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INTRODUCTION

Cuyahoga County Charter Article IX (Charter), Section 9.02, sets forth various responsibilities for
the Personnel Review Commission (PRC), one of which is reviewing and auditing compliance
with federal, state, and local laws regarding personnel matters within the County Executive’s
organization and departments. Charter section 9.02(3) authorizes the PRC to review, audit,
report, and make recommendations regarding consistent discipline.

BACKGROUND

The Cuyahoga County Employee Handbook (Employee Handbook) contains a progressive
discipline policy in section 7.07 (the Policy). (Attachment A) The primary goal of the County’s
policy, as stated in the Handbook, is to help employees recognize and correct unacceptable
behavior before it becomes serious enough, or frequent enough, to warrant termination of
employment. The County’s policy is not intended to be punitive.

When discipline is being considered, the County examines the totality of the employee’s
discipline record, and managers/supervisors are encouraged to exercise independent
judgement in their recommendations for discipline. The types of discipline available in the
County’s Policy are verbal reprimand, written reprimand, working suspension, suspension,
demotion, and removal. The Policy requires that prior to initiating discipline, management
representatives must investigate and obtain documentation of the alleged conduct.
Management then consults with HR for guidance to ensure consistency across the organization.
HR personnel administering discipline meet with the Human Resources Director, the Director of
Employee & Labor Relations, and the Director of HR Employee Services to discuss pending
disciplinary matters.

The HR department has developed internal procedures to implement the discipline Policy. If the
facts justify a suspension, demotion, or removal, a Pre-Disciplinary Conference (PDC) is offered
to employees to provide them a final opportunity to present their side of the case. In
accordance with the Policy, employees may waive the PDC. When verbal or written reprimands
are being considered, the procedure is different, as no PDC is offered to employees. HR’s
internal process includes the following documents to be issued during the process, depending
on the level of discipline issued:

e For all types of discipline:
o Acknowledged discipline document issued to the employee, the original of which
is placed in the employee’s personnel file (Discipline Letters).
e For removals and unpaid suspensions, the types of documents generated are:
o Request for Pre-Disciplinary Review and accompanying documentation
supporting removals
o Notice of Pre-Disciplinary Conference (PDC)
o PDC Report
o Employee rebuttal materials to the PDC Report
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o Discipline Agenda Memoranda which contain the HR Director’s signature
approving the discipline to be issued.
e For verbal and written reprimands:
o The reprimand document containing the type of reprimand, a description of the
conduct giving rise to the reprimand, the policy violation, and the employee’s
signature acknowledging receipt.

In addition, the HR department has developed a procedural guideline, the “PDC Script”, which is
provided to management staff and HR managers engaging in the PDC process. This document
emphasizes the importance of considering the level of discipline imposed in prior cases under
similar circumstances. It also states that for “reasons of basic fairness, the County strives to be
consistent when deciding upon the severity of penalties while still evaluating the facts on a
case-by-case basis.”

OBJECTIVE AND SCOPE OF THE AUDIT

The PRC conducted this audit in compliance with its Charter responsibility to review, audit,
report, and make recommendations regarding consistent discipline, stated in Article IX of the
Charter, at section 9.02(3). The Charter does not define ‘consistent discipline’, so it is
incumbent upon the PRC to define this phrase for this initial audit. The scope of this initial audit
was twofold: (1) to assess and evaluate HR’s administration of discipline to determine whether
Human Resources (HR) complies with the County Policy; and (2) to assess the County’s
recordkeeping practices around discipline.

The audit period was calendar year 2022 and the audit was limited to disciplinary actions
affecting only the classified non-bargaining employees of the County Executive’s departments.
Discipline of bargaining unit employees was not included in this initial audit because discipline
for those employees is governed at least in part by numerous (over 30) collective bargaining
agreements containing different disciplinary provisions. This is a more complex audit which the
PRC plans to undertake in the near future.

For this audit, without knowing how many disciplinary actions had been taken on non-
bargaining unit employees in 2022, the PRC established the goal of reviewing 20% of the
completed discipline forms/records for each type of discipline issued.

METHODOLOGY

To gather information necessary to complete this audit, the PRC interviewed multiple County
representatives and reviewed several sources of information. The PRC held information-
gathering meetings with Sarah Nemastil, HR Director, Patrick Smock, HR Director/Employee
Services, Eric Myles, HR Director/Employee & Labor Relations, Tanisha Morris, Interim
Administrator of HR, Sheriff’s Department, and Brooke Deines, Manager of HR Employee &
Labor Relations.



The PRC also reviewed the following documents:

» Cuyahoga County Employee Handbook, sections 7.01, 7.04, and 7.07

» Sheriff Department’s Standard Schedule of Disciplinary Offenses and Penalties for
Employees of the Cuyahoga County Sheriff’s Office

» Monthly Personnel Agendas HR prepared and sent to the PRC periodically throughout
2022; this is a list of personnel actions approved by the County Executive (or his
designee) during the previous month

» Disciplinary records generated in 2022 that HR sent to the PRC.

» Multiple spreadsheets tracking discipline provided by HR

Historically, the monthly Personnel Agendas sent to the PRC included involuntary separations.
In 2021, the County implemented an Enterprise Resource Planning System (INFOR), and HR
began tracking some of the personnel actions using that system but did not include involuntary
separations. Thus, Personnel Agendas prepared after the point INFOR was implemented in HR
no longer included involuntary removals.

The PRC also reviewed documents HR provided that are generated during the disciplinary
process for each type of discipline issued. In some cases, throughout 2022, HR staff sent the
PRC copies of these documents, however this body of information was incomplete, and the PRC
was unable to utilize it as a cross reference in this audit.

AUDIT FINDINGS

HR provided disciplinary documentation for 29 disciplinary actions taken on non-bargaining
employees in the County Executive’s departments. This was a much smaller number of actions
than the PRC anticipated, and as such, influenced the nature of the audit. Because of the
smaller sample of actions, the PRC abandoned its original goal of evaluating 20% of the
documentation for all actions taken in 2022, and instead focused on whether the actions were
consistent across all 29 disciplinary actions, and on the recordkeeping procedures involved in
the policy.

The PRC’s audit of the consistency of discipline across these 29 employees revealed that the
County’s disciplinary actions in these cases were consistent with the County’s policy. In 2022,
discipline issued to these employees consisted of six (6) removals, three (3) unpaid suspensions,
and 20 reprimands. (See Attachment B.) The PRC reviewed Discipline Agenda Memoranda,
Discipline Letters, and reprimand documents issued to these employees. These records show
that no disciplinary demotions were issued in 2022. The County was able to provide adequate
documentation for these cases for the PRC to carefully assess the County’s actions as a result of
the specific violations, and the County’s practices adhered to the discipline policy as stated in
the Employee Handbook. The County has also implemented internal procedures to ensure
standardization and consistency in administration of the Policy, through integration of records,
consistent review of past incidents of discipline, documentation of internal procedures, and
training of staff in disciplinary procedures.



Any concerns the PRC identified in this audit pertain specifically to the County’s recordkeeping
procedures. These concerns are identified below, and, in each case, the PRC makes a
recommendation for improvement in the County’s practices.

ISSUE #1: Ensuring consistent discipline across the organization is an important risk
management strategy, and recordkeeping is fundamental in this process. HR does not maintain
a central repository of all the County’s hard-copy discipline records (Refer to the lists on pp.2
and 3.); these are all maintained by HR staff assigned to individual departments. HR staff enters
key data from disciplinary actions into spreadsheets maintained on shared drives, however,
because the County network servers and the HHS network servers are not compatible, HR
employees enter data into two different spreadsheets, depending on the department to which
they’re assigned. The Employee & Labor Relations Manager manually combines these
spreadsheets into one master spreadsheet which she updates quarterly.

The process of manually entering key discipline data into separate spreadsheets, along with the
fact that the County now has established two Human Resources departments, poses a
challenge to ensuring consistent discipline across the organization.

HR advised the PRC that the County’s Enterprise Resource Planning (ERP) System (INFOR)
facilitates tracking of removals, disciplinary demotions, and unpaid suspensions through the
payroll module because these actions have monetary implications. However, the County is not
currently utilizing a dedicated module for tracking all disciplinary records.

RECOMMENDATION #1: The Human Resources department has been steadily working to
implement various modules in the INFOR system, and the PRC has been informed there is a
plan in place to explore a discipline module of INFOR to determine whether it will support an
efficient and centralized repository for disciplinary tracking. The PRC is encouraged to know
that the County is pursuing a solution that would capitalize on the capabilities of the ERP, with
the expectation that a centralized, digitized record will support the County’s efforts to ensure
consistency in its disciplinary practices.

ISSUE #2: The records provided to the PRC in this audit reflect a lack of consistency in the
documentation generated throughout the disciplinary process in accordance with the
procedures established by the HR department. For example, discipline letters were issued to
28 of 29 employees who were disciplined in 2022. In one case, the PRC did not receive
evidence that an employee who was removed was notified of the removal via a Discipline
Letter. In two cases, reprimand documents were not generated, and HR does not have a record
that the employees received the reason for their reprimands and notice of the policies they
violated.

Discipline Agenda Memoranda were not generated in cases of one removal and one unpaid
suspension. These documents are necessary as they contain the HR Director’s signature
approving the discipline and should be issued for all disciplinary removals, disciplinary



demotions, and unpaid disciplinary suspensions. These instances reflect a lack of adherence to
the department’s internal procedures for documentation of the disciplinary process.

RECOMMENDATION #2: These documents should be generated and maintained for all
discipline issued so that HR may document its consistency with its internal procedures. This
includes providing notification to the employee recommended for discipline, and the
employee’s receipt of a description of the conduct resulting in discipline and the reason(s) for
the level of discipline issued. By doing this, the County will be able to demonstrate that
discipline is issued on a consistent basis and will better manage the risk associated with
inconsistent personnel practices.

ISSUE #3: The Sheriff's Department adheres to the “Standard Schedule of Disciplinary Offenses
and Penalties for Employees of the Cuyahoga County Sheriff’s Office” (Standard Schedule),
which applies to all Sheriff Department employees. (See Attachment C.) It is a compilation of
various documents detailing over 100 types of conduct that may give rise to a range of
discipline. It appears to date back to 1977, with some pages dated 1980 and 2018. It contains
at least four amendments that Sheriff Gerald T. McFaul made in September 1980, June 1981,
and April 2000, and that Sheriff Bob Reid made in February 2010. HR provides Sheriff
Department employees with the Standard Schedule during orientation and obtains signed
employee acknowledgments of their receipt of the document that are placed in the employee’s
personnel file.

Sheriff Department HR does not know whether County Council has approved the Standard
Schedule, in the way that the County’s Employee Handbook has, or whether the document is
incorporated into the various collective bargaining agreements applicable to Sheriff
Department employees.

