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I, ____________________________________, hereby acknowledge that I have access to the WAYNE 
COUNTY PERSONNEL POLICY MANUAL through the Wayne County web site, 
www.wayneohio.org (click on Employee Portal at the top of the web page in the red bar, then click 
Personnel Policy Manual), and that the following information is only a snapshot of the policy it 
represents, the full version being viewable within said Personnel Policy Manual. I further acknowledge 
that any Ohio Revised Code (ORC) Sections referenced below may be read by going to 
http://codes.ohio.gov/orc/ and searching for that ORC number. 

1. EQUAL EMPLOYMENT OPPORTUNITY (EEO) (SECTION 1.07): I am aware that Wayne 
County is an Equal Opportunity Employer and that all employees and applicants for employment 
are recruited, selected, promoted, demoted, terminated, suspended, or evaluated in an equitable 
manner, based solely upon merit, fitness for duty, and other bona fide occupational qualifications 
as each individual might possess.  I am also aware that no personnel decisions concerning any 
term or condition of employment shall be based upon race, color, religion, sex, national origin, 
age, disability, or other non-job-related criteria which does not interfere with an employee's 
ability to perform the essential functions of the position. I am also aware that no person(s) shall 
on the grounds of race, color, national origin, disability, age, sex, or religion be excluded from 
participation in, be denied benefits of, or be otherwise subjected to discrimination under any 
program, service or benefit authorized or provided by the Appointed Authority. I understand that 
discrimination of any kind by one employee against another will not be tolerated 

2. PROBATIONARY PERIOD (SECTIONS 2.06 AND 11.02[A]): I understand that I must 
successfully complete a 180-day probationary period.  This constitutes a trial or testing 
opportunity for me to perform my job duties and have my work performance observed, before 
becoming a classified or unclassified employee and receiving the benefits that come with such 
distinction.  I also understand that if I have any questions relating to being a probationary 
employee, I can address those to my supervisor, HR or my Appointing Authority. 

3. HOURS OF WORK (SECTION 3.06): I understand that I am expected to arrive just prior to 
my start time and not continue past the end of my shift, unless specifically authorized by my 
supervisor or Appointing Authority.  This includes reading and/or sending emails, listening to 
voice messages, making phone calls or conducting business in any format; this excludes an 
agency’s procedures to take calls to cover an absence, to call off work, or to accept calls for 
work-related emergency purposes. 

4. VEHICLE POLICY (SECTION 3.13): I understand that Wayne County has a Vehicle Policy 
and that prior to driving a County vehicle or driving my personal vehicle on behalf of the County, 
I must read said Vehicle Policy in its entirety. I further understand that if the essential functions of 
my job position involve driving for the County, I must immediately report any and all vehicle 
suspensions, accidents, traffic citations and/or arrests to my supervisor or Appointing Authority, 
and that I may be disciplined for said suspension(s), accident(s), citation(s) or arrest(s), or for any 
other violations of the Vehicle Policy, whether or not points are assigned to my motor vehicle 
record, up to and including termination of employment. 

5. OVERTIME PAY and COMPENSATORY TIME (SECTIONS 4.04 AND 4.05):  I 
understand that any work above my normal hours must be pre-approved. I further understand that 
if working above my normal hours, I have a right to be paid overtime; however, compensatory 
time may be offered to me in lieu of overtime pay.  

http://www.wayneohio.org/
http://codes.ohio.gov/orc/
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6. OHIO ETHICS LAW AND RELATED STATUTES (SECTION 8.01 AND APPENDICES): 
 I acknowledge that, pursuant to ORC 102.09(D) and ORC 2921.42, in addition to Section 8.01 
and information in the Appendices, which my employer has given me access to, as a public 
official or employee, I am expected to maintain the highest possible ethical and moral standards 
and to perform within the laws of the State of Ohio and other policies, procedures, rules, and 
regulations, as may be set forth by the Appointing Authority.  This includes, but is not limited to, 
being prohibited from accepting or securing, for personal travel, a discounted or free “frequent 
flyer” airline ticket or other benefit from an airline if I have obtained the ticket or other benefit 
from the purchase of airline tickets, for use in official travel, by the office, department, agency, or 
other entity with which I serve, or by which I am employed. 

7. INAPPROPRIATE BEHAVIOR, BULLYING, HARASSMENT, WORKPLACE 
VIOLENCE, AND DISCRIMINATION (SECTION 8.06):  The safety and security of 
employees, clients, contractors, and the general public are of vital importance to Wayne County 
Appointing Authorities, who believe that these individuals should 1) be treated with dignity and 
respect, 2) have a right to work in a professional atmosphere that prohibits any form of 
inappropriate behavior, 3) work in an environment that promotes equal employment opportunities 
and prohibits unlawful discriminatory practices. I understand that Wayne County Appointing 
Authorities require that all conduct by, to, or with employees be respectful, business-like and free 
of explicit bias, prejudice and harassment; this includes both on- and off-duty, on or off County 
Property, in any work-related setting outside the workplace such as during business trips, 
business meetings and business-related social events, and includes statements and/or actions 
through social media. I further understand that Inappropriate Behavior made by an employee 
against another person’s life, health, well-being, family, or property will not, in any instance, be 
tolerated. If I am found to be displaying inappropriate behavior towards another, I will be subject 
to discipline, up to and including termination. If I am found to be displaying Inappropriate 
Behavior towards another based on that person’s race, color, sex, sexual orientation, gender 
identity, genetic information, national origin, age, religion, disability or protected activity, I may 
receive more severe discipline, up to and including termination. 

8. OHIO FRAUD REPORTING SYSTEM (SECTION 8.07):  I acknowledge that pursuant to 
ORC 117.103(B)(1) and (B)(2) and ORC 124.341, in addition to information in the Appendices, 
which my employer has given me access to, I have been made aware of the Ohio Fraud Reporting 
System Information which describes the means to report fraud and includes the Auditor of State’s 
Fraud Contact Information, in addition to information on the protections I am provided as a 
classified or unclassified employee if I use the before-mentioned fraud reporting system 

9. EMPLOYER’S DRUG FREE WORKPLACE POLICY AND PROGRAM (SECTION 8.08 
AND APPENDICES):  I am aware of Wayne County’s Drug Free Workplace Policy and 
Program and have been given the opportunity to review the policy and program. I understand that 
my employment or offer of employment is conditioned on my cooperation and compliance with 
the Wayne County Policy and Program, which prohibits the use of illegal drugs, controlled 
substances/drugs, and all harmful intoxicants, defined by ORC 2925.01 and ORC 3719.01 and 
also listed in Section 8.08 and in the Appendices, while at work or reporting to work; this 
includes medical marijuana. I understand that any and all information obtained as a result of the 
program will be kept confidential and only the Program Administrator and other authorized 
Wayne County representatives, on a need-to-know basis only, will receive such information. I 
understand that the Ohio Bureau of Workers’ Compensation or other regulating authorities may 
audit the Policy and Program and will have access to information. Furthermore, I understand that 
information obtained, including but not limited to test results, may be disclosed in official 
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communications and/or hearings regarding unemployment compensation and Workers’ 
Compensation matters.  I understand that a violation of this policy may result in the loss of such 
benefits. I understand that any offer for employment is contingent upon my successful completion 
and production of a negative drug test result.  I understand that if I am unable to provide a 
negative drug test result, Wayne County will not provide a final offer of employment. 

10. COMPUTER NETWORK USAGE POLICY (SECTION 8.18):  I agree with the Computer 
Network Usage Policy in full, and I further state that I will be responsible for my actions and use 
or misuse of the network equipment; I further release the County, its operators, and 
administration from any and all claims of any nature arising from the use of network resources. 

11. COLLECTIVE BARGAINING AGREEMENT:  I understand that if I am a member of a 
Collective Bargaining Agreement, portions of my Personnel Policy Manual may be superseded by 
that Agreement.  

 
 
 
   

Signature  Date 

   

Print Name:  

Print Department/Office:  
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INTRODUCTION AND PURPOSE OF POLICIES SECTION 1.01
 PAGE 1 OF 1

A.  This Personnel Policy Manual ("Manual") contains those policies set forth for Wayne 
County Ohio.  The Appointing Authorities who have adopted this manual will require all 
employees to conform to the policies and procedures stated in this manual.  All personnel 
charged with the responsibility of administering policy must be familiar with its contents. 
 This manual is a guide to be used by the Appointing Authority and other managerial 
staff to ensure uniform and nondiscriminatory application of the conditions of 
employment.  It is essential that these policies be administered in a systematic, fair, and 
impartial manner. 

B.  There will be situations that require administrative interpretation of these policies.  Every 
effort will be made to ensure that such decisions are made objectively with the general 
intent of the policy in mind. 

C.  There may be occasions when the County or an Appointing Authority must add, delete, 
or revise specific policies or give current rules a different interpretation from those 
previously made.  The Appointing Authority has the right to change practices and 
policies, both written and unwritten, as business requires.  Updated policies will be 
issued to all manual holders and communicated to all affected employees according to 
Section 1.6 – Policy Changes, Dissemination, and Suggestions.  The policies contained in 
this manual are subject to and are in accordance with state and federal laws.  If a policy 
contained in the manual conflicts with the terms or conditions of a collective bargaining 
agreement, the terms of the negotiated agreement will be followed.  In the event there is a 
conflict between this manual and any other applicable law or legal document, the 
applicable law or legal document will prevail.  In the event that future legislation or 
ordinances invalidate or change any of the provisions contained herein, the balance will 
remain in effect. 

D.  Nothing in this manual nor any interpretive or enforcement communication should be 
construed to grant a guaranteed right to continued employment or benefits.  This manual 
is not an employment contract.  Employment with the County is not for a fixed term or 
definite period and may be terminated at any time by either the employee or the County 
according to law. 

E.  The policies stated and adopted within this manual and the communications interpreting 
and enforcing them supersede all previous policies and communications. 

 

 

Original Adoption Date Revision Number Date Approved 
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A.  Unless otherwise specifically indicated in these policies, the following definitions shall 
apply: 

1.  ACA – Affordable Care Act. The Affordable Care Act (ACA) is the comprehensive 
healthcare reform signed into law by President Barack Obama in March 2010. 
Formally known as the Patient Protection and Affordable Care Act—but often called 
Obamacare—the law includes a list of health care policies intended to extend health 
insurance coverage to uninsured Americans. 

2.  ACTIVE PAY STATUS - Conditions under which an employee is eligible to 
receive pay, including, but not necessarily limited to, approved vacation leave, 
approved sick leave, approved compensatory time, approved FMLA, and paid 
holidays.  Pre-approved leave without pay is not considered Active Pay Status. 

3.  AGE DISCRIMINATION - The unfavorable treatment of an employee or applicant 
because of his or her age, in any aspect of employment, including hiring, firing, 
promotion, demotion, advancement, pay, job assignments, layoff, training, career 
development, compensation, benefits, and any other term or condition of 
employment. 

4.  AGE-RELATED HARASSMENT – Involves derogatory remarks, unwelcome and 
offensive conduct in the workplace that is based on a person's age.  Age-related 
harassment can include age-based jokes or comments, offensive cartoons, drawing, 
symbols, or gestures, and other verbal and physical conduct based on an 
individual's age.  Although the law doesn't prohibit simple teasing, offhand 
comments, or isolated incidents that aren't very serious, harassment is illegal when it 
is so frequent or severe that it creates a hostile or offensive work environment. 

5.  APPLICANT – A person applying for employment or a position with the Employer. 

6.  APPOINTING AUTHORITY (AA) - The Wayne County elected or appointed 
officials, boards, or commissions authorized by law to make appointments to the 
several positions of their departments/agencies.  However, references to the 
Appointing Authority for the Wayne County Care Center normally mean the Nursing 
Home Administrator. 

7.  BREAK IN CONTINUOUS SERVICE – An employee has had a separation from 
service of thirty-one (31) days or more. An authorized leave of absence, without pay, 
or any separation from service which carries with it the right to reinstatement shall 
not constitute a break in service provided the employee is reinstated within the 
allowable time. The time the employee was separated shall not be counted towards 
the calculation of retention points for continuous service. 
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8.  BULLYING – Repeated, health-harming mistreatment by one or more individuals to 
one or more individuals.  Examples include, but are not limited to: 

a.  Threatening, intimidating, humiliating or menacing treatment; 

b.  Spreading rude, inaccurate and/or malicious rumors; 

c.  Picking on or undermining; 

d.  Verbal, physical or emotional abuse; 

e.  Work interference/sabotage that prevents work from getting done; 

9.  CLASSIFICATION - A group of positions that involve similar duties and 
responsibilities, require similar qualifications and which are properly designated by a 
common descriptive title indicating the general nature of the work.  A classification 
may include only one (1) position. 

10.  CLASSIFIED EMPLOYEES: An employee who doesn't fit into the unclassified 
category is automatically defined as a classified employee. Classified 
employees usually are paid an hourly rate.  After completion of the established 
probationary period, a classified employee may be discharged only for cause and 
removed by following the procedures stated in the Ohio Revised Code and the 
applicable provisions of this policy manual. 

11.  COMPENSATION PLAN – A plan adopted by an Appointing Authority to regulate 
the consistent, fair, and equitable determination of pay rates in a non-discriminatory 
manner. 

12.  COMPENSATORY TIME – Paid leave time earned in lieu of paid overtime. 
Compensatory time may be earned either at a straight time or time and a half rate, 
depending on whether it is earned in accordance with the Fair Labor Standards Act 
(FSLA) or not. 

13.  CONTINUOUS OPERATIONS – Those positions that are staffed 7 days per week 
on a regular basis.   

14.  COUNTY - The County of Wayne, State of Ohio, and all departments and divisions. 

15.  CSEA – The Wayne County Child Support Enforcement Agency. 

16.  DAYS – Calendar days, unless specified otherwise, each day equaling 8 hours (e.g. 
sick leave for the death of an immediate family member would be up to 5 days and a 
maximum of 40 hours)”.  
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17.  DEPARTMENT - A County organizational unit directed and controlled by an 
Appointing Authority and charged with a specific public service function. This is 
also referred to as a Work Unit. 

18.  DEPARTMENT HEAD - Any individual who has authority, in the interest of the 
public employer, to oversee and direct the work of supervisors and other employees 
on a daily basis. 

19.  DISABILITY LEAVE – Leave granted pursuant to Ohio Revised Code 124.385. 

20.  DISABILITY RETIREMENT – A separation granted by a state retirement system 
retaining reinstatement rights per appropriate section of the Revised Code. 

21.  DISABILITY SEPARATION – A voluntary or involuntary separation granted by 
the Appointing Authority and the director when Employee becomes unable to 
perform the essential job duties of the Employee’s position.  

22.  DISCRIMINATION – The unfavorable treatment of an employee or applicant, 
based on that employee’s or applicant’s race, color, sex, sexual orientation, gender 
identity, genetic information, national origin, age, religion, disability, or protected 
activity, in any aspect of employment, including hiring, firing, promotion, demotion, 
advancement, pay, job assignments, layoff, training, career development, 
compensation, benefits, and any other term or condition of employment. 

23.  DISCRIMINATORY HARASSMENT – The unfavorable treatment of an 
employee or applicant, defined as Harassment in this Section, but based on an 
employee’s or applicant’s race, color, sex, sexual orientation, gender identity, genetic 
information, national origin, age, religion, disability, or protected activity. 

24.  DISHONESTY - An act or disposition to lie, cheat, or defraud; untrustworthiness; 
lack of integrity. 

25.  EMPLOYEE - Generally, this means any person holding a position subject to 
appointment, removal, promotion, or reduction by an Appointing Authority.  
However, the meaning of “employee” may be different for certain policies. 

26.  EMPLOYER - The Appointing Authority, or the designee of the Appointing 
Authority, authorized by law to make appointments to positions. 

27.  EXEMPT EMPLOYEE - An employee who is excluded from the minimum wage 
and overtime provisions of the Fair Labor Standards Act (FLSA).  Generally, to be 
exempt, an employee must receive a salary (a pre-determined amount) each pay 
period. 
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28.  FINE – For the purpose of a disciplinary action, when vacation is deducted from the 
Employee’s balance of vacation hours, or when the Employee’s hourly rate is 
temporarily reduced as a form of discipline.  The Employee’s hourly rate shall not be 
reduced lower than the state or federal minimum wage. 

29.  FITNESS FOR DUTY – A request made by Employer, asking for a medical 
certification from an Employee’s medical provider, stating that the employee is able 
to resume work and perform the essential functions of his/her position. 

30.  FULL-TIME EMPLOYEE - Full-time employees are those who are regularly 
scheduled to work thirty-six (36) or more hours per week, or any other standard 
established as full-time by the Employer. Full-time status in the Dayforce system is 
indicative of insurance eligibility and may not be the employee’s actual work status. 

31.  HARASSMENT - Any type of unwelcome, typically repeated offensive conduct or 
remarks directed at an individual, which creates a hostile or offensive environment 
and includes, but is not limited to the following: 

a.  Repeated unwanted, unwelcome and/or offensive conduct or torment; 

b.  Repeated abuse, including graphic or degrading things said, written or 
inappropriate sounds; 

c.  Repeated physical abuse, including hitting, pushing, blocking someone's way 
or inappropriate touching; 

d.  Repeated visual abuse, including calendars, pictures or any inappropriate 
object that can clearly be seen; 

e.  Any offensive, abusive, or unwanted physical conduct or physical contact. 

32.  IMMEDIATE FAMILY - Mother, father, brother, sister, child, spouse, 
grandparents, great-grandparents, grandchild, great grandchild, mother-in-law, 
father-in-law, son-in-law, daughter-in-law, sister-in-law, brother-in-law, step-child, 
step-parent, step-sibling, legal guardian, or other person who stands in place of a 
parent.  

33.  IMMORAL - Contrary to good morals; inconsistent with the rules and principles of 
morality; harmful or adverse to the public welfare according to the standards of the 
community, as expressed in law or otherwise. 

34.  INAPPROPRIATE BEHAVIOR – Any inappropriate behavior made by an 
employee against another person’s life, health, well-being, family, or property.  
Examples, also defined in this section, are Bullying, Harassment of any kind (which 
includes, but is not limited to, Sexual Harassment, Age-Related Harassment, 
Religious Harassment, Discriminatory Harassment), Workplace Violence, and/or 
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Discrimination of any kind (which includes, but is not limited to, Sex Discrimination, 
Age Discrimination, Religious Discrimination). 

35.  INCOMPETENCY - Lack of ability, legal qualifications, or fitness to perform 
duties and responsibilities required of an employee. 

36.  INEFFICIENCY - Quality of being incapable or indisposed to perform duties and 
responsibilities required of an employee. 

37.  INSTRUCTION AND CAUTIONING (VERBAL WARNING) - The discussion a 
supervisor holds with an employee in which the supervisor advises the employee of 
the need for improvement in his conduct.  He further warns the employee that not to 
improve will subject the employee to a progression of disciplinary measures ending 
with possible termination.  A notation of the date, time, and reason for the verbal 
warning must be kept in the employee's personnel file in the event the conduct of the 
employee does not improve and subsequent disciplinary action is required. 

38.  INSUBORDINATION - State of being unwilling to perform duties and 
responsibilities required of an employee.  Refusal to obey an order issued by the 
employee's administrative superior (supervisor).  Act of verbally abusing an 
employee's supervisor. 

39.  INTERMITTENT/PRN (PRO RE NATA) EMPLOYEE - An employee who 
works on an irregular schedule which is determined by the fluctuating demands of 
the work and is generally not predictable.  

40.  JUST CAUSE - Any one or more of the following:  incompetency, inefficiency, 
dishonesty, drunkenness, immoral conduct, insubordination, discourteous treatment 
of the public, neglect of duty, violation of any policy or work rule of the Appointing 
Authority or Chapter 124 of the Ohio Revised Code, conviction of a felony, any 
other failure of good behavior, or other acts of misfeasance, malfeasance, or 
nonfeasance. 

41.  MALFEASANCE - The commission or performance of some act which is positively 
unlawful and wrongful.  The doing of an act which a person ought not to perform. 

42.  MEDICAL REVIEW OFFICER - A person who is a licensed physician or other 
professional delineated in federal regulations with knowledge of substance abuse 
disorders and the appropriate medical training to interpret and evaluate all positive 
test results together with a person's medical history and other relevant biomedical 
information. 

43.  MISFEASANCE - The improper performance of some act which a person may 
lawfully do. 
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44.  NEGLECT - The omission or failure to do something that can be or that is required 
to be done, an absence of care or attention when performing a task, the omission of a 
given task.  Neglect is the failure, refusal, or unwillingness to perform one's duty. 

45.  NON-CONTINUOUS OPERATIONS – Those positions that normally operate 5 
days per week, such as Monday through Friday. 

46.  NON-EXEMPT EMPLOYEE - An employee who is covered by the minimum 
wage and overtime provisions of the Fair Labor Standards Act (FLSA).  Generally, 
non-exempt employees are compensated on an hourly basis. 

47.  NONFEASANCE - Nonperformance of some act which ought to be performed, 
omission to perform a required duty at all, or total neglect of duty. 

48.  OVERTIME - The hours actually worked by an employee in excess of forty (40) 
hours in any work week (Sunday through Saturday). 

49.  PART-TIME EMPLOYEE (NON-STATUTORY) - Part-time employees are those 
who are regularly scheduled to work fewer than thirty-six (36) hours per week, or 
less than any other standard established as full-time by the Employer, and whose 
hours total less than five hundred twenty hours annually. 

50.  PART-TIME EMPLOYEE (STATUTORY) – Part-time employees are those who 
are regularly scheduled to work fewer than thirty-six (36) hours per week, or less 
than any other standard established as full-time by the Employer, and whose hours 
total at least five hundred twenty hours annually. 

51.  PERMANENT OR REGULAR EMPLOYEE - A full-time or part-time employee 
who works a regular schedule of twenty-six (26) consecutive bi-weekly pay periods 
which is not limited to a specific season or duration. 

52.  PHYSICIAN - An individual authorized to practice medicine and surgery, 
osteopathic medicine and surgery, or podiatric medicine and surgery, as defined by 
ORC 4731.053(A). 

53.  PORTAL-TO-PORTAL PAY – If eligible, applies to situations when an employee 
is called into work afterhours and/or on a day not scheduled to work, and is defined 
as compensation that begins the moment an employee leaves to travel to their work 
location, complete the assigned and/or approved job duties, and travel back home, 
with a minimum of one hour paid time.  Employees should ask their supervisor if 
portal-to-portal pay applies to them. 

54.  POSITION - A group of duties and responsibilities assigned or delegated by 
competent authority to be performed by one (1) person. 

55.  PRE-APPROVED LEAVE WITHOUT PAY – Temporary separation from active 
pay status, authorized by the Appointing Authority, with Employee generally 
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retaining status and seniority rights.  Employees on Pre-Approved Leave Without 
Pay are not in Active Pay Status. 

56.  PROBATIONARY PERIOD – Either the period of time at the beginning of an 
original appointment or the period of time immediately following a promotion, which 
constitutes a trial or testing period for the Employee, during which the Employee 
may be terminated or returned to their prior position.   

57.  PROTECTED ACTIVITY – Asserting EEO rights, such as: (1) opposing a practice 
and/or conduct that an individual considers to be discriminatory; (2) participating in 
an employment discrimination proceeding and/or process (such as a charge, 
complaint, investigation and/or law suit); or (3) engaging in other protected activity, 
as defined by the EEOC (Equal Employment Opportunity Commission). 

58.  RC – An accepted abbreviation for Revised Code (also known as Ohio Revised 
Code).  RC is used when referencing specific sections of the Ohio Revised Code. 

59.  RELIGIOUS DISCRIMINATION – The unfavorable treatment of an employee or 
applicant because of his or her religion, religious beliefs or practices, or religious 
garments, in any aspect of employment, including hiring, firing, promotion, 
demotion, advancement, pay, job assignments, layoff, training, career development, 
compensation, benefits, and any other term or condition of employment.  The law 
protects not only people who belong to traditional, organized religions, such as 
Buddhism, Christianity, Hinduism, Islam, and Judaism, but also others who have 
sincerely held religious, ethical or moral beliefs.  Religious discrimination can also 
involve treating someone differently because that person is married to (or associated 
with) an individual of a particular religion. 

60.  RELIGIOUS HARASSMENT - Involves religiously derogatory remarks, 
unwelcome and religiously offensive conduct in the workplace that is based on a 
person's religion.  Religious harassment can include, for example, negative or 
offensive remarks or jokes about a person's religion, religious beliefs or practices, or 
religious garments; religious slurs; other verbal or physical conduct based on an 
individual’s religion or religious beliefs. Although the law doesn't prohibit simple 
teasing, offhand comments, or isolated incidents that aren't very serious, harassment 
is illegal when it is so frequent or severe that it creates a hostile or offensive work 
environment. 

61.  REMOVAL - The termination of an employee's employment. 

62.  RETALIATION - The punishment or mistreatment of job applicants or employees 
for asserting their rights to be free from employment discrimination including 
harassment.  Asserting these EEO rights is called "protected activity," and it can take 
many forms.  For example, it is unlawful to retaliate against applicants or employees 
for:  
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a.  filing or being a witness in an EEO charge, complaint, investigation, or 
lawsuit 

b.  communicating with a supervisor or manager about employment 
discrimination, including harassment 

c.  answering questions during an employer investigation of alleged harassment 

d.  refusing to follow orders that would result in discrimination 

e.  resisting sexual advances, or intervening to protect others 

f.  requesting accommodation of a disability or for a religious practice 

g.  asking managers or co-workers about salary information to uncover 
potentially discriminatory wages 

63.  SAFETY-SENSITIVE POSITION OR FUNCTION – Any job position or work-
related function or job task designated as such by the employer, which through the 
nature of the activity could be dangerous to the physical well-being of or jeopardize 
the security of the employee, co-workers, customers or the general public through a 
lapse in attention or judgment. 

64.  SEASONAL EMPLOYEE - An employee who works full-time or part-time for a 
certain regular season or period of the year performing work limited to that season or 
period of the year. 

65.  SEX DISCRIMINATION - The unfavorable treatment of an employee or applicant, 
based on that person’s sex, in any aspect of employment, including hiring, firing, 
promotion, demotion, advancement, pay, job assignments, layoff, training, career 
development, compensation, benefits, and any other term or condition of 
employment. 

66.  SEXUAL HARASSMENT (including, but not limited to, domestic violence, dating 
violence, sexual assault and stalking as defined in 34 U.S.C. Section 12291).  Any 
type of unwelcome, typically repeated offensive conduct or remarks directed at an 
individual, which creates a hostile or offensive work environment, whether such 
activity is carried out by an employee, volunteer, client, consultant, contractor, 
and/or the general public and includes, but is not limited to the following: 

a.  Repeated unwanted, unwelcome and/or offensive sexual flirtations, 
gestures, advances, requests for sexual favors or propositions; 

b.  Repeated abuse of a sexual nature, including things said, written or 
inappropriate sounds; 
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c.  Graphic or degrading verbal or written comments about an individual, 
the individual’s appearance, or the individual’s sexual orientation 
and/or gender identity; 

d.  The display of sexually suggestive objects, pictures, or the display of 
same through other media; 

e.  Any offensive, abusive, or unwanted physical conduct or physical 
contact. 

67.  SOCIAL MEDIA – Defined as, but not limited to, Facebook, Twitter, LinkedIn, 
SnapChat, Instagram.  For purposes of this policy, blogs and other internet forums of 
communication shall also be covered.  Nothing in the Social Media policy is meant 
to prohibit access to any social media or blog which may be work-related. 

68.  SUBSTANCE ABUSE - Possession or use of any illegal substance or improper use 
of any legally controlled substance to the extent that it interferes with the employee's 
ability to perform the duties and responsibilities of his/her position, or may cause 
harm to the self or others. 

69.  SUPERVISOR - Any individual who has authority, in the interest of the public 
employer, to oversee and direct the work of other employees on a daily basis. 

70.  SUSPENSION - Relieving an employee from duty with or without pay, usually for a 
limited period of time, as a disciplinary measure aimed at improving the employee's 
conduct.   

71.  TEMPORARY EMPLOYEE/APPOINTMENT – A full-time or part-time 
employee who works in a position which is normally of a non-permanent nature, and 
which normally has a limited or specified period of time not to exceed one hundred 
twenty (120) total days in a 12-month period.  However, a temporary appointment 
may be made in excess of one hundred twenty (120) days due to the sickness, 
disability, or other approved leave of a regular employee.  In this case the temporary 
appointment may continue for the length of the sickness, disability, or other 
approved leave of absence. 

72.  UNCLASSIFIED EMPLOYEE – An employee appointed to a position deemed 
“unclassified” by the Ohio Revised Code.  Unclassified employees do not have civil 
service protection, and they serve at the pleasure of the Appointing Authority. 

73.  UNIVERSAL PRECAUTIONS - Per Federal Regulations 1910.1030—Blood 
borne pathogens; all human body fluids are treated as if known to be infectious. 

74.  VWA – The Victim Witness Assistance Program. 

75.  USERRA – The Uniformed Services Employment and Reemployment Rights Act. 
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76.  WCCC – Wayne County Care Center. 

77.  WORK UNIT – See definition of Department. 

78.  WORKING SUSPENSION – A type of suspension during which an employee is not 
relieved from duty, but that has the same effect as suspensions from work without pay for 
purposes of recording disciplinary actions and demonstrating progressive discipline. 

79.  WORKPLACE VIOLENCE – Any act or behavior that: 

a.  is physically or emotionally assaultive; 

b.  a reasonable person would perceive as obsessive (e.g., intensely focused on a 
grudge, grievance, or romantic interest in another person and likely to result 
in harm or threats of harm to persons or property); 

c.  consists of a communicated or reasonably perceived act or threat to harm or 
endanger another person’s life, health, well-being, or property, whether 
directly or indirectly by written words, verbal words, gestures, symbols, 
and/or statements/actions through social media; 

d.  would be interpreted by a reasonable person as carrying a potential for harm 
to the person; 

e.  a reasonable person would perceive as intimidating, harassing, menacing, or 
coercion; 

f.  involves carrying or displaying weapons, destroying property, or throwing 
objects in a manner reasonably perceived to be threatening; 

g.  consists of a communicated or reasonably perceived threat to destroy 
property. 

80.  WRITTEN WARNING - Normally a step of the Employer's progressive discipline 
policy, depending on the degree and type of offense. Written warnings are more 
severe than instruction and cautioning and a record of written warning shall be 
placed in the employee's personnel file. 
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A. It is the philosophy of Wayne County that providing a personnel system that aids in 
recruiting and retaining competent, dependable employees is vital to the success of Wayne 
County. 

 
B. The policies and procedures stated in this Manual are designed to: 

1. Promote high morale and foster good working relationships among employees by 
providing uniform personnel policies and consideration of employee needs; 

 
2. Provide fair and equal opportunity for qualified persons to enter and progress in 

service based upon merit and fitness as determined through objective and practical 
personnel management methods; 

 
3. Enhance the attractiveness of a career with the County and encourage each of its 

employees to give his/her best effort to the County and the public; 
 

4. Encourage courteous and dependable service to the public; and 
 

5. Ensure that all activities are conducted in an ethical and legal manner to promote the 
County's reputation as an efficient, progressive body in the community and the state. 

 
C. It is the intent of the Appointing Authority that these policies, procedures, and methods will 

hereafter govern the working relationships between the employee and the Employer. 
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A.  Each Appointing Authority maintains the ultimate authority to establish, interpret, and 
administer policies and direct the operations of the department/agency under his/her 
jurisdiction.  It is the intent of Appointing Authorities that the rights set forth herein be 
applied in a manner consistent with all applicable law.  The Appointing Authority reserves 
all of the rights that are available to it including, but not limited to, the following: 

1.  To manage and direct its employees, including the right to select, hire, promote, 
transfer, assign, evaluate, lay off, recall, reprimand, suspend, discharge, and 
discipline; 

2.  To issue, modify, and enforce reasonable work rules, policies, and procedures; 

3.  To determine the size and composition of the work force and the organizational 
structure of each department/agency; 

4.  To determine the hours of work, work schedules, and overtime; 

5.  To determine the department's/agency's goals, objectives, programs, and services, 
and to use personnel in a manner designed to effectively and efficiently meet these 
purposes; 

6.  To determine the department's/agency's budget and uses thereof; 

7.  To manage and determine the equipment, programs, and work to be performed; and 

8.  To maintain, review and ensure proper use, by employees, of County owned and/or 
provided equipment/property including, but not limited to, computer hardware and 
software, office phones and cell phones (including voice mails and texts), email, 
internal mail system, fax machines, desks, lockers and any physical or electronic 
equipment/property.  Employees shall have no expectation of privacy or 
confidentiality when using any County-owned and/or provided equipment/property. 

9.  To maintain the security of records and other pertinent information; 

10.  To establish job performance standards. 
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A.  These policies apply to employees of Wayne County, except as may be specifically 
exempted by law.  Employees of agencies that have duly adopted personnel policy manuals 
specific to that agency are subject to the provisions of those manuals.  Employees who are 
members of a Collective Bargaining Agreement may have portions of this policy manual 
which are superseded by that Collective Bargaining Agreement. 
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A. Each Appointing Authority will keep a copy of the complete Manual available for review by 
employees. 

 
B. Any question about a provision of this Manual or items not covered in the Manual such as 

rules, either written or unwritten, implied or expressed, should be directed to the employee's 
supervisor. 

 
C. The Appointing Authority encourages employees to consider and recommend changes in 

policy.  Matters not already addressed may be brought to the attention of the Appointing 
Authority or a supervisor so appropriate policies may be considered and formulated. 

 
D. As conditions warrant, these policies may be amended or deleted by act of the Appointing 

Authority or the County Commissioners.  Such amendments or deletions shall be distributed 
to affected employees and a copy sent to the Appointing Authority and the County 
Commissioners.  Such shall normally occur at least thirty (30) days prior to the effective date 
of the amended policy. 

 
E. Supervisors should periodically review personnel policies and propose changes and additions 

to the Appointing Authority.  Approximately every two (2) years each Appointing Authority 
may review all personnel policies and propose to the County Commissioners revisions to 
address changes in law and current practice.  All changes are subject to approval of the 
Board of Commissioners. 

 
F. When necessary, employees are permitted to use work time to review these policies, as 

authorized by the Appointing Authority. 
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AFFIRMATIVE ACTION AND EQUAL EMPLOYMENT 
OPPORTUNITY 

SECTION 1.07
PAGE 1 OF 2

A. Wayne County is an Equal Opportunity Employer.  All employees and applicants for 
employment shall be recruited, selected, promoted, demoted, terminated, suspended, or 
evaluated in an equitable manner, based solely upon merit, fitness for duty, and other bona 
fide occupational qualifications as each individual might possess.  No personnel decisions 
concerning any term or condition of employment shall be based upon race, color, religion, 
sex, sexual orientation, gender identity, genetic information, national origin, age, disability, 
protected activity, or other non-job-related criteria which does not interfere with an 
employee's ability to perform the essential functions of the position. 

