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18.01 DISCIPLINARY ACTION 

GENERAL GUIDELINES AND IMPLEMENTATION 
1. Recognizing that each instance of potential discipline involving a violation of established rules and  
regulations may differ in many respects from somewhat similar situations, the Sheriff retains the right to treat each occurrence upon the individual merit and without creating any precedence for the treatment of any other case which may arise in the future.
2. The following rules and regulations of the Sheriff’s Office provide standard penalties to apply for specific 
offenses; however, a more or less severe penalty may be issued by the Sheriff than the standard one if the     
Sheriff determines that the situation so warrants. It is the general intention, however, that this policy be progressive in the Group in which they occur; however, related offenses are progressive regardless of whether they are Group 1, 2, or 3 violations and regardless of which order the Group violations occurred. 
3. Each disciplinary action shall remain effective and in the employee’s personnel file for twenty-four (24) 
months after its issuance. Thereafter, the action will be removed from the file upon the written request of the employee to the Sheriff provided that the same or related offense does not recur within that period of time. 
4. In each case where the penalty deviates from the recommended standard penalties, the reason(s) for such 
    deviations will be noted in writing. 
5. Whenever the Employer and/or his designee determines that there may be cause of an employee to be 
disciplined (suspended, reduced, or discharged), a pre-disciplinary conference will be scheduled to give the employee the opportunity to offer an explanation of the alleged misconduct.  The pre-disciplinary conference procedures shall be rules: 
a. The employee shall be provided with a written notice advising him of the charges and specifications 
    of the charges against him. In addition, the notice will list the date, time, and location of the hearing.  
    Such notice shall be given to the employee at least three (3) days before the hearing. The employee 
    shall be allowed representation of his choice, the cost of which shall be borne by the employee. Time  
    limits may be waived by mutual consent of the parties. 
b. The hearing shall be conducted before a “neutral” administrator selected by the Employer; 	who is  
not involved in any of the events giving rise to the offense. The employee may offer verbal or written statements form other persons pertaining to the charges during the hearing. 
c. Within five (5) calendar days after the hearing, the neutral administrator shall provide the employee 
and Employer with a written statement affirming or dismissing the charges based on the strength of the evidence given at the hearing by the employee and the supervisor. The document will also give the reasons for the decision.
6. Prior to the scheduled time of conference the employee may waive the right to the conference. An 	 	    
employee who waives his right to the conference may not grieve the imposition of discipline in the matter for which the conference was scheduled, unless such written waiver is presented to the Employer at least twenty-four (24) hours in advance of said hearing.
7. The Employer agrees all disciplinary procedures shall be carried out in private and in a business-like manner.
8. An employee may inspect his personnel file twice annually, provided such inspection is done on the 
employee’s non-work time and the Sheriff is notified of the request at least seventy-two (72) hours in advance of such inspection.
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RULES AND REGULATIONS 
1. Group 1 Offenses: No employee shall violate or be found guilty of the following; 
a. Use of profane or abusive language in the performance of an employee’s duties or any other conduct   
    unbecoming an employee of the Erie County Sheriff’s Office. 
b. Mistreatment of the public including any member of the public in an employee’s custody or control. 
c. Failure to commence duties at the beginning of the scheduled work period or leaving work 	prior to  
    the end of the scheduled work period without appropriate authorization. 
d. Failure to report off duty and give notice for any absences pursuant to established policy and 
    procedure.
e. Leaving an assigned duty post during regular working hours without appropriate authorization. 
f. Making preparations to leave work without specific prior authorization before any official  
    		   break time, lunch, or before the specified quitting time. 
g. Threatening, intimidating, coercing, or interfering with subordinates or other employees. 
h. Failure to cooperate with employees as required by an employee’s job duties. 
i. Failure to use reasonable care, and control, over Erie County and Sheriff’s Office property  
   		   and/or equipment. 
j. Failure to observe any rule, regulation, policy, or directive of the Erie County Sheriff’s Office. 
k. Obligating the County or the Sheriff’s Office for any expense, service, or performance without    
    authorization. 
l. Unsatisfactory work performance including demonstrating a lack of knowledge of the application of 
federal and state laws to be enforced; an unwillingness or inability to perform a reasonably assigned task; failure to take appropriate action on the occasion of a crime; or other acts demonstrating incompetence. 
m. Use, possession or control of another employee’s property or equipment without authorization. 
n. Neglect or carelessness in observance of official safety rules or disregard of common safety practice. 
o. Conviction of any minor misdemeanor while on or off duty, which discredits oneself or the Erie  
    County Sheriff’s Office. 
p. Excessive absenteeism or tardiness.