Several disciplinary standards in the Standard Schedule differ from the County’s discipline
Policy. For example, the Standard Schedule includes a table of discipline for attendance that is
unlike the attendance discipline table in section 7.04 of the Employee Handbook. The Standard
Schedule also includes ambiguous descriptions of conduct that may give rise to discipline, like
Rule 22, which states that an employee who exhibits “carelessness in performing or carrying
out normal job duties” may be subject to discipline ranging from a verbal reprimand to
removal, and like Rule 70, which states that engaging in “any other act or failure to act which
constitutes incompetency, inefficiency, dishonesty, immoral conduct, insubordination,
discourteous treatment of the public, failure of good behavior or other misfeasance,
malfeasance, or nonfeasance in office” may result in discipline ranging from a written
reprimand to removal.

The Sheriff is ultimately the single authority interpreting the meaning of the rules in the
Standard Schedule, which provides an opportunity for inconsistency unless he consults with the
HR department to get a sense of previous, similar disciplinary scenarios. In some cases, the
Standard Schedule conflicts with the County’s Policy and imposes additional requirements on
employees apart from those in the Policy.



RECOMMENDATION #3: The Sheriff Department HR and the County’s HR department should
review and compare the Standard Schedule discipline policy with the County’s discipline policy
to identify and reconcile any inconsistencies that would pose a risk to the County’s risk
management efforts. The PRC also recommends that the Standard Schedule be subjected to a
legal review to ensure that the language, terminology, and intent of these policies are
consistent with current legal requirements. To ensure the Standard Schedule has the same
legal effect and weight as the County’s Handbook does, the County should consider presenting
the Standard Schedule to County Council for review and approval, including providing a
rationale for those policies which conflict with the County Executive’s policy.

ISSUE #4: In some cases, the County sent discipline documentation to the PRC during 2022. The
PRC received fifteen documents from HR, but 13 were Disciplinary Memoranda with the
Appointing Authority’s signature, 2 were Disciplinary Letters to employees and 1 was a
Personnel Action form. Although this issue is not one of consistency with the County’s policy, it
appears that at some point HR staff were informed to notify the PRC of any disciplinary actions
that occurred, but it seems the practice was not universally adopted or enforced.

RECOMMENDATION #4: The PRC has been encouraged in 2023 that the current Executive and
his HR team have been much more diligent about sending consistent disciplinary records to the
PRC. The benefit of this effort is that the PRC can utilize this body of records as a check on data
received from the County regarding disciplinary actions. Going forward, this practice, along
with providing quarterly reports of disciplinary actions taken by the County, will help to ensure
future audits are thorough by providing a secondary source of information to ensure integrity
of information used in the audit.

This report and its attachments will be posted on the PRC’s website at
https://www.cuyahogacounty.us/personnel-review-commission/about-us/compliance-

reporting.




ATTACHMENT A



7.07 Progressive Discipline

The County in general subscribes to a policy of
progressive discipline. Unclassified employees serve
at the pleasure of the Appointing Authority and can
be removed from their position at any time, without
application of progressive discipline.

Progressive discipline is not intended to be punitive. The
goal of progressive discipline is to help the employee
recognize and correct unacceptable behavior before

it becomes serious enough, or frequent enough, to
warrant termination of employment. Certain offenses
and misconduct may be severe enough to warrant
immediate placement on administrative leave which
may lead to removal from employment without
applying progressive discipline. These include, but

are not limited to the following examples: egregious

or willful neglect of assigned duties or failure to
supervise; disregarding safety or security regulations;
destruction of County property; falsification of records;
dishonesty in application for benefits; unauthorized
time entries; soliciting or accepting a bribe; assault;
fighting; theft; egregious sexual harassment; egregious
hostile, intimidating or offensive work environment;
unauthorized possession of dangerous items or
weapons; use, possession, or distribution of alcohol or
illicit drugs; refusal or failure to submit to mandatory
alcohol or drug testing; failing or tampering with an
alcohol or drug test; committing a felony; a felony
conviction; absence without leave (AWOL) as defined by
the attendance policy.

Application

When progressive discipline is applied, the County

shall examine the totality of the employee’s current
disciplinary record, including, but not limited to,
attendance and tardiness discipline that remains active.

Procedure

Supervisors and managers are responsible for exercising
independent judgement to identify and recommend the
need for discipline.

When a management representative recommends
discipline, they shall consult with Human Resources
for guidance and to ensure consistency across the
Prior to rec ding discipline,
supervisors must have investigated and obtained
documentation of the alleged conduct.

After a supervisor has recommended discipline, the role
of Human Resources is to provide guidance on the level of
discipline to be imposed. If the facts of the case may justify
a suspension, demotion, or removal, the management
representative will complete a request for Pre-Disciplinary
Conference (PDC).

The purpose of the PDC is to provide the employee with
afinal opportunity to present their side of the case and to
provide any additional information or documentation that
the employee desires to be considered. Human Resources
will coordinate the PDC and will provide written notice

to the employee and supervisor regarding the date, time,
and location of the PDC. Employees shall be provided with
the option of waiving the PDC. Employees shall have the
right to take an audio or video recording of their PDC.

Depending on the nature of the discipline that is
ultimately issued, employees will be notified of discipline
by their supervisor or Human Resources.

All disciplinary actions that are imposed shall be filed with
Human Resources.

Disciplinary actions will remain active for two (2) years

for purposes of progressive discipline. The two (2) year
period shall be measured backward from the date of the
subsequent offense to the date the prior discipline was
imposed.

«  Verbal Reprimand: A verbal reprimand is an
articulation of the problem by the supervisor to the
employee. A verbal reprimand shall note the date and
nature of the problem, as well as specifically state the
employee is receiving a verbal reprimand.

+  Written Reprimand: A written reprimand is formal,
written notice by the supervisor to the employee
that their conduct is inappropriate, what actions
are necessary to correct the misconduct, and the
consequences of continued misconduct.

+  Working A working ion results
when an employee is required to report to work to
serve a suspension. An employee serving a working
suspension shall be compensated at their regular rate
of pay for hours worked. The working suspension shall
be recorded in the employee’s personnel file and has
the same effect as a suspension for the purposes of
progressive discipline.
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" «  Suspension: A suspension is a forced, unpaid leave of absence from employment
for one (1) or more days.

« Demotion: A demotion is a forced transfer of the employee from one classification
or job to another classification or job in a lower pay grade.

+  Removal: A removal is a forced separation of employment.

A record of any disciplinary action must be made using a form prescribed by Human
Resources and will be placed in the employee’s personnel file.

At the sole discretion of the Director of Human Resources or designee, an employee
may be temporarily placed on paid administrative leave. This may be necessary
because the employee’s actions indicate that remaining on the job or returning to
the job may be detrimental to the employee, co-workers, customers or the County.
Employees who are placed on paid administrative leave shall be prepared to return
to work each day and may be subject to other requirements determined by Human
Resources.

Prohibited Conduct

The County considers the following to be a non-exhaustive list of unsatisfactory
conduct that may be considered grounds for progressive disciplinary action or
removal without progressive discipline when appropriate:

«  Absence from duty without reasonable cause

«  Absence without leave

«  Being away from assigned work area without permission of supervisor

«  Conduct that might endanger the safety of others

+  Conduct unbecoming an employee of the County

- Creating a hostile, intimidating or offensive work environment based upon a
protected characteristic

«  Excessive absenteeism

+  Excessive tardiness

-+ Failure to comply with safety regulations, procedures and/or guidelines

«  Failure to cooperate in a workplace investigation

«  Failure to follow call in procedures

«  Failure to follow the orders of a supervisor

- Failure to properly report work status

«  Failure to report known safety hazards

«  Failure to wear required safety equipment

+  Falsification

- Fighting

+  Harassment, discrimination or retaliation against another

« Insubordination

« Intimidation or threats
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+  Misf e,

+  Neglect of duty

«  Offensive language or conduct toward another

«  Poor job performance

«  Possession of weapons on County premises without authorization
*  Reckless operation and/or misuse of County vehicles and equipment
«  Reporting for or being on duty in an unfit condition to work

«  Reporting to work under the influence of alcohol and/or drugs

«  Sleeping while on duty

+  Theft

«  Use of or possession of alcohol and/or drugs on County property
«  Destruction of County property

«  Violation of policies, procedures, rules, regulations, or guidelines

If

of Conduct
Allinappropriate conduct shall be evaluated on a case by case basis, considering the

following factors:

«  Level of disruption to County business.

«  Level of harm to the County’s interests.

«  Level of damage to the public’s trust and confidence in Cuyahoga County
government.

«  The employee’s position and the degree of responsibility inherent in that position
(i.e., supervisory vs. non-supervisory positions). Employees who occupy a supervi-
sory or management position are held to a higher standard of conduct commen-
surate with the level of leadership required of them.

«  Whether the employee’s conduct is part of a continuing problem.

«  Whether the employee’s conduct put a co-worker, vendor or customer’s safety
and/or security at risk.

+  Whether the employee’s truthfulness brought into question because of his or her
conduct.

« Whether there are extenuating or mitigating circumstances.

Appeals

The Cuyahoga County Charter provides classified non-bargaining employees an
appeals process for certain disciplinary action through the Personnel Review
Commission (PRC). Details are available on the website of the PRC. Bargaining
employees should review their CBA regarding appeals.
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Employee #

Discipline Issued

Disc Memo?
Y/N

Disc Ltr?
Y/N

Reprimand? Y/N

Date Discipline
Issued

Job Position

Department

Policy Violation & Description of Conduct

219817

Removal

NA

11/11/2022

Service Desk Analyst

Information
Technology

Wrongful possession of mobile telephone; wrongful possession
and use of a County parking permit resulting in receipt of a
financial benefit of $6,780; wrongful possession of a County
laptop. Violation of the Employee Handbook, §7.07 due to
theft, misuse of County equipment, violation of County
Electronic Equip. & Communications Policy Mobile Device Use
Policy, and conduct unbecoming a County employee.

225810

Removal

NA

2/8/2022

IT Project Manager

Information
Technology

Probationary Failure, no description of conduct.

230184

Removal

NA

11/3/2022

Administrative
Hearing Officer

Health and Human
Services

Probationary Failure, no description of conduct.

230417

Removal

=z

3

NA

7/20/2022

C.A.D. Technician 1

Fiscal

Probationary Failure, no description of conduct.

230195

Removal

NA

10/4/2022

Information Systems
Analyst

Information
Technology

Probationary Failure, no description of conduct.

XXXX

Retirement in lieu of
termination

NA

NA

Unpaid
administrative
leave & Retirement
in lieu of
termination letters

7/31/2023
(Retirement
date)

Manager

IT

No facts regarding conduct in either the unpaid administrative
leave letter or the retirement in lieu of termination letter.