 
B. No person(s) shall, on the grounds of race, color, national origin, disability, age, sex, sexual 

orientation, gender identity, genetic information, religion, or protected activity, be excluded 
from participation in, be denied benefits of, or be otherwise subjected to discrimination 
under any program, service or benefit authorized or provided by the Appointed Authority. 

 
C. Wayne County has voluntarily developed an Affirmative Action Plan (AAP) and most 

County agencies participated in the development of the AAP.  Questions regarding the AAP 
should be directed to the County Administrator who serves as the County’s Equal 
Employment Opportunity Officer. 

 
D. The Appointing Authority also designates the County Administrator as the position 

responsible for providing information about the Americans with Disabilities Act (ADA) to 
others, and for receiving and resolving complaints about discrimination against the disabled. 
 Any person may file a complaint if he believes the Employer has discriminated against him 
on the basis of a disability.  The person filing the complaint shall be referred to as the 
"complainant." 

 
E.  The complainant must file the complaint on the Complaint Form (see Appendices) within 

fourteen (14) calendar days of the date the alleged discrimination occurred.  The County 
Administrator reserves the right to either process or not process a complaint filed after the 
deadline.  

 
F.  The complainant must file the complaint with the County Administrator who will investigate 

the allegations and respond within fourteen (14) calendar days.  When reviewing the 
complaint, the County Administrator will determine whether the complainant is actually a 
qualified person with a disability, whether the Employer may have discriminated against the 
complainant, and whether the Employer can reasonably accommodate the complainant or 
otherwise resolve the complaint.  For more information on reasonable accommodations, 
please refer to Section 3.08 of this Personnel Policy Manual. 

 
G.  If an employee under a collective bargaining agreement files a grievance claiming handicap 

or disability discrimination, the Appointing Authority may process the grievance through the 
normal channels, but must discuss the grievance with the County Administrator for 
assistance.   
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OPPORTUNITY 
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H.  Discrimination of any kind by one employee against another will not be tolerated.  
 
I. To contact the Ohio Civil Rights Commission: 
 

Ohio Civil Rights Commission 
30 East Broad Street, 5th Floor 
Columbus, OH  43215 
614-466-2785 
888-278-7101 
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CLASSIFIED AND UNCLASSIFIED EMPLOYMENT SECTION 1.08
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A. An employee of Wayne County is presumed to be a classified civil servant unless the 
position that he/she occupies has been exempted from the classified service by lawful request 
of the Appointing Authority or by operation of law.  The Appointing Authority is exempt 
from the classified service. 

 
B. After completion of the established probationary period, a classified employee may be 

discharged only for cause and removed by following the procedures stated in the Ohio 
Revised Code (RC 124) and the applicable provisions of this policy manual. 

 
C. An employee who is exempted from the classified service serves at the pleasure of the 

Appointing Authority. 
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A. When an Appointing Authority approves a new position or determines that a vacancy will be 
filled, (other than by placement of a current employee into the position, a temporary position 
until the interview and selection process can be completed, or interim/active placement until 
an employee on extended leave returns), a description of the job, qualifications, and 
application deadline will be posted on the employee bulletin board in the Appointing 
Authority's Building, the building where the position is located, the County Court House, the 
Job and Family Services Jobs Department, and the Administration Building for five (5) 
working days.  Appointing Authorities may also post the vacancy to the Wayne County web 
site (www.wayneohio.org/employment-opportunities) or local/national job search websites 
such as Indeed, Monster, LinkedIn, etc.  The salary or salary range for the position may be 
listed on the job posting, or may be made available through the office of the Appointing 
Authority where the vacancy exists.  A file of all posting notices will be maintained by the 
Appointing Authority. 

B. Only use approved application forms (see Employment Application in Appendices). 

C.  An application must be properly completed and timely submitted before an Applicant will be 
considered for employment. 

D.  Positions may be advertised in major area newspapers.  Professional positions may be 
advertised in newspapers with national circulation, professional journals, and newsletters, 
and by organizations specializing in minority and female-related issues. 

E. School placement services, colleges, and universities with appropriate training programs, 
and the state employment service will be contacted when appropriate.   

F. All advertisements and postings will include the Equal Employment Opportunity statement, 
which reads: Wayne County, Ohio is an equal opportunity employer. 

G. Applications will be accepted only when a position has been posted and/or advertised. 
Unsolicited resumes/applications may be accepted and kept on file for future review, if 
authorized by the Appointing Authority. 
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A.  To be considered for a position or vacancy, an Applicant must complete the approved 
employment application form (see Employment Application in Appendices).  Applicants for 
a position that requires licensing must present the license for verification. 

B.  Applications will be reviewed and selected candidates will be interviewed by the position's 
immediate supervisor or department head, as applicable (hereinafter "supervisor").  Fully 
qualified current County employees will be given first consideration for transfer or 
promotion to a vacant position.  Qualifications, not seniority, will be used to determine 
internal transfers or promotions. 

C.  Applicants may be required to submit to any or all of the following: reference checks, 
background checks, interviews, and other job-related procedures. Job-related employment 
tests will be administered in an objective manner.  If an individual has a known disability, 
the test will be administered in a manner to ensure that the results reflect skills, aptitude, or 
other factors intended for measurement, rather than reflecting the impaired skills.  This does 
not apply when the impaired skills are the job-related factors being tested. 

D.  A minimum of three (3) documented reference checks should be conducted before 
recommending a candidate for employment. 

E.  Once the supervisor or designee responsible for evaluating or selecting from among 
Applicants has identified those Applicants who meet the minimum job-related qualifications, 
the supervisor or designee will consider the skills and abilities each Applicant possesses that 
will enable them to perform the essential functions of the position.  The supervisor should 
not classify an Applicant who specified the need for a reasonable accommodation as less 
qualified solely because that candidate requires an accommodation.  On the other hand, if the 
accommodations which are available would create an undue hardship for the agency, the 
Employer may consider the Applicant to be unqualified.  

F.  An Applicant may generally be eliminated from consideration if he/she: 

1.  Does not possess the minimum licensure, certification, educational degrees or 
equivalent experience, or similar qualifications. 

2.  Does not have the knowledge, skills, and abilities to perform the essential functions 
of the position, either with or without reasonable accommodation; cannot 
satisfactorily perform job-related employment tests administered in an objective 
manner. 

3.  Rejects a reasonable accommodation offered to him by the Employer 

4.  Has made a false statement of material fact on the Application Form or supplements 
thereto. 

5.  Has committed or attempted to commit a fraudulent act at any stage of the selection 
process. 
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6.  Is not legally permitted to work. 

7.  An Applicant may be eliminated from consideration upon other reasonable and legal 
grounds relating to job requirements. 

G.  The most qualified Applicant(s) will be recommended to the Appointing Authority. 

H.  Employment recommendations are subject to approval of the Appointing Authority. 
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A.  RECORD MAINTENANCE 

1.  An Equal Employment Opportunity form (last page of Employment Application; see 
Appendices) will be given to each external employment candidate. 

2.  The Equal Employment Opportunity form (last page of Employment Application; see 
Appendices) will be removed and kept separate from the application. 

B.  RETENTION PERIOD 

1.  Equal Employment Opportunity forms that accompany Employment Applications 
(last page of Employment Application; see Appendices) will be kept for a minimum 
of three (3) years after inclusion in the Annual Report or three (3) years. 

2.  Unsuccessful applications will be kept for one (1) year. 
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A.  Successful Applicants are appointed subject to the following employment constraints defined 
by the requirements of the position.  Driving requirements only pertain if driving is an 
essential function of the position.  An offer of employment may be withdrawn if an pplicant 
is determined to be unqualified for the position. 

1.  Proof of required licensure and educational requirements; 

2.  Satisfactory driver's record check (see Section 3.13 Vehicle Policy); 

3.  Proof of employment eligibility (see Section 3.03 [B] - Immigration/Citizenship 
Status); 

4.  Proof of liability insurance in compliance with the Ohio Revised Code for an 
employee who must drive his/her private vehicle as a part of the job duties (see 
Section 4.06 - Expense Reimbursement); 

5.  Physical ability to perform the essential duties of the job may require a post-selection 
physical examination of all new hires for certain positions; and 

6.  An employee in a position requiring an educational degree or license will have 
his/her qualifications verified at the time of employment.  Failure to maintain a 
current license may result in disciplinary action up to and including discharge. 
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A.  Probationary Period 

1.  Classified Employees 

a.  Duration 

i.  A newly appointed full-time employee will normally serve a probationary 
period of one hundred eighty (180) calendar days. A newly appointed 
employee will be advised of the length of his/her probationary period at the 
time of his/her appointment. 

ii.  Time spent on leave of absence without pay shall not be counted as time 
served in determining a probationary period. 

iii.  An employee’s probation may be extended due to extenuating 
circumstances. (ex. If the employee is on an extended leave with pay, or the 
employee’s performance requires more time for evaluation). In such a case, 
the employee and the Appointing Authority shall sign a written statement as 
to the length of time of the probation extension.   

iv.  A newly appointed part-time employee working a portion of each workday 
will normally serve a probationary period of one hundred eighty (180) 
calendar days. 

v.  Newly appointed part-time employees who work a portion of each normal 
working day shall have the same probationary period as a full-time employee 
in that position.  Part-Time employees who work less than a normal number 
of working days per week shall follow the below chart, according to the full-
time equivalency of their position. OAC 123:1-19-04.   

Length of Probationary Period Equivalent Number of Hours 
180 days 1,000 hours 
252 days 1,400 hours 
270 days 1,500 hours 
300 days 1,700 hours 
365 days 2,000 hours 

  
vi.  A probationary employee may be discharged as described in Section 11.02 

(A)—Probationary Discharge. 

b.  An employee who has been promoted to a higher Classification will serve a 
probationary period as listed above.  An employee serving a probationary period 
after a promotion may be returned to his/her former Classification and rate of 
pay at any time during the probationary period if work performance, behavior, or 
work attitude are not satisfactory. 

c.  Supervisors should use the probationary period to closely observe and evaluate 
an employee's performance and aptitude for the job, as well as to encourage an 
employee's adjustment to the job and department/agency.  Supervisors may have 
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periodic probationary reviews (see Probationary Review in Appendices) with 
probationary employees, so they are aware of their progress and any areas which 
need improvement.  Supervisors should recommend retention of only those 
employees who meet acceptable standards during the probationary period. 

2.  Unclassified Employees 

a.  Unclassified employees serve at the pleasure of the Appointing Authorities for 
their term of office.  Therefore, the probationary periods do not apply to 
unclassified employees.  However, Appointing Authorities and/or a designate 
may have a performance evaluation with an unclassified employee after their 
first 180 days of employment.  Unclassified employees are not required to be put 
under the progressive discipline section of this policy; however, they may be 
subject to discipline up to and including termination from employment, with no 
right of appeal to the State Personnel Board of Review. 

B.  Assignment 

1.  Classification Placement 

a.  Jobs are grouped into Classifications on the basis of similar duties and 
qualification requirements.  Compensation is determined, in part, by the job 
Classification. 

b.  The duties and responsibilities of each job will be periodically reviewed and 
adjusted.  When the job duties have changed significantly, the employee or 
his/her supervisor may request that the Appointing Authority have the position 
audited by a neutral third party.  As a result of an audit, a revised job may be 
moved to another Classification.  A job audit may not be requested for a period 
of one (1) year from the date of the results of the last audit. 

2.  Promotion 

a.  An employee who has successfully completed a probationary period in his/her 
current position may be considered for promotion to a higher Classification. 

b.  A current employee will be considered for promotion to a vacancy whenever 
he/she is determined by the Appointing Authority to be fully qualified for the 
position. 

3.  Transfer 

a.  An employee is considered to have been transferred when he/she is moved from 
one position to another within the same Classification. 

b.  An employee who has successfully completed a probationary period in his/her 
current position may request transfer to a vacancy within the same Classification 
by contacting the Appointing Authority. 
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c.  Transfers will be made at the discretion of the Appointing Authority. 

d.  An Appointing Authority can initiate the transfer if the transfer would be in the 
best interest of the County. 

e.  The needs of the Appointing Authority take precedence over the wishes of the 
employee. 

f.  Nothing in this policy shall prevent the Employer from transferring, within a 
Classification, employees at any time deemed appropriate or necessary. This 
includes transferring an employee from a position obtained through the submittal 
of a letter of interest.  

4.  Voluntary Demotion 

a.  When an employee becomes unable to perform the duties of his/her position, but 
can perform the duties of a position in a lower Classification, he/she may request 
in writing a reduction to the lower position.  Approval is at the discretion of the 
Appointing Authority. 

b.  A demoted employee will have his/her salary rate reduced to a level within the 
salary range of the lower Classification. 

5.  Re-Employment 

a.  Any former employee of Wayne County who returns to employment with the 
County is deemed re-employed.  Any re-employed individual will be credited 
with any previously accumulated but unused sick leave if re-employment occurs 
within ten (10) years of separation from public service.  This provision does not 
apply to an employee who returns from retirement and has already received 
payment from any political subdivision to eliminate his/her previously accrued 
sick leave balance (See Section 11.03 [A] - Sick Leave Conversion).  

6.  Assignment of Relatives 

a.  The Appointing Authority generally will not employ members of the same 
family in the same department. 

b.  Members of the immediate family will not be placed in a direct supervisory line 
with one another. 

c.  If two employees marry, neither must resign nor be transferred unless the 
positions they occupy at the time of marriage are in a direct 
supervisor/subordinate relationship.   

   

Original Adoption Date Revision Number Date Approved 
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A. PURPOSE AND SCOPE	

1.  Hiring quality employees is very important to all Wayne County offices and is especially 
difficult in the current job market. Statistics show that new employees who come by way 
of an employee referral are much more likely to work harder, stay longer, perform better, 
and be of higher quality and better match than candidates coming from other sources.  

2.  The Employee Referral Reward Program (ERRP) is an organized and structured program 
for the purpose of encouraging existing employees to recommend candidates for open 
positions, in an effort to gain a higher quality of candidate, make the hiring process more 
efficient, and improve overall productivity and morale. Implementing an ERRP not only 
deepens the pool of potential and qualified candidates, but also reduces: time to hire, 
time spent on the hiring process, cost to hire, man hours used to find the right candidate, 
and turnover. The Wayne County Commissioners recognize that an ERRP is a great 
resource tool for hiring quality candidates, but that it also shows trust in our current 
employees to suggest great candidates. All employees are encouraged to check the 
County’s vacant positions and think about social networks as potential resources to help 
refer candidates to Wayne County. 

B. ELIGIBILITY 

1.  ERRP applies to all current employees except those exempted below, who refer a 
candidate to a participating Wayne County office or agency. Please keep in mind that 
this program is provided to help employees refer candidates whom they truly believe will 
be successful. We dissuade employees who seek to only refer candidates solely for the 
reward money and not for a true fit for the County.  

2.  The following individuals may offer referrals for any County position, but are exempt 
from the benefits of this program: 

a.  Elected Officials and/or Appointing Authorities; 

b.  Individuals already employed by Wayne County and applying for another 
position, either as an additional job or as a transfer/replacement; 

c.  Any individual who is a) part of the hiring process and/or b) directly or 
indirectly responsible for the hire, for the position which the referral was made; 

d.  The supervisor of the hired position, plus one level over the supervisor of the 
hired position; 

e.  Employees who make referrals for positions within their own specific 
office/agency. 

C. RULES AND PROCEDURES 

1.  If you know someone who you think would be a good fit for a position at a participating 
Wayne County office or agency, feel free to refer them.  Instruct the applicant that he/she 
must write your name as a referral on their application next to Referral Source/Word of 
Mouth. Candidates cannot write more than one name. If your referred candidate is hired 
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and still employed by their first anniversary, you will receive a $500 referral bonus (less 
taxes); 

2.  Candidates who write more than one name as a referral on their application will void this 
program; 

3.  There is no cap on the number of referrals an employee can make; 

4.  Referrals are for permanent full-time and permanent part-time employees and will not 
include seasonal, temporary or intermittent hires; 

5.  Both employees (the employee who made the referral and the referred candidate who 
was hired) must be employed at the time of the payment, in order to receive payment; 

6.  The employee who made the referral bears the responsibility of completing the proper 
paperwork and forwarding to the Referred Employee’s office, preferably no less than 14 
days prior to the first anniversary of the referred employee’s start date, so paperwork can 
be processed in a timely manner. Failure to do this within 180 days of the referred 
employee’s first anniversary will negate the referral reward; 

7.  Rewards can be expected to be received within 31 days after the hired candidate reaches 
his/her first anniversary, provided appropriate notice is given (see #6 of this section); 

8.  Rewards will be considered supplemental wages and therefore taxable as defined by the 
Internal Revenue Service (IRS).  Please ask your tax consultant if you have any concerns 
with this; 

9.  Referred individuals will not receive preference solely by being a referral. Participating 
offices must still post the open position per the office’s personnel policy manual. 
Participating offices and agencies should select the best candidate for the position from 
all candidates available. 

D. TERMS 

1.  Rewards paid through this program will be the responsibility of the hiring agency. 

2.  This policy does not replace or void any rule, procedure, or guideline already in place 
and participating offices and agencies should continue to follow all recruitment and 
hiring practices/guidelines in their Personnel Policy Manual;  

3.  The Commissioners reserve the right to change this ERRP policy and/or cancel in its 
entirety at any time. 

4.  If this ERRP policy is canceled, employees who have already referred a hired candidate 
and waiting for the candidate’s first anniversary will still be included in the eligibility for 
the cash reward, as long as all elements of this policy are met.  

E. Wayne County is an Equal Opportunity Employer. As such, all candidates will be given the 
same consideration and will pass through established and standard procedures. While an 
employee referral program is a great recruiting tool, Wayne County will only use this 
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program as a percentage of its recruiting effort to avoid creating an unintentional disparate 
impact on some protected groups if employees refer candidates of the same race, religion, 
national origin or another protected class.  

 

Original Adoption Date Revision Number Eff. Date Approved 
12/14/22  12/14/22 12/14/22 
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A.  All employees of the Department other than the Director and any administrators appointed in 
accordance with RC 329.021 are in the classified Civil Service. 

B.  All positions in the Department are classified in accordance with the County Class Specifications 
found in the Ohio Department of Administrative Services for County Departments of Job and 
Family Services: 
http://das.ohio.gov/Divisions/HumanResources/TalentManagement/CountyServices/CountyClassS
pecifications (JobFamilyServices.aspx). 

1.  A classification is a group of positions sufficiently similar in respect to duties, 
responsibilities, authority, and qualifications that the same descriptive title may be used for 
each, the same pay range assigned, and the same examinations conducted.  Examples of 
classifications are Eligibility/Referral Specialist 1, Unit Support Worker 1, Clerical 
Specialist 1, etc. 

2.  Each classification is given a five-digit number.  All classifications with class numbers 
having the same first four digits are considered to be in the same class series.  A series is a 
group of related classifications which form a career progression, e.g., Eligibility Referral 
Specialist 1, Eligibility/Referral Specialist 2, Eligibility/ Referral Supervisor 1, and 
Eligibility/Referral Supervisor 2. 

C.  Each position in the Department is assigned a classification based on the job duties and required 
worker qualifications of the position. 

D.  Each position on the Department’s organizational chart is given a Position Control Number (PCN), 
a six-digit number unique to the position. 

E.  Each employee is given a copy of the approved Position Description for his/her current position by 
his/her supervisor. 

F.  Each employee also receives from his/her supervisor, a copy of the Essential Functions for his/her 
position, describing the job duties that must be done to fulfill the position.  

G.  A non-probationary employee may request that his/her position be reviewed for proper 
classification. The Department may also request that a position be reclassified as job duties, etc. 
change. If the compensation of an employee in a reclassified position exceeds the maximum rate of 
pay for the employee’s new classification, the employee shall not receive an increase in pay until 
the maximum rate of pay for that classification exceeds the employee’s rate of pay.    

 

Original Adoption Date Revision Number Date Approved 
7/31/96 4 8/4/21 8/4/21 
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A.  PURPOSE:  
 
1.  This policy establishes uniform standards and procedures within the Wayne County 

Department of Job and Family Services (WCDJFS) (this term also includes the departments 
of Child Support and Children Services) for conducting Background Investigations and 
evaluating the results thereof for the purpose of making Suitability determinations for both 
general employment and for specific positions of employment and contracts that have or 
involve access to or the use of Federal Tax Information (FTI).  

 
B.  AUTHORITIES:  
 

1.  IRS Publication 1075, issued September 2016 
 
2.  ORC Section 124.74 

 
3.  OAC 5101:9-9-26 

 
C.  SCOPE:  

 
1.  This policy supersedes all previous polices regarding background checks, Background 

Investigations, and the evaluation of investigation results.  
 

2.  This policy applies to all Final Candidates, WCDJFS Employees, and WCDJFS 
Contractors, as said terms are defined below. 

 
3.  The WCDJFS Director or Designee is responsible for implementing the standards and 

procedures contained within this policy and for ensuring said standards and procedures are 
equitably applied to all Final Candidates, WCDJFS Employees, and WCDJFS Contractors. 

 
D.  DEFINITIONS:  
 

1.  Background Investigation – One or more background checks and/or other inquires related 
to employment or contracts that are conducted pursuant to and in accordance with all 
applicable laws, rules, etc.  

 
2.  Conviction – One or more of the following in a criminal, or equivalent, proceeding:  
 

a.  A plea of guilty, or an equivalent plea, that is accepted by any court or tribunal;  
 
b.  A verdict or finding of guilt, or an equivalent verdict or finding, in any court or 

tribunal; or 
 

c.  The imposition of a sentence by a judge or jury, or an equivalent arbiter or body, in 
any court or tribunal.    
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3.  Favorable Adjudication – Upon the completion of a Background Investigation, a final 
determination that a Final Candidate, WCDJFS Employee, or WCDJFS Contractor is or 
continues to be Suitable to hold a position of employment or to participate in a contract 
with WCDJFS. 

 
4.  Federal Tax Information (FTI) – This term shall have the same meaning as in OAC 5101:9-

9-26, or any successor provision.  
 
5.  Final Candidate – An individual, whether or not said individual is either a prospective 

employee or is currently employed by WCDJFS or any other Wayne County agency, 
department, or office, who has submitted an application for any position of employment at 
WCDJFS, including, a promotion, and who has received an offer of a position of 
employment conditioned upon a Favorable Adjudication. 

 
6.  Record of Untrustworthy Conduct – Other than a Conviction, one or more instances 

revealed in a Background Investigation that call into question the trustworthiness of a Final 
Candidate, WCDJFS Employee, or WCDJFS Contractor, including, but not limited to, 
arrests, pending criminal charges, restraining orders, terminations for cause, liens, or 
financial defaults.  

 
7.  Suitable – The status of a Final Candidate, WCDJFS Employee, or WCDJFS Contractor 

who:  
 

a.  Has no Conviction(s), or has one or more Convictions that have been reversed, 
expunged, or annulled; and  

 
b.  Has no Record of Untrustworthy Conduct; or 

 
c.  Has one or more Convictions and/or a Record of Untrustworthy Conduct that do not 

disqualify the Final Candidate, WCDJFS Employee, or WCDJFS Contractor from 
holding the applicable position of employment or from participating in the 
applicable contract.   

 
8.  Suitability – The quality of being Suitable.  

 
9.  Unfavorable Adjudication – Upon the completion of a Background Investigation, a final 

determination that a Final Candidate, WCDJFS Employee, or WCDJFS Contractor is not or 
is no longer Suitable, thus disqualifying said Final Candidate, WCDJFS Employee, or 
WCDJFS Contractor from holding a position of employment or from participating in a 
contract with WCDJFS.  

 
10.  WCDJFS Contractor – An individual who is not employed by WCDJFS, but who 

personally receives or seeks to receive, or who is associated with an entity that receives or 
seeks to receive, funds from WCDJFS, whether directly or indirectly, by way of contract, 
subcontract, or the like, to do either or both of the following: 
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a.  Provide services, assistance, or benefits to other individuals or entities; and/or 
 
b.  Perform duties or activities for WCDJFS pursuant to a contract, grant, or other 

agreement.   
 

11.  WCDJFS Employee – An individual, other than a Final Candidate, currently employed by 
WCDJFS in any capacity, including, but not limited to, individuals employed in a part-time, 
intermittent, or temporary capacity.  
 

E.  STANDARDS AND PROCEDURES 

1.  BACKGROUND INVESTIGATION REQUIREMENTS 

a.  The nature, scope, extent, duration, etc., of a Background Investigation shall all be 
as deemed necessary by the Director or Designee, in accordance with all applicable 
laws, rules, etc., and this policy.  

b.  WCDJFS requires that all Final Candidates submit to a Background Investigation 
(see Appendices). This requirement helps to ensure:  

i.  WCDJFS does not hire or continue to employ any individual who is barred 
from county, state, or federally funded employment due to a Conviction; and 

ii.  WCDJFS does not hire or continue to employ an individual who is not suitable 
for a position of employment that has access to or the use of FTI. 

c.  Effective August 1, 2019, except as otherwise provided for in OAC Rule 5101:9-9-
26 (B)(2), (3), and (4), all Final Candidates, WCDJFS Employees, and WCDJFS 
Contractors who will have or currently have access to or the use of FTI shall 
undergo a Background Investigation that includes, at minimum:  

i.  An Ohio Bureau of Criminal Investigation (BCI) finger print background check;  
 
ii.  A Federal Bureau of Investigation (FBI) finger print background check; and 

 
iii.  An inquiry to validate the individual’s legal eligibility to work in the United 

State of America.  
 

d.  All WCDJFS Employees and WCDJFS Contractors who have access to or the use 
of FTI must undergo the Background Investigation process outlined in paragraph 
V.A.3. every ten (10) years, calculated from the date of the conclusion of an 
individual’s last Favorable Adjudication.  

2.  MANDATORY AND DISCRETIONARY DISQUALIFICATION  

a.  Unless otherwise provided by law, rule, etc., a Background Investigation that 
reveals one or more Convictions and/or a Record of Untrustworthy Conduct shall 
not automatically disqualify a Final Candidate, WCDJFS Employee, or a WCDJFS 
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Contractor from holding a position of employment or participating in a contract 
with WCDJFS. 

b.  One or more of the following shall automatically disqualify a Final Candidate, 
WCDJFS Employee, or WCDJFS Contractor from holding any position of 
employment or participating in any contract with WCDJFS: 

i.  Failure to cooperate with a Background Investigation, including, but not limited 
to, refusal to or delay in submitting to required background checks or in 
providing required information;  

ii.  A Conviction and/or Record of Untrustworthy Conduct that, pursuant to law, 
rule, etc., automatically disqualifies an individual from holding the applicable 
position of employment or participating in the applicable contract; or 

iii.  Ineligibility to legally work in the United States. 

c.  Considerations that may disqualify a Final Candidate, WCDJFS Employee, or 
WCDJFS Contractor from holding any positions of employment or participating in 
any contracts with WCDJFS include, but shall not be limited to, any and all 
Convictions and/or any Record of Untrustworthy Conduct.  

d.  Considerations that may disqualify a Final Candidate, WCDJFS Employee, or 
WCDJFS Contractor from holding positions of employment or participating in 
contracts with WCDJFS that have or involve access to or the use of FTI include, but 
shall not be limited to:  

i.  A Conviction for an offense listed in ORC Section 2961.02;  

ii.  A felony Conviction for bribery (ORC Section 2921.02) or theft in office (ORC 
Section 2921.41), any Conviction for soliciting or accepting improper 
compensation (ORC Section 2921.43) within seven years of the adjudication, or 
any equivalent offense in any other jurisdiction; or 

iii.  A Record of Untrustworthy Conduct that includes one or more instances of 
theft, dishonesty, fraud, chicanery, financial wrongdoing, or any similar 
conduct.  

3.  INDIVIDUALIZED EVALUATION 

a.  If a Background Investigation reveals no Conviction(s) or Record of Untrustworthy 
Conduct, the Final Candidate, WCDJFS Employee, or WCDJFS Contractor shall be 
considered Suitable to hold the applicable position of employment or to participate 
in the applicable contract, thus resulting in a Favorable Adjudication.   

b.  If a Background Investigation concerning a Final Candidate, WCDJFS Employee, 
or a WCDJFS Contractor reveals one or more Convictions and/or a Record of 
Untrustworthy Conduct, the Director or Designee, with the advice and counsel of 
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the Wayne County Prosecuting Attorney’s Office, if required, shall perform an 
individualized evaluation as to whether the Final Candidate, WCDJFS Employee, 
or WCDJFS Contractor is Suitable to hold the applicable position of employment or 
to participate in the applicable contract.  

c.  Evaluation of Convictions 

i.  Unless otherwise provided by law, rule, etc., to determine whether a Final 
Candidate, WCDJFS Employee, or WCDJFS Contractor with one or more 
Convictions is or continues to be Suitable to hold the applicable position of 
employment or to participate in the applicable contract, the Director or 
Designee shall conduct an analysis of the following factors, which are not 
intended to be an exhaustive list:  

(a) The nature of the work or services performed or to be performed, 
including the duties associate with the position or contract; 

(b) The age of the Conviction(s); 

(c) The maturity of the Final Candidate, WCDJFS Employee, or 
WCDJFS Contractor at the time of the underlying offense(s); 

(d) The elements of the specific offense(s) committed;  

(e) The seriousness of and specific circumstances surrounding the 
offense(s), including the type and severity of any harm caused; 

(f) The number of offenses committed; 

(g) Any evidence of rehabilitation or contrition; 

(h) Any correlation between the offense(s) committed and any Record 
of Untrustworthy Conduct; 

(i) Any correlation between the offense(s) committed and the type of 
FTI used or accessible via the position or contract, if applicable; and 

(j) Any other relevant information, including that submitted by or on 
behalf of the Final Candidate, WCDJFS Employee, or WCDJFS 
Contractor.  

ii.  When a Final Candidate, WCDJFS Employee, or WCDJFS Contractor has or 
will have access to or the use of FTI, special attention and consideration shall 
be given during the Suitability determination process to any Conviction for an 
offense involving theft, dishonesty or fraud.  

d.  Evaluation of Record of Untrustworthy Conduct 
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i.  The Director or Designee shall take care to independently verify any instance(s) 
constituting a Record of Untrustworthy Conduct, as appropriate. Independent 
verification may include, but will not be limited to, additional research, 
contacting past employers, contacting arresting and/or charging agencies, and 
interviewing the Final Candidate, WCDJFS Employee, or WCDJFS Contractor 
about the instance(s).  

ii.  An individual who has been arrested for and/or charged with a crime is 
presumed to be innocent until proven guilty beyond a reasonable doubt. Thus, 
independent verification of the alleged offense(s) is critical when evaluating 
criminal matters that did not or have yet to result in a Conviction. At the same 
time, it must be kept in mind that the burden of proof beyond a reasonable 
doubt does not apply to Suitability determinations.   

iii.  Unless otherwise provided by law, rule, etc., to determine whether a Final 
Candidate, WCDJFS Employee, or WCDJFS Contractor with a Record of 
Untrustworthy Conduct is or continues to be Suitable to hold the applicable 
position of employment or to participate in the applicable contract, the Director 
or Designee shall conduct an analysis of the following factors, which are not 
intended to be an exclusive list:  

(a) The nature of the work or services to performed or to be performed, 
including the duties associate with the position or contract; 

(b) The age of the instance(s) of untrustworthy conduct; 

(c) The maturity of the Final Candidate, WCDJFS Employee, or 
WCDJFS Contractor at the time of the instance(s) of untrustworthy 
conduct; 

(d) The nature of the specific instance(s) of untrustworthy conduct; 

(e) The seriousness of and specific circumstances surrounding the 
instance(s) of untrustworthy conduct, including the type and severity 
of any harm caused; 

(f) The number of instance(s) of untrustworthy conduct; 

(g) Any evidence of rehabilitation or contrition; 

(h) Any correlation between the instance(s) of untrustworthy conduct 
and any Conviction(s); 

(i) Any correlation between the offense(s) committed and the type of 
FTI used or accessible via the position or contract, if applicable; and 
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(j) Any other relevant information, including that submitted by or on 
behalf of the Final Candidate, WCDJFS Employee, or WCDJFS 
Contractor. 

4.  ADJUDICATION 

a.  Applicable law establishes that, depending upon the circumstances, both or either 
the Director of WCDJFS (Director) and/or the Board of County Commissioners of 
Wayne County, Ohio (Board), are the appointing or contracting authority for 
WCDJFS. Thus, if a question concerning appointing or contracting authority arises, 
the Director or Designee, and the Board (or the Board’s designee(s)), shall engage 
in a cooperative analysis to ensure that a final Suitability determination is made by 
the appropriate decision-maker or decision-makers.  

b.  After performing an individualized evaluation, the Director or Designee shall make 
a determination as to if a Final Candidate, WCDJFS Employee, or WCDJFS 
Contractor is or continues to be Suitable to hold the applicable position of 
employment or to participate in the applicable contract. The determination of the 
Director or Designee shall be in writing. 

c.  The Board may appoint one or more designees to carry out its duties outlined 
below. 

d.  Final Candidates and WCDJFS Contractors 

i.  Any Suitability determination made by the Director or Designee concerning a 
Final Candidate or a WCDJFS Contractor shall be final and considered either a 
Favorable Adjudication or an Unfavorable Adjudication, unless said 
determination is taken up for review by the Director and/or the Board within ten 
(10) business days of the Director or Designee’s written determination.  

ii.  When the Director and/or the Board review a Suitability determination 
concerning a Final Candidate or a WCDJFS Contractor, the Director and/or the 
Board shall either sustain or overrule the determination of the Director or 
Designee, in writing, within ten (10) business days of taking up the matter for 
review. The decision of the Director and/or the Board shall be considered a final 
Suitability determination and either a Favorable Adjudication or an Unfavorable 
Adjudication.  

iii.  A Final Candidate or WCDJFS Contractor shall be notified of a Favorable 
Adjudication or an Unfavorable Adjudication as soon as practicable. All notices 
shall be in writing. 

iv.  The entity associated with a WCDJFS Contractor, if applicable, shall receive 
written notice of a Favorable Adjudication as soon as practicable. Said entity 
shall receive immediate notice of an Unfavorable Adjudication, and the 
Director or Designee shall, to the extent allowed by law, rule, etc., share all 
relevant information and materials with said entity.  



