will engage board 

members and administer appropriate training. 

4. HR Responsibilities 

Per Section 407.03(A) of the County Code, HR “shall administer ethics training as 

necessary, and distribute a copy of the County’s ethics policy to all elected officials, 
employees, and board members who are required to receive ethics training under this 

Title.” 

Compliance Concern 

To date, HR has limited its ethics training to the County Executive and his employees 

(includes all Executive agencies), Council and its staff, the PRC and its staff, the 

Internal Auditor and his staff, and the Inspector General and his staff. HR does not 

provide training to the Prosecutor, his employees, or all board members (as defined 

by the Code). 

The Prosecutor’s Office has, however, been provided an ethics training video for use 

in training its employees; thereby, satisfying HR’s responsibility with respect to the 
Prosecutor’s Office. 
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Recommendation 

As the department charged with administering ethics training, HR should be providing 

training to all board members that it determines are covered by the Code. 

HR should continue to provide the Prosecutor’s Office with updated ethics training 
videos. 

HR Response 

HR will work with the Agency of the Inspector General and the Law Department to 

fully understand the requirements of the Code. After, HR will engage board members 

and administer appropriate training. 

DISTRIBUTION 

Per Section 407.03(A,C,E) of the County Code, HR is responsible for distributing the 
ethics laws and the County Ethics Policy Manual to elected officials, employees, and 
board members. 

Compliance Concerns 

Ethics Laws 

During ethics training, HR notifies participants of the electronic link for the County’s 
full Ethics Policy (Title 4 of the County Code) on the County’s website and participants 
are required to sign an Acknowledgment form as confirmation of receipt of this 
information. 

Similar to the issue discussed above, HR has affirmed their distribution of the ethics 
laws but with a limitation of the covered individuals to “employees, elected officials, 
and board members within the Executive Agencies, including County Council”. 
See Appendix B [Ethics Distribution Responsibilities statement]. HR has incorrectly 
limited its responsibilities under the Code. 

Recommendation 

The County Code requires HR to distribute the ethics laws and the County Ethics 

Policy Manual to elected officials, employees, and board members, as those terms 

are defined in the Code. Once HR determines which board members are covered, it 

should include the board members and the Prosecutor and his employees in its 

distribution responsibilities. 
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HR Response 

HR accepts this recommendation regarding distribution of the ethics policy and will 

facilitate accordingly. 

Ethics Policy Manual 

Section 407.03(C) requires HR to distribute “the County Ethics Policy Manual 
prepared by the Department of Law”. Because this requirement is listed separately 
from the distribution of the ethics laws, it is apparently a different document that has 
not been provided to employees, elected officials, and board members. The PRC has 
contacted the Law Department to request a copy of the County Ethics Policy Manual. 
HR has confirmed that it does not have the Manual and that no such document is 
provided to employees during ethics training. HR is not in compliance with Section 
407.03(C). 

Recommendation 

HR should obtain the County Ethics Policy Manual from the Law Department and 

distribute it to covered individuals. 

HR Response 

Individuals from the Law Department, HR, and Council staff have determined that 

when Title 4 of the County Code was amended in 2016, Council intended that the 

Manual referenced in Section 407.03(C) be the same as the Manual identified in 

Section 407.01(M); however, the revisions to Section 407.03(C) were overlooked in 

the amendment process. 

The County Ethics Policy Manual is posted on the Inspector General’s website. 

PRC Response 

HR does not “furnish” covered individuals with copies of the Manual on or before their 
first ethics training as required by the Code. HR should include a reference to the 

Ethics Policy Manual during ethics training and provide participants with the electronic 

link for the Manual. 

In addition, a revision to Section 407.03(C) is necessary to clarify this issue. 

POSTING 

Per Section 407.03(D,E) of the County Code, HR is responsible for posting the County’s 
Whistleblower policy at all County worksites. 
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Compliance 

HR has declared The Whistleblower policy is posted at all County worksites. See 
Appendix C [Posting locations and responsible employee]. 

The PRC randomly selected five County worksites and verified that the Whistleblower 
policy is posted as required by the Code. 

Poster Update Needed 

The Whistleblower Policy poster should be revised to reflect this agency’s name 
change from the Human Resources Commission to the Personnel Review 
Commission pursuant to a 2013 Charter amendment. This change is necessary 
because employees may be confused by the inaccurate posters. Once this change is 
made, the posters should be redistributed and posted at all County worksites. 

See Appendix D [Whistleblower Policy with necessary revision noted]. 

HR Response 

HR will update the Whistleblower Poster. 
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APPENDIX 

A- List of employees yet to complete/acknowledge ethics 
training 

B- Ethics Distribution Responsibilities statement 

C- Posting locations and responsible employee 

D- Whistleblower Policy with necessary revision noted 
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