224164

Unpaid Suspension
(10 days)

LCA

11/4/2022

Administrative
Assistant

Development

Failed to promptly process a bank loan application and
supervisor had to get involved; did not keep files current;
neglected to recognize delinquent taxes on a lead and did not
investigate it; unprofessional and disrespectful response to
supervisor directive; untruthful with supervisor; previously
received a written reprimand, and 1 day and 3 day suspension
for poor job performance. Violation of Employe Handbook §
7.07 due to poor performance, neglect of duty, misfeasance,
and behavior unbecoming a County employee.

226299

Unpaid Suspension
(10 days)

NA

11/15/2022

Justice System
Advocate

PSIS

Per complaint by City of Cleveland Chief Assistant Prosecutor,
arrived to court late; 30 days of timesheet inconsistencies.
Violation of Employe Handbook § 7.07 due to falsification and
theft.

7271

Unpaid Suspension (3
days)

NA

4/11/2022

Administrative Officer

Health and Human
Services

Employee sent emails to supervision saying "you sound like a
bitter and angry person and | don't need this aggravation";
"other than work issues | am requesting you not to speak or say
anything to me ever again"; and "do not bother me anymore."
Violation of §7.07 of Employee Handbook due to conduct
unbecoming a County employee and use of offensive language/
conduct.

8902

Verbal Reprimand

NA

NA

Verbal reprimand

8/25/2022

Nurse Supervisor

HHS

Disorganized, incomplete and untimely work logs, home visits
were unsubstantiated due to lack of documentation. EE
provided no explanation during meeting on 8/19/202. Failure
to follow orders of supervisor.

8902

Written Reprimand

NA

NA

Written reprimand

9/15/2022

Nurse Supervisor

HHS

Work logs were disorganized, poor time management,
incomplete and untimely documentation in PeerPlace,
unsubstantiated home visits and lack of travel report. Failure
to follow orders of supervisor.

9716

Verbal Reprimand

NA

NA

Verbal reprimand

7/29/2022

EFS Supervisor

HHS

Not completing 2 reviews per worker per month in accordance
with the CIFS Supervisor and Office Manager Review Policy,
over 6 months, received 31 of 84 case reviews; not completing
1 coaching bi-monthly for each staff; failure to comply with CBA
which requires employee evaluations, only evaluated 1
employee over last 2 calendar years. Violation: Failure to
follow directives of a supervisor and poor performance.

8225

Verbal Reprimand

NA

NA

Verbal reprimand

4/4/2022

Investigator
Supervisor

HHS

Reviewed employee's cases and found serious issues with
performance -- lack of understanding of OAC rules for SNAP
overpayment calculations and for establishing claims; failure to
follow established case review criteria; failure to effectively and
/or accurately communicate information to staff; failure to
correctly and /or consistently update department database
with accurate information. Violation: Failure to follow
directives of a supervisor and poor performance.

202186

Verbal Reprimand

NA

NA

Verbal reprimand

12/2/2022

Building Maintenance
Supervisor

Public Works

Approved subordinate employee's time-off without the
employee requesting in advance, which violates the Employee
Handbook, §11.

XXXX

Verbal Reprimand

NA

NA

Verbal reprimand

3/30/2022

Manager

Fiscal

Failure to manage staff to ensure their work is completed and
meets the required standards in violation of the Employee
Handbook.




216696

Verbal Reprimand

NA

NA

Verbal reprimand

11/3/2022

Custodial Worker
Supervisor

Public Works

After receiving a counseling based on a complaint made by an
unknown employee, the employee emailed HR identifying an
employee he believed made the complaint, made several
demands he wanted to share with the employee he identified,
and referenced multiple incidents where that employee could
have received possible discipline. This was a form of retaliation
and a violation of §7.07 of the Employee Handbook for neglect
of duty in failing to properly supervise and enforce work rules
or county policies or procedures.

2153

Verbal Reprimand

NA

NA

6/14/2022

Correction Lieutenant

Sheriff

Failed to follow the proper hold process for an inmate and the
inmate was released in error in violation of Rule 10 of the
Sheriff's Department's Standard Schedule of Disciplinary
Offenses and Penalties for Employees of the Cuyahoga County
Sheriff's Department. Rule 10 provides a range of discipline for
"failure to comply with a written or verbal order of the Sheriff,
a supervisor or superior officer." The discipline issued for
violation of Rule 10 for the 1st offense is a minimum of 3 days
up to removal, for the 2nd offense a minimum of 20 days up to
removal, and for the third offense removal.

220930

Verbal Reprimand

NA

NA

Verbal reprimand

6/23/2022

Radio Dispatch
Coordinator

Public Works

Sleeping while on duty twice, in violation of §7.07 of the
Employee Handbook, Prohibited Conduct, "Sleeping While on
Duty."

227697

Verbal Reprimand

NA

NA

Verbal reprimand

9/14/2022

Workforce Analyst

Development

Employee's supervisor directed her to work from 8:30 to 4:30.
Employee worked those hours for one week, but in another
week her work hours did not align with the directive. Employee
did not clear the different work hours with her supervisor.
Failure to follow orders of a supervisor and failure to properly
report work status in violation of §7.07 of the Employee
Handbook.

205929

Verbal Reprimand

NA

NA

Verbal reprimand

11/29/2022

Purchasing Agent

Fiscal

Input unprofessional wording into Lawson Contract
Management System suggesting appearance of impropriety.
Violation of §7.07 of the Employee Handbook, conduct
unbecoming a County employee.

224646

Verbal Reprimand

NA

NA

Verbal reprimand

12/1/2022

Supervisor

Public Works

Employee did not request 2 days of vacation time until after it
was taken. Violation of §11 of the Employee Handbook, time
off and leaves of absences.

598

Written Reprimand

NA

NA

Written reprimand

8/15/2022

Accountant 3

Fiscal

Sleeping while on duty -- a manager observed the employee
with feet on desk and eyes closed. The Written Reprimand
states that even if he wasn't sleeping, he was sitting in a
position or manner causing a reasonable person to believe he
was sleeping. Violation of §7.07 of the Employee Handbook for
neglect of duty, poor job performance, failure to follow orders
of a supervisor, and conduct unbecoming an employee of the
County.

8228

Written Reprimand

NA

NA

Written reprimand

4/13/2022

Sr. Child Care
Examiner

HHS

345 AWOL hours occurred from 12/7/2021 thru 3/4/2022.
Violation of §7.04 of the Employee Handbook.

204860

Written Reprimand

NA

NA

Written reprimand

6/28/2022

Project Manager

Employee said she had Covid and then coughed in the direction
of her supervisor and then in the direction of a colleague.
Violation of §7.07 of the Employee Handbook, Behavior.

218442

Written Reprimand

NA

NA

Written reprimand

7/7/2022

Development
Administrator

Development

EE became combative, rude, disrespectful, and aggressively
loud during a team meeting, took a negative position, and
refused to allow staff members form complete sentences
before interjecting rantings about situations from prior years,
causing great disruption. Violation of §7.07 of the Employee
Handbook, Behavior.

224147

Written Reprimand

NA

NA

Written reprimand

6/30/2022

Supervisor

Public Works

Verbally approved employee's time off in violation of the
procedure requiring time off requests be entered in MyTime.
Violation of Procedure.

8981

Written Reprimand

NA

NA

Written reprimand

11/22/2022

Executive Officer

HHS

Harassment and/or bullying by engaging in repeated,
inappropriate comments and behaviors to staff, including
making derogatory comments based on protected class.
Violation of §7.07 of the Employee Handbook.

203243

Written Reprimand

NA

NA

12/28/2022

Sheriff's Clerk
Supervisor

Sheriff

Violation of Rule 22 of the Sheriff Department's Standard
Schedule, "Carelessness in performing or carrying out normal
job duties."

220475

Written Reprimand

NA

NA

Written reprimand

8/30/2022

Program Officer 4

Development

Refused to attend meeting that supervisor asked the employee
to attend, failed to respond to supervisor email re attending the
meeting, and caused major disruption to the unit. Violation of
§7.07 of the Employee Handbook, Insubordination.
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‘yemoval could have been imposed for any single offense,

"GERALD T, McFAUL, SMERIFF
CUYAHOGA COUNTY, OHIO

.l'he following 1ist 3s not intended to cover everf gossibte.t pe of offense. Penalties for offenses not
specifically Tisted will be consistent with penalties for offenses of comparable gravity.

Penalties for disciplinary offenses will, in general, fall within the range Indicated. In unusual circums tances,
depanding on the gravity of the offense, the past record, and:the position of the employee, a penmalty outside the
general range may be imposed.

Depending on the gravity of the offenses, removal ‘proceedings may be instituted against an employae for four (4)
infractions involving actual penalties of four or more suspension days each, committed in any 24 month pertod.

Where appropriate, reduction to a Tower classification may be given tn 1iey of removal or a suspension of
fifteen Y!B or more days. '

Suspensfon penalties on this schedule apply to work days. '

Multiple offenses will result in the imposition of consecutive su'séensions. femoval may be Imposed whenever
multipla offensas can result in consecutive suspensfon totalling 45 days or more, repardiess ogowhether or not

The "reckoning perfod" fs the period of time in which a repeated offense will be deemed to be a second, third
or more offense, Reckoning perfods start with the date of the offense. The elapse of the reckoning period
does not cause the records of prior offenses to be removed from an employee's personnel file. Even where a
rackoning perfod has elapsed, the comfission of a similar offense may result in more severe discipline within
the appropriate range, _

From time to time, varfous amendments, additions, or defetions wil? be made tn this stapdard schedule of
Discipl inary Offenses and Penaltties. A11 -such changes will Be posted at least seven (7) calendar days prior

to effective date, and will remain posted for at least 45 calendar days after the effective date, at each of
the following Yocatfons .in the: Correction Center: Second Floor - Time Clock Area, .Third Floor ~ Rolicall Room -
Time Clock Area, A1) Locker Rooms and At1 Dapartment Bulletin Boards.

1t §s the responeibility of each employee to check these locations for such changes at Yeast on
It 1= also the responsfbility of each: employee to pick up » copy of each such chgmge from the Pg:sg:gg'w'g?h“‘

reranilea B 1 .0N
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CUYAHOGA COUNTY SHERIFF’S OFFICE

LE HO. GENERAL ORDER 00-1 DATE April 13,2000

rRoM  Sheriff Gerald T. McFaul TO All Employees’

UBJECT Revision of Rules
0PRSS TO

The Standard Schedule of Disciplinary Offenses and Penalties for Employees of the Cuyahoga County
Sheriff’s Department will be amended effective May 1, 2000. Atiached is 2 copy of the amended
Rule # 1Tardiness and Rule # 11 Failure to Punch Time Clock. Changes are identified by bold print.