 

 

BACKGROUND CHECKS FOR JOB AND FAMILY SERVICES SECTION 3.01A 
 PAGE 8 OF 9 

v.  When a Final Candidate who is an internal WCDJFS candidate is the subject of 
an Unfavorable Adjudication, the Director or Designee shall consider the 
individual a WCDJFS Employee for the purposes of determining if the 
individual continues to be Suitable to hold his/her current position of 
employment.  

vi.  When a Final Candidate who is an employee of any other Wayne County 
agency, department, or office is the subject of an Unfavorable Adjudication, the 
Director or Designee shall, to the extent allowed by law, rule, etc., share all 
relevant information and materials with the agency, department, or office.   

e.  WCDJFS Employees 

i.  Any favorable Suitability determination made by the Director or Designee 
concerning a WCDJFS Employee shall be final and considered a Favorable 
Adjudication, unless said determination is taken up for review by the Director 
and/or the Board within ten (10) business days of the Director or Designee’s 
written determination.  

ii.  When the Director and/or the Board review a favorable Suitability 
determination concerning a WCDJFS Employee, the Director and/or the Board 
shall afford the impacted WCDJFS Employee the benefit of any and all due 
process required by law, rule, etc. The Director and/or the Board shall then 
either sustain or overrule the determination of the Director or Designee, in 
writing, within ten (10) days. The decision of the Director and/or the Board 
shall be considered a final Suitability determination and either a Favorable 
Adjudication or an Unfavorable Adjudication. 

iii.  Any unfavorable Suitability determination made by the Director or Designee 
concerning a WCDJFS Employee shall only be considered a recommendation to 
the Director and/or the Board. Such a recommendation shall be in writing and 
shall be immediately forwarded to the Director and/or the Board for a final 
Suitability determination. The impacted WCDJFS Employee shall also be 
immediately provided a copy of the recommendation and all other relevant 
materials, to the extent allowed by law, rule, etc.  

iv.  After receiving a recommendation from the Director or Designee, the Director 
and/or the Board shall afford the impacted WCDJFS Employee the benefit of 
any and all due process required by law, rule, etc. The Director and/or the 
Board, shall then either sustain or overrule the Suitability determination of the 
Director or Designee, in writing, within ten (10) days. The decision of the 
Director and/or the Board shall be considered a final Suitability determination 
and either a Favorable Adjudication or an Unfavorable Adjudication. 

v.  A WCDJFS Employee shall be immediately notified of a Favorable 
Adjudication or an Unfavorable Adjudication. All notices shall be in writing.  
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f.  No appeal of an Unfavorable Adjudication is available under this Policy. However, 
Final Candidates, WCDJFS Employees, and WCDJFS Contractors have all 
remedies available to them by law, equity, or otherwise.  

5.  REPORTING OF OUTSTANDING WARRANTS, VIOLATIONS, ETC.  

a.   Should the results of a Background Investigation disclose one or more 
outstanding warrants, violations of probation or parole, or any other similar 
outstanding actions against a Final Candidate, WCDJFS Employee, or WCDJFS 
Contractor, all pertinent information shall be forwarded to the Wayne County 
Prosecuting Attorney’s Office for review and any appropriate action. 
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A.  Employees are classified as full-time or part-time permanent, full time or part time temporary, full 
time or part time seasonal, or as intermittent/PRN.   

1.  Full-time employees – are those who are regularly scheduled to work forty (40) hours per 
week, or any other standard established as full-time by the Employer. 

2.  Part-time employees – are those who are regularly scheduled to work fewer than forty (40) 
hours per week, or less than any other standard established as full-time by the Employer. 

3.  Permanent (or Regular) Employee – a full-time or part-time employee who works a regular 
schedule of twenty-six (26) consecutive bi-weekly pay periods which is not limited to a 
specific season or duration. 

4.  Temporary Employee – a full or part-time employee who works in a position which is 
normally of a non-permanent nature, and which normally has a specified duration of time 
not to exceed one hundred twenty (120) days (see definition in Section 1.02 – Temporary 
Appointment). 

5.  Seasonal Employee – a full or part-time employee who works a certain regular season or 
period of the year performing work limited to that season or period of the year. 

6.  Intermittent Employee/PRN (pro re nata) – an employee who works on an irregular 
schedule which is determined by the fluctuating demands of the work and is generally not 
predictable. For most purposes, PRN and Intermittent are interchangeable. Employees who 
have questions regarding their work status should speak with their supervisor or Appointing 
Authority.   

B.  Probationary employees are full-time or part-time employees who have not completed the 
established probationary period. 

C.  Full-time or part-time employees who have successfully completed a probationary period and have 
been approved by the Appointing Authority are considered to be in regular (permanent) 
employment status.  Regular classified employees are subject to dismissal only for cause.  Regular 
unclassified employees may be terminated from service at any time; this includes seasonal, 
temporary and intermittent employees. 

D.  Seniority is defined, for the purposes of Wayne County employees, as the uninterrupted length of 
Continuous Service with a County office, a state agency, the Ohio National Guard, or a state 
supported college or university.  An authorized leave of absence does not constitute a break in 
service, and seniority time continues to accumulate during the term of leave provided the employee 
complies with rules and regulations governing his/her leave of absence, and that the employee is 
reinstated from the leave.  Continuous service is broken by any of the following events: 

1.  Discharge for cause; 

2.  Resignation; 

3.  Failure to return to work at the end of an approved leave of absence; 
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4.  Failure to timely apply for reinstatement after discharge from active duty in the military 
service; 

5.  Absence from duty without leave for three (3) consecutive days; or 

6.  Retirement. 

E.  Full-time permanent and part-time permanent employees with an average of 30 hours per week or 
more, determined by Affordable Care Act (ACA) tracking, qualify for healthcare benefits as 
provided by Wayne County, regardless if their work status is permanent full-time or permanent 
part-time.  Active pay status, as defined in this policy manual, is not the same as the definition 
under the County health plan. The benefits that other statuses of employees are eligible to receive 
vary.  Information regarding those benefits can be found in Section 5.01, Insurance; 5.02, Vacation; 
5.03 and 5.03 (A), Holidays; and 5.04, Sick Leave. 

 

Original Adoption Date Revision Number Date Approved 
7/31/96 5 8/4/21 8/4/21 



 

 

EMPLOYMENT ELIGIBILITY SECTION 3.03 
 PAGE 1 OF 2 

A.  JOB APPLICANT REQUIREMENTS 

1.  Due to the importance of hiring employees with a high degree of integrity and 
confidentiality, the Employer has adopted this policy that requires all applicants to 
successfully complete appropriate testing and background checks, which may include a 
criminal background check.  

2.  Drug Screening and confirmation tests for safety sensitive positions shall be conducted by a 
U.S. Department of Health and Human Services (DHHS) certified laboratory.  The 
collection site and the laboratory shall have clear and well-documented procedures for 
collection, shipment, and accessing of urine specimens.  The procedures utilized by the 
collection site and the laboratory shall include an evidentiary chain of custody and control 
and split sample collection and testing.  All procedures shall be outlined in writing and 
provided to the specimen donor (applicant). 

The Employer shall require testing for only those substances for which the DHHS has 
established an approved testing protocol.  The Employer shall not hire any applicant who is 
unable to satisfactorily explain the presence of a controlled substance.  The cost of the drug 
screening and confirmation tests shall be paid by the Employer. 

3.  The Employer may have certain positions in the agency for which the applicants are 
required, by law, to undergo a criminal background check by the State’s Bureau of Criminal 
Identification and Investigation (BCII).  For those positions in the agency which do not fit 
into the above-referenced category, the Employer reserves the right to request that a 
criminal background investigation be conducted by the BCII or any other qualified law 
enforcement agency.  Any costs related to the applicant’s criminal background investigation 
shall be paid by the Employer. 

4.  Applicants are expected to fully comply with the Employer’s efforts to administer this 
policy.  Any attempt to interfere with a controlled substances test or a criminal background 
investigation will result in the disqualification of the applicant.  Examples of such 
interference are, but not necessarily limited to: 

a.  Refusal to sign forms or waivers 

b.  Failure to appear at a collection site 

c.  Failure to provide adequate samples for the controlled substances test 

d.  Engaging in conduct that clearly obstructs the testing procedure 

5.  This policy is intended to be in accordance with any existing laws or regulations, which 
address the issues of applicant controlled substances testing and criminal background 
investigations in the Employer’s workplace.  If there is a conflict between any provisions of 
this policy and/or a federal or state law or regulation, the appropriate law or regulation shall 
prevail. 
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B.  IMMIGRATION/CITIZENSHIP STATUS 

1.  The County will not discriminate on the basis of a person's national origin or citizenship 
status in recruitment, hiring, or termination.  However, it will not knowingly employ any 
person who is or becomes an unauthorized alien. 

2.  Employees hired after November 6, 1986 must provide suitable documentation and 
complete INS form 1-9 to verify identity and employment eligibility. 

3.  A successful applicant refusing to provide documentation or providing false documentation 
will not be hired, or will be subject to discharge for cause.  
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A.  PERSONNEL FILES 

1.  Each Appointing Authority will maintain official personnel files on his/her employees.  
Such files shall include, but are not to be limited to: individual employment data; payroll 
information; work time schedules; records of deductions paid; application forms; records 
pertaining to hiring, promotion, demotion, transfer, layoff, termination, etc.  Personnel 
records, except for protected information (e.g., Social Security Numbers), medical 
information and certain documents which are the subject of criminal investigation, are 
public records as specified by the Ohio Revised Code. 

2.  Nothing herein shall prevent the dissemination of impersonal statistical information. 

3.  An employee may arrange with the Appointing Authority to inspect his/her personnel file. 

4.  Each employee is required to advise his/her Appointing Authority of any change in name, 
address, marital status, telephone number, number of exemptions claimed for tax purposes, 
change in the status of dependents covered by a family health insurance policy, citizenship, 
selective service classification, or association with any government military service 
organization. 

5.  All requests for information about present or former employees will be referred to the 
Appointing Authority.  No County employee other than the Appointing Authority or his/her 
designee is authorized to release any information regarding current or former employees.  
Employee records once placed in personnel files become the property of the 
department/agency.  Personnel files shall be protected and maintained in a confidential 
manner to the extent permitted by law. 

6.  Telephone requests for employment verification may be limited to employing agency, dates 
of County employment and job classifications. If this is a Public Record Request, see 
Section 8.17 of this Manual. 

B.  MEDICAL RECORDS MAINTENANCE 

1.  Any employee’s medical records must be maintained in separate medical files, and they 
shall not be included in the employee’s personnel file. 

2.  Medical records are confidential and may be released only in the following circumstances: 

a.  Supervisors and managers may be informed of restrictions and accommodations 
that are a part of an agreed-upon plan of reasonable accommodation. 

b.  First aid and safety personnel may be informed if an employee may require 
emergency treatment. 

c.  Government officials investigating compliance may be provided with relevant 
information upon request. 
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d.  Medical examination results may not be released for any other reason unless a 
signed consent form is received from the employee or his/her legal representative.  
This consent form must be completed and signed for each separate release of 
information.  

C.  EEO RECORDS MAINTENANCE 

1.  Equal Employment Opportunity (EEO) records must also be maintained in a separate file. 

D.  LICENSURE REGISTRATION 

1.  All employees who are required to be professionally licensed shall submit such license 
and/or license renewal to their department head for verification. 
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A.  The County may require an employee to take a medical or psychological examination, conducted 
by a licensed practitioner, to determine if an employee can perform the essential job duties (see 
Section 3.04 (B) - Medical Records Maintenance).  The WCCC may require an employee to submit 
to a medical or psychological examination, appropriate laboratory tests, x-rays, or immunizations 
during the employee’s employment with the WCCC.  

The testing for an employee may be done when: 

1.  it appears that an employee’s state of mental or physical health is potentially detrimental to 
the employee’s performance; or 

2.  factors considered demonstrate risk to the residents or other employees. 

B.  The licensed practitioner who will conduct any medical or psychological examination of an 
employee will be selected by the appointing authority and the cost will be borne by the appointing 
authority. 

C.  If an employee is incapable of performing the essential functions of the job, with or without 
reasonable accommodation, he/she may be: 

1.  Referred to a vacant position in which he/she may perform the essential functions of the 
position with or without a reasonable accommodation. 

2.  Placed in a position in a lower classification in which he/she can perform the essential 
duties with or without reasonable accommodation; or 

3.  Granted a disability separation (see Section 11.01[D]-Voluntary Disability Separation and 
11.02[D] Involuntary Disability Separation). 

D.  A physical and/or psychological examination by a qualified licensed practitioner may be required 
prior to employment to ensure that selected job applicants are physically and psychologically able 
to perform the essential functions of the position for which they are applying.  Examinations may 
include any job-related examination determined to be a pre-employment requirement.  No physical 
or psychological examinations may be conducted until after the appointing authority has made the 
applicant a conditional offer of employment.  The appointing authority shall select the physician to 
administer the examination and shall pay the cost. 

E.  WCCC will require a physical examination and TB test by a qualified physician after the 
Administrator has made the applicant a conditional offer of employment.  This is to ensure that 
selected job applicants are physically able to perform the duties of the position for which they 
apply.  The expense shall be borne by the applicant if the examination is performed by their own 
physician.   

Original Adoption Date Revision Number Date Approved 
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A. REGULAR HOURS 

1. Generally, regular workdays are Monday through Friday.  However, an employee may be 
required to work a flexible schedule to provide required services at times when County 
offices are closed or additional coverage is necessary.  Any twenty-four (24) hour, seven (7) 
day per week County operation shall establish work schedules accordingly. 

2. Employees are expected to arrive just prior to their designated start time in order to begin 
their duties as scheduled.  However, employees are not to begin work- related activities 
prior to the start of their shift.  Also, employees are not to continue working past the end of 
their shift unless specifically authorized by the Appointing Authority or other designated 
person.  This includes reading and/or sending emails, listening to voice messages, making 
phone calls or conducting business in any format (this excludes an agency's procedures to 
take calls to cover an absence, to call off work, or to accept calls for work-related 
emergency purposes); questions regarding any conflict should be directed to the employee's 
supervisor.  Employees not adhering to this policy and/or working unauthorized overtime 
will be paid but may be subject to progressive discipline.  Each employee is also required to 
not engage in any work-related activities during an unpaid lunch period. 

 3. Any employee may request an “adjusted work schedule” on a temporary one-day basis.  
This request may be approved by the employee’s supervisor.  

B. BREAKS/LUNCH PERIODS 

1. Each full-time employee is entitled to an unpaid meal period as designated by the 
Appointing Authority.  Lunch periods normally occur at about the midpoint of the 
employee's shift. 

2. An employee may not work through the lunch break in exchange for arriving at work late or 
leaving early, unless approved in advance by the supervisor.   

3. An employee is entitled to a reasonable break time to express breast milk for her nursing 
child for one (1) year after the child’s birth each time such employee has need to express 
milk.  Employee shall be provided a place, other than a bathroom, which is shielded from 
view and free from intrusion from coworkers and the public, which may be used by 
employee to express breast milk.  Employer shall not be required to compensate employee 
receiving reasonable break time under this paragraph for any work time spent for such 
purposes.   

C.  WCCC HOURS OF WORK 

Scheduled hours of work are designated by the appointing authority and are subject to change as 
required to assure efficiency, effectiveness and smooth operation of the facility.  WCCC shall 
attempt to notify employees affected by scheduling changes as soon as practicable, given the 
situation. 

1. Nothing in the above paragraph limits or infringes upon the facility’s rights to adjust 
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schedules or make assignments for staffing purposes on a daily basis or to minimize the 
payment of overtime. 

2. Hours worked beyond scheduled shift must be approved and verified prior to payroll being 
submitted. 

3. WCCC, which operates twenty-four (24) hours a day, seven (7) days a week, will require 
employees to work on holidays on a rotation or voluntary basis. Supervisors/Department 
Heads may also be required to work weekends and/or holidays as necessary. 

4. When Daylight Savings Time begins, third shift will normally work one hour less.  When 
daylight savings time ends, third shift will normally work one hour extra and be eligible for 
overtime.   

D.  WCCC BREAKS/LUNCH PERIODS 

1. The immediate supervisor maintains the authority to schedule the time that breaks may be 
taken.  Break periods shall be considered a privilege, not a right, and shall not interfere with 
the proper performance of the work responsibility.  Such breaks shall be considered as part 
of the employee’s work time.  

2. Employees who work an eight (8) hour shift may take two (2) separate 15-minute break 
periods each day.  Rest breaks are to be staggered to provide for work area coverage at all 
times.  Employees are subject to call back if a situation demands immediate attention.  
Employees must notify their supervisor when on break.  Breaks must be taken in the 
designated break areas. 

3. WCCC has designated break areas for employees taking relief from daily assignments.  
Employees shall be required to use break areas to prevent conflict with employees actively 
involved in work.  

4. Employees who work an eight (8) hour shift are entitled to a 30-minute unpaid meal period.  

5. Lunch scheduling is subject to approval by the employee’s immediate supervisor. Sufficient 
staffing levels must be maintained during lunch periods. Breaks may not be used to abut the 
lunch periods.  

6. Employees are required to be completely relieved of all duties during lunch periods.  The 
Appointing Authority has designated this as time not worked. If an employee’s lunch period 
is interrupted for business purposes, the employee shall be granted equal time off to 
compensate for the interruption.   

7. Employees shall be responsible for clocking in and out for lunch if leaving the premises. 

8. Meal tickets are available at the Office Monday through Friday, 8:30 – 5:00 p.m.  All eating 
utensils must be returned to the dietary unit during the employee’s meal period.  

9. Appropriate areas for meals are Staff Dining Room, Main Dining Room, and the Gazebo. 
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10. An employee may not work through the lunch break in exchange for arriving at work late or 
leaving early unless expressly authorized by the supervisor. 
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A. County bulletin boards are to be used only for official County business.  Only materials approved 
by the Appointing Authority may be posted. 

B. Employees are expected to consult the bulletin board regularly.   

C. An employee wishing to have County business information posted must submit the material to the 
Appointing Authority or his/her designee for approval.  Posted materials are to be signed by the 
requesting party.  Approved materials will be initialed by the Appointing Authority. 

D. Material posted in violation of this policy will be removed from the bulletin board.  All violators of 
this policy are subject to disciplinary action. 

E. No employee may remove an item from the bulletin board without permission of the Appointing 
Authority. 

 

Original Adoption Date Revision Number Date Approved 
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A.  Reasonable Accommodation(s) will be provided to a qualified individual with a disability, religious 
belief or practice, or pregnancy, who is an employee or applicant for employment, unless to do so 
would cause undue hardship. In general, a reasonable accommodation is any change to a job, the 
work environment, or the way things are customarily done that enables an individual with a 
disability, religious belief or practice, or pregnancy, to enjoy equal employment opportunities. 

1.  A disability is defined as a physical or mental impairment that substantially limits one or more 
of the major life activities of an individual; a record of such impairment; or the state of being 
regarded as having such an impairment. 

2.  The severity of the impairment must substantially limit a major life activity, which include, but 
are not limited to, caring for oneself, performing manual tasks, eating, sleeping, standing, 
lifting, speaking, concentrating, thinking, communicating, walking, talking, bending, seeing, 
reading, hearing, breathing, learning, or working.  A major life activity also includes the 
operation of a major bodily function, which include, but are not limited to, functions of the 
immune system, normal cell growth, bowel, bladder, brain, endocrine, digestive, neurological, 
respiratory, circulatory, and reproductive functions. 

3.  Disabling conditions include, but are not limited to:  orthopedic conditions; vision, speech, or 
hearing impairment; cerebral palsy; AIDS; epilepsy; muscular dystrophy; multiple sclerosis; 
cancer; heart disease; diabetes; tuberculosis, and mental retardation; as well as those regarded as 
having physical or mental impairment such as severe burn victims.  Contagious diseases are not 
included so long as they do not pose a current, direct threat to health and safety in the 
workplace. 

B.  Wayne County will not discriminate against employees or applicants with a qualifying pregnancy, 
religious practice or disability.  The employee or applicant will be treated in the same manner as other 
employees.  If the condition or practice affects the employee's ability to perform the essential functions 
of the job, the Employee may make a request for a reasonable accommodation, which the Employer will 
then begin an interactive process to determine if a reasonable accommodation, if available, will be made 
by the Employer so the employee may perform the essential functions of the job.  The Employer is not 
required to accommodate an Employee's qualifying disability, pregnancy or religious beliefs /practices if 
doing so would cause undue hardship to the Employer. An accommodation may cause undue hardship if 
it is costly, compromises workplace safety, decreases workplace efficiency, infringes on the rights of 
other employees, or requires other employees to do more than their share of potentially hazardous or 
burdensome work. 

C.  An employee qualifying for a reasonable accommodation may work as long as he/she is physically and 
mentally able to perform the essential functions of the job without undue risk to himself/herself, other 
employees, or the public. 

D.  Should an employee require a reasonable accommodation to perform the essential functions of the job, 
he/she should discuss any necessary accommodation with the supervisor or Appointing Authority.  If the 
Employer cannot accommodate an employee in his/her current position, the Employer may place the 
employee in a lower available vacancy for which the employee is able to perform the essential functions. 
 Absent such a vacancy, the Employer may place the employee on medical leave under the procedures 
for such leave. 
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E.  An employee who requires accommodation must provide the Appointing Authority with adequate 
information to validate the reasonable accommodation.  Medical records are confidential, kept separate 
from the employee's personnel file, and are not available for public inspection (see Section 3.04[B] - 
Medical Records Maintenance). 

F.  The Appointing Authority may require a doctor's certification, if applicable, of an employee's ability to 
safely perform his/her duties.  An employee who is determined to be unable to safely perform his/her 
duties may use accrued sick and vacation leave, or may be eligible to apply for family and medical 
leave, or a disability separation. 

G.  The County supports educational programs to enhance employee awareness and understanding of 
disabling conditions and/or discrimination. 

H.  Employees who refuse to work with an employee because of his/her disability, pregnancy or religious 
practice or who refuse service to a member of the public because of his/her disability, pregnancy or 
religious practice, are subject to disciplinary action up to and including dismissal.  Employees are 
encouraged to seek assistance, clarification, and information from their supervisor or from the American 
with Disabilities Act (ADA) coordinator (County Administrator) when confronted with a disability 
situation, if necessary. 

I.  The above policy must be applied when a reasonable accommodation is being requested.  However, 
below is an 8-step process to guide both Employer and Employee through a reasonable accommodation 
request: 

1.  Employee requests accommodation. 

2.  Employer examines Employee’s job and determines the essential functions. 

3.  Employer interacts with Employee to learn about physical/mental abilities as they relate to the 
essential functions. 

4.  Employer makes an individualized determination whether Employee poses a direct threat to 
himself, other employees, or the public, and if that threat can be removed by a reasonable 
accommodation. 

5.  Employer and Employee interact to identify potential accommodations. 

6.  Employer considers whether the accommodation would impose an undue hardship and if so, 
considers other alternatives which could be implemented. 

7.  If reasonable accommodation is available, Employer provides it in a timely manner. 

8.  Employer follows up with Employee within a reasonable amount of time to ensure the 
accommodation is working. 

Original Adoption Date Revision Number Date Approved 
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A.  Wayne County recognizes that contagious diseases such as Acquired Immune Deficiency 
Syndrome (AIDS), tuberculosis, and hepatitis pose significant medical, social, and legal problems.  
In response to these growing concerns, Wayne County has adopted the policy contained herein. 

B.  SERVICING CLIENTS 

1.  Clients coming to a Department have a right to all services if they meet program guidelines 
regardless of the presence of an infections/contagious disease.  In situations where a 
question about appropriateness for service occurs, the Appointing Authority or a designee 
will make the final decision.  

2.  Clients have a right to expect that information about them will be respected and 
safeguarded by the Department, including all staff and providers.  The confidentiality of 
written records will be maintained as well.  In addition, strict confidentiality will be 
expected surrounding matters of stigmatization, discussion of high-risk behaviors, and test 
results.   

C.  EMPLOYMENT 

1.  Wayne County prohibits employment discrimination against any employee afflicted with a 
contagious disease.  Employees are required to report any exposure to a contagious disease 
which might pose a direct threat to health and safety in the workplace.  The determination 
of whether an employee diagnosed as having a contagious disease is to be permitted to 
continue their employment in a capacity that involves contact with the public, residents, or 
other employees shall be made by the Employer on a case-by-case basis in consultation 
with the employee's treating physician, the employee, their representative, and outside 
professionals as may be required. 

a.  In making such a determination, the Employer shall consider:  

i.  the recommendation of the individuals identified in Section B;  

ii.  whether the nature and extent of the disease precludes performance of the 
essential functions of the job, with or without a reasonable accommodation;  

iii.  the probabilities that the disease will be transmitted to others in the normal 
work setting;  

iv.  the potential health risk to the afflicted employee.  Pending such a 
determination, the employee will be permitted to continue working in their 
current position unless it is determined by the Employer that the employee 
poses an immediate threat or danger to others. 

b.  Any of the following actions may be taken by Wayne County:  

i.  assign the employee to return to their regular place of employment;  
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ii.  assign the employee to a modified work assignment where such accommodation 
is reasonable, or  

iii.  permit the employee to take any leave for which he/she is eligible;  

iv.  require the employee to take an involuntary disability separation in accordance 
with Section 11.02 of this manual. 

2.  The employee will receive written notice of the Employer's determination.  The employee 
may request a reconsideration of the Employer's determination, provided that such a request 
is accompanied by medical evidence of an improvement in the employee's physical 
condition. 

D.  An employee concerned about being infected with a contagious disease while in the workplace 
should convey this concern to his/her department head.  Any employee who refuses to work with or 
perform services for a person known or suspected to have a contagious disease is subject to 
discipline, up to and including discharge. 

E.  The medical records of all employees shall remain confidential to the extent permitted by law (see 
Section 3.04[B] – Medical Records Maintenance). 

F.  The identity of the infected employee shall not be revealed to the general public unless otherwise 
required by law. 

G.  Employees who are at risk of exposure to blood-borne or contagious diseases will follow a system 
of "universal precautions" to limit the spread of infection in the workplace.  Supervisors will 
instruct employees about any special precautions necessary in individual work areas. 

 

Original Adoption Date Revision Number Date Approved 
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A.  It is the goal of Wayne County to provide all employees with a safe and healthful work 
environment.  Wayne County believes that safety must always be foremost in the minds of all 
employees, and do not believe that health and safety practices and procedures should be sacrificed 
in order to get a task completed faster or more inexpensively.  Wayne County has adopted the 
Wayne County Safety Manual; by reference here, it is made a part of this policy manual. 

B.  APPOINTING AUTHORITY RESPONSIBILITY – The responsibility of the Appointing 
Authority is to provide a safe and healthful workplace, establish and maintain a facility health and 
safety program, ensure employees are properly trained, provide medical and first aid equipment, 
provide employees with health and safety information, support facility supervisors in their health 
and safety activities, and to evaluate the health and safety programs of facility supervisors. 

C.  DEPARTMENT HEAD – The responsibility of department heads is to properly instruct 
employees, enforce health and safety regulations, correct unsafe acts and conditions, ensure that 
only authorized and adequately trained personnel operate equipment, report and investigate 
accidents/incidents, inspect areas of responsibility for hazards, ensure equipment is properly 
maintained, and instill safety awareness in employees. 

D.  EMPLOYEE RESPONSIBILITY – The responsibility of each employee is to follow safe work 
procedures, know and comply with applicable regulations, report injury or illness immediately to 
their immediate supervisor, report unsafe acts and conditions, and participate in any agency-
sponsored health and safety meetings or programs.  Any employee questions regarding health and 
safety should be directed to the employee's immediate supervisor. 

E.  Any employee found to be negligent in equipment operation, resulting either in damage to the 
equipment or an accident, may be subject to discipline or immediate termination; if there is cause 
for reasonable suspicion, the employee also may be tested for drugs. 

F.  Any accident occurring during working hours shall be reported to the immediate supervisor at once. 
The supervisor shall, in turn, notify the Appointing Authority or Department Head.  The employee 
shall complete an Accident Report Form (see Appendices), Workers' Comp Form, and/or OSHA 
Form, and forward to the Appointing Authority no later than twenty-four (24) hours after the 
accident in order that the employee may be covered under Workers' Compensation. 

1.  Appointing Authorities or their designee must notify and forward copies of all injury and/or 
accident reports and information to the Safety and Loss Coordinator within twenty-four 
(24) hours after the accident or the next business day. 

G.  Smoking is generally prohibited. See Section 8.15 of this Manual for a complete description of the 
Wayne County Smoke-Free Environment policy.  

H.  WCCC FIRE AND SAFETY PLAN 

1.  The WCCC shall develop and implement a fire and disaster plan for the safety of its 
employees, visitors, and residents.  It shall provide instruction and hands-on training for all 
employees.  The plan shall consist of evacuation procedures, continuing patient care 
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procedures during an evacuation, location of fire alarms and pull stations, general 
precautions, fire extinguisher use, and the responsibilities of all employees within their unit. 

2.  The plan shall be covered in the orientation session and formal training held annually. 

3.  The Safety Committee shall conduct periodic training drills.  

4.  It is the responsibility of all employees to read and understand the plan in addition to 
participating in all required training sessions and drills.  Supervisory personnel shall be 
responsible for instructing and directing employees with regard to the plan. 

I.  WCCC assumes no liability for personal items that are lost, stolen, or damaged when brought into 
the work place.  The Appointing Authority, however, will evaluate any damage done to employee 
items, (glasses, dentures, etc.) by a resident and determine appropriate means of reimbursement. 

 

Original Adoption Date Revision Number Date Approved 
7/31/96 3 10/16/13 10/16/13 
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A.  Wayne County appreciates its volunteers who donate their time by providing valuable service to its 
various offices.  Volunteers play a key part in providing extra help to Wayne County, and in many 
instances, ensuring superior public service is provided to the Wayne County community, and we 
thank you for your service. 

B.  Individuals who choose to volunteer their time with a Wayne County Department, Office or 
Agency are subject to the following rules, procedures and limitations: 

1.  Wayne County welcomes people from all sections of the community regardless of race, 
color, sex, sexual orientation, gender identity, genetic information, national origin, age, 
religion, disability or protected activity. 

2.  Wayne County volunteers must be a minimum of 18 years of age or older, or accompanied 
by a parent or guardian.  Minors cannot be younger than 16, and must obtain any 
appropriate and necessary permits. Supervisors should consult HR if they have any 
questions regarding restrictions for minors. 

3.  Volunteers must be approved by the Appointing Authority of each Wayne County 
Department, Office or Agency where the volunteer works.  

4.  Wayne County Employees who wish to volunteer at a Wayne County agency must get 
approval from both agencies before commencing said volunteer work.  Employees must 
also notify Wayne County HR (330-287-5409) in order to ensure there is not a conflict in 
hours, duties or pay status.  The agency where the Employee is paid is the Employee’s 
primary responsibility and time conflicts are resolved in favor of this agency. 

5.  Volunteer work within Wayne County is an unpaid activity where the individual freely 
gives their time, talents, skills and energy to one or more of Wayne County’s Departments, 
Offices or Agencies, with no expectation of monetary compensation.  There is no legally 
binding contractual relationship between the volunteer and Wayne County.  

6.  Recruitment of volunteers will occur throughout the year on an as-needed basis to fill the 
requirements of a Department, Office or Agency.  Recruitment efforts may include 
advertisements, outreach and/or referrals.   

7.  Volunteers may be required to consent to a required reference and/or background check 
before the commencement of volunteer work. 

8.  Volunteers are not expected to incur personal costs in the capacity of their volunteer work, 
nor will any personal costs be reimbursed, unless specifically agreed upon prior to the 
expense being incurred.  Transportation to and from the workplace is not considered a 
personal cost and is not provided by the Department, Office, Agency or County. 

9.  Volunteers may not act as representatives of the Department, Office, Agency or County.   

10.  Volunteers must honor the confidentiality of customers, employees and/or other volunteers. 
 Volunteers may not disclose confidential information to any person who is not authorized 
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by the Department, Office or Agency to have such information.  Prior to taking any action 
or making any statement that might significantly affect or obligate the Department, Office 
or Agency, a volunteer must obtain prior approval from his/her supervisor.  Such actions or 
statements would include, but are not limited to, public statements to the press, coalition or 
lobbying efforts with other organizations or any agreements involving contractual or other 
financial obligations.  

11.  Work schedules of volunteers are diverse, flexible and varied depending on the job and/or 
Department, Office or Agency.  Volunteers should work with their supervisor to set a 
schedule that is mutually acceptable.  If a volunteer cannot make it to his/her assignment on 
a scheduled day, the volunteer should notify his/her supervisor as soon as possible prior to 
the start of the work day.  

12.  Volunteers must follow the same rules and procedures as outlined in the Wayne County 
Personnel Policy Manual.  However, since volunteers are not employees, they should 
contact Wayne County HR Department at 330-287-5409 for any section in question which 
may apply to employees but not volunteers. 

13.  Volunteers who do not adhere to the rules, policies and regulations of Wayne County, fail 
to perform their assignments satisfactorily or are participating in activities that are no 
longer required, are subject to the ending of the volunteer assignment at any time.  Each 
Department, Office or Agency will try to inform the volunteer as soon as possible when this 
happens. However, Wayne County reserves the right to request that a volunteer leave 
immediately and no prior notification is necessary to release a volunteer of their services.  
Volunteer work may also be terminated by the volunteer at their discretion.  One week of 
notice is preferable, so that a replacement may be found or adjustments made within that 
Department, Office or Agency.  

14.  Any Department, Office, Agency or Wayne County property including, but not limited to, 
safety clothing, building access keys or devices, identification badges, etc. must be returned 
prior to the end of the last day of volunteer work. 

 

 

Original Adoption Date Revision Number Date Approved 
8/4/21 1 8/4/21 8/4/21 
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A.  PURPOSE – The purpose of this policy is to establish requirements and guidelines for 
employees engaging in authorized teleworking or telecommuting.  “Teleworking” or 
“Telecommuting” is a work flexibility arrangement under which an employee performs their 
work duties and responsibilities from an approved worksite. 

B.  SCOPE – This policy applies to all employees specifically authorized by the Employer to perform 
teleworking or telecommuting.  This Policy is effective as of the date which the employee signs, 
and will continue until rescinded by the Employer.  This policy may be revoked at any time. 

C.  REQUIREMENTS  

1.  Location of Work   

a.  The workspace must be safe and free from hazards. 

b.  The workspace must be reasonably free from interruptions and distraction that 
would affect work performance.  

c.  The workspace must allow for the employee to preserve the confidentiality of 
sensitive or non-public information.  Any Employer-provided material or 
equipment shall not be removed from the workspace while the employee is 
teleworking.   

d.  For employees who must verbally communicate with others as part of their duties, 
the workspace must be quiet and allow for professional communications during 
those times.  

e.  Teleworking employees shall not conduct face to face meetings with the public or 
clients in their approved worksite in any official capacity or connected with the 
Employer’s business.  The Employer is not responsible for any injuries to family 
members, visitors and others in the employee’s approved worksite.   

f.  The Employer is not responsible for any loss to the employee’s property whether 
caused by physical damage or by computer virus attacks or other intrusions via the 
internet that are not related to the Employer or its equipment, systems, etc. 

g.  Employees utilizing Employer equipment while teleworking must protect the 
equipment from damage. 

2.  Communication and Work Schedules – Employees are authorized to engage in 
teleworking during the scheduled workdays and hours pre-approved by their supervisor; 
employees must be reachable by the employer during these days and times. Employees 
should also make all efforts to be reachable outside normal work hours, so that work 
schedules and needs, emergencies, etc. can be communicated to them.  If the employee 
becomes aware of or anticipates any failure of technological communication or equipment 
that could prevent the employee from being reached by their supervisor and/or performing 
any of the employee’s duties during their normal working hours, they are to immediately 
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notify their supervisor.  Employees may not work outside of these days and hours without 
prior supervisor approval.  Supervisors reserve the right to phone or email employees at any 
time during working hours and may require employees to report productivity daily.  
Meetings may take place virtually or telephonically; however, in-person meetings may be 
scheduled as needed and the remote employee must attend if directed.  At any time, 
employees may be required to physically report to work.  Employees who require sick leave 
and/or wish to request vacation or comp time leave must follow the current policy in place.  

