
DISCIPLINE, GENERALLY

1

County Risk Sharing Authority

209 E. State Street

Columbus, Ohio 43215

PH: 614-221-5627
FX: 614-220-0209



INTRODUCTION

• Conducting an Investigation and/or 
Presiding over  Pre-Disciplinary Conference 
is Unavoidable for Supervisors/Managers.

• What is your Role???
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BEGINNING THE INVESTIGATION

• When to Investigate?
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Scenario #1(a): A co-worker on an overnight out-of-town
training witnesses what he believes to be sexual
harassment between a supervisor and a co-worker. The
co-worker makes a statement on Facebook regarding the
incident. The Director of the agency sees the comment
and likes it.
What should the agency do?

Scenario #1(b): A co-worker on an overnight out-of-town
training witnesses what he believes to be sexual
harassment between a supervisor and a co-worker. The
co-worker makes a statement on Facebook regarding the
incident. The Director of the agency sees the comment
and likes it. However, the incident occurred 7 years ago.
What should the agency do?



BEGINNING THE INVESTIGATION

• Why Investigate?

–Avoid Liability.

–Impose Discipline.

–Improve Employee Performance.

–Quiet Workplace Rumors.
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PREPARING FOR THE INVESTIGATION

• Establish the Issue;

• Where/When;

• Preliminary Timeframe;

• Review Allegations;

• Gather any Relevant 
Documents/Records;

• Decide who to Interview;

• Interview the Accuser;

• Assess the Nature of the Alleged 
Misconduct;

• Assess the Nature of the Alleged 
Misconduct;

• Establish how Documents/Records 
will be Maintained;

• Review Relevant Collective 
Bargaining agreement 
Provisions/Policies;

• Agree upon the Format of the 
Report.
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SCENARIOS

– Scenario #2(a):  During a routine audit of an agency, it is learned that 
an employee has improperly received benefits from the County.  After 
conducting an initial review, it is believed that the benefits may have 
been fraudulently received.  How do you proceed with the 
investigation?

– Scenario #2(b):  After reviewing more documentation and meeting 
with some employees, it seems that the Director may be involved in 
the misconduct.  How do you proceed with the investigation?

– Scenario #2(c):  While reading an online newspaper, you notice that a 
fellow County employee was arrested during a rally.  How do you 
respond?
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INVESTIGATION AND DISCIPLINE
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TIMING AND LENGTH OF AN INVESTIGATION

• Timing

–as quickly as is practical

• Length

–as short as possible

Do not conclude until sufficient information has 
been gathered upon which reliable conclusions 
about the conduct can be reached. 
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INTERIM ACTIONS—WHAT TO DO WITH THE 
ACCUSED?

• Nothing;

• Reassign the employee to a different 
position;

• Paid administrative leave;

• Suspension.
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SCENARIOS
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• Scenario #4(a): An employee on a corrective action plan has not 
improved.  The corrective action plan is silent as to discipline.  The Sheriff 
has concerns about the employee’s ability to perform.  What should be 
done with the employee?

• Scenario #4(b):  When the employee is placed on 
administrative leave with pay, she alleges that her Lieutenant 
has been continually sending her texts of him naked.  Does 
this change your opinion?



CONDUCTING THE INVESTIGATION

• Who to Interview?

–Role of Union

– The Accused

– The Accuser

–Witnesses

• What to Ask?
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CONDUCTING THE INVESTIGATION (Cont.)

• How Should the Investigation be Documented?

– Recommendations for Record-Keeping

• A list of all individuals interviewed during investigation;

• Dates and times of interviews;

• Detailed notes of all interviews;

• Any relevant photographs helpful to the investigation;

• Retain/review documentation obtained during investigation;

• Maintain a separate investigation file, including the 
accused’s personnel records.

• Work rules and policies.
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DUE PROCESS REQUIREMENTS OF AN 
INVESTIGATION

• Garrity Warnings.

• Piper.

–A Piper notice is required during 
proceedings or investigations of a 
“more formal nature.”

• Collective Bargaining Agreements.
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CONCLUDING THE INVESTIGATION

• A thorough investigation should conclude with a 
report summarizing the findings of the 
investigation.

• Contents.
– Summary of the issue/allegation of the investigation;

– Chronology of events;

– Analysis of the factual findings noting any 
discrepancies in testimony, credibility of witnesses, 
and any other pertinent observations;

– Conclusion;

– Recommendation.
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GENERAL INVESTIGATION TIPS

• Establish an easy to use complaint procedure.

• Provide all employees a written copy of the 
complaint procedure.

• Train all supervisory employees.

• Review procedures.

• Investigate the alleged misconduct .

• Act promptly.

• Thorough, accurate report.

• Be consistent!

15



HEARING OFFICER TRAINING

• Why are we doing this?

– Due Process – Loudermill.

– Establishing a Factual Record.

– Providing Objectivity.
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PRE-DISCIPLINARY MEETING
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PRE-DISCIPLINARY MEETING

• Opening 

• Swearing In?

• Employee or Representative

• Control Tactics

• Questioning 

• Listening

• Ruling on Objections

• Admissibility of Evidence 
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DETERMINING FACTS

• Fact vs. Opinion

• The “she said, he said” Problem

• who is Telling the                                        
Truth
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POST MEETING

• Writing the Report
• Implementing Discipline

– Remember the Goal!  It is a tool to improve employee 
performance.

• Sample CORSA Investigations and Discipline Policy
– The following forms of misconduct constitute grounds for 

disciplinary action:  incompetency, inefficiency, dishonesty, 
drunkenness, immoral conduct, insubordination, discourteous 
treatment of the public, neglect of duty, policy or work rule 
violations, conviction of a crime, failure of good behavior 
including a violation of ethics of public employment, failure to 
maintain licensing requirements, and any other acts of 
misfeasance, malfeasance, nonfeasance or any other reason set 
forth in O.R.C. § 124.34.  
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Classified vs. Unclassified

• Scenario #1: County agency has decided 
that it desires to terminate its Fiscal 
Officer.  The Position Description indicates 
the position is in the classified service, but 
you are not so sure.  What should you do?
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PROBATIONARY PERIOD

• Scenario #2(a):  A newer employee is not 
performing.  The Sheriff approaches you and says 
“now is the time to fire this employee.  Fire him!”  
You believe that he is in his probationary period, 
how do you handle it?

• Scenario #2(b):  Upon further review, you determine 
that the employee is outside the probationary 
period.  You inform the Sheriff.   The Sheriff indicates 
that he believes the probationary period was 
extended.  What do you do?

• Scenario #2(c):  The employee’s probationary period 
was not extended.  Can the employee still be 
terminated for unsatisfactory work performance?
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JUST CAUSE SCENARIO 
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CORSA POLICY
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PERSONNEL 

POLICY MANUAL 
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The County Risk Sharing Authority 

209 East State Street, Columbus, Ohio 43215-4309 

Phone (614) 221-5627, Toll Free (888)757-1904, Fax (614)220-0209 

 

 

 

 

 

 

A Service Program of the County Commissioners Association of Ohio 



Thank You!
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