Pursuant to O.R.C. 124 34 employees disciplined for attendance violations, Rule #1 Tardiness, Rule 2*
AWOL, and Rule #11 Failure to Punch the Time Clock, will serve working suspensions. The working
suspension applies to all attendance violations that occur on or after May 1, 2000,

orking Sospension is Defined as:  An employee serving a suspension in this manner shall continue to
be compensated at the employee’s regular rate of pay for hours worked. Such disciplinary action shail be
recorded in the employee’s personnel file in the same manner as other disciplinary actions and has the
same effect & 8 suspension without pay for the purpose of recording disciplinary actions

Aot T

Gerald T. McFaul, Shenff




Tardiness and Attendance Policy: Sheriff's Department

Timely and regular attendance is an expectation of performance for all County employees. To
ensure appropriate staffing levels, positive employee morale, and to meet expected productivity
standards throughout the organization, employees will be held accountable for adhering to their
workplace schedule. In the event an employee is unable to meet this expectation they must
obtain approval from their supervisor in advance of any requested schedule changes. This
approval includes requests to use appropriate accruals, as well as late arrivals to or early
departures from work. Departments have discretion to evaluate and issue discipline when
appropriate. Employees covered under a CBA should refer to their CBA for time and attendance

requirements, if applicable.

Punctuality and regular attendance are essential o ensure optimal pi'oductivity and customer
service. Employees are required fo maintain a satisfactory record of attendance. The County
recognizes that employees will at times experience illness, or on an occasion be late for work
due to unusual circumstances. This policy attempts to acknowledge both management and

employee concerns.

Occurrences
An occurrence is defined as an unapproved absence, two (2) tardies or two (2) missed time

clock punch-ins/outs. The total number of days or partial days that an employee is unavailable
for work due to unapproved absence are considered when applying discipline, as outlined in the

table below.

Unapproved Absences
An absence is deemed unapproved when an absence of more than one hour is not covered by

an approved leave (e.g., sick, FMLA, vacation, compensatory or exchange time).

Employees will be docked pay for all hours missed due to unapproved absences.

Tardy
An employee is tardy when the following occurs involving periods of one hour or less:

= failure to report to work on time, as scheduled
» taking an extended meal or break period without prior approval

Time Clocks and Failure to Clock Punch-in/out
Employees who use timeclocks are required to follow established guidelines for recording their

actual hours worked. A missed clock punch-infout is a violation of procedural guidelines, as is
punching-infout early or late without prior approval.

Department Notification
Employees are expected to follow departmental nofification procedures if they will be late for

work, will not be at work, or are requesting planned time away from work. Employees must
request in advance to their supervisor or designee if they wish to arrive early or leave early from

12/6/2018



an assigned shift. Incidences of not following departmental notification procedures will be
addressed in accordance with the County’s progressive discipline guidelines. Please note that
no call/no show is defined as AWOL below and treated differently from other notification

violations.

The employee must follow their departmental notification procedures when an absence is due to
a documented/approved leave of absence (e.g., FMLA, military leave, etc.) to ensure

appropriate tracking of leave utilization.

Absence Without Leave (AWOL )
Employees who are absent for three (3) or more consecutively scheduled workdays without

prior notification to their supervisor will be AWOL, and may be subject to removal. Supervisors
should immediately consult with Human Resources if this situation occurs. A single day of no
call/no show is subject to corrective action based on the circumstances of each individuai case.

Progressive Discipline
For discipline purposes, tardies and missed punches are grouped together and will be treated

on the same disciplinary progression. Discipline for all other attendance related offenses will be
treated on a progression separate from tardiness/missed punches. However, the County
reserves the right to consider the totality of an employee’s record, including tardiness and
attendance discipline, when determining the appropriate discipline for other types of offenses,
such as performance or misconduct offenses. For example, a history of poor attendance may
be considered as an aggravating factor if an employee is being disciplined for other poor work

performance.

Supervisors and department management staff are responsible for tracking accumulated
occurrences and for initiating the discipline process in consultation with Human Resources to

ensure consistent application of discipline across the organization.

The following table is a guideline for discipline based on the total number of occurrences.
Occurrences will be considered active for discipline purposes using a rolling twelve (12) month
period. Occurrences will not be issued for absences that are protected under FMLA, ADA,

Workers’ Compensation, or legal proceedings leave.

12/6/2018



Anoccurrence l[sequal | Number of Occurrences
' to any of the following ’-
* 2 tardies h' 2 L
* 2 missed clock punch F 3
infouts 's
; :

clock punch infout 9

| * 1 tardy and 1 missed [

e 1 full or partial day 2
unapproved absence |
3 _=
S i
17 —
19 _
o n e
* Day of no call/no 1
show (i.e. without prior "2
notice) iT o
| *AWOL (3 or more 1
consecutive days of no

| call/noshow) I
12/11/18

| Written reprimand

_| 3-day suspension
_ | Employee subject to removai

-Biscipﬁnary Action f

e i =L -1

Verbalreprimand
Written reprimand -
1-day suspension o
3-day suspension |

| 5-day suspension_ - |

| Termination -

{1daysuspension
| 3-daysuspension =
 >day suspension —
\Jermination B
| 1-day suspension ) .

| e _
Verbal reprimand /
{

i
T |

“lE mployee s—lfbject to removal



. First Offense Second Offense 1 :
J08 -PERFORMANCE M e o M e Wi Heriam  renta?

20. Faiting to submit a thorough and complete
tncident report when circumstonces warrvant,
or when instructed to.do so by a supervisor
or superior officer 1-day 10days Sdays Y5days 10 days Removal 1 year

21. Falling to report demage to or destructfon
of any public property or other property in

the custody of the Sher{ff's Department 1 day 10 days 5 days 18 days 10 days Removal 1 year
92. Caralessness in performing or carvying out Yerbal Uritten

normal Job duties Reprimand - 3 days Reprimand 10 days 3 days  Removat 1 year
23, lgnorance of the rules, requ!atlons. and Yerbul Nritten

general orders of the Sheriff's Department Reprimand § days Reprimand 10 days 3 days  Removal 1 year
24, Genera} inefficiency {n performing job Verbal Written

duttes - Reprimand § days Reprimand 10 days 3 days  Remova) 1 year
25, General incompetency in performing job Verbal - Jritten

duties Reprimand 6 days Reprimand 10 days 3 days  Removal 1 year
26, lieg‘ {gent fafiure to perform any rountine Written

Job dutles Reprimand § days 3 days 15 days 10 days  Removal 1 year
27. Wilifuit failure to perform any routine

dob duty ' 1 day W days Sdays 30days 30 days Removal 2 years

28. Fatlure to promptly and properly attend

a court appearance when served with a Hritten -

val #d subpoenn Reprimand & days 3 days 15days 10 days Removal

1 year

r"ﬂﬁ” ivn ﬂ-‘ -Bn
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CONDUCT - ON DUTY -

29. Verbal abuse of fellow employee, supervisor
or superior officer, member of the public, or
Jatl fnmate or prisoner in custody

30, Physical abuse of fellow employee, supervisor
or superfor of ficer, member of the public, or
Jat) tnmate or prisoner in custody

11. Theft or unauthorized use or possessfion of
any_persaonal .property of the Sher{ff's
. Depariment, another employse, or jail inmate
or prisoner in custody, or any personal
sroperty in the custody of the Shariff's
epariment

" 32. Neg)fgent damage or destruction of public
property

31, Hi11fut damage or destruction of public
property

34, cambYing on duty

35. tagaging in any game involving cards
d!ca!.' daminos, egc.. while on duty '

36. Conmitting acts which constitute a felony
under the Taws of the Unfted States, the
State of Ohio, or the State In which such
acts were comnmitted

37. Committing acts which constitute a mis-
demeanor, other than a minor traffic
violation, under the Yaws of the United
States, the State of Ohfo, ;or the State
or muici{pality in which such acts were
committed .

FECant fun B0 00

First Offense Second Offense Third Offense Reckoning
M axtoum  Minimim % Ymtim ninwm_ Faximum  Perdod
Nritten
Reprimand B days Gdays 15days 15 days Removal ) year
§ days Removal 10 days - Removal  Removal 2 years
15 days FRemoval 30 days MRemoval  Removal 3 years
Nritten
Reprimand 15days 3days 30days & days Removal 2 years
8 days Removal 10 days Removal flemoval 3 years
3 days 15days 10days 30days 30 days Remova) 2 years
Hritten
Reprimand & days 3 days 18 days 15 days fRemoval 2 yaars
Remova) /A
3 days  Removal 15 days Removal 30 days Removal 3 years



JOD_PERFORMANCE-

1. Lteavino work area without permfission

€

10.

1.

t2.

13,

14,

6.

7.

18.

19..

. Tleeping on duty

Failure to comzly with a writtern or verba)
order of the Sheriff, s supervisor or
superfor officer ’

Unexcused fadlyre to punch time card or
sign time sheet

fadling to report any on-the-job injury
to the Personne) Division within 72 hours

Late return from rest or lunch break

ggeratln any motor vehicle on duty
fle Drivar's License {s under suspension
or revecation

liniform Code viglation

Fatting to notify Personnel Otivision of
change of name, address, or home telephone
number within 3 days -after change

flefusing to-work a -duly assigned post,
shift, or other assignment - -

falling to render 3 service to anyone, if
such service 18 within the normal and usual
scope of the employee's duties, or is
raqu{red by-reason -of an emergency

Failing to -take monthly firearm target
practice (appl fes only to Beputy -Sheriffs)

Effective 8-1-B0

ST e —

-3-

First 0ffense Second Offense Thivd 0ffense Reckoning
HinTmm X nimum ximm  Hinimum ximm  Period
Hritten :

Reprimand 10 days 5 days  Removal 15 days Removal 2 years
1 day. 8 dnyé 3 days 15 days 10 days Renova) 2 years
3 ‘days Removal 10 days Removal Removal 2 years

2x%kSEE GENERAL ORDER 00-1, DATED APRIL 13,2000%%%xx

. tday—— -5 daye- - 3days 15 days .10 days tglzmval 1-year
Yerbal. Hritten

Reprimand 3 days Reprimand V6 days 10 days Removal T year
Verbal Hritten

Reprimand 3 days Reprimand 16 days 10 days Removal 6 months
3 days 10 days 5 days Removal  flemova) 2 years
Written

Reprimand 3 dsys 1 day 10 days 5 days  Removal 6 months
Yerbal Hritten

Reprimand 6 days Reprimand 10 days § days  Removal 1 year
3 days Removal 10 days Removal 15 days fRemoval 1 year
Hritten

Reprimand § days 3 days 15 days 10 days Removat 1 year
Verbal Hritten

Reprimand 6 days Reprimand 10 days 5 days Removal 1 year

o



Third OFfense Reckoning

{rst Offanie ~ Second Of fense
COnpucT ~ 0N DUTY ! ' zimm Hﬁh kuﬁm

38. tngaging fn unauthorized .sol {citation or-

distribution of matertals within the Justice Verbal Hritten

Center or ‘any other County Facil ity Reprimand 3 days Reprimand 15 days
39, Verbal or.p!xs fcal sexual advances or _

contacts with another employes, inmate,

prisoner in custody, or member of the Urfitten .

publ ic while on duty Reprimand 5 days 3 days 30 days

40, Reporting for duty or being en duty under
‘the influence of any intoxicant or drug
or narcotic, ar the unauthorized possession
of or attempting to bring any intoxicant or i
drig or -narcotic on County property 5 days Removal 15 days Removal

" 41, Selling any Intoxicant or drug or narcotfc Resmaval
42, Improper use, possession, or handiing or
unauthorized posession of Firearms or
other weapons 5 days Removal 15-days Removal

43, Calling In sick or using sick Veave under
civcumstances where the use of sick leave

Is not authorized 3 days Removal 15 days Removal
4%, Fatsification of any Sheriff’s Department

records or reports 10 days Removal  Removal
45, Presence in an unduthorized area Nritten

Reprimand 10. days 3 days 30 days

46. Refusing to properly identify yourself to

any Superyisor or superfor officer upon Hritten

request Raprimand. 10 days 3. days 30 daye
47. Operating a Sheriff’'s Department vehicle

{n & manner violative of any State or Hritten

municipal law Reprimand 30 days 3 dayx 30 days

Etfective 0-1-80 A

10 days

15 days

Removal

Removal

Removal

16 days

15 days

15 days

rm Period

Removal 1 year

TRemovat 2 years

J years

N/A

2 years

2 .years
3.yerrs

Removatl 2 years

Removal 2 years

Remova) 3 years



48'

49.