3.  Security and Confidentiality – While working remotely, employees must take steps to 
preserve the security and confidentiality of Employer information.  Employees must keep 
confidential documents and materials in secure locations.  Employees must maintain 
password protection to the same extent as required at the workplace, and keep confidential 
documents and records securely stored.  Any suspected loss or theft of Employer 
documents, materials, or information, as well as any suspected hacks or breaches of 
security, must be reported to the Employer immediately. 

4.  Policies – This teleworking arrangement does not change the terms and conditions of 
employment, including rate of pay and benefits.  Employees are expected to comply with all 
Employer policies, procedures and performance standards.   

5.  The Employer retains the right to investigate alleged abuse of this teleworking policy and 
may revoke or modify an employee’s approval for telework at any time. 

D.  EMPLOYEE ACKNOWLEDGEMENT – (see Appendices) Employee(s) are expected to sign 
the acknowledgement contained the Appendices prior to the beginning of their telework and agree 
to abide by its terms. Employees must also understand that they must have sufficient internet access 
at the approved worksite to support working from that location.  They also must understand that 
they will not be reimbursed for any of the cost associated with internet access or use of personal 
phone when working from the approved worksite. 

Original Adoption Date Revision Number Date Approved 
8/4/21 1 8/4/21 8/4/21 
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A. Remote Work/Teleworking: The decision to authorize remote work/teleworking is solely at the 
discretion of the Wayne County Department of Job and Family Services and can be modified or 
terminated at any time.  For the duration of the remote work/teleworking authorization, the 
following provisions are applicable: 

B. GENERAL GUIDELINES 
 

1.  Remote work is a viable workplace option that must demonstrate a business benefit to 
WCDJFS while offering employee flexibility in delivering quality services to our clients.  
The business benefit must be either a cost savings or an increase in production, not simply a 
convenience to employees.  The continued efficient and effective operations of WCDJFS 
will be the foremost concern at all times.  Remote work is a privilege granted for meeting the 
guidelines herein and is not guaranteed for any individual or classification or department.  
Nonetheless, if an employee believes they are being unfairly denied the ability to work 
remotely, the employee may request reconsideration. 

 
2.  Participating employees are subject to and are required to follow all applicable rules, 

policies, and procedures as all other employees.  The employee is also charged with 
fulfilling all the duties and responsibility of their position. 

 
3.  Not all positions are appropriate for remote work/teleworking.  Positions that are ineligible 

for the remote work/teleworking include:  USW1 Front Desk, Custodians, IM USW2 
Support Staff, Clerical, Labor Crew Leader, Account Clerk II BRU Payment Window and 
Administrative Assistant Supervisor. All new hires will be required to work in-agency 
during their probationary and training period.  Employees serving in a probationary period 
because of a promotion will be ineligible for the remote work/teleworking until he/she 
successfully completes the probationary and training period. 

 
4.  Under no circumstances is an employee permitted to meet with a client at the employee’s 

home.  Face-to face customer contact is required to occur at WCDJFS, or at client specified 
locations that are relevant to field work per Adult Protective Services requirements. 

 
C. EXPECTATIONS 

 
1.  Participation in remote work/teleworking is voluntary by the employee and is subject to 

revocation at any time. 
 
2.  The remote work/teleworking may be discontinued, at any time, at the discretion of the 

WCDJFS Director. 
 
3.  Each employee participating in remote work/teleworking must sign the Remote 

Work/Telework Agreement. 
 
4.  Employee must have the most recent performance evaluation on file and all areas must score 

a minimum of “meets standards”. 
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5.  While participating in remote work/teleworking, employees are responsible for maintaining 

appropriate levels of production, attendance, and quality of work as required by WCDJFS.  
If WCDJFS determines that an employee is failing to maintain the required standards, the 
employee will be notified that remote work / teleworking will end. 

 
6.  Employees remain obligated to comply with all applicable agency and program specific 

requirements, statutory requirements, federal, state, and county laws and regulations, all 
administrative rules, as well as the terms and conditions for remote work/teleworking.  
Employees understand that any violation of such may result in removal from remote 
work/teleworking and/or disciplinary action, up to and including termination of 
employment. 

 
7.  In the event of a work-related emergency, staffing shortage, or operational need as 

determined by the Director, employees in remote work/teleworking must be prepared to 
return to in-agency status at any given time.  Depending on the situation, as much advance 
notice as possible will be given to returning employees.  Notice could be as little as an hour, 
depending on the circumstances.  Return to in-agency status could be temporary or 
permanent based on individual circumstances and/or operational needs within a 
classification/position/department. 

 
8.  Communication is vital to the success of remote work/teleworking.  Employees must remain 

available to personally communicate with their supervisor, co-workers, and customers as 
needed during the workday, including audio and/or video contact. 

 
9.  Employees are expected to check business related e-mail, phone, TEAMS, and/or other 

applicable messages during scheduled work times. 
 
10.  If the employee working remotely is unable to perform his/her job duties due to the local 

internet connection being temporarily unavailable, local power outage, or other technical 
difficulties, the employee must: 

 
a.  Immediately notify a supervisor of the issue. 

 
i.  The supervisor will contact the TPOC. 

 
b.  Immediately return to the Agency if it is determined that the connectivity issue is due 

to WCDJFS faulty equipment. The employee will return to the Agency with the 
equipment, where the IT staff will determine whether the equipment needs to be 
exchanged or evaluated for other options. 

 
c.  continue reporting on-site at the Agency until the equipment can be replaced, or 

connectivity is re-established, or request the use of appropriate leave. 
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11.  If it is determined that the temporary connectivity issue is the result of the Internet/Power 
Service Provider, the employee must: 

 
a.  Contact their internet/power provider for troubleshooting and service. 

 
b.  If the estimated restoration of internet/power service is less than two (2) hours on 

that business day, the employee will remain at home and be available for work when 
service is restored.  If the outage occurs within three (3) hours of the end of your 
shift, the employee will remain at home, then show up to work at the office the next 
day unless service can be restored by then and it is a regularly scheduled day to work 
remote. 

 
c.  If the estimated restoration of internet/power services is more than two (2) hours, the 

employee will return to the Agency to work or submit a request for appropriate 
leave. 

 
d.  Employees in remote work/teleworking are required to maintain adequate high-

speed internet service and a cell phone or landline, at their cost.  If there are 
consistent connectivity issues with the remote employee’s internet and/or phone 
service, the employee will have to return to in-agency status.  This will be a 
collaborative decision made after discussion between the Director, IT, 
Administrator, Supervisor, and the remote employee. 

 
12.  Consistent with WCDJFS Confidentiality Policy and the policies of ODJFS, employees 

working from home or at any alternate site are expected to ensure that information is secured 
and not accessible to unauthorized persons. This includes but is not limited to spouse, 
children, or others at the remote site. 

 
13.  Income Maintenance, BRU, Workforce, and Childcare activity tracking will be collected 

from the computer system and monitored daily. Social Services, Fiscal, and IT department 
employees will be required to complete a daily activity tracker to be submitted to their 
supervisor at the end of each day, unless adequate report tracking can be collected from the 
computer systems available to WCDJFS. 

 
14.  While printing may be initiated from a remote location, printing will occur at the Agency 

only.  Employees are strictly prohibited from printing any work-related materials at the 
remote location. 

 
15.  In the event the Agency must close or have a delayed opening due to weather, those working 

remotely may be expected to work unless they requested and were pre-approved to take a 
vacation day.  Conversely, if they have no power at home while the agency is open, they will 
be expected to come to the agency to work or submit a request for Vacation time for the day. 

16.  In the event of a health & safety emergency that occurs in-agency, remote employees will 
continue to work the remainder of their day and in-agency staff will be dismissed 
accordingly (e.g., extended power or water outage, building damage, evacuation, etc.) 
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17.  In the event of termination or resignation from employment with WCDJFS, the teleworker 
shall be required to promptly return any WCDJFS equipment, supplies, and data. 
 

D. EQUIPMENT FOR REMOTE WORK/TELEWORKING 
 

1.  Any equipment provided by the Agency must be properly inventoried and listed on the Asset 
Management Control Sheet.  Agency-issued equipment is provided for use on work 
assignments only.  Other household members or any other persons are not permitted to use 
agency issued equipment. 

 
2.  The use of all ODJFS/WCDJFS equipment, including but not limited to laptop, Surface Pro, 

VPN tokens, and any other agency-issued equipment, shall be limited to official business 
purposes. 

 
3.  Employees are expected to be aware of and utilize the security measures and software on the 

laptops, including but not limited to VPN.  Any unauthorized use of the VPN or software or 
any other violation of security protocols may result in disciplinary action up to and including 
termination. 

 
4.  Any lost, damaged, or stolen equipment must be immediately reported via phone call to the 

supervisor.  Notification cannot be made via voice mail or email; the employee must speak 
with someone directly.  The supervisor will immediately report any lost or stolen equipment 
to the Director, IT, and any other pertinent department.  Any lost, damaged, or stolen 
equipment may result in the remote employee being subject to discipline, up to and 
including termination. 

 
5.  The employee will have access to all the same software and systems as they do when on-site. 

 The employee may not install or download any other software without approval from the 
WCDJFS Business Administrator or the Director.  Only state approved software may be 
installed on state-owned equipment with the assistance of IT. 

 
6.  Employees in remote work/teleworking are prohibited from saving agency-related 

information or data on a personal PC or other personal device (e.g., USB drive, CD, etc.) 
 
7.  The Agency retains ownership and control of all hardware, software, and end-point 

equipment connected to the state network and any/all public communication networks. 
There is no expectation of privacy when using agency equipment. The remote work 
environment must include:  

 
a.  Secured internet; 

 
b.  Cell or landline phone; 
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c.  An appropriate workstation/work area with proper seating and lighting that can 
safely and securely accommodate agency-issued equipment and work materials 
while providing a safe work environment for the employee; and, 

 
d.  A confidential location where sensitive, private conversations can be held over the 

phone or via video conference and where work materials are stored. 
 
8.  Any ADA approved equipment needed by the employee may be taken home after written 

approval from management is received. 
 

E. WORK HOURS, ATTENDANCE & TIMEKEEPING 
 

1.  The maximum number of hours for any work week is 40 hours for full-time employees. If 
overtime is required, the appropriate policies and procedures must be followed, including 
supervisor approval. 

 
2.  Remote work/teleworking employees are expected to work their normal work schedule as 

determined by the Agency Director. 
 
3.  Remote work/teleworking employees must utilize the County’s timekeeping system when 

clocking in/out daily and adhere to all applicable Attendance/Leave policies, as well as the 
current call off procedure. 

 
4.  Remote work/teleworking employees may be disqualified from the remote work/teleworking 

program if they exhibit abuse of sick leave. 
 
5.  During a holiday week, all staff will work their normal remote/telework schedule.  
 

F. SAFEGUARDING OF INFORMATION 
 

1.  Federal Tax Information (FTI) 
 

a.  Despite location, FTI remains subject to the same safeguard requirements and the 
highest level of attainable security.  Employees are required to follow the same FTI 
safeguarding rules that apply whether working in the office or working from an 
alternate work site. 

 
b.  IRS Publication 1075 outlines the requirements that must be followed to protect FTI. 

 
c.  In all instances, the Agency and its employees shall employ appropriate 

management, operational, and technical information system security controls at 
alternate work sites. 

 
2.  Only agency-owned computers, media, and software will be used to receive, process, access, 

and store information, including FTI. 
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3.  All computers and mobile devices that contain FTI and are kept housed at an alternate work 

site must employ encryption mechanisms to ensure that this data may not be accessed if the 
computer is lost and/or stolen per OMB Memo M-06-16. 

 
a.  The Agency may purchase Surface Pros or laptops through the OIS TSSP program 

which are equipped with Bitlocker technology, WCDJFS will also provide VPN 
tokens through the OID TSSP program to provide secure connections when logging 
into the state system/network. 

 
b.  FTI data should not be downloaded to the hard drive of the laptop or other device. 

 
c.  VPN (Virtual Private Network) tokens will be provided to each employee in remote 

work/teleworking and each employee shall use the VPN when accessing 
information/data, including FTI, from an alternate work location. 

 
d.  VPN tokens will be maintained by the ODJFS OIS and provide for two factor 

authentications. 
 
4.  Employees must immediately communicate with their supervisor or other available 

supervisor if a security problem arises.  The supervisor will immediately communicate with 
the Director (or the Business Administrator if the Director is unavailable). 

 
5.  If an employee would have hard copies of FTI or other confidential information while 

working remotely, the employee must report this to their supervisor.  Arrangements will be 
made to return, properly secure, or destroy the FTI or other confidential information.  The 
Agency must ensure that an adequate means of storage or destruction of FTI exists at the 
work site. 

 
6.  The employee is responsible, always, for protecting and safeguarding agency owned 

equipment, including laptops and VPN tokens, and information/data. 
 

a.  If an employee is working in a secure location, such as his/her home and the 
employee will be away from the computer for a brief time or if the employee is 
unexpectedly interrupted by a non-WCDJFS employee, the employee must lock the 
workstation (Windows Key +L) immediately.  The employee should also log off the 
computer when away from the work area where he/she is working for an extended 
period (such as a lunch break) and at the conclusion of each workday. 

 
b.  The employee shall not reveal passwords for the VPN token, laptop, etc. to another 

employee or another individual.  The employee is responsible for safeguarding 
passwords.  Passwords should not be written down and stored with the device. 

 
c.  While working at home or an alternate work site, the employee should take extra 

precautions to ensure the security of the information.  The employee shall ensure 
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that any support related information is not available for access or viewing by an 
unauthorized individual. 

 
d.  The Agency retains the right to investigate alleged abuse of this remote 

work/teleworking policy and may cease or modify an employee’s approval for 
remote work/teleworking at any time. 

 
G. PUBLIC RECORDS REQUIREMENTS 

 
1.  Although work may be performed off-site and possibly even with personal IT equipment, 

public record requirements as outlined in Ohio Revised Code Chapter 149 and in-agency 
policy still apply.  Employees shall also comply with all applicable agency record retention 
schedules.  Personal or county/state-issued mobile computing devices (MCDs) shall never 
be the single, authoritative source for state data.  Records on an MCD shall be considered 
records in transit and shall never be stored permanently on a personal or state issued MCD. 

 
H. ATTENDANCE AT TRAININGS/MEETINGS 

 
1.  Remote work/teleworking employees are expected to participate in all agency training 

sessions and meetings during work hours.  This includes, but is not limited to, supervision, 
team/department/agency meetings, court hearings, etc. These events may be held 
electronically via TEAMS or other digital format, or the employee may be required to 
appear in-person at the Agency for this purpose. 

 
2.  The Agency worksite shall remain the assigned workplace and travel to and from the 

Agency while working remotely shall be considered a regular work commute.  If a need to 
travel to the Agency arises during the workday during which the employee is working 
remotely, the commute time is not paid time and the commute is not subject to mileage 
reimbursement. 

 
I. RISK AND RESPONSIBILITY 

 
1.  Maintaining a safe and productive, designated remote work area, is the employee’s 

responsibility.   
 

2.  The workspace must be safe and free from hazards. 
 

3.  The workspace must be reasonably free from interruptions and distraction that would affect 
work performance. 

 
4.  The remote workspace shall adhere to the federal telework safety checklist and OSHA’s 

checklist for setting up the computer workstation at home as noted in the URL’s listed 
below. 

 
a.  https://www.telework.gov/federal-community/telework-employees/safety-checklist/ 
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b.  https://www.osha.gov/SLTC/etools/computerworkstations/checklist_htm 

 
5.  Injuries sustained by the employee while at an alternate work site and in conjunction with 

his/her regular work duties may be covered by the County’s worker’s compensation policy.  
Employees working from an alternate work site are responsible for immediately notifying 
his/her supervisor, or another available supervisor, of such injuries in accordance with injury 
reporting and Worker’s Compensation.  If an employee suffers a work injury, the employee 
must cooperate with the County and give the County access to inspect the worksite.  Injuries 
sustained in non-work activities will not be covered by the County’s worker’s compensation 
policy 

 
6.  Work at home arrangements may increase an employee’s housing expenses such as 

maintenance, utilities, insurance.  WCDJFS assumes no responsibility for any operating 
costs associated with an employee working at home or using personally owned or agency-
owned equipment. 

 
7.  The remote/teleworking employee may be responsible for the replacement cost of any 

ODJFS/WCDJFS equipment that is damaged or lost due to the employee’s negligence while 
working remotely.  Additionally, discipline, up to and including termination, may be issued 
in these circumstances. 

 
8.  It is the responsibility of the employee to safely relocate and setup the remote workstation 

and/or equipment at a safe and secure location. 
 

J. SCHEDULE CHANGES 
 

1.  Employees who want to voluntarily return to in-agency status will need to get approval from 
their supervisor.  Staff who are in-agency and want to work remotely may submit their 
request each quarter to their supervisor by completing the Work Schedule Request Form. If 
approved, the start date will be the first business day of each quarter. 

 
2.  Management will determine if the transfer results in the adjustment of the number of in-

agency staff. 
 

K. REMOTE WORK/TELEWORKING PER DEPARTMENT/POSITION 
 

1.  Agency business needs are the primary factor in the remote work schedule.  Administrators, 
in conjunction with their division supervisors, are responsible for ensuring work needs and 
mandates are being completed and met. Remote work/teleworking schedules and in-office 
days are determined based on agency business and customer needs first.  Then employee’s 
performance and preferences will be considered.   

 
2.  Depending on the position, employees in remote work/teleworking will work either four 

days in-agency and one day remote (Monday or Friday) or three days in-agency and two 
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days remote (Monday/Tuesday or Thursday/Friday). The schedule below indicates the 
current practice but is subject to change by the Director depending on Federal, State, or local 
work rules and technology. See below:  

3.  INCOME MAINTENANCE 
 

a.  Supervisors, Eligibility Referral Specialists II, and Quality Control may work 
remotely two days per week. Either Monday/Tuesday or Thursday/Friday as 
approved by the supervisor. 

 
4.  BRU 
 

a.  Supervisor and Investigators II may work remotely two days per week. Either 
Monday/Tuesday or Thursday/Friday as approved by the supervisor. 

 
5.  FISCAL 
 

a.  Supervisor and Fiscal Specialists may work remotely two days per week if one 
Fiscal staff member is in the office or arrangements have been made with the 
Administrator.  Either Monday/Tuesday or Thursday/Friday as approved by the 
supervisor. 

 
6.  IT - COMPUTER TECHNICIAN 
 

a.  IT may work remotely two days per week. Either Monday/Tuesday or 
Thursday/Friday as approved by the supervisor. 

 
7.  SOCIAL SERVICES 
 

a.  Social Service Worker 2 APS, Childcare Supervisor and Childcare Social Service 
Workers 1 may work remotely two days per week. Either Monday/Tuesday or 
Thursday/Friday as approved by the supervisor. 

 
b.  Unit Support Worker 2 PRC and Unit Support Worker 2 Transportation may work 

remotely one day per week.  Either Monday or Friday. 
 

8.  WORK PROGRAMS  
 

a.  Supervisor, Administrative Assistant, Eligibility Referral Specialist II, Eligibility 
Referral Specialist I may work remotely one day per week.  Either Monday or Friday 
as approved by the supervisor.  
 

9.  ADMINISTRATORS 
 
a.  Administrators may work remotely one day per week on either Monday or Friday 
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L.  BANKED DAYS 
 

1.  In addition, all employees participating in remote work/teleworking shall have up to an 
additional 12 banked days in a 12-month period to begin on the first day of remote 
work/teleworking agreement. (These banked days will be prorated during the first year of 
implementation.) No more than two days can be used per month.  This flexible work option 
is possible when both the employee and the job/work are suited to such an arrangement.   
 

2.   Banked days must be approved by the supervisor and are for the purpose of permitting an 
employee to have additional days in a week to remote work/telework when needed because 
of the employee’s exposure to contagious disease, quarantine of self or family member, or 
other minor illness during which the employee is still able to work. The approval of banked 
days remote work assignments will focus on meeting the business needs of the Agency and 
serving our community. 

Original Adoption Date Revision Number Date Approved 
5/29/22   5/29/22 
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A. Driving County vehicles and use of personal vehicles used for County business is closely 
monitored and enforced by each Appointing Authority.  Driver abstract reports may be requested 
for each County employee or prospective employee who operates a motor vehicle, County-owned 
or personal, as a regular and/or essential1, 2 function of the job, and said records may be requested 
and reviewed annually. This includes standard driver’s licenses and commercial driver’s licenses 
(CDL).  Recommended forms (Background Check, CDL Forms (4) and Driver History Form) can 
be found in Appendices. 

1.  Use of Vehicles 

a.  Employees are to use their personal vehicles for commuting to and from work. 
County vehicles are not to be used for this purpose unless the Appointing Authority 
specifically authorizes such use, in writing. 

b.  Employees who own and drive an autonomous vehicle (aka self-driving, driverless, 
robo-car, etc.) are required to get permission from their Appointing Authority 
before using it for a work-related purpose.  

c.  Employees who are approved to use a County vehicle for commuting purposes are 
required to complete a “fringe” report at the end of each year, and are taxed on the 
number of days the vehicle was used to commute, multiplied by the amount 
required by the County Auditor, which is currently $3 per day, unless exempt (law 
enforcement, busses, etc.)  If an employee resigns, is discharged, laid off, or 
otherwise separates from employment, the employee is responsible for reimbursing 
the County for all un-reimbursed commuting mileage costs as of the effective date 
of separation. 

d.  Smoking is prohibited in all County vehicles.  Additionally, smoking is prohibited 
in personally owned vehicles when operated for County business and when another 
employee or other individual is in the vehicle.  Passengers also are not permitted to 
smoke.  For purposes of this policy, the term "smoke" and "smoking" applies to, but 
is not limited to, any and all definitions described in Section 8.15 Tobacco-Free 
Environment of this Personnel Policy Manual; similarly, all rules stated in Section 
8.15, which apply to vehicles, shall also be followed. 

e.  Vehicle accidents, traffic citations and/or arrests must be immediately reported to 
the Appointing Authority by the involved employee(s).  All citations, including 
those for moving violations or accidents, are the responsibility of the employee to 
pay. 

f.  Employees who own and drive an electric vehicle will not be reimbursed, other than 
the normal mileage reimbursement, for any costs for charging the vehicle when 
driving their own vehicle for work-related purposes. 

2.  Safe Driving Guidelines 
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a.  Employees operating a County vehicle or a personal vehicle on County business are 
expected to drive safely and courteously, with respect for other drivers and 
pedestrians. Speeding, or careless, reckless, or destructive vehicle operation is 
prohibited. 

b.  When operating a vehicle on County business, employees are to focus on safe 
driving practices and avoid unnecessary distractions. Distracted driving of any kind 
is unsafe and can violate Ohio's distracted driving and texting laws. Likewise, the 
driver and all passengers are required to use seatbelts at all times while the vehicle 
is moving. 

c.  Specifically, employees are prohibited from driving while using any electronic 
wireless communication device such as a cell phone, a text messaging device, a 
laptop computer or computer tablet, or any similar device that is designed or used to 
communicate text or voice messaging, except an employee may use a voice 
activated device or hands-free device that allows use of an electronic wireless 
communications device without the use of either hand, which allows them to reach 
their destination.  Absolutely no texting, on any device or in any format, is 
permitted while driving for County purposes. Other prohibited forms of driver 
distraction under Ohio law can include any activity that is not central to driving.  
Mapping programs used to reach a destination may be used, but must be 
programmed prior to the vehicle being in motion.  Employees must pull into a safe 
place and stop their cars before performing any prohibited activity under this policy. 

d.  Should an employee be found to be in violation of any traffic law, including Ohio's 
texting or distracted driving laws while driving on the job, the employee shall be 
solely responsible for any fines or penalties that may be imposed by the law or a 
court. 

e.  Should an employee, who is subject to a distracted driving fine, choose to complete 
the online distracted driving course in lieu of paying the fine as provided under the 
law, the employee is not permitted to take the course during working time, unless 
using appropriate leave (sick leave excluded) and receiving pre-approval from their 
Appointing Authority; even if approved, all costs will be the responsibility of the 
employee. 

f.  Additionally, while operating a vehicle on County business, the employee is to be 
aware of and comply with any municipal ordinance or other State law that prohibits 
or restricts cell phone use or any other form of distracted driving. The employee 
may also be subject to appropriate disciplinary action, up to and including 
termination, for failure to follow safe driving standards and this policy. 

3.  Driving Eligibility Guidelines 

a.  Employees who are asked to drive on County business must meet the eligibility 
guidelines specified in this policy. 
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b.  To the extent allowed by law, driving standards are a condition of employment for 
employees whose essential duties require driving on the job. If such employee is 
suspended from driving under the conditions of this policy, the employee may, at 
the discretion of the Appointing Authority, be disciplined.  This includes, but is not 
limited to, suspension from work without pay for the duration of the driving 
suspension or termination from employment. 

c.  Under no circumstances can an employee, who's been suspended from driving, 
operate a vehicle on behalf of the County. 

4.  Proof of Current and Valid Driver's License and/or CDL License 

a.  No employee is permitted to operate any County vehicle unless that employee has a 
proper, appropriate, and valid operator's license pertinent to the operation of the 
vehicle. 

b.  If an employee does not possess a vehicle operating license that is required to 
perform essential job duties, the employee may have a conditional offer of 
employment rescinded, or may be disciplined, up to and including termination. 

c.  Upon hiring in a position in which driving is an essential1, 2 job duty, the 
Appointing Authority (after a conditional offer of employment is made) shall 
require the conditional employee to 1) provide a current and valid driver's license 
relevant to the job and 2) agree to a background check, which includes a driving 
record check; employee will be required to fill out a Driver History form and a 
Background Check form (see Appendices).  Employees in which a CDL license is 
an essential duty will be additionally required, annually, to fill out any and all 
Clearinghouse forms required for such background checks (see Appendices). If the 
conditional employee does not comply to either or both of these requests, the offer 
of employment will be withdrawn. The Appointing Authority will make and retain a 
copy of said records, which shall be retained in the employee's personnel file. 

d.  Any time during the course of employment, when an employee's job changes and 
driving becomes an essential duty, that employee will be required to comply with 
the process specified above. 

5.  Confirmation of Continuing Driver Eligibility1, 2 

a.  A designee of the Appointing Authority will coordinate the process for confirming 
the continuing eligibility to drive on County business. 

b.  At any time during the course of employment, an employee who drives on behalf of 
the County is required to immediately notify their Appointing Authority of any loss 
or restriction to driving privileges and/or personal vehicle insurance. At no time 
may an employee drive a vehicle on behalf of the County without a current and 
valid driver's license and/or personal vehicle insurance, or contrary to any 
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restrictions imposed by a court of law. This applies to both classified and 
unclassified employees. 

c.  Upon hire into a position where driving is an essential job duty, or any time during 
the course of employment when a job changes and driving becomes an essential 
duty, the following requirements shall be met prior to the employee operating a 
vehicle on County business. These requirements apply regardless whether the 
vehicle is a County vehicle, or personally owned or leased vehicle of the employee. 

i.  Annually, employees who drive on the job are required to verify their personal 
information, which may include their driver's license number, birth date and/or 
social security number. 

ii.  Conditionally hired employees (and current employees when their job changes 
to require them to drive on the job) are to complete a background check of the 
employee's driving record to determine eligibility to drive on behalf of the 
County. 

(a) In the event the background check reports a clean driving record, 
without citations, the Appointing Authority's designee will so notify 
the Appointing Authority who may then authorize the employee to 
drive on behalf of the County. The designee shall retain a file of all 
background check records and related documentation which 
substantiates the employee's eligibility to drive on behalf of the 
County. 

(b) In the event the background check reports driving citations, the 
designee will determine the points attributed to the employee using 
the State of Ohio Bureau of Motor Vehicles (BMV) guidelines, 
which are established according to ORC 4510.036. The designee 
will then report to the Appointing Authority the employee's 
eligibility or ineligibility to drive on behalf of the County. 

(c) Upon receipt of the report from the designee which substantiates 
the points attributed to the employee, the Appointing Authority 
will take appropriate action against the employee by following 
the guidelines specified on the "Discipline Guidelines" at the end 
of this Vehicle Policy. 

(d) When a conditionally hired employee (who will be required to 
drive on behalf of the County) is calculated to have 4 or more 
points, the offer of employment may be rescinded. 

6.  Insurance Coverage – An employee, who is approved to operate a personal vehicle for 
county related business, is required to certify that they have insurance which meets the 
State of Ohio minimum required liability insurance, currently set at $25,000 for 
injury/death of one person, $50,000 for injury/death of two or more people, and $25,000 
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for property damage in an accident. 

B. DISCIPLINARY GUIDELINES  

1.  These Disciplinary Guidelines refer to Employees whose essential functions of their job 
position require them to drive on the County’s behalf, whether with a County vehicle or a 
personal vehicle.  County employees may be disciplined1, 2 from driving either County 
owned or privately-owned vehicles during the scope of their employment, according to 
points/suspension assigned by the Bureau of Motor Vehicles (BMV), regardless of where 
the incident occurs and regardless if the incident occurs while in the scope of employment. 
All points/suspension will be considered, without regard to whether the employee was 
employed at the time the points/suspension were assigned. Employees may also be 
disciplined1, 2 for any violations to this policy, whether or not points are assigned to the 
employee’s motor vehicle record. Employees must report any accident, arrest, suspension 
and/or violation prior to operating a County vehicle or any other vehicle on behalf of the 
County; failure to do so may result in discipline, up to and including termination. 

LICENSE SUSPENSION NOTICE!  If an employee’s driver’s license becomes 
suspended, the employee must immediately cease driving on behalf of the County, whether 
using a County vehicle or a personal vehicle, and report the suspension to his/her 
supervisor.  License suspension violations will not use the below point system to determine 
discipline; rather, the employee will be temporarily restricted from driving on behalf of the 
County until a pre-disciplinary hearing is held, and the process will follow the same 
guidelines as outlined below for 8 or more points. 

0 – 2 Points No action required. 

3 – 5 Points Instruction and Cautioning 

6 – 7 Points Written Warning 

8 or more points 1, 2 Employee will be temporarily restricted from driving on behalf of 
the County until a pre-disciplinary hearing is held, for which 
Employer will follow the guidelines outlined in Section 10 of this 
Personnel Policy Manual.  If discipline is determined necessary, it 
may be up to and including suspension of driving privileges for a 
set amount of time and through the scope of the employee’s 
employment, or termination of employment.  Discipline may also 
include counseling by the County Safety & Loss Control 
Coordinator or other person or body, or attending a driver 
education course/class to avoid further incidents, as appointed by 
the Appointing Authority. Discipline should take into consideration 
any disruption, delay or impediment of services caused to the 
public. 
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1Any discipline beyond a written warning should be reviewed with the Safety and Loss Manager and/or 
County Administrator to determine if the County’s liability insurance will allow the employee to continue 
to drive for the County.  Any violation involving an accident (while driving a County car or driving on 
behalf of the County) or any violation involving drug or alcohol use (regardless of when the incident 
occurred and/or the vehicle being driven) should also be discussed with the Safety and Loss Manager 
and/or County Administrator, regardless of points or discipline.   

2Discipline for violations of this policy by an unclassified employee will be determined by the Appointing 
Authority. 

 

 

Original Adoption Date Revision Number Date Approved 
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A.  Employee time reports (see Appendices) or time cards showing hours worked (including 
absences, holidays, pre-approved overtime or compensatory time, and pre-approved leave 
without pay) will be filled out by each employee, approved by the appropriate supervisor, 
and submitted to the Appointing Authority by 9:00 a.m. on the first work day of each pay 
period.  Time reports are not to be completed by anyone other than the employee to whom 
such sheet belongs.  Time cards are not to be punched by anyone other than the employee to 
whom the card belongs. 

B.  If time reports or time cards are not properly submitted, pay may be held until the hours can 
be verified. 

C.  Wayne County Care Center (WCCC) Time Card Requirements 

1.  WCCC requires the use of time cards for the recording of hours worked.  Time cards 
are provided on a bi-weekly basis.  Each employee is required to verify worked hours 
at or near the end of each pay period. Verification is made by the employee’s 
signature.  All appropriate forms necessary for processing of payroll are to be 
submitted by the deadline which is posted on the employee bulletin board.  

2.  Employees are not to remove their time cards from the time card rack.  Time cards 
and sheets are official records of time/hours worked. 

3.  In the event a WCCC employee neglects to clock in or out, he/she shall request that 
his/her immediate supervisor verify the actual time worked. 

4.  WCCC employees shall not deface or mark on time cards and should check carefully 
to assure the cards are “punched” properly.  

5.  WCCC employees are not permitted to clock in more than ten (10) minutes prior to 
the scheduled starting time of their shift.  Employees are not to engage in any work 
activity prior to their scheduled shift.  

6.  There is no “grace period” for clocking out early.  Employees should remain in 
designated work areas until the end of their shift.  Early clock outs must be pre-
approved by the supervisor.  

 

Original Adoption Date Revision Number Date Approved 
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A.  The work week begins at 12:00 a.m. on Sunday and ends at 11:59:59 p.m. the following 
Saturday.  The pay period covers two (2) weeks and ends on the second Saturday of the bi-
weekly pay period.  Employees are paid every other Friday for the two (2) week period 
ending two (2) weeks prior to the payday.   

1.  If a holiday falls on a payday, the pay will be issued the preceding Thursday, except 
in extenuating circumstances when the pay will be issued on the following Monday. 

2.  If the County Administration Building is closed on a scheduled payday, the Auditor 
will then make the payroll available for pickup on the next regularly scheduled 
business day that the County Administration Building is open.  Direct deposits will 
be made as originally scheduled and should not experience a delay, unless caused by 
circumstances beyond the control of the Auditor. 

B.  The first two (2) weeks of pay that a new employee earns will be delayed by the County until 
the second eligible payday.  

C. Questions about pay should be directed to the Appointing Authority.  The Appointing 
Authority is responsible for making the necessary explanations or inquiries to resolve the 
matter. 

D. Pay advances are not permitted. 

E. A written authorization signed by the employee must be given to the Appointing Authority 
before issuance of a pay to any person other than the employee.  Such statement must 
explicitly authorize a person to the employee's pay in lieu of the employee.  The authorized 
person must be able to produce identification. 

F. All employees must use direct deposit. The Wayne County Auditor's office will directly 
deposit the employee's net pay.  Existing employees should contact the person responsible 
for payroll in the Appointing Authority’s office for direct deposit changes, additions, or 
deletions. 