2. Group 2 Offenses: No employee shall violate or be found guilty of the following: 
a. Sleeping while on duty. 
b. Reporting for work, or working while unfit for duty.
c. Possession of, or consumption of, intoxicating beverages while in uniform or on duty except in the  
    performance of duty and while acting under appropriate authorization. 
d. Possession or storage at the Erie County Sheriff’s Office of alcoholic beverages, controlled    
substances, narcotics, or hallucinogens, unless prescribed by a physician or dentist in the treatment of the employee, or unless being held as evidence or unless otherwise appropriately authorized. 
e. Consumption of intoxicants to the extent that it results in impairment, intoxicating, obnoxious, or 
offensive behavior, which discredits oneself or the Erie County Sheriff’s office, or renders oneself unfit to report for one’s next scheduled work assignment. 
f. Unauthorized use of Erie County or Sheriff’s Office property or equipment.
g. Giving false testimony during any official investigation. 
h. Performing private work on County time. 
i. Willful failure to make required reports or knowingly enter, or cause to be entered, any inaccurate,  
    false, or improper information. 
j. Willful disregard of any rule, regulation, policy, or directive of the Erie County Sheriff’s Office. 
k. Failure to report for overtime work without a proper excuse after being scheduled to work. 
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l. Soliciting on County premises, including the Erie County Sheriff’s Office, without appropriate  
   authorization. 
m. The making or publishing of false, vicious, malicious, or intentionally misleading statements 
    concerning any employee, supervisor, the Sheriff or County, or operation of either. 
n. Distributing or posting written or printed matter of any description, on County or  Sheriff’s Office  
    premises, unless authorized, or unless such has been previously approved for distribution. 
o. Use of abusive or threatening language by an employee toward a supervisor. 
p. Engaging in off-duty employment without prior written approval of the Sheriff. No off-duty 
employment may interfere with the employee’s position at the Sheriff’s Office or bring the employee or the Sheriff’s Office into disrepute. 
q. Employees in positions where operations are continuous, shall not leave their post at the end of their   
scheduled shift until relieved by an employee on the incoming shift unless by appropriate authorization. 
r. Excessive garnishments.
3. Group 3 Offenses: No employee shall violate or be found guilty of the following: 
a. Wanton or willful neglect in the performance of assigned duties or in the car, use or custody of an    
County or Sheriff’s Office property or equipment; abuse or deliberate destruction in any manner of  County or Sheriff’s Office property, tools, equipment, or the property of other employees.
b. Engaging or participating in any form of illegal gambling at any time, except in the  performance of 
   duty and while acting under appropriate authorization. 
c. Conviction of any felony offense while on or off duty. 
d. Making false claims or misrepresentations in an attempt to obtain a benefit of the County or Sheriff’s  
    Office. 
e. Falsifying testimony during the course of any official investigation or falsifying or assisting in 
falsifying or destroying any County Record, including work performance reports; or giving false  
information or withholding pertinent information called for in making any employment application.
f. Leaving an assigned duty post during regular working hours without appropriate authorization and 
   such action endangers another person’s life or security of the department. 
g. Knowingly harbor a communicable disease, such as tuberculosis, which may endanger other     
   employees or the public. 
h. Assault, or attempt to assault, another employee or an employee’s supervisor when related to one’s 
    employment at the Erie County Sheriff’s Office. 
i. Carry or possess firearms, explosives or weapons on County or Sheriff’s Office property at any  
   time, in violation of law, or established Sheriff’s Office procedures. 
j. Misuse or removal of County or Sheriff’s Office information of any nature, or revealing such 
   information without prior authorization. 
k. Instigating, leading or participating in any walkout, strike, sit down, stand-in, refusal to work at the 
scheduled time and shift or other concerted curtailments, restriction or interference with work in or about the Erie County Sheriff’s Office. 
l.  Dishonesty, or any dishonest action, whether on or off duty. 
m. Insubordination by refusing to perform work assigned or to comply with written or verbal 
    instructions of the supervisor which the employee may be expected to perform. 
n. Unauthorized absence from work for three (3) consecutive  scheduled work days, without 
    appropriate notice. 
o. Using ones official position or identification for personal or financial gain, for obtaining privileges 
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not otherwise available, except in the performance of duty, or for avoiding consequences of illegal  acts. 
p. Violations of the Ohio Revised Code and Administrative procedures. 
q. Sleeping while on duty where it places others in danger. 
r. Conviction of any misdemeanor while on or off duty. 
s. Willful violation of the civil or constitutional rights of any resident of the Erie County jail or    
    member of the public.
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PENALTIES 
1. Whoever is found to be guilty of any of the offenses in Group 1, may be subject to the following   
     	    progressive discipline. 
a. First Offense: Verbal instruction and cautioning. 
b. Second Offense: Written reprimand. 
c. Third Offense: A one (1), two (2), or three (3) working day suspension without pay. 
d. Fourth Offense: Up to fifteen (15) working days suspension without pay.
e. Fifth Offense: Termination.
	2. Whoever is found to be guilty of any of the offenses in Group 2 may be subject to the following 			     progressive discipline: 
a. First Offense: A one (1), two (2), or three (3) working day suspension without pay. 
b. Second Offense: Up to fifteen (15) working days suspension without pay. 
c. Third Offense: Termination. 
3. Whoever is found to be guilty of any of the offenses in Group 3, may be terminated immediately  
   	    from the Erie County Sheriff’s Office. 

Bargaining unit employees should refer to current contract language regarding disciplinary measures.