0.

5'.

> B2,

530

54.

55,

86.

CONDUCT - ON DUTY -

Knowingly making a false or misleading
statement {n the course of a Sheriff's
Department nvestigation

piscourteous .treatment or failure to-
properly assist a member of the public

Punchlng time card or signing time sheet
of another employee, or having your time
card punched or time sheet stgned by
another employee

Accepting tips, bribes, or other favors
from any person in connection with the
performance of Job dutfas

Eitgagtng in any disorderly or disruptive
conduct while on duty

flefusing to cooperate with Sher{iff's
pDepartment fnvestigation, tncluding
refusal to provide.urine or blood
specimens or submit to polygraph
exanination '

feteastng home address, home telephone
number, or an{ other personal information
regarding a Sher{ff’s Department employee
to any person without authorfzation

Using Sher{ff's Department fdentification
or inherent powers to extract favors from

others or for personal gain

Exceading, overstepping, or abusing tha

authority vested in a member of the

Shariff's Department by law

FECunt tua Nt ot ~fif?

--

y

First Offense Second Offense Third Offense  Reckaning
MinTmm  Vaximum  MIn mum __ Fiaximim MinTmum  VaxTmim  Perfod
§ days .  Removal 15 days Removal  Removal 3 years
Hritten
Reprimand 30 days 3 days Removal 10 days Removal 3 years
Hritten
Reprimand 15 days 5 days 30 days 15 days Removal 2 years
3 days Removal 16 days Removal 30 days Removal 3 years
Hritten
Reprimand 30 days .10 days Removal 16 days Removal 2 years
3 days Removal 15 days Removal 30 days Removal 3 years
Hritten
Reprimand & days 1 day 15 days 10 dayz  Removal 2 years
Hritten
Reprimand 15 days 3 days Removal 15 days Removal 2 years
Hritten
Reprimand 15 days 3 days Removal 15 days Removal 2 years



57.

58.

59,

60.

6.

62.

63.

“v:c

conouct - owowry -
hel {berately making any-false, -Traudulent, or
mal iclous statement concerning a Jai! inmate
the Sher{ff's Depsrtment; another. employee or
» member of the publdc - T

Unauthor{zed .possassion, ‘use, .cogyln l’re or
g -

reveal ing of information concerw

businass, activities, or conditions con-
cerning inmates, employees, visitors, or
the Sheriff's Department

Improper or napl lg:nt acts which cause or
may cause damage. to, waste of , or 108s of
materfal supplfies, wquipment, factlitfes,
or other property of the Sheriff's Depart-
ment, or of an fnmate, a visitor or an
amployea

Unauthorized use of Sheriff's Department
tetephoneas

Unauthorized posting or vemoval of material
from Sheriff's Department bulletin boards .
or the walls of any County Facility -

Unauthorized use of a Sheriff's Department
vehicle )

Failing to report a violation of the
Sheriff's Department rules and ragulations
by arnother employee

Fnganing in disrespectful conduct or
" shavior diracted toward the Sheriff or
mployee of the Sher#ff's Department

-

‘First Offonse Second Offense Thivd Offense R
“Mimimm Fanlmen  Rinfom Vaximum  Minfmom  Faxioam i'-ﬁ&?&':""
- Mritten ’

Reprimand 3 days 1 day 18 days 10°days Removal 1 year
Nritten _ .

Reprimand 5 days Jdays 1S daye 10 days Rewoval 1 year
Nritten

Reprimand 35days 3 days  Removal 10 days Removal -2 yeays
Verbal ' Hritten

Reprimand 6 days Reprimand 15 days 5 days Removal 1 year
Hritten

Reprimand § days 3days 30days 10 days ARemoval 1 year
1 day 10 days 3 days  Removal 15 days  Removal 1 year
Written .

Reprfmand 10 days I days 1§ days 10 days Removal 1 year
¥ritten ..

Reprimand 5 days 1 day 15 days 10 days  Removal 1 year



CORDUCT - ON BUTY

65. Refusing to cooperate-with an.officix)
search.of the.lockers, persons, or
personal property of Sheriff's Uepart-
ment employees

66. Unauthorized possession of any Sheriff's
Depariment key .

67. Unauthorfied dubl icatfon of any Sheriff's
Department key

¢8. Unauthorized use of the Sheriff's Depart-
ment computer or unauthorized possession of
any print-out from such computer

69. Fighting with any person while on duty,
other than using reasonable force to pre-
vent injury to self or others, subdue an
assailant, break up a fight between
othars, or prevent the escape of a
suspect, prisoner In custody; or inmate
of the jal

"70. Any other act or failure to act which
constitutes incompetency, Inefficiency,
dishonesty, immoral conduct, insub-
ordinatfon, discourteous treatment of
the public, fallure of good behavior
or other misfeasance, mas) feasance, or
nonfeasance ih office

Effective 8-1-80

First Offense

Second Offense Third Offense

MinTmum~ Fiaximm  Windmum Haximm Mn\mnn' Tax T R:gtgg;ng
-Hritten

Reprimand S days 3 days 15 days 10 days  Removal 2 years
3 days 15 days 10 days  Removal Removal 2 Years
5 days Removal 10 days Removal Removal 2 years
3 days 10 days 5 days 20 days 15 days Removal 2 years
3 days 18 days 5 days Removal 'ls days Removal 2 years
Hritten

Reprimand ,!!emval 1 day Removal 5 days  Remova) 2 years

=



" First Offense mseconn Offense Third Offense  Reckoning
YRR PaR Vit ‘

OFF-DUTY CONDUET MATRUR__ Paximm  Pertod

71. Conmitting acts which constitute a felony
under the 1aws of the United States, the
State of Ohio, or the state tn which such
acts were committed Removal WA

72, Committinn acts which constitute a
misdemeanor, other thaw a minor traffic
violation, under the laws of the
United States, the State of Ohio; or )
the State or Munie l||)al ity In which Hritten
such acts were conmitted Reprimamt Removal 15 days Removal 30 days Removal 3 years

731. Consuming or purchasing .alcoholic
beverages white wearing the full or
partial uniform 6f a member of the Written

Shoriff's Dapartment : fleprimand 15 days 5 days Remova) 15 days fRemoval 2 years

74. Enqaging In off-duty enpl‘t‘mnept or
business without .the permission of the
Sher{ff or at-a time or {n.a manner

other than that authorized by the Hritten

Sher{ff Reprimand & days  5days  Removal 15 days Removal 2 years
75. Wearing the fyll or, partfal uniform of

a member of the Sheriff's Dapartment,

except while traveling directly toor

from work, or except-as otherwise Hritten

speccﬂcafly authorized by the Sheriff Reprimand B days Jdays 15days 10 days Removal 1 year

76. Engaging in disorderty, rowdy, or
{mmoral conduct while readily -
{dent{fladble as a member or .employee Nritten

of the Sheriff’s Department Reprimand 3 days 3 days 15 days 15 days Removal | year

Effective B-1-R0
- Y, =

—r ey a= =

. —



7.

18,

%

80.

OFF-DUTY_CoNDUCY

Identifying yourself as a member or
emptoyee of the Sher{Ff's Department for
the purpose of obtaining favers from
others, personal gain or advantage, or
svoidance of personal obligations, elther
for yourself or on behalf of ancther

Damaging, destroying, -or otherwise
failing to take appropriate care of
any Sheriff's Departmant property or
equipment entrusted to you or other-
wise {n your possession or under your
control

lmvmﬂer use or handiing of firearms
or othar weapons

Owning, operating, possessing, or
entering in-or upon any privately-
owned.motor vehicle, knowing .the same
to be equipped with a siren, ftashing
or rotating red or blue Hgixts. or
btherwise marked or identified so as
to create the impression that the
same 1s an off{cial police or Sheriff's
Department vehicle,. in the absence of
specific, written authority from the
Sher{ff fmis rute does not apply to
the reasonable or necessary use of a
privately-owned smbutance)

Effective 8-1-80

first Offense Second Offense

Third Offensa

Rinimum _ Faximum

Hinfmum  Vaximum  MinTmum  Faxinmm

Hritten

Reprimand Removal 10 days Removal
Hritten

Reprimand 16 days 10 days 30 days
16 days  Removal 20 days Removat
Hritten .
Reprimand S days 3 days 15 days

15 days Removal
15 days  Removal
Removal

10 days  Removal

Reckoni
Per iod?!;ﬁ

2 years

2 years

2 years

1 year



i,

f2.

83.

B4,

86-

-

INMATE/PRISONER SECURITY

Winnecessary physical contact with s jail
frmate or prisoner in custody - i

txcessive use of force directed toward
a suspect, jai} inmate, or prisoner in
custody

Permitting an inmate or prisoner in
custody to be more than 30 feet from
and/or out of the direct Vine of vision
of the Officer or Deputy charned with
the custody of such immate or prisoner,
éxcept when the Inmate or-prisoner {s
secured in a pod area, cell, "bult pen*
or visitation room, and except when

the inmate. is secured and shackled in
a Sheriff's Department vehicle operated
by the 6fficer or Deputy

Teaching, tnstructing, or permitting any
jnmate or prisoner in custody to have
knowledge or information relative to the
Job description or the security functions,

operations, routine, or dutfes of the
Sheriff's Department, except to the

extent that such fmmate or prisoner may
qa$n such knowledge or Information by
normal obsarvation

Permitting any fmmate or prisoner in
custody to perform any job function or
vesponsibil §ty, or any part thereof, of
a Deputy or Officer nf the Sheriff's
Department

Discussing any policiles, grncedures.
directives or personne! of the
Sher{ff's Department with an inmate
or prisoner in custody

Effective 8-1-B0

First.0f fense

Second Dffense Third Offense flack
MinTmm aximum  Hintmum_ Faximm  Minimum  Paximm g:rt;g;nn
Uritten .
Reprimand 5 days 3 days. 1D days 5 days Removal 2 years
15 days  Removal Removal J years
Hritten
fleprimand 15 days 5 days  Remgval 15 days Removat 2 years
Written
fleprimand 15 days 8 days Removal 16 dayzr Removal 2 years
1 day 15 days 10 days Removal 30 days Removal 2 years
Hritten
Reprimend 15 days 3 days 30 days 1O days Removal 1 year

-12-



87.

a8.