 

Original Adoption Date Revision Number Date Approved 
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A.  Certain deductions are made from an employee's pay as required by law, in accordance with 
employee benefit plans, or as requested by the employee.  Upon the passage of an 
appropriate resolution by the Board of County Commissioners and approval by the Wayne 
County Auditor, the Payroll Department of the Auditor's office will implement payroll 
deductions.  These deductions are itemized on the employee's pay statement which 
accompanies his/her payroll check.  Deductions may include: 

1.  INCOME TAXES – The federal, state, and city governments require that taxes be 
withheld from each salary payment.  The amount of tax to be withheld is determined 
from tables furnished to the County by the Treasury Department and the Ohio 
Department of Taxation, and varies according to the amount of salary and number of 
dependency exemptions.  Employees are required to complete withholding tax 
certificates upon initial employment and to inform the Payroll Officer of any 
dependency change whenever such change occurs.  Income taxes shall also be 
withheld in accordance with levies passed by an employee's home school district. 

2.  MEDICARE DEDUCTIONS – Those employees hired on or after April 1, 1986, 
are required to contribute a percentage of their taxable income to the federal 
Medicare system, as required by law. 

3.  OPERS – Membership in the Ohio Public Employees Retirement System is 
compulsory upon being employed, except those employees specifically exempted 
under the provisions of RC 145.03.  The amounts that employers and employees pay 
into OPERS are subject to change. 

4.  GARNISHMENT/CHILD SUPPORT DEDUCTIONS – A court-ordered legal 
claim against the wages of department/agency employees by a creditor, for non-
payment of a debt and/or payroll deductions for child support served by the 
constituted legal authority, are garnishments and must be recognized and executed by 
the County Auditor and the facility. 

5.  OPTIONAL DEDUCTIONS – The County Auditor may decline to make 
deductions that are not required by law, are below established minimum amounts, or 
that occur at irregular intervals. Optional Deductions may include:  

a.  An employee's share of County health insurance premium if the employee is 
enrolled in the plan, and premiums for any other available benefit which the 
employee elects to receive and pay for. 

b.  Deposits into one of the County-approved Deferred Compensation programs. 

c.  Contributions to United Way as authorized by the employee. 

d.  Union dues and other deductions authorized by a collective bargaining 
agreement. 

Original Adoption Date Revision Number Date Approved 
7/31/96 3 10/16/13 10/16/13 
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A.  NON-EXEMPT EMPLOYEES: Non-exempt employees are those employees who are covered 
by the minimum wage and overtime provisions of the Fair Labor Standards Act (FLSA).  All 
employees of Wayne County who are treated as hourly employees are considered non-exempt. 

1.  In general, County employees will not work more than forty (40) hours, or the otherwise 
established full-time standard, in a single work week.  When overtime work cannot be 
avoided, employees will be compensated as provided in the FLSA and Ohio Revised 
Code. 

2.  If overtime is required, the authorization of the Department Head or the employee's 
direct supervisor is required.  Failure to get authorization for overtime may result in 
disciplinary action. 

3.  In an emergency situation, if the Appointing Authority, Department Head or the 
employee's direct supervisor cannot be reached for prior approval, overtime may be 
worked without prior authorization.  However, if afterward, the situation is not deemed 
an emergency by the employee's supervisor or the Appointing Authority, the Employee 
will be informed of such and trained on what does and doesn't constitute an emergency 
situation.  Future occurrences, after this discussion and training, will be subject to 
discipline. Supervisors should provide emergency numbers to their employees so they, in 
addition to their own supervisor or Appointing Authority, can be reached on such 
occasions.  

4.  Portal-to-Portal Pay is only available to eligible employees, and includes a minimum of 
one-hour paid time.  Employees should ask their supervisor if portal-to-portal pay applies 
to them.   

5.  For overtime calculation, time in active pay status but not actually worked (e.g., sick 
leave, vacation, or holidays) shall not be considered time worked. 

6.  Scheduled overtime that is subsequently canceled and not worked will not entitle the 
employee to any overtime compensation.  Only overtime actually worked is 
compensable. 

7.  Overtime compensation will be calculated as follows: 

a.  Time worked over forty (40) hours in a work week will be paid at one and one-
half (1 1/2) times the employee's regular rate of pay. 

b.  Overtime compensation shall be based upon the employee's hourly rate of pay 
plus any applicable pay supplements. 

8.  When an employee is required to attend a meeting, conference, or training session, travel 
time and time actually spent in meeting sessions will be considered time worked for the 
purpose of calculating overtime, except that non-working meal time and the employee's 
normal commuting time will not be considered time worked. 

Time spent to attend a training program is not considered time worked if all of the 
following conditions are met: 

a.  the employee's attendance occurs outside of his/her regular working hours; and 
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b.  the employee's attendance is not required; and 

c.  the employee does no authorized work while in attendance. 

9.  A part-time employee will not receive overtime compensation for hours worked more 
than his/her regularly scheduled hours until the total hours worked in a work week 
exceed forty (40) hours. 

10.  Any employee required to work on one of the recognized holidays is entitled to receive 
compensation at the rate of one and one-half (1 1/2) times their usual rate of pay, in 
addition to receiving their regular holiday pay, if applicable.  The premium rate of pay 
(one and one-half - 1 1/2 x the single rate) shall not be considered in determining an 
employee's regular rate of pay for the purposes of calculating overtime compensation 
(i.e., pyramiding of overtime is not permitted). 

11.  It is the policy of the county that overtime will be distributed as equally as possible 
among employees by consideration of classifications, seniority, and qualifications of 
those employees who normally perform such work. 

12.  The Appointing Authority may designate employees to work an adjusted work week not 
to exceed forty (40) hours per week.  Such employees are considered "flexible hour 
employees."  Any time worked over the daily regularly scheduled hours shall be taken 
off during the same work week that it is worked.  For purposes of this policy, 12:00 a.m. 
Sunday to 11:59:59 p.m. Saturday shall constitute the work week. 

13.  Any time worked over the daily regularly scheduled hours may be taken off within the 
same reporting week that it is worked.  For purposes of this policy, Sunday through 
Saturday shall constitute the reporting period. 

14.  Re-scheduling of staff by the Department Head or the Appointing Authority may be 
initiated to avoid payment of overtime. 

15.  The Wayne County Sheriff's Office has adopted a 207K schedule for those non-
bargaining unit deputies of the Sheriff's Office who are non-exempt under the FLSA.  
The 207K schedule adopted establishes a fourteen (14) day work period, during which 
overtime will be paid for all hours worked in excess of eighty-six (86). 

B.  EXEMPT EMPLOYEES: Employees may be exempt from the minimum wage and overtime 
provisions of the FLSA if they meet certain criteria for administrative, professional, or executive 
employees, are treated as salaried employees, and are declared to be exempt by the Appointing 
Authority. 

 

Original Adoption Date Revision Number Date Approved 
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A.  An Appointing Authority may allow an employee to elect compensatory time in lieu of 
receiving overtime pay whenever such employee works in excess of forty (40) hours during 
the work week.  Compensatory time is earned at the rate of one and one-half (1 1/2) hours 
for each overtime hour worked. 

B.  The Appointing Authority may establish a limit on the accumulation of compensatory time.  
That cap may be up to two hundred forty (240) hours for non-safety forces and up to four 
hundred eighty (480) hours for safety forces.  Hours earned in excess of these limits will be 
paid.   

C.  Compensatory time must be used within the time frame established by the Appointing 
Authority.  If the compensatory time is not used within the established time frame, the 
employee will receive pay for the overtime worked. 

D.  An employee who wishes to utilize compensatory time off will normally be required to 
submit a request in writing to his immediate supervisor at least seven (7) calendar days in 
advance.  However, an employee may be permitted to utilize compensatory time off with less 
than a seven (7) calendar day request if such time is mutually agreeable to the employee and 
Employer.  Where the use of compensatory time off has been denied, the employee shall be 
offered an alternative day within the next thirty (30) calendar days for use of the requested 
compensatory time off.  The Employer may also elect to offer cash payment for the number 
of hours denied at the employee’s regular rate of pay, and those hours will be deducted from 
the member’s balance.  If neither of those options is acceptable to the employee, the 
employee may withdraw the compensatory time request.  For purposes of compliance with 
the Fair Labor Standards Act only, the parties agree that thirty (30) calendar days constitutes 
a “reasonable time period” for granting of a request for compensatory time under the Act. 

E.  Overtime compensation may be taken in the form of pay or compensatory time, according to 
the established guidelines.  Compensatory time will be calculated at the same rate as 
overtime pay.  The following regulations apply to those choosing compensatory time:  an 
employee must tell the supervisor at the time overtime is worked whether he/she wishes 
compensation in the form of wages or compensatory time.  Failure to request compensatory 
time will result in overtime compensation in the form of wages.  The Employer may provide 
compensatory time, as long as it is pursuant to an agreement or understanding arrived at 
between the Employer and individual employee before the performance of the work. 

F.  Appointing Authorities have the right to manage the use of accrued compensatory time 
(reduced hours and/or days off, use of compensatory time instead of vacation, pay out, etc.) 
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A.  Employees shall be reimbursed for actual and necessary expenses incurred while on official 
County business.  Employees are normally eligible for expense reimbursement only when 
the travel has been authorized in advance by resolution of the Board of County 
Commissioners, as required by Ohio Revised Code, on the "Request for Travel" form. 

1.  Requests should be completed well ahead of the scheduled travel and submitted to 
the Appointing Authority/designee at least two (2) weeks in advance, if possible.   

2.  When considering an employee's request for job-related travel, the Appointing 
Authority will consider the special needs of an employee with a disability that 
substantially affects the employee's ability to drive, see, hear, etc.  The Appointing 
Authority will not deny job-related travel to a qualified employee with a disability 
merely because of the existence of the disability. 

B.  Expenses for mileage, parking, and tolls shall be reimbursed as follows with prior 
authorization: 

1.  County cars are available and should be used for County-authorized travel.  If an 
office does not have a County vehicle, the employee or the Appointing Authority 
should check with the Board of County Commissioners' Office to see if a vehicle is 
available. 

2.  Employees shall be reimbursed for official business travel at the rate established by 
the Board of County Commissioners for the use of privately-owned automobiles.  
Such expense reimbursement is intended to cover all vehicle-related expenses, (e.g., 
gas, oil, depreciation, automobile insurance, etc.). 

3.  Mileage reimbursement shall be payable to only one (1) of two (2) or more 
employees traveling on the same trip and in the same vehicle.  The names of persons 
traveling together shall be listed on the "Travel Expense Report." When two (2) or 
more employees drive separate vehicles to the same destination, the mileage 
reimbursement will be divided on a case by case basis as decided by the Appointing 
Authority.  

4.  All employees who submit a form verifying coverage and receive prior approval to 
use personal vehicles shall be required to carry motor vehicle liability insurance 
minimums as prescribed by the Ohio Revised Code in order to be reimbursed for 
business travel.  

5.  Employees and passengers traveling on County business, or in County vehicles, must 
always wear safety belts. 

6.  Employees shall be reimbursed for business travel within the County, with the 
exception of travel between their home and the department/agency as well as meals 
purchased in Wayne County.  An employee shall note itemized mileage on the 
"Travel Expense Report" showing the origin and destination of each trip in sufficient 
detail to account for mileage claimed. 
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7.  Charges incurred for parking at the destination and highway tolls, if any, are 
reimbursable at the actual amount.  Receipts for parking costs and highway tolls are 
required. 

8.  Travel by air, bus, or other common carrier should be at the best available rate.  

9.  Any tickets or fines received by an employee, whether driving a County vehicle or a 
personal vehicle, are the responsibility of the employee and will not be reimbursed 
by the County.  Any tickets or fines received must be reported to the employee’s 
Appointing Authority within 24 hours of the employee’s return.  Employees must 
follow the laws of the State of Ohio, which include but are not limited to, the ban on 
texting and/or emailing while driving. 

C.  Expenses incurred for meals while on official County business will be reimbursed at actual 
cost per the below schedule.  An employee is eligible for such reimbursement only when 
travel has been authorized and when travel extends through a normal meal period. 

Meal allocation for in- and out-of-state travel:  
$8.00 Breakfast Travel time between 12:01am and 10:00am 
$12.00 Lunch Travel time between 10:01am and 4:00pm 
$19.00 Dinner Travel time between 4:01pm and 12:00am 
   

 The following guidelines pertain to meals while on travel status: 

1.  The meal and tax shall not exceed the maximum meal rate as stated above. 

2.  If a meal reimbursement is requested that does not involve an overnight stay, that 
amount becomes taxable to the employee and will be dispersed through that 
employee’s pay. 

3.  The maximum reimbursement rate may be allocated for meals as the employee 
chooses, but reimbursement must be listed separately on the “Travel Expense 
Report” and supported by an itemized receipt, including identification as to the date 
on which the expense was incurred, the type of meal, and the actual amount spent.  
Costs may not include charges for alcoholic beverages or gratuities. However, 
delivery charges may be reimbursed as long as the total cost does not exceed the 
allowable amount in (C) above. Please keep in mind this does not imply that the 
employee is entitled to the “per diem” amount. 

4.  Snack items, such as chips, pretzels, cookies or candy bars are not allowable meal 
purchases and will not be reimbursed unless served as part of an entrée. 

5.  Itemized grocery store receipts will not be accepted for meal reimbursement 
purposes. 

6.  If the employee is attending an event/conference where a breakfast, lunch and/or 
dinner meal is provided, then the meal allocation for the breakfast, lunch and/or 
dinner, per the policy, is not applicable for reimbursement. 
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7.  When multiple food items are ordered, please identify which items are being 
requested for reimbursement if over the meal allocation amount.  Employees shall be 
reimbursed for the actual and necessary expense of meals which are an integral part 
of a business workshop, training seminar, or other working conference.  Such receipt 
must identify "Registration" or "Registration/Lunch," etc. 

8.  We will not reimburse any meals purchased in Wayne County, Ohio. 

D.  Expenses incurred for mileage, parking, tolls, meals, lodging, and other costs related to 
travel require prior approval.  For unanticipated expenses, reimbursement will require 
approval by the Appointing Authority.    

E.  Personal telephone calls, laundry, entertainment, alcoholic beverages, room service charges, 
tips, and expenses of a non-employee or non-authorized person traveling with an employee 
are not subject to reimbursement. 

F.  Upon return from travel, an employee shall file with his/her Appointing Authority/designee a 
"Travel Expense Report" detailing all reimbursable costs with required receipts attached.  
Expenses will not be reimbursed if the required receipts are not provided. 

G.  Expense reimbursements may be subject to IRS regulations.  Employees may be subject to 
taxation on the reimbursement of expenses.  Employees are responsible for any income taxes 
due because of reimbursement; these taxes will not be reimbursed. 
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A. An employee may, with the approval of the Appointing Authority and a resolution of the Board of 
County Commissioners, receive an advance payment for all or part of the expenses that the 
employee is expected to incur while on official County business. 

1. Once the business travel has been concluded the employee must turn in copies of all receipts on 
a Travel Expense Report so that the actual cost of the business travel can be compared to the 
advance payment that the employee received.   

2. If it is determined that the advance payment was greater than the actual cost of the business 
travel, the employee must return the remaining money to his/her Appointing Authority so that 
such can be deposited with the Treasurer's Office.   

3. If the advance payment was smaller than the actual cost of the business travel, the employee 
may complete and turn in a "Travel Expense Report" in order to be reimbursed for any 
remaining business-related expenses. 

B. Any employee who wishes to receive an advance payment of anticipated business expenses must 
make such request in a timely manner in order to ensure the County has adequate time to process 
the request. 

C. For information on expenditures that the County recognizes as legitimate business expenses, 
employees should see the policy on expense reimbursement (Section 4.06). 
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A.  An Appointing Authority may allow a salaried employee to accrue flex time whenever such 
employee works in excess of forty (40) paid hours during the work week.  Flex time is earned at 
the rate of one (1) hour for each hour worked over 40 paid hours in a week. 

B.  The maximum accumulation of flex time is capped at two hundred forty (240) hours. Hours 
worked, resulting in excess of these limits, will not be added to an employee’s flex accrual nor 
paid. 

C.  An employee who wishes to utilize flex time off must request the time off through the County’s 
Dayforce system, in the same manner as other time off requests, and must receive approval for said 
time off. 

D.  Flex time will not be paid out at any time. Employees who leave employment with flex time hours 
on their account will forfeit those hours. 

E.  Appointing Authorities have the right to manage both the accrual of and the use of flex time 
(reduced hours and/or days off, use of flex time instead of vacation, pay out, etc.) 
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A.  HEALTH, DENTAL, VISION, EAP & LIFE INSURANCE 

1.  Full-time employees, as established by the County plan, are eligible for health, 
dental, vision, EAP and life insurance under the policies chosen by the Wayne 
County Board of Commissioners for County employees and their families.  For this 
section, the term “full time” denotes someone who is expected or determined to be a 
permanent employee working on average 30 or more hours per week. Employees 
who work for more than one Appointing Authority will be eligible for insurance 
based on the hours worked for each individual Appointing Authority; hours will not 
be tracked or counted collectively for purposes of insurance eligibility.  Active pay 
status, as defined in this policy manual, is not the same as the definition under the 
County health plan. New full-time employees are eligible to enroll in the insurance 
program as provided by the plan.  Current employees who are not enrolled may elect 
participation during open enrollment periods, or as provided by the plan. 

2.  Participating employees pay, through payroll deduction, a portion of the premium for 
single or family coverage for medical, prescription, vision and dental coverage. The 
remainder of the premium is paid by the Appointing authority.  Life insurance and 
EAP (Employee Assistance Program) are available to full-time employees at no 
charge. 

3.  Details of coverage are outlined in the Summary Plan Description.  All questions 
concerning your benefits with Wayne County should be directed to the Wayne 
County HR Manager or Benefits Specialist at the Commissioners’ Office: 

428 West Liberty Street 
Wooster, OH 44691 
(330) 287-5409 – HR Manager 
(330) 287-5477 – Benefits Specialist 

4.  See HIPAA Notice of Privacy Practices (see Appendices) for information on our 
privacy procedures for HIPAA regulations.  See COBRA Continuation Coverage 
Rights (see Appendices) for the rights you may be eligible for under the Federal 
COBRA Act. 

B.  OHIO PUBLIC EMPLOYEES' RETIREMENT SYSTEM (OPERS) 

1.  Enrollment in OPERS may affect any Social Security benefits for which an employee 
may be eligible.  Please contact OPERS or the Social Security Administration at:  

a.  Social Security Administration: 
877-319-0729 
www.socialsecurity.gov 

b.  OPERS (Ohio Public Employees Retirement System) 
800-222-7377 
www.opers.org 
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2.  OPERS enrollment is mandatory for all employees, except as specifically 
exempted under the provision of RC 145.03.  Call OPERS with any questions. 

3.  This section is for reference only.  If employees should have any questions or 
would like details regarding the rules and programs offered by OPERS, they 
should contact OPERS (see above for contact information). 

4.  Wayne County is not responsible for the rules and regulations for OPERS or 
Social Security.  Employees or prospective employees must contact those 
agencies for details on their respective policies. 

C.  WORKERS' COMPENSATION: State law provides that a County employee may be 
eligible, pursuant to the Workers’ Compensation regulations, for workers' compensation for 
injuries arising out of or in the course of his/her employment.  Guidelines for administering 
workers' compensation are set forth below. 

1.  Wayne County is self-insured for Workers’ Compensation.  See Workers’ 
Compensation Notification Requirement (see Appendices) for attachments. 

2.  Should an employee be injured during the course of employment with the County, 
his/her supervisor is to notify the Appointing authority on the day of the injury, and 
the employee or immediate supervisor must complete an injury form.  This report 
must be completed, regardless of the apparent seriousness of the injury, and 
regardless of whether or not medical attention is required.  Such report must be 
forwarded to the Appointing authority or designee within twenty-four (24) hours of 
the accident. 

3.  Should an employee’s injury require medical attention, the employee will cooperate 
with their provider on the completion of a Doctor’s Report of Injury form, which is 
to be completed by the attending physician. This completed form must be forwarded 
to the Appointing authority or designee at the earliest possible date.  

4.  In the event of serious injury, the injured employee's supervisor is to notify the 
Appointing authority immediately so that an investigation can be initiated.  

5.  The employee is responsible for providing the Appointing authority with his/her 
expected date of return as soon as it is known, and keeping the Employer apprised of 
his/her condition. 

6.  An employee who is injured in the line of duty and must leave work before 
completing the workday will be paid at his/her regular rate for the balance of time 
left in the scheduled workday. 

7.  An injured employee may elect to use accrued sick leave and vacation leave prior to 
receiving payments from workers' compensation.  Employees are prohibited, 
however, from receiving payment for sick leave while simultaneously receiving 
payment from workers' compensation.  All time off of work for a workers' 
compensation claim may apply to the Family Medical Leave Act. This time off will 
run concurrently. 
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8.  Appointing Authorities or their designee must notify and forward copies of all injury 
and/or accident reports and information to the Safety and Loss Coordinator within 
twenty-four (24) hours after the accident or the next business day. 

9.  Time off does not constitute Active pay status for purposes of the Wayne County 
Health Plan, unless it runs concurrently with the Family Medical Leave Act.  For this 
reason, employees (not on FMLA) will not accrue sick or vacation leave.  
Additionally, prolonged Workers Compensation may affect your eligibility for the 
Health Plan.  Please refer to the Employee Benefit Manual for more information and 
detail. 

10.  Wayne County has a zero-tolerance policy for employees who are under the 
influence of illegal drugs or alcohol while at work, which also includes medical 
marijuana (regardless of the Ohio medical marijuana law).  Workers Compensation 
will be denied if an employee’s injury is due to the use of illegal drugs or under the 
influence of alcohol, medical marijuana, and/or legal drugs/prescriptions. 

a.  In accordance with Section 8.08(F) Drug Free Workplace, an employee in a 
safety sensitive position shall notify the Employer’s Human Resources 
Officer (“HRO”) when taking any prescription medication listed as a 
Schedule I or Schedule II substance pursuant to the federal Controlled 
Substance Act, as amended from time to time.  Medical marijuana is among 
the substances that must be reported.  Failure to report use of medical 
marijuana or prescription medication to the Employer may result in 
discipline.  The HRO will notify the MRO (Medical Review Officer), who 
will notify the HRO or another person designated by the HRO whether the 
employee may resume working and of limitations on the employee's ability to 
work, such as driving restrictions, lifting restrictions or restrictions on 
carrying a firearm.  The HRO or other designated person will then notify the 
employee's supervisor whether he or she may resume working.  The 
employee shall not work until the supervisor gives that authorization, except 
that he or she may be assigned non-safety sensitive tasks while being cleared.  
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A.  All full-time employees and permanent part-time employees are entitled to receive vacation 
benefits as shown on the chart below.  Vacation is prorated for employees in proportion to the 
number of hours worked by the employee. Employees do not receive additional vacation time for 
overtime hours worked.  Any vacation approvals outside of this policy must be approved by the 
Appointing authority.  

 
 
 
 
 
 
 
 
 
 
 
 
 
B.  For the purpose of determining length of service for part-time employees, credit will be given on 

the basis of pay periods worked, not on the basis of full-time equivalent service. 

C.  If an employee terminates his/her employment before serving one (1) full year with the County, 
or any political subdivision of the state, he/she will receive no vacation pay for any accrued and 
unused vacation leave, per ORC 124.134(E). 

D.  As of October 25, 1995, service time for the purpose of calculating vacations for all eligible 
employees will be determined by the total service an employee has with the state or any political 
subdivision of the state.  Prior service need not be continuous.  However, prior service credit will 
not apply to an employee who has retired with the state or any political subdivision of the state 
and is rehired after June 20, 1990.  The rate that employees earned vacation between June 20, 
1990, and October 25, 1995, will not be retroactively adjusted due to the October 25, 1995, 
change to the Ohio Revised Code.   

E.  Unused vacation leave may be carried over for no more than three (3) years (i.e. an employee 
earning 2 weeks of vacation leave annually can carryover up to 6 weeks of vacation leave), with 
any excess over 3 years of accumulation being forfeited on the employee’s anniversary date 
(using the anniversary date that coincides with how the employee accrues vacation).  After 
successfully completing one year of employment, an employee is entitled to compensation, at 
his/her current rate of pay, for the portion of any earned but unused vacation leave for the current 
year and any prior years, to his/her credit at the time of separation or retirement.     

F.  Vacation leave requests must be submitted in writing to the employee's immediate supervisor for 
approval. Vacation may be taken in no less than quarter-hour increments (0.25 hour).   

G.  When two (2) or more employees request the same vacation date and all requests cannot be 
granted, the request of the employee with the most seniority will be granted, provided the request 
is submitted a minimum of one (1) month in advance.  Leaves requested less than one (1) month 
in advance will be granted in the order received.  Once an employee has received approval for 
vacation leave, he/she may not be displaced by a more senior employee. 

Years of Service Vacation Days 
Hours Accrued Per 80 Hr Pay 
Period 

Up to 8 years* 10 work days (2 wks) 3.1 

9 years to 15 years* 15 work days (3 wks) 4.6 

16 years to 25 years* 20 work days (4 wks) 6.2 

26 years or more 25 work days (5 wks) 7.7 

* Upon completion of the 8th, 15th, and 25th anniversary of employment, an employee is credited with 
one (1) additional week of vacation.  Vacation begins to accrue at the higher rate at the start of the 
9th, 16th, and 26th anniversary dates.
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H.  Vacation leave may be denied during a specific period if the departmental/agency work load 
dictates. 

I.  While on vacation, if an employee experiences an illness or injury, or a death in the family that 
would qualify for paid sick leave, he/she may request that the time off be charged to sick leave 
by providing documented proof of eligibility. 

J.  If any person removed from public employment for conviction of a felony, within the meaning of 
RC 124.34, is subsequently re-employed by Wayne County, such person is only qualified to 
accrue vacation as if he/she were a new employee receiving no prior service credit. 

K.  An Employee does not accrue service credit for the purposes of vacation leave for any biweekly 
pay period in which the Employee did not work and was not scheduled to work (approved paid 
leave is considered “scheduled to work”).  An Employee does not accrue vacation leave for any 
biweekly pay period in which the Employee does not work and is not scheduled to work.  

L.  WCCC employees requesting more than 5 working Days of vacation at one time must submit a 
written request to their supervisor for approval, a minimum of 90 Days prior to use of said 
vacation leave.  Vacation requests over 5 working Days may be denied in order to ensure the 
efficient operation of the office/facility. 

M.  Day After Thanksgiving:  Commissioner Offices (excluding Continuous Employees at the 
Airport, Care Center, Dispatch, plus all Seasonal and Intermittent Employees): Eligible 
permanent full-time and permanent part-time employees will receive one personal day, up to the 
number of hours the employee would regularly have been scheduled on Fridays, with a 
maximum of (8) hours, which must be used the Friday after the Thanksgiving holiday; if unused, 
it will be forfeited.  

Original Adoption Date Revision Number Eff. Date Approved 
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A.  The following days constitute holidays for the purposes of holiday pay (per ORC 325.19): 

New Year's Day 
Martin Luther King Day 
President's Day 
Memorial Day  
Juneteenth 
Independence Day 
Labor Day 
Columbus Day 
Veterans’ Day 
Thanksgiving Day 
Christmas Day 

B.  Holiday observed days:  

Non-continuous agencies: The holiday will be observed on the holiday if it falls on Monday 
through Friday. If the holiday falls on a Saturday, it will be observed on the Friday before the 
holiday. If the holiday falls on a Sunday, it will be observed on the Monday following the 
holiday. (This provision has been adopted in accordance with RC 325.19[F].) 

Continuous agencies: The holiday will be observed on the day the holiday actually falls on 
(per 124.18(D)).  

CARE CENTER EXCEPTION: Employees who are in positions of Continuous operations 
and start their shift the day of the holiday and end their shift the following day, will have that 
holiday both observed and paid for from the beginning of the shift. 

DOG SHELTER EXCEPTION: Full-time and part-time employees who are non-continuous, 
if a holiday falls on Tuesday through Saturday, it will be observed on that day; if a holiday 
falls on Sunday, it will be observed on Saturday; if a holiday falls on Monday, it will be 
observed on Tuesday.   

AIRPORT EXCEPTION: The Airport will remain open on holidays, with the exception of 
being officially closed on the actual holidays of New Year’s Day, Thanksgiving Day, and 
Christmas Day.  

C.  An eligible full-time employee (defined as working 36 or more hours per week) will receive 
eight hours of holiday pay for each observed holiday. Eligible employees working fewer 
than 36 hours per week shall follow the same guidelines in (D) of this section. 

D.  A permanent part-time employee (statutory) will receive a minimum of four hours of holiday 
pay for each observed holiday, up to the number of hours the employee would regularly have 
been scheduled if not for the observed holiday or up to the number of hours the employee 
actually worked on the observed holiday, whichever is greater, not to exceed eight hours of 
holiday pay. 

E.  Any employee who is not considered full-time or permanent part-time (statutory) shall not be 
eligible for the above paid holidays. 
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F.  Non-Continuous and Continuous Operations:  Eligible full-time employees and permanent 
part-time (statutory) employees who are required to work on an observed holiday will be 
paid at one and one-half (1½) times his/her regular rate of pay for every hour worked, in 
addition to his/her regular straight time holiday pay, as described in (C) and (D) of this 
section.   

G.  Only employees in Active pay status will receive holiday pay.  An employee who is not in 
Active pay status the day before a holiday or the day after a holiday will not receive holiday 
pay. 

H.  CARE CENTER EXCEPTIONS:   

1.  Permanent part-time employees include both statutory and non-statutory employees, 
for purposes of this Holiday policy. 

2.  All employees may be required to work holidays on a rotation/on call basis. 

3.  Intermittent staff are required to work a minimum of one holiday per year to continue 
to qualify for PRN status. 

4.  Call offs on a scheduled holiday are unexcused absences.  Shift trades are only 
allowed if approved by the supervisor in advance.   

5.  No request for paid leave will be approved for an absence on the day before or the 
day after a designated assigned holiday, except that sick leave will only be granted if 
employee is seen by a physician on said date and provides documentation of such, 
signed by said physician.  
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A.  Sick leave may be requested for the following reasons: 

1.  Illness or injury of the employee. 

2.  Illness or injury of the employee's immediate family where attention by the employee is 
reasonably necessary. 

3.  Exposure of the employee to a contagious disease which would have the potential of 
jeopardizing the health of the employee or the health of others. 

4.  Death of a member of the employee's immediate family, using sick leave not to exceed 
five (5) days; except in the case of a spouse or child/stepchild/son- or daughter-in-law, an 
employee may be granted sick leave not to exceed ten (10) days, the total hours not to 
exceed the number of hours which the employee would normally be scheduled to work in 
those days, with a maximum of 40 hours for 5 days and 80 hours for 10 days.  For 
example, using a 5-day bereavement request, an employee who normally works 4-hour 
days would be allowed a maximum of 5 days/20 hours; an employee who normally 
works 8-hour days would be allowed a maximum of 5 days/40 hours; an employee who 
normally works 12-hour days would be allowed a maximum of 5 days/40 hours but can 
request unpaid hours to be supplemented with other available and eligible leave.  

5.  Medical, dental, auditory or optical examinations or treatment of employee, or a member 
of his/her immediate family where the attendance of the employee is necessary. 

6.  Pregnancy, childbirth, and/or related medical conditions. 

B.  For each completed eighty (80) hours in Active pay status, including over-time, an employee 
earns 4.6 hours of sick leave.  (All County employees are eligible to earn sick leave.)  The 
amount of sick leave time any one employee may accrue is unlimited.  Sick leave can be charged 
in minimum units of one-quarter (1/4) hour.  An employee on unpaid leave will not accrue sick 
leave. 

C.  Previously accumulated sick leave of an employee who has been separated from public service 
with Wayne County or other eligible agency, unless cashed out via the retirement system, shall 
be placed to the employee’s credit upon the employee’s re-employment in public service with the 
County, provided that the re-employment takes place within ten years of the date on which the 
employee was last terminated from public service.   

D.  An employee requesting sick leave shall inform his/her supervisor/designee of the fact and the 
reason, not later than one-fourth (1/4) hour before the start of his/her workday, for each day, 
unless otherwise authorized (albeit unforeseen circumstances: car accident, flat tire, etc.) Failure 
to do so may result in denial of sick leave for the period of absence.  This rule must be followed, 
regardless if Employee is using intermittent or reduced leave FMLA. 

1.  CARE CENTER EXCEPTION: Employees requesting sick leave shall inform the 
Appointing authority of the fact and the reason no later than two hours prior to the start 
of his/her workday for each day, unless otherwise authorized.  

E.  Whenever medical attention is required, the employee may be required to furnish a medical 
certification from a Physician notifying the Employer that the employee was unable to work due 
to illness or injury for which they are being treated (for FMLA-eligible employees, see Section 
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5.08; for Non-FMLA-eligible employees, see Appendices). In addition, such medical 
certification may be required for absences exceeding three (3) consecutive calendar days due to 
illness.  Whenever the Employer determines that there has been a pattern of abuse of the use of 
sick leave, it may require proof of illness in the form of a medical certification of disability or 
other proof satisfactory to the Employer to approve the use of such leave.   

F.  Sick leave requested or taken on the day before or the day after a scheduled holiday may not be 
approved, and the employee may be required to provide a medication certification from a 
physician stating that the employee was unable to work on that date. 

G.  The Appointing authority has the authority to investigate the reasons for an employee's absence. 

H.  The Employer shall require an employee to submit for approval a Leave Request (see 
Appendices) to request the use of sick leave.  Falsification of either a written, signed statement 
or a physician's certificate shall be grounds for disciplinary action including dismissal. 

I.  The Employer may require an employee to submit to an examination in order to determine the 
employee's ability to perform the duties of his/her position.  The Employer shall supply the 
examining practitioner with the job requirements of the employee's position, including duty 
statements, Classification specifications, and position descriptions.  Such examination shall be 
conducted by a licensed practitioner selected and paid for by the Employer. 

J.  The Employer retains the right to investigate upon suspicion that sick leave was taken 
fraudulently.  Employees found to have abused/fraudulently used sick leave or who fail to abide 
by this policy may be subject to disciplinary measures up to and including termination from 
employment.  

K.  Employees are encouraged to schedule medical appointments during non-work hours and days. 

L.  Employees are not permitted to work at a second job, on the same day when using sick leave 
through the County, except for valid medical appointments and/or under special and reasonable 
circumstances which the Appointing authority has been notified of ahead of time and approved.  
Failure to get approval may result in discipline or termination. 

M.  If any person removed for conviction of a felony within the meaning of RC 124.34 is 
subsequently re-employed by Wayne County, such person is only qualified to accrue sick leave 
as if he/she were a new employee receiving no credit for prior service. 
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A.  If an employee of the County is called for court jury duty or subpoenaed to testify in a court 
of law, through no action of his/her own, during any portion of the employee's regular 
scheduled work day, that employee may choose to be compensated for such time in one of 
the manners set forth below: 

1.  The employee may choose to receive his/her regular salary or wage in full for such 
time from the department/agency.  In such case, all monies received as compensation 
for court service shall be remitted by the employee to the employer in full, unless 
such duty is performed outside normal working hours. If the jury duty spans both 
normal working hours and normal non-working hours, the employee will reimburse 
the employer a pro-rated share for the working hours spent on jury duty. 

2.  The employee may choose to retain all monies received as compensation for court 
service and waive his/her regular wages due for normally scheduled work hours that 
were served on jury duty.  

3.  Expenses incurred by the employee and reimbursed by the court for court duty shall 
be retained in full by the employee. 

4.  In order to receive compensation, the employee must provide to the Employer: 

a.  Notice of his/her summons or a copy of the subpoena forty-eight (48) hours 
prior to the date of such service, where applicable: 

b.  A clerk of courts certificate or other document of the court stating the time 
served. 

B.  An employee shall not be entitled to paid court leave when appearing in court for criminal or 
civil cases when the case is being heard in connection with the employee's personal matters.  
This includes appearing in court when the employee’s appearance is directly related to the 
employee personally knowing one of the parties involved.  For these instances, the Employee 
can elect to use pre-approved vacation leave in order to receive wages during this time; if 
employee has no vacation accrual at the time of the leave, the employee may request pre-
approved leave without pay. 

C.  An employee released from doing court duty prior to the end of his/her scheduled work day 
shall report to work for the remaining scheduled time unless otherwise authorized by the 
Appointing authority. 
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A.  PAID MILITARY LEAVE 

1.  Any permanent public employee who is a member of the Ohio organized militia, or 
member of other reserve components of the Armed Forces of the United States, 
including the Ohio National Guard, is entitled to a military leave of absence from 
his/her respective duties without loss of pay for such time as he/she is performing 
service in the uniformed services, for periods not to exceed one (1) month (meaning 
twenty-two [22] working days, or one hundred seventy-six [176] hours for a forty 
[40] hour per week employee) for each calendar year in which the employee 
performs service in the uniformed services.  For the purposes of this policy, 
"permanent public employee" means an employee who holds a position with the 
County that requires him/her to work a regular schedule of twenty-six (26) 
consecutive bi-weekly pay periods, and such is not limited to a specific season or 
duration.  This definition does not include student help; intermittent, seasonal, or 
temporary employees; or individuals covered by personal services contracts.  Other 
provisions for military leave shall be controlled by state and federal laws. 

2.  Any permanent public employee called to military duty for a period in excess of the 
twenty-two (22) working days because of an executive order issued by the President 
of the United States because of an act of Congress, or because of an order to perform 
duty issued by the Governor pursuant to R.C. Section 5919.29 may receive, during 
this period, the lesser of the following: 

a.  The difference between the employee's gross monthly wage or salary from 
the County and his/her gross uniformed service pay and allowances received 
in a particular month; or 

b.  Five hundred dollars ($500.00). 

3.  Any permanent public employee who is called or ordered to duty as described in 
Ohio Revised Code 5923.05(C), or at the request of the spouse or dependent of such 
a person, shall continue or reactivate the health, medical, dental, and vision coverage 
of the person, for the duration of the time the person is on duty as described in that 
division. The person, or the spouse or dependent of the person, who requests the 
continuation or reactivation of the coverage, is liable for payment of the same costs 
for the coverage as if the person were not on a leave of absence. 

4.  An employee requesting such leave will be required to submit the necessary 
documentation and/or complete the necessary leave papers. 

5.  For additional information on military leave time which may or may not apply, see 
Unpaid Military Leave below. 

B.  UNPAID MILITARY LEAVE/ACTIVE DUTY  

1.  A permanent public employee is entitled, upon giving notice to the Appointing 
authority, to a leave of absence to serve in the uniformed service.  Such leave is 
without pay and is considered as a leave of absence from service with reinstatement 
rights.  No leave, or combination of uniformed service leaves of absence, may exceed 
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five (5) years or a single, longer period required to complete an initial period of 
obligated service. 

2.  An employee returning from uniformed service must apply for reinstatement.  The 
application must be made to the Appointing authority within the period set forth 
below. 

a.  Leave of less than thirty (30) days:  immediately upon release from 
uniformed service, but Appointing authority must allow for travel time and 
eight (8) hours of rest; 

b.  Leave of thirty-one (31) to one hundred and eighty (180) days:  within 
fourteen (14) days of completing uniformed service requirement; or 

c.  Leave of more than one hundred eighty (180) days:  within ninety (90) days 
of completing uniformed service requirement. 

3.  If the leave of absence is for more than ninety (90) days, the Appointing authority 
may require, with the application, evidence showing that the application is timely, 
the duration of all such leaves of absence does not exceed five (5) years, or the time 
to complete the initial period of obligated service, and the employee’s entitlement to 
re-employment has not terminated pursuant to the Federal Uniformed Services 
Employment and Reemployment Rights Act. 

4.  Upon return from a period of duty in the uniformed service lasting ninety (90) 
calendar days or less, the employee is to be returned to the same or similar position 
within his/her former Classification.  If the period of duty lasts more than ninety (90) 
days, the employee may be placed in any position of equivalent status, seniority, and 
pay.  Regardless of the duration of duty, if that reinstatement is impossible or would 
impose undue hardship, the employee may be assigned to another position with like 
seniority, status, and pay, or the nearest approximation thereof consistent with the 
circumstances of the case. 

5.  If the employee is unable to perform the duties of his/her former position due to a 
permanent injury or illness incurred or aggravated during uniformed service, the 
Appointing authority will engage in an interactive process with the employee to 
make reasonable efforts to accommodate the employee’s disability, as long as those 
accommodations do not interfere with the efficiencies of the office and/or essential 
functions of the position, and the employee is still able to complete the essential 
functions of his or her position.  

6.  If an employee who is entitled to reinstatement is unable to report for or perform the 
duties of his/her position at the date of his/her application for reinstatement because 
of a temporary injury or illness incurred or aggravated during uniformed service, 
he/she shall have up to two (2) years to recover from such illness or injury before 
being required to report or reapply.  The Employer has the right to request that the 
Employee report for a Fitness For Duty Exam, paid for by the Employer. 
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7.  A reinstated employee is entitled to receive all rights and benefits generally available 
to employees in a comparable leave of absence without pay, including the following: 

a.  All sick leave and vacation leave which had been accumulated at the time of 
entering service; 

b.  All seniority that would have accrued had the employee been on the job; 

c.  Automatic salary adjustments associated with the position and due the 
employee had the employee been on the job; 

d.  Any change in Classification or pay range; 

e.  Reinstated health insurance and related insurance benefits with no waiting 
periods or pre-existing condition exclusions, other than waiting periods or 
exclusions that would have applied even if there had been no absence for 
uniformed service.  (Please note that this rule does not apply to the coverage 
of any illness or injury determined by the Secretary of Veterans' Affairs to 
have been incurred in, or aggravated during, performance of service in the 
uniformed service.) 

 

Original Adoption Date Revision Number Date Approved 
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A. PRE-APPROVED LEAVE WITHOUT PAY  

1. A pre-approved leave without pay requested by an employee may be granted by an 
Appointing authority for purposes of economic or efficiency reasons and only under very 
unique and specific circumstances, and only if leave balances are exhausted (sick leave 
balance, only if eligible). 

2. Any request for pre-approved leave without pay must be submitted in writing at least two 
(2) weeks in advance of the actual leave dates (see Appendices). 

3. A pre-approved leave without pay is discretionary and may be granted or denied by the 
Appointing authority.  Employees who take leave without pay, without pre-approval, 
may be disciplined and/or terminated. 

4. A pre-approved leave without pay may not exceed two months in duration, in a 12-
month period, unless approved by the Appointing authority. 

5. An employee on pre-approved leave without pay will be moved to inactive status, and 
will not accrue vacation or sick leave during their leave, nor will the employee be 
eligible for paid holidays.   

6. An employee returning from a pre-approved leave without pay will be returned to a 
position in the Classification held at the time of separation; or if the Classification no 
longer exists, to another similar Classification.  If no similar Classification exists, the 
employee may be laid off. 

7. County paid health care benefits cease at the end of the month in which paid time ends.  
Continuation of coverage may be available at the employee’s expense.  Employer 
contributions to health care benefits resume in the month of return as long as the total 
length of absence does not exceed 60 days.  Employees should read the current version 
of the Health Plan Summary Plan Description for details on the continuation of health 
care benefits. 

8. If an employee fails to return to duty within three (3) working days of expiration or 
cancellation of a pre-approved leave without pay, they may be terminated. 

 

Original Adoption Date Revision Number Date Approved 
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A.  An employee who has been employed by the Employer for at least twelve (12) months and 
who has actually worked at least one thousand two hundred fifty (1,250) hours of service 
during the twelve (12) month period immediately preceding the commencement of the leave 
may be eligible for Family and Medical Leave as provided in this policy.  The Act precludes 
the use of such leave by employees unless there are fifty (50) employees of the Employer 
within a seventy-five (75) mile radius.  Employees who miss work due to (Uniformed 
Services Employment and Reemployment Rights Act) USERRA-covered military service 
extend to all military members (active duty and reserve), and all periods of absence from 
work due to or necessitated by USERRA-covered service is counted in determining an 
employee’s eligibility for FMLA leave.  Employees should check with their Appointing 
authority to determine whether they are eligible for FMLA. 

B.  An eligible employee may be permitted a total of twelve (12) work weeks of leave during the 
twelve (12) month period measured forward from the first date the employee uses Family 
and Medical Leave.  Family and Medical Leave may be used for the following reasons: 

1.  To care for the employee's child after the birth of the child (see subsection (N) for the 
definitions of child and parent). Leave for this reason must be taken within the first 
year of the child’s birth and must be taken in one continuous block of time. 
Intermittent leave (e.g., allowing a parent to return to work on a part-time schedule 
for 10 weeks) is solely permissible upon approval by the Appointing authority; 

2.  To care for a child after the child is placed with the employee for adoption or foster 
care. FMLA leave may be taken before the actual placement or adoption of a child if 
an absence from work is required for the placement for adoption or foster care to 
proceed (e.g., attending counseling sessions, appearing in court, consulting with his 
or her attorney or the birth parent’s representative, submitting to a physical 
examination, or travelling to another country to complete an adoption before the 
actual date of placement). FMLA leave to bond with a child after placement must be 
taken as a continuous block of leave unless the employer agrees to allow intermittent 
leave. Intermittent leave (e.g., allowing a parent to return to work on a part-time 
schedule for 10 weeks) is solely permissible upon approval by the Appointing 
authority.  An employee’s entitlement to FMLA leave for the placement of a child 
for adoption or foster care expires 12 months after the placement; 

3.  To care for the employee's spouse, child, or parent who has a serious health 
condition;  

4.  Because of a serious health condition that makes the employee unable to perform the 
functions of the employee's position including a workers' compensation qualifying 
injury; or a serious injury or illness for a covered veteran means an injury or illness 
that was incurred or aggravated by the member in the line of duty on active duty in 
the Armed Forces and manifested itself before or after the member became a veteran, 
and is: 

a.  A continuation of a serious injury or illness that was incurred or aggravated 
when the covered veteran was a member of the Armed Forces and rendered 
the service member unable to perform the duties of the service member’s 
office, grade, rank, or rating; or 
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b.  A physical or mental condition for which the covered veteran has received a 
VA Service Related Disability Rating (VASRD) of 50 percent or greater and 
such VASRD rating is based, in whole or in part, on the condition 
precipitating the need for caregiver leave; or 

c.  A physical or mental condition that substantially impairs the veteran’s ability 
to secure or follow a substantially gainful occupation by reason of a disability 
or disabilities related to military service or would do so absent treatment; or 

d.  An injury, including a psychological injury, on the basis of which the 
covered veteran has been enrolled in the Department of Veterans Affairs 
Program of Comprehensive Assistance for Family Caregivers. 

5.  Because of any qualifying exigency arising out of the fact that the employee’s 
spouse, son, daughter, parent, or an individual which the employee has or had legal 
custody of, is a military member (includes both members of the National Guard and 
Reserves and the regular Armed Forces) on covered active duty (or has been notified 
of an impending call or order to active duty) in support of a contingency operation 
(deployment to a foreign country is required).  Qualifying exigencies are one or more 
of the following:  short-notice deployment, military events and related activities, 
child care and school activities, *parental care, financial and legal arrangements, 
counseling, rest and recuperation, post-deployment activities, or if the military 
member has been injured, wounded or hospitalized while serving in active duty. 

*Eligible employees may take leave to care for a military member’s parent who is 
incapable of self-care when the care is necessitated by the member’s covered active 
duty.  Such care may include arranging for alternative care, providing care on an 
immediate need basis, admitting or transferring the parent to a care facility or 
attending meetings with staff at a care facility. 

C.  An eligible employee may be permitted a total of twenty-six (26) work weeks of leave 
during the twelve (12) month period measured forward from the first date the employee uses 
Family and Medical Leave in order to care for a covered service member with a serious 
injury or illness if the employee is the spouse, son, daughter, parent or next of kin of the 
service member (includes covered veterans, defined as “an individual who was discharged or 
released under conditions other than dishonorable at any time during the five-year period 
prior to the first date the eligible employee takes FMLA leave to care for the covered 
veteran”).  However, when Family and Medical Leave is used for this reason and one or 
more of the reasons listed in “4” above, the eligible employee will be entitled to a maximum 
combined total of twenty-six (26) work weeks of leave. 

 

 

D.  While on Family and Medical Leave, an eligible employee will be required to use all accrued 
vacation and sick leave (see Section 5.04 for appropriate uses), prior to being granted unpaid 
Family and Medical Leave.  The combined period of leave, including vacation, sick leave, 
and unpaid Family and Medical Leave shall not exceed the total of twelve (12) or twenty-six 
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(26) work weeks during the twelve (12) month period defined above.  Additionally, once an 
eligible employee has exhausted all leave balances and is then on unpaid Family and 
Medical Leave, such employee will not be considered as Active pay status for purposes of 
accruing vacation and sick leave, nor will the employee be eligible for paid holidays. The 
designation of leave as Family and Medical Leave is the responsibility of the Employer only.  

E.  Workers’ Compensation: Employees experiencing time off for a workers’ compensation 
claim are required to run their time off concurrently with FMLA, whether using paid leave 
through the County or receiving Temporary Total pay (TT) through Workers’ Compensation. 
Employees opting TT pay through Workers’ Compensation may be approved for unpaid 
FMLA, even with a leave accrual balance. However, once TT payments end, the employee 
must then apply their leave accrual for the remainder of their time off. Employees are 
responsible for their share of the insurance premium. 

F.  An eligible employee will be required to provide the Employer with thirty (30) days 
advance notice of the employee's intention to take Family and Medical Leave (see 
Appendices). The only exception will be when unforeseen circumstances prevent the 
employee from providing the required notice.   

G.  In the event of Military Family Leave, the Employee will be required to provide the 
Employer with fourteen (14) days notice prior to taking the leave if the leave is being taken 
because of a call to activity duty, or at least two (2) days notice prior to taking the leave if 
the leave is being taken because of an injury, wound or hospitalization.  If the employee 
receives notice from a representative of the uniformed services that the injury, wound or 
hospitalization is of a critical or life-threatening nature, the employee may take the leave 
under this section, and/or including section 5.08(C), without providing notice to the 
employer. 

H.  The Employer will require the employee to provide medical certification from the 
employee's health care provider or the family member’s health care provider in order to 
support a leave request to care for a spouse, child, or parent who has a serious health 
condition; or for leave due to a serious health condition that makes the employee unable to 
perform the functions of the employee's position. 

The Employer, at the Employer's expense, may require a second opinion on the validity of 
the certification.  Should a conflict arise between the opinions of the two (2) health care 
providers, a third opinion will be sought.  The third opinion will be provided by a health care 
provider mutually agreeable to the employee and the Employer.  The expense of a third 
opinion will be paid by the Employer.  The finding of the third health care provider is final 
and binding on both parties. 

In the event of Military Family Leave, the Employer may require the Employee to provide 
certification from the appropriate military authority to verify that the Employee satisfied the 
criteria described herein. 

Employees who do not turn in the required FMLA paperwork may be denied FMLA and/or 
Sick Leave, and may also be subject to discipline. 
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Employees who have an FMLA request denied, and are absent from work, are subject to 
Section 5.04 Sick Leave. 

I.  The Employer will also require the employee to provide appropriate certification in order to 
support a leave request because of a qualifying exigency or to care for a covered service 
member with a serious injury or illness. 

In the event of Military Family Leave, the Employer may require the Employee to provide a 
copy of the covered military member’s active duty orders to support request for qualifying 
exigency leave.  In addition, upon an Employer’s request, certification for qualifying 
exigency leave must be supported by a certification containing the following information: 
statement or description of appropriate facts regarding the qualifying exigency for which 
leave is needed; approximate date on which the qualifying exigency commenced or will 
commence; beginning and end dates for leave to be taken for a single continuous period of 
time; an estimate of the frequency and duration of the qualifying exigency if leave is needed 
on a reduced scheduled basis or intermittently; and if the qualifying exigency requires 
meeting with a third party, the contact information for the third party and description of the 
purpose of the meeting.  In cases of qualified exigency leave for Rest and Recuperation 
leave, the Employer may require the Employee to provide a copy of the military member’s 
Rest and Recuperation leave orders, or other documentation issued by the military setting 
forth the dates of the military member’s leave.  The amount of time an eligible employee 
may take for Rest and Recuperation qualifying exigency leave is a maximum of 15 calendar 
days.  

J.  In the event a husband and wife are both employed by the same Wayne County employer, 
and either or both request leave for the birth or placement of a child (bonding leave), the 
total number of work weeks of such leave to which both employees are entitled will be 
limited to a cumulative total of twelve (12) work weeks during the twelve (12) month period. 
 In other words, a cumulative total of twelve (12) weeks of bonding leave is available to the 
parents of a child.  The leave may be used by one parent or split between both parents. 

K.  Leave due to the serious health condition of the employee or the employee's spouse, child, or 
parent, or to care for a covered service member with a serious illness or injury, may be taken 
intermittently or on a reduced leave schedule when medically necessary.  The Employer may 
require an employee who takes leave in this manner for planned medical treatments to 
transfer temporarily to an alternative position which has equivalent pay and benefits and 
better accommodates the recurring periods of leave.  Leave due to a qualifying exigency may 
also be taken on an intermittent or reduced leave schedule basis.  The Employee is still 
responsible for following the customary call-off policy of the office, when taking leave 
intermittently or on a reduced leave schedule. 

L.  The taking of leave intermittently or on a reduced leave schedule will not result in a 
reduction in the total amount of leave to which the employee is entitled in accordance with 
this policy. 

M.  It will not be considered a break in service when an employee takes leave in accordance with 
this policy, provided the employee returns to work at the expiration of the leave period. 
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N.  An eligible employee who takes leave in accordance with this policy shall, upon return from 
such leave, be restored to the position held by the employee when the leave commenced, or a 
similar position of equivalent pay and benefits.  If appropriate, the Employer will require the 
employee's physician to certify that the employee is able to resume work as a condition of 
return to employment. 

O.  During any period that an eligible employee takes leave in accordance with this policy, the 
Employer will maintain the employee's group health care coverage under the conditions 
coverage would have been provided if the employee had continued in employment for the 
duration of the leave.  The employee will be responsible for paying the employee's share of 
the health insurance costs during the leave.  If the employee does not return from the leave, 
the Employer may recover the premiums it paid for maintaining the health care coverage 
during the period of unpaid Family and Medical Leave. 

P.  Upon requesting Family and Medical Leave, an eligible employee will receive a written 
notice, from the Employer, outlining the employee's rights and obligations (see Appendices). 

Q.  DEFINITIONS: For purposes of Family and Medical Leave, and in accordance with the 
Family and Medical Leave Act, the following definitions shall apply to the terms set forth 
herein: 

1.  Child - A biological, adopted, or foster child, a stepchild, a legal ward, or a child of 
an employee where the employee stands in loco parentis to that child, where the child 
is under the age of eighteen (18), or over the age of eighteen (18), but incapable of 
self-care because of a mental or physical disability. 

2.  Parent - A biological, adoptive, step or foster mother or father, or an individual who 
stands or stood in loco parentis to an employee when the employee was a child.  
(This definition does not include in-laws.) 

 

Original Adoption Date Revision Number Date Approved 
7/31/96 8 12/14/22 12/14/22 
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A.  If a retiree who is receiving benefits from one of Ohio's retirement systems is re-employed in 
an OPERS position, his/her retirement benefit may be affected.  Any employee who is 
considering re-employment with the County after retirement should contact the appropriate 
retirement system for clarification on how re-employment will affect his/her retirement 
benefits. (OPERS – 277 East Town St / Columbus, OH 43215 / (800) 222-PERS) 

B.  A re-employed retiree of any retirement plan offered by the state shall be permitted to earn 
sick leave and vacation leave, in accordance with County policies, as if he/she is a new 
employee with no previous service time. A retiree must be re-employed one year in the 
service of a political subdivision of the State of Ohio before they can accumulate vacation 
time. 

C.  A re-employed retiree of any retirement plan offered by the state shall be eligible to receive 
other County-provided benefits in accordance with the terms and conditions of the policies, 
which control such benefits.  A re-employed retiree will be considered a new employee 
under the terms of the Benefit Plans. 

D.  A re-employed retiree of any retirement plan offered by the state who later terminates or had 
their employment terminated will not be eligible for any sick leave conversion as described 
in Section 11.03(A) of this policy manual. 

E.  A re-employed retiree of any retirement plan offered by a political subdivision is not eligible 
to carry over any unused sick leave from previous public service if the employee cashed out 
any sick leave based on the retirement. 

Original Adoption Date Revision Number Date Approved 
7/31/96 3 10/16/13 10/16/13 
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A.  Any employee who has requested and been approved to assist the Board of Elections on 
Election Day may use accrued paid leave time, excluding sick leave, on the day of an 
election.   

B.  In order to ensure that the employee is able to take accrued paid leave time, the employee 
shall notify the Appointing authority in writing (see Appendices) at least two (2) weeks in 
advance of the fact that he/she is requesting to use leave to assist the Board of Elections on 
the day of an election.   

C.  Failure by the employee to provide at least two (2) weeks advance notice, as referenced 
above, may result in ineligibility to take paid leave time to cover the absence. 

Original Adoption Date Revision Number Date Approved 
7/31/96 4 8/4/21 8/4/21 
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A.  An employee may elect to convert up to eighty (80) hours of sick leave and/or up to eighty 
(80) hours of vacation leave per year to cash for leave that is accrued but not used during the 
calendar year, as defined January 1 to December 31, as part of an annual conversion plan.  
This conversion will result in the employee receiving payment for these hours, and having 
the appropriate leave account reduced by the hours converted.  Only eligible employees may 
elect this conversion.  Eligibility and the rules regulating conversion are as follows: 

1.  In order to be eligible, the employee must be an active employee of Wayne County, 
Ohio at the time of conversion (no later than January 31 of the calendar year 
following the conversion request.)  Wayne County, Ohio is defined for this purpose 
as “the political subdivision organized pursuant to RC 301 and known as Wayne 
County.” 

2.  The “time of conversion” for the purposes of this policy shall mean the date on 
which payment for the leave time converted takes place, i.e., the second pay date in 
January. 

3.  In order to convert sick leave, the eligible employee must have, at the time of 
conversion, a minimum balance of nine hundred sixty (960) hours of accumulated 
sick leave plus the amount they wish to convert.  (For example, an employee must 
have a balance of one thousand forty [1,040] hours of sick leave accumulated to 
convert eighty [80] hours.) 

4.  To convert vacation leave, the eligible employee must have, at the time of 
conversion, enough vacation leave accumulated to cover the number of hours 
converted up to eighty (80) hours, plus a balance of forty (40) hours that is not 
converted.  (For example, an employee must have one hundred twenty [120] hours 
vacation leave accumulated in order to convert eighty [80] hours.) 

5.  An eligible employee may convert any combination of sick and/or vacation leave, 
subject to the regulations, up to the maximum of eighty (80) hours for each type of 
pay (one hundred sixty [160] hours total).  

6.  Leave shall be converted on a last in, first out (LIFO) basis.  The maximum amount 
of converted sick and/or vacation leave that can be considered earnable salary under 
OPERS is the amount the employee earns in one calendar year, less any amounts 
taken during the calendar year. For this plan, it would be leave earned and unused 
between January 1 and December 31 of the current calendar year, i.e., the calendar 
year immediately prior to the time of conversion.  

7.  Conversion of sick and vacation leave will result in a permanent deduction of the 
converted hours from the participating employee’s appropriate leave balance at the 
time of conversion.  Conversion will not affect an employee’s eligibility for sick 
leave payment upon retirement per Section 11.03(A) of this policy manual.  
However, once an employee converts sick leave upon retirement, all sick leave credit 
accrued is eliminated.  Further conversion under this policy by a rehired retiree 
cannot occur until such time as the rehired retiree once again has the minimum 
balance of sick leave as required herein. 
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8.  Additional sick and vacation leave accrual will not be earned from converted sick 
and vacation leave.  Standard deductions as required by law, including OPERS 
deductions, if applicable, will be made. 

9.  Converted hours will not count as “hours worked” in the week paid out for the 
purpose of calculating overtime. 

10.  Employees are responsible for initiating the conversion process by annually 
completing and filing a “Leave Conversion Request” form.  This request form must 
be completed by the employee, and approved by the Appointing authority, no later 
than December 1 of the year prior to the actual conversion. The employee will 
receive the payout on the second pay of the following year.  For example:  a 
conversion request would have to be completed and approved by December 1, 2013, 
in order for the conversion to take place on the second pay of January 2014.  
However, any leave time taken between December 1, 2013 and December 31, 2013, 
shall be considered in determining leave time accrued but unused. 

11.  The employee’s Appointing authority must put the approved conversion request on 
the turnaround sheet for the second pay of the New Year and label the hours as “Sick 
Leave to be Converted” or “Vacation Leave to be Converted” 

12.  This policy only applies to those Wayne County employees who are not covered by a 
collective bargaining agreement, and whose Appointing authority has adopted this 
policy. 

13.  Complete Leave Conversion Request Form (see Appendices). 

14.  Although it is the intent to have the leave conversion payments be considered 
earnable salary, all converted hours are subject to OPERS rules and regulations.  In 
all cases, OPERS makes the final determination as to what constitutes earnable 
salary.  

B.  Employees, upon attainment of their 30th anniversary and who have not already retired in 
accordance with the provisions of any retirement plan offered by the state, may elect, each 
year, to convert one week (40 hours) of sick leave accrual to vacation leave accrual. Upon 
doing so, converted hours will be treated and can be used the same as standard vacation 
accrual.  Items 3, 6, 7, 8 and 12 listed in (A) of this section apply to this conversion. Upon 
conversion, this leave may be carried over; however, vacation accrual continues to remain 
capped at 3 years for a total of 15 weeks. This is a once per year benefit, and the employee 
must notify the Auditor’s Office within 31 days of the employee’s anniversary date if they 
wish to utilize this benefit. 
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PERFORMANCE EVALUATION 
  

6.01 PURPOSE 

6.02 TYPES OF EVALUATIONS 

6.03 PROCEDURE 
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A.  The primary purposes of a performance evaluation are to: 

1.  Uniformly and objectively rate an employee's job performance; 

2.  Provide an opportunity for employees to recognize and correct specific performance 
problems and clarify expectations; 

3.  Provide a means of communication between the employee and his/her supervisor; 

4.  Provide data on which to base promotional selection decisions; 

5.  Provide a basis on which to make salary decisions; 

6.  Reveal conditions that contribute to poor morale or low productivity; and 

7.  Enable supervisors to detect gaps and limitations in their own supervisory 
performances.  
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A.  Evaluation: Evaluations are designed to communicate to an employee acceptable and 
unacceptable levels of job performance.  Sub-standard or unacceptable job performance 
which is not corrected or improved may subject an employee to disciplinary action.  

B.  Annual Evaluation: Each regular employee is evaluated annually.  Evaluations cover the 
preceding year or, in the case of new employees, the completion of the remainder of the year 
following the probationary period. 

C.  Special Evaluation: Special evaluations may be performed at any time, at the discretion of an 
employee's supervisor.  

D.  Probationary Evaluation: A probationary employee is normally evaluated before the end of 
the probationary period.  Should the employee be terminated or returned to his/her former 
classification before the end of the probationary period, the evaluation should be made at the 
time of termination or reassignment. 
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A.  Appointing Authorities and/or supervisors have the primary responsibility for initiating, 
scheduling, and completing performance appraisals. 

B.  Each employee will be evaluated against the established position description for his/her 
assignment. 

C.  The supervisor will meet with the employee to review concerns, expectations, duties, and 
responsibilities, and to set measurable objectives for the next period.  The employee will be 
given the opportunity to read the appraisal, ask questions, and comment in writing on the 
appraisal document.  The employee must sign the document, indicating he/she has been 
given this opportunity. 

D.  The completed performance appraisal, including any employee comments, will be placed in 
the employee's personnel file.  Copies will be given to the supervisor and the employee. 

E.  An employee who disagrees with his/her supervisor's appraisal may request a discussion with 
his/her supervisor's immediate superior. 

F.  The employee has the option to make a written statement of comment concerning his/her 
evaluation on the form itself or separate attachment.  Either way, this statement becomes a 
part of the employee’s personnel file.  

 

Original Adoption Date Revision Number Date Approved 
7/31/96 2 7/6/05 7/6/05 



 

 

 
 
 
 

 
SECTION 7 

EMPLOYEE DEVELOPMENT 
  

7.01 TRAINING 

7.02 MEETINGS AND CONFERENCES 

7.03 APPROVAL OF ATTENDANCE AT MEETINGS, 
CONFERENCES OR TRAINING PROGRAMS 

7.04 APPROVAL OF PUBLIC EXPENDITURES FOR 
“SPECIAL EVENTS” 

  

  

Original Adoption Date Revision Number Date Approved 
7/31/96 2 7/6/05 7/6/05 



 
 

 

 

TRAINING SECTION 7.01 
 PAGE 1 OF 2 

A.  EMPLOYEE ORIENTATION - Each new employee will be provided a period of 
orientation by his/her immediate supervisor.  In most situations, this will be handled in an 
informal manner on the job. 

B.  TRAINING PROGRAM EVALUATION - The Appointing Authority shall periodically 
examine current and proposed training programs in order to ensure the program's relevance 
to individual employees and organizational training needs. 

C.  ON-THE-JOB TRAINING (OJT) - On-the-job training prepares an employee to 
effectively perform the responsibilities required of his/her position.  It allows the employee to 
learn his/her job duties, correct procedures, and expected performance levels, under the 
immediate direction of an experienced worker.  The conduct of training is the responsibility 
of supervisors under the direction of the Appointing Authority. 

D.  JOB-RELATED TRAINING COURSES   - Employees may be required to attend job-
related training programs, courses, workshops, seminars, etc.  If training is required by the 
Appointing Authority, the expense incurred will be paid by the County.   Employees may be 
asked to sign a repayment contract, should he/she choose to end his/her position within two 
(2) years of said training (see Repayment Contract in Appendices). 

E.  WCCC TRAINING - To enhance the understanding of the employer-employee relationship, 
each newly hired employee shall be required to attend a WCCC orientation session 
conducted by persons designated by the administration. These sessions shall include the 
contents of this manual, safety procedures, payroll specifics, Bill of Resident Rights, and 
introduction of administrative personnel.  

1.  The orientation sessions will be held on WCCC time. Employees will receive regular 
pay during the orientation process.  

2.  It will be the responsibility of the employee’s department head to continue the 
orientation process during the probationary period by providing on-the-job training. 
The length of the training depends upon the education and experience of the 
employee as well as the department with which the employee is assigned to work. 

F.  WCCC IN-SERVICES - WCCC employees may be required to attend In-House In-Service 
Classes.  

1.  Some in-services are mandated by the Department of Health for certification 
purposes, and therefore require employees to attend. 

2.  Additionally, nursing facility personnel must attend those classes directly related to 
their position to maintain their licensure and certification.  Any class taken outside of 
WCCC are at the employee’s expense and are unpaid, unless pre-approved by the 
Appointing Authority. 

3.  Employees will be paid for attending any mandatory training.  Attendance is taken by 
roster and course credit is given for actual time of training. 
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4.  On-duty employees are required to attend any in-service provided by the WCCC 
during their shift, if coverage allows.  
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A.  The County encourages professional growth of all employees through continuing education 
and training. 

B.  Paid registration may be granted to an employee for any bona fide educational conferences, 
professional organization meetings, and training seminars.  The County will not reimburse 
mileage or hourly rate during attendance even if registration payment is granted when the 
following conditions are met: 

1.  The employee's attendance occurs outside of his/her regular working hours; and 

2.  The employee's attendance is not required; and 

3.  The employee does no productive work while in attendance. 

C.  The County will pay the cost of registration for all required attendance at meetings, training, 
or conferences. 

D.  Employees in certain positions are required as a condition of continuing employment to take 
coursework and training as defined by the licensing authority. 

E.  An employee may request leave, excluding sick leave, to attend educational meetings that are 
not required by the County.  Leave may be granted at the discretion of the Appointing 
Authority. 

F.  Meeting/training travel expenses will be reimbursed as described in Section 4.06 - Expense 
Reimbursement. 
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A.  Professional development activity participation must have the prior approval of the 
Appointing Authority. This includes seminars and training taking place in or out of Wayne 
County. This also includes county sponsored events. Employees may fill out a 
Meeting/Conference/Training Request (see Appendices) to initiate this request, and submit to 
their Appointing Authority for approval.  If necessary for reimbursement, this should be 
forwarded to the Commissioners’ Office for expense approval and processing.  

B.  DETERMINATION PROCEDURE - In reviewing requests for class 
work/training/attendance, the following items will be considered: 

1.  Nature and purpose of the course of study/meeting; 

2.  Benefits to be derived by the employee and the County; 

3.  Level of responsibility, performance, and length of service of the employee; 

4.  Estimated cost; 

5.  Potential lost time from work; and 

6.  Ability to adequately staff services during the employee's absence. 

C.  SELECTION OF PARTICIPANTS - Whenever there are a limited number of openings for 
a training course, or if attendance will be during an employee's regularly scheduled work day, 
the Appointing Authority will determine which employees may participate.  The needs of the 
County, previous training experience of the employee, and service coverage will be 
considered in making the decision. 
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APPROVAL OF PUBLIC EXPENDITURES FOR “SPECIAL 
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SECTION 7.04 
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A.  It is required to obtain approval in advance for any expenditure associated with a county 
office sponsoring a “special event”.  

B.  Any event, for which expenditures are planned to include non-typical “public” expenses such 
as refreshments, beverages, food, napkins, table service, etc., is considered a “special event”. 
Examples of a “special event” include receptions, open houses, meetings, and training 
sessions. 

C.  If the “special event” is for the benefit of (attendance by) county employees, then event 
expenditures must be made from salary appropriations. 

D.  To obtain necessary prior approval for all such events and planned “event” expenditures, a 
written request (see Special Event Request in Appendices) must be sent to the Board of 
Wayne County Commissioners describing: 

1.  the nature of the event 

2.  the proposed date, time and place for the event 

3.  a proposed “not to exceed” total budget for all expenses 

4.  an itemization of all expenses included in the budget total 

5.  the source of funds to make payment of expenses 

6.  a statement of the public benefit to be served.   

E.  Requests for approval for funding of “special events” must be sent well in advance of 
committing any funds or of incurring any actual expenses.  