63.

90.

91.

92.

- First Dffense

INMATE/PRISONER SECURTTY

piscussing or giving any fnformation
relative to any fnmate or prisoner in
custody to any other fmmate or prisoner
in custody

Permitting any immata or prisoner in
custody to hand]e or possess any
equipment, too), or object belon !n?
to or in the custody of the Sheriff's
Oepartment , excegt as may be -
specificatly authorized

Altowing any inmate or prisoner in
custody to supervise, control, or
discipline any other fymate or
prisoner in custody

Altowing any person who is net a Deputy
or officer access to any secuved,
controlled, or unauthorized area, except
as may be specifically authorized’

Knowingty permitting any fomate or prisoner
in custody to possess or have access to any
materials defined as "Category A Contraband”
by the Rutes for the Regulation -of the
Cuyahoga County Jaft

Neg! fgently permitting any inmate or
prisoner {n custody -to possess ar have
access to any materfals defined as .
"Categury A Contraband” by the Rules
for the Ra?_ulation of " the Cuyshoga
County Jai

- & @mn

Second Offense Third Offens R

Minimum — Faximum Mnfmtm_ faximum  HinTmm  Max :mm ﬁmﬁ““'
Hritten
Reprimand 15days 3 days 3D days 10 days Removal T year
Hritten

Reprimand 30 days 3 days Removal 15 days Removal 2 years
3 days 30 days 10 days Removal Removal 2 years
Hritten

Reprimand 30 days 3 days  Removal 15 days Removal 2 yesrs
Removal R/A

¥ day 30 days 5 days  Removal Removat

3 yaars
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Bob Reld
Cuyahoga County Sheriff

Febtuary 23, 2010
Re: Amendment to the Standard Schedule of Disciplinary Offenses
To alt Comrections Center Employees & other Employees of the Sheriff's Office:

Effective February 28, 2010, piease be advised that "The Standard Schedule of Disciplinary
Offenses and Penalties for Employess of the Cuyahoga County Sheriff's Department” will be
expanded to Include new Rule # 95.5 This rule is being incorporated to address and clarify the
issue of unapproved csll phones being conveyed into the secure confines of the Comection
Center. (Please note that all union leaders ware notified of this action via letter dated February

18, 2010.)

There have been an increased number of disciplinary actions that have occurred in the recant
past involving cell phone possession and usage by employees working in the Corection Center,
Thisisa malterofulmostlmportanea relative o safely and securlly. A cell phone in the hands
of an inméate becomes as potentially lethal as a weapon inasmuch as it aliows unfettered accass
to the “outside®, thereby potentially compromising safety and security measures in place for the
protection of Inmatas empioyees and the public. Since there am no rules directly addressing
the Issue, and for purposes of notice and ciarification, this new rule s being implemented. it
does NOT change the existing policy prohibiting cell phones.

ALL csll phones, unless authorized in writing by a member of the Jail's Executive Staff (i.e.
Director of Comections, Wardens and Associata Wardans), ara expressly prohibited within the
secure confines of the Correclion Center by any employee of the Cuyahoga County Sheriff's
Office. Introduction of a cell phone shall therefore be subject to Rule # 95.5, which reads as

follows:

“Pogsession of a cell phone within the secure confines of the Cormaction Center without
prior writtan approval of the Wardens or their designea shall be considered conveyance
of contraband.”

The range of penalties for violation of this rule is as follows:

First Offense: Written Reprimand to Ten (10) days
Second Offense:  Five {§) days to Fifteen (15) days
Third Offense: Removal

Reckoning Period: Twa (2] years

v R
'_)’/"' )

{57 ::2—. ,/ /_7 .
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Bob Reid, Sheriff .-

S

Justica Center, 1215 West 3™ Street, Cleveland, Ohic 44113, (216) 443-6000
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INMATE/ PRISONER SECURITY

100, Leaving or abandoning an assigned post or
duty station withput being relieved by
another Deputy ov Offfcer (inchuding at
the end of a shift) °

101. Permitting any clotMng other than jail
uniform to be made:avatiabla to an Inmate,
except as specifically authorized

102. Hhile on any duty outside of the Correction
Center, teaving an inmate or prisoner in
the sole custody of & Deputy or Officer of
the opposite sex of such Deputy or Off{cer

102. Mhile on duty in the County Jaf}, failing to
make and report inmate counts .in the manner

Brescrlbed y Sher{ff's Department Pol tcy and
rocedure Directive fb. 1.09.07, {ssued- -23-17Reprimand -5 days

104. Miiile on duty in the County Jatl, failing to
make and report watch calls in the manner
prescribed by Sheriff's Depariment Policy:
gngﬁl’#cednru pirective Ho. 1.09.02, {ssued

105. While on duty at the Cuyahoga County
Hospital {Metro}, or any other Hospital,
where an fnmate §s confined, failing to
telephone the Sheriff's Department Radio
Room at the time of the change of shift
a:d_hl:ouﬂy thereafter to report security
status v

106. Giving or permitting any special treat-
ment or favors to. inmates or prisoners
without the specific approval af the

Sher{ff

Fefortive 8-1-80

First Offense

; Second 0ffense Third Offense  Reckond
Minfmum— Faximm  Hinimm Paxtoum  Binimum Haximum Perlod“;q__
3 days Removal 10 days Removal  Removal 2 years
i!rlttan ) .

Reprimand & days 3days 15 days 10 days Removal 2 years
Nritten
Reprimand & days 3 dayz 1§ days 10 days Removal 2 years
Written

_ 1 day 15 days 5'days  Removal 2 years
N-rlttan . - .
-Reprimand § days: 1-day 15days 5days  Removal 2 years
Hritten
Raprimand 8 days 1 dey 15 days 6 days Remaval 2 yenrs
Hritten
Reprimand 10 days * 5§ days  Removal 10 days Removal 2 years



POLICY AND PROCEDURE DIRECYIVE NUMBER 1.09.02
SUBJECT: Watch Calls

1. AUTHORITY: |
Polfcy and Procedure Divective: "POLICY ARD PROCEDURE DIRECTIVES®, 1.01.00, Dated: 5.3.77

2. PURPOSE:  To outl ina & procedure which will aid in the management of the Corrections Center during the hours
"" of darknéss and help assure that employees on the shift are safe amd on-the-job.

3. POLICY: - It {s the policy of the Cuyahoga County Correctfons Center:that proceduras desfgned to afd in the
management of the Center and to aid in estabtishing the security and welfare of personne) during
tours of -davkness will be -formilated and placed In effect.

4. HATCH CALLS: A watch call system wil} bi establ ished within the Center betwean the hours of 9:00 P.M, and $:00 A.M.
. These watch calls will aid the Shift Supervisor in establishing that 211 employees within the Center
are safe, secure, and on-the-Job d"ur‘lng'thesn critfeal hours. Procedurés will be as follows:

a. Conmencing at 9:00 P.H, esch night -1l posts tisted on Watch Call Record Sheet will cadt the

- Master Control Ceriter, eithar by telephone or vadio, stating his/her nmme and post locatfon, and
giving some indication 1f al¥ s ar 13 vot well on {ba post. This procedure will be performed
every ialf-hour antl 5:00-A.M, when the.calls wilt cease.

b. 1'0':?'&“:_:‘ c:nh:rdl c#ter o{a:c‘ehrshgn c:'ll: 3.’,33.-5'5'5. t: 11:30 P.I'ifand !I?ﬂﬂ;.ﬂ. g 7:30 a.ﬂ. shifts
w rece ce calls on 1] A9 m a oot misses 8 mtc s
ten (10 minutes,- the Shift Superyisor will be notified and e Wili : call by

= —Thek AR | e Wil jnvestigate a% Lo the cause of
the-aeiay, (heke CAI1S GF@ importaqic and @mplOy&as who TOFM & ChTONIC hab r%mm"'rv*v
WilT 18 Faported to the Chief of Security for possible disciplinary sction "y eese colis

acur

c. The Watch Call Record Sheat will be forwarded to the Harden's Offfce when completed each day to
be tiled for fifteen ()5) days and them destroyed. A record of a1) missed watch calls and the
the raason: therefora shaill be permanently kept for one (1) year.

5. INITIATING DEPARTMENT: Cuyahogw County Sheriff's Department
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POLICY AND PROCEDURE DIRECTIVE NUMBER.).09.07
"7 SURJECT:  Inmate Counts

1. AUTHORITY:

Rules for the Regulation of the Cuyahoge County Jail--Common Pleas Court, Cuyehoga County, Ohio, May, 1976,
Policy and Procedure Diractive: “POLICY AND PROCEDURE DIRECTIVES®, 1.01.02, Revised, Dated: 6-16-77

2, PURPOSE: To set.forth the requireménts for Vimate counts as mendated by the Cuyahoga County Common Pleas
Court, May, 1976, and to promslgate a formal and {iformal system of counts and census checks to
ensure around-the~clock accountabitity of al} inmates within the Center.

3. POLICY: 1t {3 the aol fcy of the Cuyahoga County Corrections Center to conduct at teast four {4) official
counts within.each twenty-four {?24) hour pericd to ensure proper accountability of incarcerated
inmates, These counts shall be recorded and signed by a su:mi:nr and te;f;t on file for a perfod

¢

of fifteen (15) days and then destroyed. Informal “census checks by each officer supervising fnmat
{s requlred(at,tha discretion of the officer. ' P ’ o

4. BASIC PRINCIPLES OF COUNTING WETHIR THE CENTER:

A. The-basic formal count system within the Corrections Center provides for.four (4) official

coynts within each twenty-fo (24) hour peried. These counts are to be held at-0000,.0560,
1230 and 2130 hours esch day. These count times are arra to provide as Tittle Inter-
forence as possible with the dafly work, court, and activittes schedules of the Center and
st{1) ensure proper sccountabil ity of ail inmates.

b. Informal, {rregular counts, or census checks, wil) be made by all-esployees supervisin 8
to verify that a1} {fmates ' in his/her charge sre. present. ggunts :fm th¥s Hmlpare madg \:h":lg“'
fnmates are mrling. engaged in daily Viving activities within the housing unit, or engaged tn
recreat{onal or ot e activities. These counts are reported only when an fmuate s missing.