F.  The Wayne County Board of Commissioners will respond to all requests promptly and in 
writing.  
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A.  STATE OF OHIO ETHICS LAW 

1.  No public employee shall knowingly authorize or use his/her authority or influence 
to: (a) secure a public contract for himself/herself, his/her family or his/her business 
associates; or (b) secure the investment of public money in any security in which 
he/she, his/her family, or his/her business associates has an interest, or for which 
he/she, his/her family, or his/her business associates act as an underwriter or receive 
brokerage, origination, or servicing fee.  No public official, during his/her term of 
office or for one (1) year after, shall occupy any position of profit in the prosecution 
of a public contract authorized by himself/herself or by a legislative body, 
commission, or board for which he/she was a member at the time of authorization, 
unless the contract was competitively bid to the lowest and best bidder. 

2.  No public employee shall knowingly have an interest in the profits or benefits of a 
public contract.  Employment with a public office is considered to be a contract with 
the public office.  Therefore, the use of one's position to obtain employment for a 
family member is prohibited by law. 

3.  In accordance with RC 102.09(D), Wayne County Appointing Authorities will 
provide new employees with either a paper copy or access to an electronic version of 
RC 102 and RC 2921.42 within fifteen (15) days after the employee is hired.  The 
employee shall acknowledge receipt of the documents in writing (see 
Acknowledgment of Receipt of the Ohio Ethics Law and Related Statutes). 

B.  CONFLICTS OF INTEREST 

1.  No employee shall participate as a public official in any license or rate-making 
proceeding that directly affects the license or rates of any person, partnership, trust, 
business trust, corporation, or association in which he/she or his/her immediate 
family owns or controls more than five percent (5%), or any business which he/she 
or his/her immediate family has sold goods or services of more than one thousand 
dollars ($1,000.00) during the preceding year. 

2.  No employee shall use or authorize the use of the authority or influence of 
employment to secure anything of value or the offer or promise thereof that is of 
such a character as to influence his/her duties. 

3.  No employee shall solicit or accept anything of value that is of such a character as to 
influence his/her duties. 

C.  WAYNE COUNTY ETHICS 

1.  All County employees are expected to maintain the highest possible ethical and 
moral standards and to perform within the laws of the State of Ohio and other 
policies, procedures, rules, and regulations, as may be set forth by the Appointing 
Authority.  This manual is not all-inclusive with regards to such policies, rules, and 
regulations.  Conduct that interferes with normal office operations, brings discredit to 
the department/agency, is illegal, or is offensive to the public or fellow employees 
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will not be tolerated.  Examples of proper employee conduct include, but are not 
limited to, the following: 

a.  An employee must always conscientiously perform all assigned job duties. 

b.  An employee must be tactful, patient, and courteous in the conduct of County 
business. 

c.  No employee may grant special consideration to any citizen or group of 
citizens. 

d.  No employee may engage in any outside employment or have a financial 
interest that will conflict with his/her duties or be detrimental to the County. 

e.  No employee may use or permit the use of County vehicles, equipment, 
materials, or property for personal convenience or profit. 

f.  No employee may accept (except those of little or nominal value) or ask for 
any gift or consideration that is granted as a result of his/her employment 
with the County. 

g.  No employee may use the County name or tax-exempt status for his/her 
personal advantage on any purchases. 

h.  No employee may discuss or reveal confidential County information to 
anyone, under any circumstances, except within the scope of his/her job 
duties. 

D.  It is important to remember that employee compensation is paid through taxes.  Therefore, 
each employee assumes responsibility to serve the public in an effective, courteous, and 
professional manner, and to conscientiously perform all assigned job duties. 
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A.  ABSENCE REPORTING 

1.  When an employee is unable to report to work, he/she must notify the immediate 
supervisor or another designated person within fifteen (15) minutes before the start 
of his/her scheduled working hours. This must occur on the first day of absence and 
each day thereafter, unless emergency conditions make it impossible or prior 
arrangements have been made with the supervisor. WCCC requires that employees 
notify the immediate supervisor no later than two (2) hours prior to the start of their 
shift if they are unable to work. 

2.  On the day the employee returns to work after an absence, he/she must report to 
his/her supervisor.  He/she must supply any requested documents (see Leave Request 
form or Return to Work form in Appendices).  These documents will be reviewed by 
the supervisor to determine if the employee's absence is an approved absence. 

B.  FREQUENCY OF ABSENCES 

1.  Regular attendance is expected of all employees. 

2.  A pattern of absences or frequent absences that affect the County's ability to provide 
services will result in disciplinary action. 

3.  An employee who develops a pattern of absences, tardiness, or leaving work early 
will have his/her absences reviewed for possible abuse of sick leave or the 
attendance policy.    (For example, calls in sick every Friday before a Monday 
holiday.) 

C.  TARDINESS/EARLY DEPARTURE 

1.  Employees are expected to arrive at work promptly and remain at work until the end 
of the scheduled work day. 

2.  Tardiness/early departure is defined as late arrival at the employee's work location, 
early departure, or overstaying scheduled meal periods five (5) minutes or more.  
Late arrival/early departure consisting of five (5) or less minutes will not be treated 
as tardiness/early departure and will be paid in accordance with the employee’s set 
schedule with no fault to the employee. Tardiness/early departure consisting of more 
than 5 minutes will be paid based on the employee’s actual time worked.  Eg. an 
employee with a start time of 8:00am and arriving at 8:05am will be paid beginning 
at 8:00am; whereas, an employee arriving at 8:06am will be paid beginning at 
8:06am.  An employee who will be late reporting to work must call the supervisor 
within fifteen (15) minutes before the scheduled start time. Tardiness and/or 
absences not reported in accordance with the rules might not be approved. 
Unapproved absences may be a basis for appropriate discipline. 

3.  Any deviation from an employee's work schedule must be authorized by his/her 
supervisor in advance and noted on the weekly time sheet. 
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4.  Repeated tardiness, which may include any and all late arrivals/early departures 
under or over 5 minutes, is grounds for disciplinary action. 

5.  Make-up time lost due to being tardy is at the Appointing Authority’s discretion 
only. The tardiness shall still be counted regardless if time is made up afterward. 

D.  EMERGENCY CLOSINGS 

1.  If an Elected Official or Appointing Authority chooses to close their office(s) by way 
of a delayed opening, early closure, or entire day closure, due to a weather or non-
weather-related emergency, their employees will be compensated for the time they 
were scheduled to work during the emergency period.  If employees are released 
from work because of a non-weather-related emergency situation (fire, natural gas 
leak, etc.), the employees will be compensated for the time they were scheduled to 
work during the emergency period. 

2.  If possible, the decision to close any County building will be broadcast on the 
following local radio station:  WQKT 104.5.  It is the responsibility of each 
employee to listen to the radio when severe weather is expected.  Supervisors may 
notify their employees of a closure; however, it is not the responsibility of the 
County to do so.   

3.  Employees not scheduled to work because of scheduled vacation or continuing sick 
leave will be charged for the leave regardless of the declared emergency. 

4.  An employee, who is absent, tardy, or leaves work early on a day when weather 
conditions interfere with travel, but when no emergency has been declared by the 
state or County, is absent without leave and therefore in non-pay status.  The 
employee may, with approval of the Appointing Authority, account for time during 
which he/she was absent from his/her job due to inclement weather by charging it to 
vacation or compensatory time.  Inclement weather is not a valid use of sick leave. 

5.  If County offices are closed due to weather-related or some other emergency 
situation, certain personnel may be required to work despite the closing of the 
County offices.  Each Appointing Authority will determine the personnel with whom 
this would apply. 

Employees required to work on-site or remotely/telework when County offices are 
closed due to weather-related or other emergency conditions will receive their 
normal straight time pay for the time worked.  No additional compensation will be 
received as a result of the emergency.  Remote/telework employees must continue to 
work as such until County offices are able to resume business or as directed by their 
Appointing Authority. Supervisors should be prepared, in advance, for such 
situations and should discuss with their employees preparatory measures for 
remote/telework (such as signing off computers instead of turning off, at the end of 
each day, as well as identifying home accommodation challenges). 
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6.  If an emergency is declared and the County Administration Building is closed on a 
scheduled payday, the Auditor will then make the payroll available for pickup on the 
next regularly scheduled business day that the County Administration Building is 
open.  Direct deposits will be made as originally scheduled and should not 
experience a delay, unless caused by circumstances beyond the control of the 
Auditor. 

7.  WCCC is required to maintain twenty-four (24) hour service for the residents. It is 
our policy to use all available personnel in the case of a weather-related or non-
weather-related emergency situation. As a condition of employment, the employees 
of the WCCC may be required to be available beyond regularly scheduled hours if 
deemed necessary by the Appointing Authority. 

a.  Compensation for employees required to work beyond their regular shift 
shall be paid in accordance with the overtime policy.  Time spent in off duty 
status, such as sleep or recreation, shall not be compensated. 

b.  Employees that are scheduled to work but unable to get to and from work 
may be requested by the Appointing Authority to make themselves available 
for pickup by methods of local safety forces, national guard, or other 
available means.  

c.  Employees are required to provide a phone number where they can be 
reached in the event of an emergency or staffing shortage.  

d.  WCCC recognizes the need for flexible scheduling.  Once work schedules 
are posted, employees may trade days with co-workers in the same 
classification and department providing the days traded occur during the 
same week of work and shift.  Trade days must have prior written approval of 
the supervisor on the trade day form.  Trade days are not permitted if use of 
trade days results in overtime liability.  

e.  Employees requesting days off must request such days by the first of the 
month prior to departmental scheduling for such a request to be considered. 
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A.  Outside employment and/or volunteer work is allowed when the following provisions are 
met: 

1.  The employee must notify his/her employer, in writing, of any outside employment 
and/or volunteer work, prior to commencement of work (see Appendices). 

2.  The interests of the second employer/volunteer work do not conflict with those of the 
County; 

3.  The second job/volunteer work does not have a negative impact on the employee’s 
job performance; and 

4.  Employment with the County is the employee’s primary job and time conflicts are 
resolved in favor of the County. 

B.  When an employee’s supervisor has reason to believe the demands of a second job and/or 
volunteer work are having a negative impact upon the employee's performance or 
availability, the employee will receive instruction and cautioning.  If the situation is not 
resolved, appropriate disciplinary action may result. 

C.  Employees who wish to volunteer at a Wayne County agency must get approval from both 
agencies before commencing said volunteer work.  Employees must also notify Wayne 
County HR (330-287-5409) in order to ensure there is not a conflict in hours, duties or pay 
status.  The agency where the Employee is paid is the Employee’s primary responsibility and 
time conflicts are resolved in favor of this agency. 
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A.  When tools, supplies, and equipment needed to perform job duties are provided by the 
Employer, including, but not limited to, computer hardware and software, office phones and 
cell phones (including voice mail and texts), email, internal mail system, fax machines, 
desks, lockers and any physical or electronic equipment or property, it is the responsibility of 
employees and supervisors to see that they are properly used and maintained.  Employees 
shall have no expectation of privacy or confidentiality when using County-owned and/or 
provided equipment and/or property, as defined, but not limited to, that which is listed in this 
paragraph. 

B.  Misuse, personal use, neglect, loss, theft or abuse of tools, supplies and equipment (as 
defined in A above), are prohibited. Improper use and/or accidents involving misuse, 
personal use, neglect, loss, theft or abuse of tools, supplies or equipment will be cause for 
disciplinary action. Employer has the right to examine any equipment or property as defined 
in A above (see Section 3.10 - Health & Safety).   

1.  Loss of tools or equipment may require payment by the employee for those items 
lost, at the discretion of the Appointing Authority. 

C.  All tools, supplies and equipment utilized by the employee in the performance of his/her job, 
(as defined in A above), are subject to the prior approval of the Appointing Authority. 

D.  Clothing items or property which depict County name and/or logos should only be 
worn/used during the workday and/or for a pre-approved event.  If approved and while doing 
so, Employees recognize that they are representing themselves as a County representative.  
Employees with uniforms should consult their Appointing Authority to determine when the 
uniform should be worn and when the uniform should not be worn. 

E.  All employees are responsible for safeguarding all County assets, including cash and other 
types of funds.  Failure by an employee or supervisor to exercise due care in handling all 
County assets may result in discipline.  Intentional acts, or lack of action by an employee 
that results in the loss or destruction of a County asset, is grounds for immediate termination. 

F.  Unauthorized actions by an employee that causes the County to incur an expense may be 
subject to discipline.  The employee may also be required to provide restitution. 

G.  The Employer is not responsible for any personal property that an employee elects to have in 
or on county property.  In the event of loss for any reason, including theft or damage due to 
fire or flood, the employee will not be compensated for the loss of personal property. 

 

Original Adoption Date Revision Number Date Approved 
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A.  Pursuant to ORC 3517.092, Elected Officials or candidates for office are prohibited from 
soliciting contributions from employees. 

B.  Pursuant to Ohio Administrative Code 123:1-46-02, classified employees are prohibited 
from participating in partisan political activities.  Unclassified employees are not held to 
these rules, unless specifically precluded by federal or state constitutional or statutory 
provisions. 

C.  POLITICAL ACTIVITIES PERMITTED TO CLASSIFIED EMPLOYEES - If 
participating in a permitted activity, employees shall not identify themselves as a 
representative of the County, and participation should be during non-scheduled hours. 
Examples of permissible activities for classified employees include, but are not limited to, 
the following: 

1.  Registering and voting; 

2.  Expressing opinions, either orally or in writing; 

3.  Making voluntary financial contributions to political candidates or organizations; 

4.  Circulating non-partisan petitions or petitions stating views on legislation; 

5.  Attending political rallies; 

6.  Signing nominating petitions in support of individuals;  

7.  Display of political materials in the employee's home or on the employee's property; 

8.  Wearing political badges or buttons, or the display of political stickers on private 
vehicles;  

9.  Serving as a precinct election official under RC 3501.22; 

10.  Be a candidate in a non-partisan election. 

D.  POLITICAL ACTIVITIES PROHIBITED TO CLASSIFIED EMPLOYEES - The 
following are examples of prohibited activities for classified employees: 

1.  Participating in a partisan election as a candidate for office; 

2.  Declaring candidacy for an elected office that is filled by partisan election or through 
the circulation of nominating petitions identified with a political party; 

3.  Filing or circulating official nominating petitions for any candidate for office filled 
by partisan election; 

4.  Holding an elected or appointed office in any partisan political organization; 



 
  

 

 

POLITICAL ACTIVITY SECTION 8.05
 PAGE 2 OF 2

5.  Accepting a party-sponsored appointment to any office normally filled by partisan 
election; 

6.  Campaigning by writing for publications, by distributing political material, or by 
making speeches on behalf of a candidate for partisan elective office; 

7.  Soliciting, either directly or indirectly, any assessment, contribution, or subscription 
for any party or candidate for partisan office; 

8.  Soliciting the sale or selling political party tickets, materials, or other political 
matter; 

9.  Engaging in partisan political activities at the polls, such as soliciting votes for other 
than non-partisan candidates and non-partisan issues;  

10.  Engaging in political caucuses of a partisan nature; 

11.  Servicing as a witness or challenger for any party or partisan committee; 

12.  Participating in a political action committee that supports partisan activity. 

E.  An employee in the classified service who engages in any of the activities listed in 
paragraphs (D)(1) through (D)(12) of this policy manual may be subject to discipline up to 
and including termination from his or her position in the classified service.  The Appointing 
Authority may initiate such removal action.  The Appointing Authority may also institute an 
investigation or action in case of a violation. 

 

Original Adoption Date Revision Number Date Approved 
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A.  PURPOSE AND SCOPE 

1.  The safety and security of employees, volunteers, clients, consultants, contractors, 
and the general public are of vital importance to Wayne County Appointing 
Authorities.  Additionally, Wayne County Appointing Authorities believe that these 
individuals must 1) be treated with dignity and respect, 2) have a right to work in a 
professional atmosphere that prohibits any form of inappropriate behavior, 3) work 
in an environment that promotes equal employment opportunities and prohibits 
unlawful discriminatory practices. Therefore, Wayne County Appointing Authorities 
require that all conduct by, to, or with employees be respectful, business-like and 
free of explicit bias, prejudice and harassment; this includes both on- and off-duty, 
on or off County Property, in any work-related setting outside the workplace such as 
during business trips, business meetings and business-related social events, while 
teleworking, and/or in a vehicle for work-related purposes, and includes statements 
and/or actions through social media. For instances of off-duty misconduct, the 
Prosecuting Attorney or the Appointing Authority’s legal advisor should be 
consulted and involved. 

2.  Inappropriate behavior identified in this section and defined in Section 1.02 of this 
Personnel Policy Manual, made by an employee against another person’s life, health, 
well-being, family, or property will not, in any instance, be tolerated. Employees 
found to be displaying inappropriate behavior towards another will be subject to 
discipline, up to and including termination. Employees found to be displaying 
inappropriate behavior towards another based on that person’s race, color, sex, 
sexual orientation, gender identity, genetic information, national origin, age, 
religion, disability or protected activity may receive more severe discipline, up 
to and including termination.  

3.  The purpose of this policy is to: 

a.  create a supportive organizational climate for the prevention and reduction of 
violations stated herein; 

b.  support a workplace education and training program to prevent violations 
stated herein; 

c.  provide guidance and procedures to employees and supervisors of the County 
should they encounter a situation that they believe is or could result in an 
infraction of this policy; 

d.  hold employees accountable, who use inappropriate behavior, which may 
result in assistive and supportive measures such as requiring counseling, but 
which may also include discipline, up to termination; 

e.  assure that an employee who uses inappropriate behavior will be prohibited 
from occupying positions that could undermine the ability to carry out a 
grant-funded project, or otherwise undermine Wayne County’s mission, as 
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well as the missions of other grantees. 

4.  Inappropriate Behavior consists of, but is not limited to, the following:  

a.  Bullying 

b.  Harassment (which includes, but is not limited to, Sexual Harassment, Age-
Related Harassment, Religious Harassment, Discriminatory Harassment) 

c.  Workplace Violence 

d.  Discrimination (which includes, but is not limited to, Sex Discrimination, 
Age Discrimination, Religious Discrimination) 

e.  Retaliation 

B.  BULLYING 

1.  See definition on Bullying in Section 1.02. 

2.  Individuals who feel they have experienced or witnessed bullying must report the 
incident(s) to their supervisor before the conduct becomes severe or pervasive. All 
employees are strongly encouraged to report any bullying conduct they experience or 
witness as soon as possible to their supervisor, so appropriate action can be taken. 

C.  HARASSMENT 

1.  See definition on Harassment which includes, but is not limited to, Sexual 
Harassment (including, but not limited to, sexual misconduct, domestic violence, and 
dating violence as defined in 34 USC Section 12291), Age-Related Harassment, 
Religious Harassment, and Discriminatory Harassment, in Section 1.02. 

2.  Harassment is strictly prohibited, whether or not it is on the basis of a protected 
characteristic (i.e. race, color, sex, sexual orientation, gender identity, genetic 
information, national origin, age, religion, disability, protected activity, or any other 
characteristic protected by law). 

3.  Individuals who feel they have experienced and/or witnessed Harassment of any 
kind, must follow the guidelines as described at the latter part of this Policy, titled 
Employee Responsibility, Supervisor Responsibility, Complaint/Reporting 
Procedures. 

D.  WORKPLACE VIOLENCE 

1.  See definition on Workplace Violence in Section 1.02. 

2.  Any person behaving or acting in a manner consistent with Workplace Violence as 
defined in Section 1.02, shall be removed from the premises as quickly as safety 
permits and shall remain off the premises pending the outcome of an investigation. 
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3.  It is a requirement that all employees report, in accordance with this policy, any 
behavior that compromises the Employer’s ability to maintain a safe work 
environment.  All reports will be investigated immediately and kept with utmost 
confidentiality and autonomy, except where there is a legitimate need to know and/or 
allowed by law.  When information must be disclosed to protect the safety of 
individuals, the breadth and content of such disclosure shall be limited to information 
reasonably necessary to protect the safety of the disclosing individuals and others, 
and to comply with the law.  Advance notice will be given to the individual who 
disclosed information, to the extent possible, if disclosure must be shared with other 
parties.  In such cases, said individual shall be provided the name and title of the 
person whom is being given information, as well as the information being given, as 
well as the reason and purpose to provide said information.  Even without an actual 
threat, employees must report any behavior they have witnessed which they regard as 
threatening or violent, when that behavior is job-related or might be carried out on an 
Employer-controlled site, or is associated with County employment. 

4.  All incidences of suspected or potential violence must be reported to the employee’s 
immediate supervisor, Department Head, or the Appointing Authority.  Do not take 
the position that the incident is too minor to report or that it does not appear to be a 
“real problem.”  Do not wait until it is too late to be proactive. 

5.  All employees who apply for, obtain, or are the subject of a protection or restraining 
order, or a named defendant in a criminal action as a result of a threat or act of 
violence as defined in this Policy, which may or may not list department locations as 
being protected areas, must immediately provide to the Appointing Authority a copy 
of the petition and declarations used to seek the order, a copy of any temporary 
protective or restraining order which is granted, and a copy of any protective or 
restraining order which is made permanent. Failure to disclose the existence of such 
criminal or civil actions in these circumstances will result in disciplinary action, up 
to and including termination from employment; in the case of a contractual 
relationship, the severance of that relationship. 

6.  Use or possession of a weapon on County property, on an Employer-controlled site, 
or an area that is associated with County employment, is also prohibited, unless with 
prior approval of the Appointing Authority.  (This provision does not apply to those 
permitted to carry weapons pursuant to Section 8.16 Concealed Weapons.) 

7.  Individuals who feel they have experienced and/or witnessed Workplace Violence, 
must follow the guidelines as described at the latter part of this Policy, titled 
Employee Responsibility, Supervisor Responsibility, Complaint/Reporting 
Procedures. 

E.  DISCRIMINATION 

1.  See definition on Discrimination, which includes, but is not limited to, Sex 
Discrimination, Age Discrimination, and Religious Discrimination, in Section 1.02. 
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2.  It is the policy of the Wayne County Appointing Authorities to ensure equal 
employment opportunity without discrimination on the basis of race, color, sex, 
sexual orientation, gender identity, genetic information, national origin, age, religion, 
disability, protected activity, or any other characteristic protected by law.  In order to 
maintain this environment, whether committed by or against employees, supervisors, 
clients or members of the public, whether on- or off-duty and whether on or off 
County property, any act that violates this rule is strictly prohibited. 

3.  Individuals who feel they have experienced and/or witnessed Discrimination of any 
kind, must follow the guidelines as described at the latter part of this Policy, titled 
Employee Responsibility, Supervisor Responsibility, Complaint/Reporting 
Procedures. 

F.  EMPLOYEE RESPONSIBILITY 

1.  It is the responsibility of all employees to aid the employer in maintaining a work 
environment free from all instances of inappropriate behavior, as defined in this 
section and in Section 1.02 Definitions. Therefore, it is the responsibility of each 
employee, including supervisors and management, to immediately report any 
instances of inappropriate behavior, before it becomes severe or pervasive, to the 
proper authority (see reporting procedure below).  This includes if the employee is 
the subject of, or the witness to, said inappropriate behavior. 

2.  If an employee feels that they cannot report the incident to someone in their office, 
including their Appointing Authority, the employee should report the incident to the 
County Prosecutor.  If the County Prosecutor is the subject of the complaint, the 
employee should report the incident to the County Administrator, the HR Manager, 
or the Board of County Commissioners. Regardless of whomever the employee 
chooses to report the incident to, it must be reported. 

3.  Any employee, who observes or becomes aware of any conduct that may constitute 
inappropriate behavior, but fails to report the conduct, may be subject to disciplinary 
action.  Failure to report Harassment and/or Discrimination is a Group 3 Offense (see 
Section 10.03 of this Policy Manual). 

G.  SUPERVISOR RESPONSIBILITY 

1.  Any supervisor who receives, observes, or becomes aware of a complaint alleging 
conduct which may constitute inappropriate behavior, but fails to report same, shall 
be subject to disciplinary action.  Failure to report Harassment and/or Discrimination 
is a Group 3 Offense (see Section 10.03 of this Policy Manual). 

2.  It is further the responsibility of each supervisor to ensure that all employees who 
report to the supervisor, including new hires during orientation, are aware of the 
policy against inappropriate behavior, that they are aware of the complaint and 
reporting procedures, and that they are aware of the consequences of engaging in 
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inappropriate behavior.  This is in an effort to maintain an environment free from 
inappropriate behavior. 

3.  It is further the responsibility of supervisors to maintain an environment free from 
inappropriate behavior.  Appointing Authorities shall ensure that its supervisors are 
sufficiently trained in recognizing the various types of inappropriate behavior, as 
well as the complaint and reporting procedures, the proper methods of investigating 
complaints, and the disciplinary procedure regarding inappropriate behavior. 

4.  RETALIATION:  Supervisors will not tolerate Retaliation against any individual 
who reports inappropriate behavior or provides information regarding inappropriate 
behavior.  Employees found to have displayed or acted in retaliation may be 
disciplined, up to and including termination. 

5.  Supervisors shall use their best efforts to protect the confidentiality and autonomy of 
any complaint or information.  However, in order to investigate, it may not be 
possible to maintain confidentiality. 

H.  COMPLAINT/REPORTING PROCEDURES 

1.  Once a complaint of inappropriate behavior has been received or an instance of 
inappropriate behavior has been reported, the complaint shall be promptly forwarded 
to the proper member of management for investigation (see reporting procedure 
below). The proper member of management shall then promptly investigate the 
matter in accordance with the investigation procedure.  The complaining employee 
and/or the reporting employee will be informed of the results of the investigation. 

a.  If, after a thorough and prompt investigation, it is determined that 
inappropriate behavior has occurred, the employee who committed the 
infraction may promptly be disciplined in accordance with the severity of the 
violation and disciplinary procedure at the end of this policy and also in 
Section 10 of this Personnel Policy Manual. The complaining and/or 
reporting employee(s) will be informed of the results of the disciplinary 
procedure. 

b.  If, after the investigation, it is determined that no inappropriate behavior 
occurred, or that there is insufficient evidence to determine whether or not 
inappropriate behavior occurred, the complaining employee and/or reporting 
employee will be informed of same. 

2.  Any employee who believes that he/she has been the subject of inappropriate 
behavior and/or any employee who has witnessed an incident, or incidents, of 
inappropriate behavior, must report the matter to the proper authority immediately as 
follows: 

a.  Any employee who believes that he/she has been the subject of or witness to 
inappropriate behavior must immediately report the alleged act(s) to his/her 
immediate supervisor, department head, or Appointing Authority. 
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b.  If there is no one in the office or department to which the employee can 
report the alleged act(s) (for example, the Appointing Authority is the subject 
of the complaint), the employee should report to the County Prosecutor.  If 
the County Prosecutor is the subject of the complaint, the employee should 
report the matter to the Board of County Commissioners, the County 
Administrator or the County HR Manager. Regardless of whomever the 
employee chooses to report the incident to, it must be reported.  

3.  When inappropriate behavior has been reported, Incident Reports (see Appendices) 
should be filled out by the complainant, alleged offender, and any third-party 
witnesses, if identified. 

a.  Any and all involved or uninvolved parties who have been asked to complete 
an Incident Report must do so upon request, so that the process may 
continue; those unwilling to cooperate may be disciplined; additionally, if an 
Appointing Authority finds that false information was intentionally 
submitted, or pertinent information was intentionally withheld, with intent to 
impede and/or interfere with an investigation, that employee may be subject 
to disciplinary action, up to and including termination; in the case of a 
contractual relationship, up to and including the severance of that 
relationship.  

4.  After the Incident Form has been completed, the complaint will promptly be 
investigated by the proper member of management.  This should be completed by the 
Employer as soon as possible, and no later than two (2) working days after the date 
the alleged inappropriate behavior occurred.  A copy of the documentation must 
promptly be forwarded to the County Administrator, if it involves discrimination.  If 
it is alleged that the County Administrator is the subject of the complaint, the 
documentation must promptly be sent to the County Prosecutor. 

5.  If the investigation reveals that the complaint is valid, prompt action will be taken to 
end the inappropriate behavior immediately. 

6.  Any employee who is found, after appropriate investigation, to have engaged in 
inappropriate behavior of another employee or a member of the public, shall be 
subject to disciplinary action up to and including termination. 

I.  DISCIPLINARY PROCEDURES 

1.  When it is determined that there is cause for believing that inappropriate behavior 
has occurred, the following steps will be followed: 

a.  If applicable and if not already done, the charged party will immediately be 
placed on administrative leave with pay or temporarily transferred pending 
the final resolution of the complaint.  Anyone who is unsure of this should 
contact the County Prosecutor or County Administrator. 
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b.  If the charged party requests it, a meeting will be held during which the 
charged party will be given the opportunity to respond to the charge. 

c.  Subsequent to any meeting described in #2 above, a final determination will 
be made.  If it is determined that inappropriate behavior has been reasonably 
proven, the charged employee will be subject to discipline up to and 
including termination; in the case of a contractual relationship, up to and 
including the severance of that relationship.  An employee found to have 
committed inappropriate behavior may, depending upon the severity of the 
infraction, be given the option of being immediately suspended without pay 
until such time as the employee completes an appropriate program 
determined by the Appointing Authority and conducted by a recognized 
professional.  If a program is not completed, employer may proceed to 
discipline as outlined in Section 10; this is the right of the employer.  All 
costs for this program will be borne by the employee.  This program must be 
successfully completed within a reasonable time, established by the 
Appointing Authority.  Upon successful completion of the program, the 
employee may apply for reinstatement, and will be reinstated upon presenting 
proof of successful completion of the program.  The reinstatement will be 
conditional upon the employee’s good behavior.  Any future act of 
inappropriate behavior by the employee may result in immediate termination 
without recourse to this option, or resignation. 

d.  Appointing Authorities who become aware of an individual listed in (A) of 
this policy, who has engaged in inappropriate behavior, shall determine 
whether continued employment, contractual, or volunteer relationship with 
the individual would undermine the Appointing Authority’s ability to carry 
out Office on Violence Against Women (OVW) grant-funded projects.  If the 
Appointing Authority determines that continued employment, contractual, or 
volunteer relationship with the individual would undermine the ability to 
carry out OVW grant-funded projects, the Appointing Authority shall remove 
the individual from any position that may undermine the ability to carry out 
OVW grant-funded projects.  

e.  An exception may be granted that allows an individual who was previously 
adjudicated of having used inappropriate behavior by any jurisdiction or 
previous employer or contractee to occupy a position that could otherwise 
undermine the ability to carry out the OVW funded project, so long as the 
Appointing Authority can establish that the individual has met the following 
qualifications: 

i.  No survivor of violence used by the individual, nor any family 
member or friend of a survivor of violence used by the individual, 
will encounter the individual in any employer-controlled capacity; 

ii.  The individual evidences accountability, restoration, and 
rehabilitation; and 
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iii.  All terminations of employment or contractual relationship with the 
individual pursuant to this provision, as well as any exception granted 
pursuant to this provision (including the standards which Employer 
relied upon in granting an exception), must be reported to OVW. 

Original Adoption Date Revision Number Date Approved 
7/31/96 4 8/4/21 8/4/21 
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A.  Ohio Revised Code 117.103(B)(1) and (B)(2) mandates each public office to provide 
information about the Ohio fraud‐reporting system and the means of reporting fraud to 
each current and newly hired employee with the public office.  New employees have 
thirty days after beginning employment to confirm receipt of this information. 

 
Employees are encouraged to read Ohio Revised Code sections 117.103 and 124.341 
(following this page) as they describe the protections you are provided as a classified or 
unclassified employee if you use this fraud reporting system.  To report a fraud, please 
contact the Ohio Auditor of State by one of the below methods:   

 
Auditor of State’s Fraud Contact Information: 

 
Telephone: 1-866-FRAUD OH (1-866-372-8364) 

 
US Mail:  Ohio Auditor of State’s Office 

 Special Investigations Unit 
 88 East Broad Street 
 P.O. Box 1140 
 Columbus, OH 43215 

 
Web:  www.ohioauditor.gov 
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Ohio Revised Code 
Section 117.103 Auditor of state's system for reporting fraud. 
Effective: November 2, 2018 
Legislation: House Bill 312 - 132nd General Assembly 

 
 

 
(A)(1) The auditor of state shall establish and maintain a system for the reporting of fraud, including 
misuse and misappropriation of public money, by any public office or public official. The system 
shall allow Ohio residents and the employees of any public office to make anonymous complaints 
through a toll-free telephone number, the auditor of state's web site, or the United States mail to the 
auditor of state's office. The auditor of state shall review all complaints in a timely manner. 

 
(2)(a) Subject to division (A)(2)(b) of this section, the auditor of state shall keep a log of all 
complaints filed under this section, which is a public record under section 149.43 of the Revised 
Code. The log shall include the date the complaint was received, a general description of the nature 
of the complaint, the name of the public office or agency with regard to which the complaint is 
directed, and a general description of the status of the review by the auditor of state. If section 
149.43 of the Revised Code or another statute provides for an applicable exemption from the 
definition of public record for the information recorded on the log, that information may be redacted. 

 
(b) The auditor shall not log a complaint regarding an ongoing criminal investigation, but shall log 
the complaint not later than thirty days after the investigation is complete. 

 
(B)(1) A public office shall provide information about the Ohio fraud-reporting system and the 
means of reporting fraud to each new employee upon employment with the public office. Each 
new employee shall confirm receipt of this information within thirty days after beginning 
employment. The auditor of state shall provide a model form on the auditor of state's web site to be 
printed and used by new public employees to sign and verify their receipt of information as 
required by this section. The auditor of state shall confirm, when conducting an audit under section 
117.11 of the Revised Code, that new employees have been provided information as required by 
this division. 

 
(2) On May 4, 2012, each public office shall make all its employees aware of the fraud-
reporting system required by this section. 

 

(3) Divisions (B)(1) and (2) of this section are satisfied if a public office provides information about 
the fraud-reporting system and the means of reporting fraud in the employee handbook or manual for 
the public office. An employee shall sign and verify the employee's receipt of such a handbook or 
manual. 
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Ohio Revised Code 
Section 124.341 Violation or misuse - whistleblower protection. 
Effective: September 29, 2013 
Legislation: House Bill 59 - 130th General Assembly 

 
(A) If an employee in the classified or unclassified civil service becomes aware in the course of employment of a 
violation of state or federal statutes, rules, or regulations or the misuse of public resources, and the employee's 
supervisor or appointing authority has authority to correct the violation or misuse, the employee may file a written 
report  identifying the violation or misuse with the supervisor or appointing authority. In addition to or instead of 
filing a written report with the supervisor or appointing authority, the employee may file a written report with the 
office of internal audit created under section 126.45 of the Revised Code or file a complaint with the auditor of 
state's fraud-reporting system under section 117.103 of the Revised Code. 