¢. The Master Count is maintained by computer opaﬁﬂons lacated in the main booking ares of the
Center. The Computer Oparator must be provided with up-to-the-mtnute (nformation on fnmate
flow and the Information must be vrecorded accurately and promptly..

d. White counting, officers should allow nothing short of .an emergency to distract them.
e. There will bé no movement of inmates during officiel, formal counts.

17



f. Counts in such areas as Clothing 1ssue, Laundry, or Food Service or other open t"f' units, must
never be made by otte (1) officer. Immates. will ba ‘l!aued in.a doyble-14ne, no talking or move-
ment will be permitted. One officer wil) count while a second officer stands 1n & position to
observe any movement: of, inmates. 1t.:/{s a relatively simple watter for an fymate to shift from
one location or avother and thus be counted twice. .

9. Humerous escapes have been affected by the skillfu) use of duwmles. Officors wit? be positive
they see a human body beforé counting an fomate.

h. Dfficers making a count will vemain- th the avess counted until the count is verified. EXCEPTION:
A back-usp officer for a counting officer may have to be & back-up offfcér for several counting
offtcers. This officer will have to Teave eacp counting area except the last one counted.

1. When making night counts, flash)ights should be used Judiciously, but enough 1{ight. should be throwm
on the inmate to teave no doubt as to whether o dummy 18 beiny counted,. -The offfcer mist be certain
of seefing flesh in all cases rather than counting an inmate on the basis of seeing any part of his
clothing, his hair, or his shoes. HOTE: 0o not accept a substitute for a.living, breathino body.

§. ‘An up~to-the-minute count record must be maintained in the computer at all times.

k. Each-count must be made accurately end promptly. If there fs any doubt in your mind as to the
correctness of the count, count again. See the inmate you count. Hever rely on a roll call.or
count number of meals served. -

m. The Corrections Center count, in the final analysis, depends: entirely upon the accuracy of ev
c;mployen |tvho actively makes or takes & count. Tmsiiu or sther imgtezuwﬂl not part"ireipateery
n . co"" » ]

The count tust be regarded as a mutual responsibility--of the officer and the inmate.

5. OFFICIAL, FORMAL COUNYS: As stated in Paragraph 4a, above, official, formal counts will be made within the l:en.ter

at 0000, 0500, 1230 and 2130 each twenty-four (29) hours. At these times all inmates are co -
taneousl'g, each frmate is counted at a specific Jocation and al) movement of {mmates cease: gr;;:gers’!m%: ;)
minutes before the count starts and remains that way unti) the total Institution count is clsared ...5
corract. A report of each count Vs tel:gboned to the Master Control Supervisor whera all reports are
checked and coordinated to ver{fy that the total Center count is corvect and all {rmates are present.
Each officer telephoning a count to the Magter Control Supervisor will, immediately after tetephoning

in his-count, prepare a "Count S1§p” and will forward thia siip to the Master Control Supervisor for
written verification of the telephone count, The counting officer will then stand-by in his count area,
permitting no movemant of irmates out of the count area, until the Master ControlSupervisor ainounces
the count as clear and correct,

-1



a. Booking/Processing Supervisor: Fifteen {15) minytes before each count a1l movement of inmates
= fnto and out of the Corrections Center will cease. Ho changes

in count Jocation of any {nmate will be made fifteen {15) minutes prior to each count. EXCEPTION:

Emergenc {es-may necessitate. the movement of {nmates during this time. These movements must be

kept to a minimum and reported to Master Control immedfately for count adjustment. At this time

the Booking/Processing Supervisor will obtafn the correct Count Sheet Print-Qut from the computer

and witl deliver this sheat to the Master-Control Center.

b. Haster Control Supérvisor: The Master Control Super¢isor will receive the Count Sheet Print-Out

= -from the Sooking/Processing Supervisor fifteen T75) minutes Lefore time
of  tha.officisl, forma? count. The Supervisor wil) pre:ure to take tha count, by tedephone, from
sach area -of the Center where {wmates are housed or working. As each area reports their count
correctly f& wH 1 be checked off on the sheet. Outcounts, i.e., Faod Service, Laundry, etc., will
be added at. the bottom of the Count Sheet Print-Out so that a correct Center count can be totaled.
preas catling n incorrect counts will be requived to count again, and 1f the. count rematins fncorvect
after the second count, assistamce will be sent to the count area to help with the count and the
computer will be checked to ascertain that all inmate movements have been entered. NOTE: No erasuves
will .be pammitted on the Cowsit”Shaet Py Int-Qut. Clearly visible strike-outs only wilV be permitied,

After the count has been completely verified by the written Count Slips, the Master Control
Suparvisor will clear the total Cenhter count .and normal Center movement will resume., The Master
Controt Supervisor will sfgn the Count: Sheaet, attach the Count S1{ps and will file this sheet for
fitteen (15) days after which 1t should be destroyed.

t. Count S1fps: Count SVSps wili be prepared and’ forwarded to: the Master Cantrol Supervisor by each
- employee_making and' reporting ‘& count.’ “These siips wilt not ba accepted by the
Supervisor {f they are {ncorrectty filled-out or have erasures, strike-outs, or al gerntions of any
kind on: them, The off{cer making the count will sign tha Count S1ip along with any back-up officer
that may be {ivoived with the particular coumt.

6. CENSUS- CHECKS: This is-a frequest, -but {rregular chack made.by an of ficer to vertfy that all {mmates fn his/her
T .charge are present. They are- myde during hours of darkness and detween official counts. In the
case of work crews a count {s made when the crew assembles for work, at frequent intervals during the
. work perfod, and.when the crew {s dismissed at -the end of the work perfod. A report of this count is

made only when an fomate Js ascertafned te bemisstng.

7. VOUSING UNIT COUNTS: In the Corrections Center &11 dnmates, with the exception of the Cleveland Holding Area, nave
= : thelr fandividual’ ce¥l.or Yaom. Hhen cotinting: in theseareas of tndividual vooms, each immate
must b€ {re hisfher .poom, facing 'the door for-counts diring day?féght hours. At n'i"g’lst when the Inmates
are in bed, the officer .mus% be sure-he sess ‘the inmaté and not a dummy in the bed. Seeing “1¥ving,
breathing-flesh® {8 a.must in making pccurate counts. Do not count the backs of heads or shoulders, be
2. susplcious .of fnmates: weariny bathrobas, or having handRerchiefs or bath towels around their heads or
necks, or are completely covered whila in bed.



a. Cievaland Holdira Avea Counts: This area-fs composed of “open® tfving areas and rooms. In.the

. “open” areas,‘all immates-will ba placed on thelr beds for all
counts. One officer-wil] count while a back-up officer observes to be sure no inmate shifts
tocations and -4z not counted twice. ) ,
B. TRANSPORTATION COUNTIS: Corrections Officers-may-be assigned duties transporting fimmates hetween Institutions or
to and- from hospitals. In. this event, observe the.following:

a. Hhen seating fumates in-biises ar trucks, make a voll call type of .count. The Irmates are 1ined up
and as their names are called, thay pass tlie'sfficer and board the vehicle. Another count must be

taken when a1l are seated. This count shoudd be repeated whanever the vehicle stops and taken
when {t starts. - "

b. Tt 18 essentidl for any ofFiéers transportiny fnmates to have a picture and description of each
inmate-being transported. With the fhitial cdinit of tnmates prior to the trip and with the use of
the pictures, all fnmates can be readily accommted for and identified,

9, EMERGENCY COURIS: An emergency count s an official count takeén.at other than one of the times specified for a

. vegular of fictal count. 1f ‘there is yeason to be)feve that an frmate fs missing, it way be
necassary to take a cowit to determine who and hoy. many are gone. After a major disturbance s
under control, a.count must he taken to determine that no one has escaped or s in hiding. The
Computer must be ready -at all times to sroducd an ip-to-the-minute count sheat for use in this
Th8tance. AL thase Ll T i

1. SUMMARY  The Correctfons Officer has PRIMARY RESPONSIBILITY for the completion of an accurate count. The officer
o must know the specific manner of counting.fmmates.in different types of locations, 1.e., 2 housing unit,

an open-type arez, and in a work area. He/she must also know the type of misteskes to be avolded in
counting fnmates, :

The off t~er ymst know the importance of making counts accurately and promptly. He/she
{imate acceptanuc nf the to::gt as an ‘lnstituﬁonﬂ provedure., ’ y‘ {EVS ST g¥so) fasten

The officer mst alsv Asvelep skill in the counting of Inmates

accurately by the methad most a
to the location and. conditions, and st always possess verification of {lm frmates bafng, coun‘l!.:gfab“

11. INITITATING DEPARTMENT: Cuyahoga County Sheriff’s Ueprvtment.
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SUBJECT

Abandoning assiqned post or
duty station..
Absence : »
Absence without notice
Abuse, physical
Abuse, verbal
Accepting tips, bribes, or favors
Aecess to secured, controtled,
or unauthorized area
Address, change of
alcoholic beverages, consuming
or purchasing- in uniform
Assigned post or duty station
Teaving ov abandoning
Assigned post, rafus!ng
Attempted escape, knowingly
permitting, aiding or abetting
Attempted escape, negligently
. permitting :
Attendance, in .general
Authority, exceeding or abusing
Biood specimen, refusing to give
Break, late return from.
Bribes, accepting
Bulletin boards, unsuthorized posting
*or removal of material
Bus iness, -of f-duty
Catling tn sick' not authorized
Care. of Sheriff's Departmant
property off-duty
Carelessness .
Category A Contraband
Catigory 8 Contraband
Clathing, making avatlable to
Jatl jnnate .
Computer, unautliorized use of
Condunta‘uffaduty in general

78

e
91, 92, 95
93, 94, 96

101
68
71-80

SUBJECY

Condicct, on duty, in general

Contact with fnmate or prisoner,
unnecessary.

Containers, metal or glass, brinaing
into secured areas

Contraband,. Category A

Contraband, Category B

Contraband, In general ;

Contraband;, knowingly permitting
froate or prisoner to possess

Contraband, neg) igently permitting
{nmate or: prisoner to possess

Contraband, poszassion of

Contrd) of inmate or prisoner by another

Controlled area, allowing access to

Counts,’ fnmate

Court appearance, failure to attend

Daomge of public property, negligent

D:g:g: 2f publftt;ro a;;¥. nl 1 tul
ge to- property, fall 0 report

L] ;Ng ﬁgeriff's Uepart:gnt pro::rty

off duty

Destroying Sheriff's Department property

. off duty .

. Destruction of prggerty. faiting to report

Destruction of public property, neg) igent

Destruction  of pub) i property, willful

Diree% Yine nfds|22§ betzEEn fnmate or
prisoner and officer having custod

ODirectives, discussing with :gmate. d
qr.grituner

Discipline of- inmate or prisoner by another

Discotrtecus treatment of public

Dishonesty -

Disorderly conduct, off-duty

Disordevl{ conduct, on duty

pisvespectful conduct or behavior

RULE NO,

29-70°
a1

97

at, 92, 95
93, 94, 96
91-96

91, 93

49, 70
0 -
76

64



SUBJECT

Disruptive conduct on duty

Distance between- inmate or prisoner
and officer having custody

pistribution of materials,
unauthorfzed

Dress code - see "Uniform code"

prtver's Vicense, driving under
suspens fon or revocation

briving with Vicense under
~suspension or revocation

nru?. reporting for duty under

nfluence o

trug, selling on duty

‘Drug y-unauthiorized possession of

Emergency, failing to render
service n

Employment, off-duty

tscape, knowingly permitting,
alding, or abetting

Escape, negt i?antly permitting

Equipnent, al onlnﬂ fnmte or
prisoner. to handle or possess

tquipment, damage to or waste or

. tfoss of

Excessive use of force

txplanation of absence

Failure of good behavior

False statement, deliberately making

False statement, making in course
of investigation

Falsification of records or raports

Favors, accepting Co

favors, giving to tnmate

Felony, committing off-duty

Fetony, comuitting on duty

f{ghting on duty

Fivearms, {mproper handling or
use of f-duty

firesrms, improper use, possession,
or handiing on duty

Firearm tarqget practice

SUBJECT.

Force, excessive use of
Frauul:}unt statement, delfberately

Gamb) Ing

: Games, enganing in op duty

Beneral orders, Jgrovance of

" -Blass containers, bringing into

secured areas
fdentification, use of to extract favors
Hentifying as & member of Sheriff's

. Department off-duty for personal qain,etc,
Identity, refusa! to properly gqive
‘lgnorance of rutes, regulations, and

gencral orders
Immaral conduct
Immoral conduct, off-duty
lncident report
Incompatency
inefficiency
Informat{ion, release of personal
Information, unauthorized poxsession, use,
copying or revealing .
Indiry, failing to report

lamate, ‘21 lowing another irmate or prisoner

to supervise,.control or discipline

Inmate, allawing to handle or possess
tOU '. ﬂtl:. * *

Inmate counts

Tnmate, discussing with another fnmate
or prisoner .

_Inmate, qiving special treatment

Inmate, Yerving n sol ’

nmate, leaving in sole custody of Oeput
or Offfcer of opposite sex y Py
Inmate, making clething available to
Inmate security, in gyenerad
Insubordination

Intoricant, reporting for duty under

influence of
Intoxicant, selling on duty
Intoxicant, unsuthorized possession of

RAULE NO.

02

§7
KL
35
23

97
55

77
46

23

-76

20
25, 10
24, 70
54

58
12

a9

88
103

a7
106

102
1M
81106
70

10

a1
40

S
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SUBJECT

Invastigation, making false or
misleadiny statement In course of

lnveg:‘l.qauon. refusing to cooperate
W

Job ‘déscriptions, teaching or per-
mitting inmate to have knowledge
concerning

Job functfon, permitting fnmate
or prisoner to perform

Job performance, in genera)

Key, unauthor{zed duplication of

Key, unauthorized possassion of

Late return from break

L.eaving assigned post or duty station

Leaving fnmate in sole custody of
Deputy or Officer of opposite sex

Leaving work area

Lockers, refusing to cooperate with
search of

Magazines, bringing into secured
areas

Malfeasance in office

Malfcious statement, delibevately
making - _

Material, damage to or waste or
loss of = .

Heta) containers, bringing into

" gecured araas

Misdemeanor, conmitting of f-duty

Hisdemeanor, comnitting on dety

Misfeasance in offfce

Misteading statement, making In
course of investigation-

Motor vehicle, equipped with
siren, etc. off-duty

Motor vehicle, unauthorized use of

tiame, change of .

Narcotic, reporting for duty under
fnfluence of. :

‘Harcotic, selling on duty

Marrotic, unauthorfzed possession of

RULE 1O,

SUBJECT

Hegligent .acts which cause or may cause
damge to, waste of, or loss of materia),
suppl fes, - equipment, ect.

Negligent damage of publ {c property

Neg! 1gent fallure. to-perform routine
Job dutfes

Hewspapers, bringing into confined areas

Honfeasance in office _

Hotice of abaence untimely

0ff-duty” employment or business

Order, failure to comply with

Outside employment

Part-time employment

"Peysonal ® absence )

Personal information, relesse of

Personat property, theft or unauthorized
use or possession of

Personnel , dls‘cnssi:g'ﬂth 1nma£e or prisoner

Phystcal contact with inmate or prisoner

Polictes, discussing with fnmate or prisoner

Pol yuraph_ exsmination, refusing to- take
Powers, use’of to extfect favors
Prisoner, &1lowing- another prisoner or
fimate ‘to supervise, control, or
discipline
Prisoner, sllowing to handle or possess
tools, etc.
Prisoner, discussing with another {nmate
Prisoner secarity, 1 1
» 1IN genera
Procedures ;" disctissing with inmate or
Property amage ¢
roperty, - damage to or waste or toss of
I'ubric ' iiscourteuus treatment of fallure
to. ass izt mamber of :
Pubifc property, ncgl foent damage of
Publtc property, willful damage of
Radios, bringing Into confined mreas
Reading matter, bringing {nto secured aress
Records, Falsification of
Rufusing assigmment

RULE HD.



supdect - v -

Requlat tons.or rules, neportﬂn?f
vinlation of by another employee

feporting for duty under influence
of intorfcant, drug, or narcotic

feports, fatlyre to submit.

Reports, Falsiffcatfon of.

fleturn from break, tate

Routine job dutfes, wegl{gent
failure to.perform

frrtine -ioh duttes, willful. faijure
to perforn .

Rowdy conduct of f-duty

Rules, fgnorance of

ftules or ragulations, reportin
violation of by another employee

Searches, vefusing to cooperate with

Secured area, allowing access to

Security functions, teaching or
permitting fnmate to have
knowledua concerning

Security reports

Setting intoxicant, drug, or

. narcotic on duty ,

Service, ‘falling to ramder

Sexusl advances

S1ck leave, unauthorized use of

Siren, operating vehicle equipped
with of fuduty

Steeping on duty

Solicitation, unauthorized

Special treatment to inmate

Subpoena, faflure to attend court
when served with .

Supervision of inmate or prisoner
. by. another

Supplies, damage to or waste or loss

Tardinesse

Tarqet practice

Telephone number, change of

Telephone calls to Radio Room to
report security status

Telephones , unautlorized wse of

105

SUBJECK

tqjgvlsiops;jprin%i:g into confined areas

Theft or unauthorized use or possession
of personal property

Time card; fallure to punch

Tiwe card,” puaching another's

Time_sheet, fallure to sign

Time sheet, signing another's

Tips, accepting

Tools, allowing fnmate or priscner to
handle. oF potsass

Unauthor{zed area, allowing access to

Unauythortzed ares, presence in

Uniform code violatfon

Untfornt, consuming or purchasing
alcohnl!c~ﬁnveragps while wearing

Uniform, wearing off-duty

Untimely wotice of absence

Urine speciman, refusing to give

Use of force; excessive

Vehicle, equ‘

Vetricle,, operating in violation of law

Vehicle, mauthorized use of

Yiolation of rules or reyulations by
another smployee, reporting

Walls, unauthorized posting or removing
of ‘material

Hatch calls

Woapons, tmproper handling or use off-duty

ucaE:ns. improper use, possession, or

ndiing an duty
H1110ul damage -of pubiic property

pgad'uith‘siren, etc, of f-duty

6t
79
42

HTfa) fallure to perform routine Job duties 33

Hork area, leaving

8
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- ;SUYAHOBA COUHTY SHERIFF'S OFFIOE e m
- GENERAL ORDER &0-
s e ' _ pate Seotember 4. ., 80

Sheri ff Gerald T. McFaul To  AIl Employees

SUBJIECT Standard Schedule of Disciplinary Offenses and Penalties for Employess of the
Cuyahoga County Sheriff's Department; Amendment of Rule No. 11 and Ruie No. &7

—oPiEs To  Enactmént of Rule No. 107

Effective Saptemper 18, 1980, Rule No. 11 and Rule No. 57 of
the Standard Schedule of Disciplinary OFfTenses and Penalties for
Employess of the Cuyahoga Lounty Sherifi's Department are AMENDED
25 shown on the attached sheet,

Effective Septemher 18, 1980, Ruie Ko, 167 of the Standard
Schedile o7 Disciplinary Offenses and Penalties for Employees of
the Cuyzhoga Lounty Sherif¥f’s Degartment is ENACTED and added es
shown on_the attached sheet.

GTMe: Jk



il.

o7.

{1y

Unexcused Eallure to punch time card or

gign time sheat

Having poesssion or control of any
Food, beverages, radios, televisions,
1istening or viewing devices, news-
papers, magazines; books, or any
other. reading matter or matarial,

or any metal or glass containers,
whether anpty or Eull, within the
confined areas of the Correction
Center, or bringihg or attempting

to bring any of the sama into the
confined areas of the Correction
Center, except ags may bo specifically
authorized,

tlaving posassion or oontrol of ahy
food, beverages, Eireatms, weapons,
or Category A Contrabsnd in the
Correction Officer roll call room,
locker room, or training avea, or
tringing or attenpting to bring any
of the same into ths Correction
OEEicer roll call room, locker
rocm, or training area.

Effective Septanber 4, 1980

First offenge

Mintmen  Mastdmum

Second OFEense

Third OFfense

Hritten
Reprimand 3 days

Verbal
Reprinand 3 days

Verbal
Reprimand. 3 days

Mindiiem  Maxdmum

3 days 15 days

Written
Reprinand 15 days

¥Written
Reprimand 1S days

Minimum _ Maximm

10 days Removal
3 days Remval
3 days Removel

Reckm.ing
Period

1 yeax

) year




GUYAHOBR COURTY SHERIFF'S OFFICE /s 35

CENERAL CRTER B1-3
ua. A e e Ao . TR
FILE paTe . Ju0e 15, 1981

FROM
susiecTt Exactment of New Rale 80.5

Sheriff Geraid T. McFaul TO 211 Erplimees

COPIES TO

I ————— A R ==

i Effective Jume 22, 1981, Rule No. 0.5 of the Stanferd Schedule
of Disciplinary CffenSes and Peralties fmauployés of the Coyshemm
Coonty’ Sheriff's Deparbment is DNACTED as an off-duty rule as chowm
o the atimched sheet.
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B0.5

violating any rule of the Standard Scledule
of Disciplirmry Offensss and Penaltles for
Brployeas of the Cuyahoga County Sheriff'e
Department while off duty and while within
any portion of the premises of the Cuyahoga
County Correctioh Center, including secured
and ungecured areas, the Sheriff’s Depart-
ment aditnistrative offices, and the public
mlivays adjacent thereto.

Bffective June 22, 1981

Mininum and Maximm penalties for each offense shall
ba govarned by the corresponding on-duty rule
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