If the employee reasonably believes that a violation or  misuse of public resources is a criminal offense, the 
employee, in  addition to or instead of filing a written report or complaint  with the supervisor, appointing 
authority, the office of internal  audit, or the auditor of state's fraud-reporting system, may  report it to a prosecuting 
attorney, director of law, village  solicitor, or similar chief legal officer of a municipal  corporation, to a peace 
officer, as defined in section 2935.01 of  the Revised Code, or, if the violation or misuse of public  resources is 
within the jurisdiction of the inspector general, to  the inspector general in accordance with section 121.46 of the  
Revised Code. In addition to that report, if the employee reasonably believes the violation or misuse is also a 
violation of  Chapter 102., section 2921.42, or section 2921.43 of the Revised  Code, the employee may report it to 
the appropriate ethics  commission. 

(B) Except as otherwise provided in division (C) of this  section, no officer or employee in the classified or 
unclassified  civil service shall take any disciplinary action against an  employee in the classified or unclassified 
civil service for  making any report or filing a complaint as authorized by division  (A) of this section, including, 
without limitation, doing any of the following: 

(1) Removing or suspending the employee from employment; 

(2) Withholding from the employee salary increases or  employee benefits to which the employee is otherwise 
entitled; 

(3) Transferring or reassigning the employee; 

(4) Denying the employee promotion that otherwise would have  been received; 

(5) Reducing the employee in pay or position. 

(C) An employee in the classified or unclassified civil service shall make a reasonable effort to determine the 
accuracy of any information reported under division (A) of this section.  The employee is subject to disciplinary 
action, including suspension or removal, as determined by the employee's appointing authority, for purposely, 
knowingly, or recklessly reporting false information under division (A) of this section. 

(D) If an appointing authority takes any disciplinary or retaliatory action against a classified or unclassified 
employee as a result of the employee's having filed a report or complaint  under division (A) of this section, the 
employee's sole and  exclusive remedy, notwithstanding any other provision of law, is  to file an appeal with the state 
personnel board of review within  thirty days after receiving actual notice of the appointing  authority's action. If the 
employee files such an appeal, the board shall immediately notify the employee's appointing authority and shall hear 
the appeal. The board may affirm or disaffirm the action of the appointing authority or may issue any other order as 
is appropriate. The order of the board is appealable in accordance with Chapter 119. of the Revised Code. 

(E) As used in this section: 

(1) "Purposely," "knowingly," and "recklessly" have the same  meanings as in section 2901.22 of the Revised Code. 

(2) "Appropriate ethics commission" has the same meaning as  in section 102.01 of the Revised Code. 

(3) "Inspector general" means the inspector general appointed  under section 121.48 of the Revised Code. 
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A.  STATEMENT OF POLICY - Employer is legally, morally, and philosophically committed to 
workplace safety.  By implementing this policy, Employer is renewing its commitment to 
workplace safety while, at the same time, recognizing that substance use, and abuse, must be 
addressed as a part of any such program, including, but not limited to, employment related 
misconduct or failure to properly perform essential job functions, even if used as properly 
prescribed. 

1.  “Zero Tolerance” Policy: Substance Abuse, in violation of this policy, will not be 
tolerated; and substance abusers will be terminated. 

2.  Prohibited Behaviors: Employer will not tolerate substance abuse by its Employees.  
For the purpose of this policy, “Substance Abuse” means: 

a.  Use of illegal or controlled substances or drugs would include those items listed 
in R.C. 2925.01 and R.C. 3719.01, including but not limited to, items listed in 
Schedules I, II, III, IV, and V, and all harmful intoxicants.  “Use of” includes 
consumption while at work, or reporting to work while under the influence, as 
that term is used in R.C. 4511.19. Please also read Medical Marijuana (see M. of 
this section). 

b.  Misuse of lawfully obtained drugs which can encompass either prescription or 
over-the-counter preparations whenever dosages are exceeded, or where safety 
warnings are ignored (i.e. driving or operating machinery while under the 
influence). Please also read Medical Marijuana (see M. of this section). 

c.  Misuse of alcohol which includes both the consumption of alcohol while on 
duty; as well as the act of reporting to duty or working while having sufficient 
alcohol in blood, breath, or urine to constitute a “positive” result under R.C. 
4511.19; or the CDL standard, for those Employees who operate commercial 
motor vehicles.  

d.  The sale, purchase, manufacture, transfer, use, or possession of any illegal 
substances or unlawfully obtained prescription drugs while at work. 

e.  The arrival at work, or return to work, or execution of work on work time, while 
under the influence of drugs or alcohol or under circumstances where the laws of 
Ohio, or where testing confirms the presence of a drug of abuse or a blood 
alcohol concentration at a level indicated in Drug Testing Technology (see 
Appendices) of this policy, which also includes employment related misconduct 
or failure to properly perform essential job functions on work time. 

3.  Limited Allowance of Rehabilitation: An Employee who voluntarily acknowledges a 
substance use/abuse problem, before it is discovered as a violation of this policy, will 
receive support and assistance, and may enter the Employee Assistance Program (EAP), 
or other program approved by the Appointing Authority, for counseling and/or 
rehabilitation. 

B.  PROGRAM PROTECTION - This is a “safety” policy, designed to protect Employees from 
hazards caused by substance users.  This program has, as built-in controls, the following: 
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1.  Those Employees who self-identify a problem, and seek a referral to the Employee 
Assistance Program, will enjoy confidentiality as to that referral, per R.C. 
149.43(A)(7)(b). 

2.  On the other hand, the results of any alcohol or drug screening, required under this 
policy, cannot be regarded as “medical records,” and may be “public” under R.C. 149.43. 
 (See State, ex rel. Multimedia, Inc. v. Snowden, (1995) 42 Ohio St.3d 141.) 

3.  Nonetheless, any substance test results will be separately maintained, and will not be 
commingled with personnel records in a personnel file. 

4.  All supervisors will be trained on this policy, and their respective duties relative to drug 
testing, before this policy is implemented, and periodically thereafter. 

5.  Employees will have substance awareness training available to them, from a qualified 
person, to help identify problems and learn where to turn for help. 

6.  Testing will be done through an approved laboratory that uses the highest level of care in 
ensuring accurate results. This process is accurate in detecting the substances present in 
the Employee’s system in sufficient quantity to lead to behaviors that may endanger the 
person or other Employees.  The approved laboratory will work closely with a local 
hospital to ensure fairness and accuracy. Employer will have a Medical Review Officer 
(MRO) who is a trained physician responsible for checking whether there is a valid 
reason for the presence of the substance within the Employee’s system. 

7.  The testing program consists of an initial screening test.  If the initial results are positive, 
then a second test is used.  For the most part, the cutoff levels found in Drug Testing 
Technology (see Appendices) for each drug are established based on federal guidelines, 
except in those cases where state law provides for a lower cutoff point. 

8.  An Employee’s violation of this policy will not be reported to law enforcement unless 
required by a regulatory body such as conduct related to drug trafficking.  However, in 
protection of the workforce, law enforcement may be requested to come onto Employer 
property in conjunction with a referral for criminal prosecution. 

9.  Cutoff levels are used to determine when an Employee has enough of a certain drug or 
alcohol in his/her system so that it should be considered a positive test.  Employer 
recognizes that many of the standards adopted were designed for either CDL drivers or 
Ohio drivers; however, Employer has adopted Drug Testing Technology (see 
Appendices) as the standard for all Employees. 

C.  PROGRAM DESCRIPTION 

1.  Every Employee will be required to review materials on substance abuse awareness 
(available on the Wayne County web site, Employee Portal), which will explain why and 
how substance use is a workplace problem, the effects, signs, and symptoms of use, and 
how to get help. Each Employee will be expected to sign an acknowledgement of this 
requirement and also that they have access to the Drug Free Workplace Policy [also see 
Drug Testing Technology in Appendices, in addition to this policy].  Such 
acknowledgement will constitute proof that the Employee is "on notice" of this program. 
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D.  DRUG AND ALCOHOL TESTING 

1.  Reasonable Suspicion Testing: Reasonable suspicion testing, for the purpose of this 
policy, encompasses “reasonable cause,” as that term is used in R.C. 4123.54, and 
includes: 

a.  Observed behavior such as direct observation of drugs and/or alcohol use or 
possession during working hours, or in such proximity, either in time or distance, 
as to implicate workplace safety; 

b.  Observed physical symptoms during working hours or in such proximity, either 
in time or distance, as to implicate workplace safety, of drugs and/or alcohol use; 

c.  A pattern of abnormal conduct or erratic behavior during working hours; 

d.  Information provided by a reliable and credible source or independently 
corroborated regarding an Employee’s substance use or being under the 
influence of drugs or alcohol, during working hours; 

e.  Newly discovered evidence that the Employee has tampered with a previous 
drug or alcohol test; 

f.  Repeated or flagrant violations of the safety or work rules of the Employee’s 
employer, that are determined by the Employee’s supervisor to pose a substantial 
risk of physical injury or property damage, and that appear to be related to the 
use of alcohol or a controlled substance, and that do not appear attributable to 
other factors. 

2.  Post-Accident Testing. This type of testing will be conducted whenever there is a 
"reasonable suspicion" that the Employee’s use of alcohol or a controlled substance 
contributed to a workplace accident. 

3.  Return to Work following voluntary acceptance of EAP counseling.  Employees who 
self-identify a substance problem, and who are, by virtue of that problem, unable to 
work, must agree to testing and present a negative test result prior to resuming paid duty. 

4.  Safety-Sensitive Testing.  

a.  Safety-sensitive positions will be subject to additional testing as follows: 

i.  Random testing 

ii.  Suspicion-less post-accident testing 

b.  Safety-sensitive positions shall be defined as “any job position or work-related 
function or job task designated as such by the employer, which through the 
nature of the activity could be dangerous to the physical well-being of or 
jeopardize the security of the employee, co-workers, customers or the general 
public through a lapse in attention or judgment.”  This shall include certified 
peace officers and CDL drivers who fall within the policy, unless subject to other 



 
  

 

 

DRUG FREE WORKPLACE SECTION 8.08
 PAGE 4 OF 8

requirements by virtue of a collective bargaining agreement. 

c.  All drug testing for safety-sensitive positions will include testing for marijuana 
regardless of whether the employee’s use is of medical marijuana in a form 
authorized by R.C. 3796.06 that is cultivated, processed, dispensed, tested, 
possessed, or used for a medical purpose by an individual holding a valid 
registry identification card and that has been recommended by a physician.  
Marijuana still constitutes a Schedule I drug under Federal Law and is a 
prohibited behavior under Section A.2 above and will be subject to testing and 
discipline under the Employer’s policies. 

E.  PRESCRIPTION MEDICATIONS 

1.  The possession, use, or being under the influence of alcoholic beverages, illegal or 
unauthorized drugs (for example, prescription drugs not prescribed to the employee or 
not as prescribed to the employee), or the improper use of legal prescriptions and/or over 
the counter drugs, shall not be permitted at the Employer’s work sites and/or while an 
employee is on duty, nor does the use of drugs, even as prescribed, excuse the employee 
from employment related misconduct or failure to properly perform essential job 
functions. 

F.  NOTIFICATION OF PRESCRIPTION MEDICATIONS/NARCOTICS AND ELEVATED 
TESTING 

1.  An employee in a safety sensitive position shall notify the Employer’s Human Resources 
Officer (“HRO”) when taking any prescription medication listed as a Schedule I or 
Schedule II substance pursuant to the federal Controlled Substance Act, as amended 
from time to time.  Medical marijuana is among the substances that must be reported.  
Failure to report use of medical marijuana or prescription medication to the Employer 
may result in discipline.  The HRO will notify the MRO (Medical Review Officer), who 
will notify the HRO or another person designated by the HRO whether the employee 
may resume working and of limitations on the employee's ability to work, such as driving 
restrictions, lifting restrictions or restrictions on carrying a firearm.  The HRO or other 
designated person will then notify the employee's supervisor whether he or she may 
resume working.  The employee shall not work until the supervisor gives that 
authorization, except that he or she may be assigned non-safety sensitive tasks while 
being cleared. 

G.  TESTING PROTOCOL AND PROCEDURE - Drug testing, under this policy, will be carried 
out by certified collection sites, working in conjunction with certified testing laboratories.  Drug 
tests will utilize urinalysis, while alcohol testing will be by breathalyzer. 

1.  Positive Result: The initial and confirmatory cutoff levels are set forth in the Drug 
Testing Technology (see Appendices). 

2.  Specimen Collection and Testing Procedure: Testing will be conducted by trained 
collection personnel who meet quality assurance and observe requirements for chain of 
custody for urine collection and breath-alcohol testing.  Confidentiality is required from 
any laboratory used. Any individual subject to testing under this policy shall be 
permitted to provide urine specimens in private, but subject to strict scrutiny by 
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collection personnel so as to avoid any alteration or substitution of the specimen.  
Collection personnel may use such procedures as deemed necessary to ensure the 
proper provisions of samples to be tested, including but not limited to, specimen 
temperature measurement, urine adulteration testing, and, if requested, observed urine 
specimen collection by a same-sex observer.  Collected specimens will be sealed in 
appropriate containers in a manner that will permit a demonstration that requirements 
for chain of custody were met. 

3.  Test Review Results: Drug test results will be reported by the testing laboratory to an 
MRO contracted by Employer to ensure the accuracy of the tests, and to the Appointing 
Authority.  The MRO will be able to determine whether there are any valid reasons for 
the presence of substances for which the Employee has presented a positive test result. 

4.  Status Pending Results: Any Employee who is selected for testing will be driven to 
and from the collection site by another county worker, and may not drive county 
vehicles or operate county machinery until the initial test result has been received and 
reviewed by the Employer and the MRO. At that time, if all tests are negative, the 
Employee will resume all prior duties, and those with a positive test result will be 
terminated. 

H.  REPORTING AND RECORDKEEPING 

1.  The Employer will be responsible for maintaining all records and reports concerning 
the Drug Free Workplace Policy and Program.  The Employer will be responsible for 
integrating substance abuse programs where more than one program exists.  The 
Employer will also be responsible for statistical recordkeeping and report, both 
internally and externally, as the Bureau of Workers’ Compensation or other regulating 
agencies may require. 

2.  All records, test results, communications, and reports regarding the Employer Drug 
Free Workplace Policy shall be forwarded to the Employer to ensure confidentiality of 
recordkeeping.  No manager, supervisor, or Employee will keep any Employee-specific 
information concerning this program with an unauthorized third party. 

I.  TESTING NONCOMPLIANCE 

1.  Employees who refuse, or willingly fail, to cooperate in testing may be disciplined up to, 
and including, discharge.  

J.  NOTICE UPON HIRING 

1.  Prior to start date, all applicants who have accepted an offer of employment in a 
department [a “Prospective Employee”] receiving federal money will receive an 
information package containing: 

a.  A current copy of the Employer's Drug Free Workplace policy and statement; 

b.  Information concerning the dangers of drug abuse in the workplace; 
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c.  Information concerning any available drug counseling, rehabilitation, and the 
employee assistance program; 

d.  Information concerning the penalties that will be imposed for the breach of 
the Employer’s Drug Free Workplace policy; and 

e.  Notice to the Employee who is responsible for the performance of a federal 
grant that any work-related conviction of any federal or state criminal drug 
statute must be reported in writing to the Employer within five (5) calendar 
days after such conviction. 

2.  In addition, all Prospective Employees who will be “responsible for performance of a 
federal grant" will be required to sign a written statement to the effect that: 

a.  They have access to and have read a copy of the Employer’s Drug Free 
Workplace statement and policy. 

b.  That they understand that as a condition of their employment: 

i.  They will abide by the terms of the statement and policy; and 

ii.  They will notify the Employer of any criminal drug statute conviction for 
a violation occurring in the workplace no later than five (5) days after 
such conviction. 

K.  CURRENT EMPLOYEES IN DEPARTMENTS RECEIVING FEDERAL MONEY 

1.  All current Employees in departments receiving federal money will have access to the 
Employer's Drug Free Workplace statement and policy.  

2.  All current Employees who "are responsible for performance of a federal grant" will 
be required to sign a written statement as outlined in (H)(2) above. 

3.  Any Employee who is responsible for the performance of a federal grant and is 
convicted of any federal or state criminal drug statute violation occurring in the 
workplace, must notify the Employer of that fact within five (5) calendar days of the 
conviction. 

4.  If an employee, referred to in #3 above, reports to the County that he/she has been 
convicted of a federal or state criminal drug statute violation, the County will provide 
notice of the convicted employee, including position title and identification number(s) 
of each affected grant, to every grant officer on whose grant the convicted employee 
was working.  The County must do this within ten (10) calendar days after receiving 
notice from the employee or otherwise receiving actual notice of such conviction. 

L.  DRUG AND ALCOHOL TREATMENT AGENCIES: 

1.  Employees experiencing problems resulting from drug or alcohol abuse or 
dependency are encouraged to seek counseling or rehabilitation services. 
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2.  Local Agencies - The following agencies are examples of where Employees may 
look for treatment of alcohol or drug dependency: 

a.  One Eighty 
104 Spink Street 
Wooster, OH  44691 
Phone:  330-264-8498 

b.  Anazao Community Partners 
2587 Back Orrville Road 
Wooster, Ohio 44691 
Phone:  330-264-9597 

c.  Wayne County EAP (Employee Assistance Program) 
For more information, call Wayne County HR Manager 
330-287-5409 

3.  Out-of-County Agencies - Primarily for In-Patient & Residential Treatment Services 

a.  Summa Health System  
444 North Main Street 
Akron, OH  44310 
Phone:  330-379-5257 

b.  Interval Brotherhood Home 
3445 South Main Street 
Akron, OH 44319 
Phone:  330-644-4095 

c.  Edwin Shaw Hospital 
405 Tallmadge Road 
Cuyahoga Falls, OH  44221 
Phone:  330-436-0910 

M.  NOTICE OF POLICY CLARIFICATION 

 TO:  All Employees 
 FROM: Wayne County Commissioners 
 DATE:  September 8, 2016 
 SUBJECT: Medical Marijuana and the Drug-Free Workplace Policy 
 

On June 8, 2016, Ohio Sub HB 523 was enacted, which authorizes certain health providers to 
prescribe limited types of medicinal marijuana to qualifying patients.  Ohio’s medical 
marijuana law takes effect on September 8, 2016.  Wayne County has established and 
maintains a Drug-Free Workplace Policy that is unaffected by Ohio Sub HB 523 or Ohio’s 
medical marijuana law taking effect.  

Wayne County has a zero-tolerance policy for employees who are under the influence of 
illegal drugs or alcohol while at work.  Employees who are using marijuana with a valid 
prescription or authorized by Ohio law are not exempt from this policy in any way.  The use 
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of marijuana, with or without a valid prescription or as authorized by law, will be treated the 
same as the use of all other illegal drugs or the abuse of legal drugs.  Employees using illegal 
drugs, including marijuana, for any purpose including medicinal, are still subject to all 
provisions of this policy and may be terminated for such use. 

Employees are advised of the following: 

1.  Wayne County does not permit or accommodate an employee's use, possession or 
distribution of medical marijuana;   

2.  Wayne County may refuse to hire or may discharge, discipline or take other action 
against an individual because of that person’s use, possession or distribution of 
medical marijuana; 

3.  An employee who tests positive for or refuses to submit to a drug test may be 
disqualified for compensation and benefits under the Ohio Workers’ Compensation 
Act; 

4.  Because use, possession or distribution of marijuana is a violation of the Drug-Free 
Workplace Policy, employees who are discharged for those reasons will be 
considered to have been discharged for just cause for purpose of unemployment 
compensation or other post-termination pay or benefits. 

The Drug-Free Workplace Policy continues to apply, regardless of whether the employee’s 
use, possession, or distribution of marijuana was obtained and/or conducted in Ohio or other 
states. 

 

Original Adoption Date Revision Number Date Approved 
7/31/96 5 8/4/21 8/4/21 
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A.  Whenever an employee is injured on the job, the first action of the employee's supervisor 
should be to ensure that the injured employee receives proper medical treatment. 

B.  An employee who is injured during employment with the County must notify the supervisor 
immediately and must complete an accident report (see Accident/Injury & Illness Report in 
Appendices) containing all pertinent and factual information about the accident.  (This 
occurs after medical treatment is received, if such is necessary.)  This report must be 
completed on all work-related injuries, whether or not they required medical attention.  The 
report is to be forwarded to the Appointing Authority within one (1) work day of the 
accident.  Any workers' compensation claim for an unreported injury will not be certified 
unless the injury required immediate medical attention and was documented by the 
supervisor.  For further information, please see the Wayne County Safety Manual, which by 
reference, is hereby incorporated into this policy manual. 

C.  See Section 5.01(C), Workers' Compensation and also Workers’ Compensation Notification 
Requirement in Appendices. 

D.  Appointing Authorities or their designee should notify and forward copies of all injury 
and/or accident reports and information to the Safety and Loss Coordinator within twenty-
four (24) hours after the accident or the next business day. 

 
 
 

Original Adoption Date Revision Number Date Approved 
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A.  Personal use of all County phones, including cell and other phones, is discouraged. 
Employer reserves the right to monitor and log all activity including phone, voice mail and 
text logs, with or without notice.  Users shall have no expectation of privacy or 
confidentiality when using these resources.  Personal toll calls should be limited and must be 
reimbursed by the employee. 

B.  Excessive use of phones for personal use or charging personal toll calls to the County may 
result in disciplinary action. 

C.  Employees are encouraged to review their phone bills. All personal calls, whether charged or 
not, should be identified. The employee may be responsible for reimbursing the county 
actual charges for personal calls and a percentage of the cost for providing the phone based 
on the amount of personal calls.  

D.  Non-work related use of personally owned cellular phones should be limited to the 
employee’s breaks and lunch period.  Employees should avoid using personally owned 
cellular phones during work periods.  The County understands that there may be occasional 
use to address unexpected personal issues.  However, excessive, non-work-related use of 
personally owned cellular phones during work periods may result in disciplinary action. 

E.  Personal cell phones and devices are the private property of County employees. Personal 
calls, voice messages, data, and text messages not related to County business are not 
public records, and do not need to be retained on a personally-owned cell phone or 
device.  However, personal calls, voice messages, data, and text messages using a 
personal cell phone or device that pertain to County business are public records and 
employees shall have no expectation of privacy for such County-related business, even 
when using a personal phone or device. Employees who do not wish to use their personal 
phone or device for County business should speak with their supervisor. 

F.  In addition to this policy, Employees can find further information regarding the use of 
personal phones and devices in Section 8.17 Public Records and Section 8.28 Text 
Messaging. Employees using personal phones and devices for County business may be 
required to produce, transcribe, or note in another document, the information relating to 
County business. County employees are also required to cooperate with the County and 
provide their fullest assistance in fulfilling the County’s duties and obligations under the 
Public Records Act. 

 

Original Adoption Date Revision Number Eff. Date Approved 
7/31/96 6 12/14/22 12/14/22 



 
 

 

 

GARNISHMENTS SECTION 8.11
 PAGE 1 OF 1

A.  A court-ordered legal claim by a creditor against the wages of a County employee for non-
payment of a debt and served by the constituted legal authority is a garnishment and will be 
recognized and executed by the County. 

B.  When a garnishment is received by the County, the Appointing Authority will discuss the 
garnishment with the employee. 

 

Original Adoption Date Revision Number Date Approved 
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A.  Employees are expected to dress in an acceptable, professional manner.  Clothing must be 
clean, neat, in good repair and without holes, and appropriate for the assigned duties.  Each 
Appointing Authority may determine the proper dress standards for their departments, taking 
employee job duties, work location, and customer base into consideration, as well as any 
obstacles or distractions to the office or public. 

1.  Employees are required to dress in accordance with their job tasks and work 
environment. 

2.  Clothing shall be conducive to the safe and effective performance of required job 
duties. 

3.  Examples of inappropriate dress may include:  athletic tennis shoes (outside of 
"Jeans Day"), beach/rubber flip flops, stretch pants/leggings (unless accompanied 
with a top that extends to the fist), athletic/gym wear, tank/halter dresses/tops with 
straps under 1 inch in width, any top or bottom exposing lingerie straps or 
undergarments, plunging necklines, clothing with graphics/slogans, hair color or 
style that is not appropriate for the work environment. 

4.  JEANS DAY - Appointing Authorities may declare certain days to be “Jeans Day”, 
which provide employees an opportunity to dress more casually at the office; 
however, if tied to a nominal donation or cost, said donation or cost must be 
voluntary. Employees are expected to use good judgment to ensure that their attire on 
this day is appropriate for all activities (including meetings and public and/or 
customer contact) that they will be involved in that day.  Clothes must continue to 
meet the requirements of this policy. 

5.  VISIBLE TATTOOS, BODY PIERCINGS, BRANDINGS, BODY ART, BODY 
MODIFICATIONS – An individual’s freedom of expression will be balanced against 
the need to project a professional appearance in their assignment, recognizing that 
they represent Wayne County first and foremost, not any other agency, organization 
or cause.  

a.  Visible tattoos, brandings, and body art should be disclosed during the hiring 
process; however, are not a bar to employment.  Furthermore, they must 
project a professional appearance and be non-biased.  If employer determines 
a tattoo, branding, and/or body art is not appropriate for the work 
environment, it must be covered.  It is suggested that employees considering 
tattoos, branding, and/or body art, have a discussion with their supervisor 
and/or Appointing Authority before doing so. 

b.  Visible body piercings (other than earrings) shall not be displayed. 

c.  Body modifications and/or alterations must not be visible. Intentional body 
modifications include, but are not limited to, tongue-splitting or bifurcation, 
ear gauging, abnormal shaping of the ears, eyes, nose or teeth, branding or 
scarification. 
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6.  Request for exception to this policy for religious or cultural beliefs or questions 
regarding accommodations should be directed to the Appointing Authority. 

7.  Failure to follow these guidelines may result in progressive disciplinary action. 

 
 

Original Adoption Date Revision Number Date Approved 
7/31/96 6 8/17/22 8/17/22 
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A.  The County does not permit legal or illegal gambling in any form by County employees 
during paid working hours.   The County does not permit illegal gambling in any form on 
County property.  Violation of this policy may be cause for disciplinary action. 

 
 
 
 

Original Adoption Date Revision Number Date Approved 
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A.  In order to maintain a productive, appropriate, and safe working environment, Wayne 
County reserves the right to govern solicitation and distribution by employees and non-
employees in the following manner: 

1.  Any solicitation by an employee of another employee on the department/agency 
premises, while either employee is on work time, is prohibited.  "Work time" means 
all time when an employee's duties require that he/she be engaged in work tasks.  
However, such solicitation is permitted during non-work time in non-work areas. 

2.  Distribution of any type of literature, brochures, goods, etc. electronically or 
manually during work time in work areas is prohibited.  Employees may distribute 
goods and written materials during non-work time on approved bulletin boards or as 
designated by the appropriate authority. 

3.  Employees are not permitted access to the interior of County facilities during their 
off-duty hours without the approval of the Appointing Authority or designee. 

4.  Non-employees are not permitted access to the premises of any department/agency, 
including the interior of the facilities and other work areas, for the purpose of 
solicitation and/or distribution.  This section does not apply to agency vendors who 
are permitted access when scheduled and authorized by the Appointing Authority. 

 

Original Adoption Date Revision Number Date Approved 
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A.  Wayne County is committed to providing a safe and healthy workplace and to promoting the 
health and well-being of its employees.  As such, employees are encouraged to seek 
cessation programs.  In addition, and pursuant to ORC 3794, the following policy has been 
adopted and applies to all Wayne County employees, visitors and vendors as follows: 

B.  It is the policy of Wayne County to prohibit smoking and vaping on all County-owned or 
leased buildings/premises (including hallways, restrooms and garages), areas of ingress 
and/or egress, exterior walkways and stairways, and any County-owned or leased vehicles, 
regardless of the time of day or presence of other individuals, with the exception of 
designated outdoor smoking areas.  This is to ensure that smoke does not enter into or 
through entrances, windows, ventilation systems or other means, and to ensure that non-
smokers are not forced to pass through smoke in order to access or enter any County-owned 
or leased building or vehicle.   

C.  For purposes of this policy, the term “smoke” or “smoking” shall include, but not be limited 
to any and all forms of tobacco, prepared in such manner as to be suitable for chewing and/or 
smoking, such as but not limited to the act of chewing, lighting, burning, smoking or 
carrying, and/or inhaling or exhaling, any form of tobacco, lighted or smoldering cigar, 
cigarette, clove cigarette, cigarillo, blunt, pipe, hookah, or any smoking product, stick, 
electronic cigarette or personal vaporizer, in any form, to chew or burn tobacco or any other 
plant.  Vaping refers to the use of electronic nicotine delivery systems or electronic smoking 
devices such as, but not limited to, e-cigarettes, e-pipes, e-hookahs and e-cigars. 

D.  Employees who violate this policy will be subject to disciplinary action. 

 

Original Adoption Date Revision Number Date Approved 
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A.  Unless authorized by law, pursuant to the Ohio Revised Code, and permitted by the 
Appointing Authority for the performance of an employee’s job responsibilities, no person 
shall knowingly possess, have under the person’s control, or convey or attempt to convey a 
deadly weapon, dangerous ordinance or ammunition into any County-owned building or 
County-owned vehicle.  

B.  CCW (Carrying a Concealed Weapon) holders and active military personnel with a valid 
military ID may, however, leave their weapons in their personal vehicles, as long as said 
weapon and/or ammunition is locked in the trunk, glove box or other enclosed compartment 
within or on the vehicle. 

C.  Employees who are pre-authorized to use their personal vehicles for County use may also 
leave their weapons and/or ammunition in their personal vehicles, as long as said weapon 
and/or ammunition is locked in the glove box, trunk or other enclosed, secured and locked 
box/container, for the duration which they are working. 

D.  Individuals storing weapons and/or ammunition must be in compliance with any and all 
CCW laws and/or other local regulations. 

E.  A violation of this may be subject to discipline up to and also including termination.  

F.  Wayne County is not liable in a civil action for harm arising out of another’s actions 
involving a weapon and/or ammunition transported or stored pursuant to this policy. 

 

Original Adoption Date Revision Number Date Approved 
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A. PUBLIC RECORDS POLICY 

1.  It is the policy of this Employer that openness leads to a better informed citizenry, 
which leads to more transparent government and sounder public policy. It is the 
policy of this Employer to strictly adhere to the state’s Public Records Act as well 
as other state and federal laws. 

2.  Ohio’s Public Records Act imposes two primary obligations upon public 
offices: 

a.  Provide prompt inspection of public records (R.C. 149.43(B)(1)); and 

b.  Provide copies of public records within a reasonable period of time (R.C. 
149.43(B)(2)). 

3.  The Public Records Act evolved from the principle that Ohio’s citizens are entitled 
to access the records of their government. We agree that to advance that principle, 
the Public Records Act should be interpreted liberally in favor of disclosure. 

B. PUBLIC RECORDS 

1.  Under Ohio law, a public office only creates records that are necessary for the 
adequate and proper documentation of the organization, functions, policies, 
decisions, procedures and essential transactions of the agency and for the 
protection of the legal and financial rights of the state and persons directly affect 
by the agency’s activities. (R.C. 149.40). 

2.  In accordance with the Ohio Revised Code and court rulings, “records” are defined 
as those items that meet all of the following: 

a. any document, device, or item, regardless of physical form or characteristic, 
including an electronic record (which includes but is not limited to e-mail or 
other record created, generated, sent, communicated, received, or stored by 
electronic means); 

b. that is created or received by, or coming under the jurisdiction of a public 
office; and 

c. that documents the organization, functions, policies, decisions, procedures, 
operations, or other activities of the office. (R.C. § 149.011(G)). 

3.  The determination of whether a specific item constitutes a “record” will depend on 
the facts and circumstances surrounding the particular item requested. The Ohio 
Supreme Court has imposed an actual use standard in defining a “record,” which 
means that an item is not automatically a “record” simply because the public office 
could (but did not) use a document it received to carry out its duties and 
responsibilities. 
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4.  Furthermore, a public office is not required to create new records to respond to a 
public records request, even if it is only a matter of compiling information from 
existing records. 

5.  It is the policy of this Employer that, as required by Ohio law, records will be 
organized and maintained so that they are made available for inspection to any 
person at all reasonable times during regular business hours. (R.C. 149.43(B)(1). 

a. Copies will be made available upon request within a reasonable period of 
time. (R.C. 149.43(B)(1)). 

b. A current record retention schedule will be readily available to the public 
upon request. (R.C. 149.43(B)(2)) 

c. Offices shall keep a log of all public record requests.  This log should 
include: 

i. Date of request; 

ii. Name of person and/or entity making the request (if provided); 

iii. Type of record(s) requested; 

iv. Date of release; 

v. Legal authority for any redactions/withholdings; and 

vi. Name of person fulfilling the request. 

d. This log may be in any form, i.e. a log book, spreadsheet or files maintained 
together, and may be in paper or electronic format.  This rule is not a legal 
requirement and is not intended to create additional work for offices, but 
simply to avoid the risk of litigation and ultimately, liability lessened. 

6.  Not all of the records of this Employer are “public records.” Certain records are 
exempt from the Public Records Act. Exempt records include records: (1) the release 
of which is prohibited by state or federal law, or 2) that are subject to an express 
exception set forth in Ohio’s Public Records Act, which may be released only if this 
Employer decides to waive the express exception. 

a. Examples of records, the release of which is prohibited by state or federal 
law, include, but are not limited to, the following: 

i. Attorney-client privileged information; 

ii. Records of a Certified Public Accountant or public accountant in the 
performance of an audit of a public office (R.C. 4701.19(B)); 
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iii. Federal tax returns (26 U.S.C. 6103(a)); 

iv. Criminal background information and other law enforcement 
information on the LEADS/CCH/NCIC computer database (42 
U.S.C. 3789g); 

v. Records that have been sealed pursuant to a statutorily authorized 
court order (i.e. R.C. 2953.52); 

vi. Peace officer’s home address during the pendency of a criminal case 
in which the officer is a witness or arresting officer (R.C. 
2921.24(A)); and 

vii. Employees’ and their family members records that were created for 
purposes of the Family Medical Leave Act or the Americans with 
Disabilities Act (29 CFR 825.500(g) and 1630.14(c)(1)). 

b. Examples of records that are subject to an express exception set forth in 
Ohio’s Public Records Act, which may be released only if this Employer 
decides to waive the express exception include, but are not limited to, the 
following: 

i. Peace Officer, firefighter, EMT, prosecutor, assistant prosecutor, 
children’s services worker, or corrections officer, residential and 
familial information (R.C. 149.43(A)(7)); 

ii. Records that pertain to a patient’s medical history, diagnosis, 
prognosis, or medical condition and that were general and maintained 
in the process of medical treatment (R.C. 149.43(A)(1)(a)); 

iii. Records that contain information that was specifically compiled in 
reasonable anticipation of, or in defense of, a civil or criminal action 
or proceeding (R.C. 149.43(A)(1)(g)); and 

iv. Records that pertain to a law enforcement matter of a criminal, 
quasicriminal, civil, or administrative nature and that, if released, 
would create a high probability of disclosing any of the following (1) 
the identity of an uncharged suspect, (2) the identity of a confidential 
source, (3) specific confidential investigatory techniques or 
procedures; (4) specific investigative work product; or (5) 
information that would endanger the life or physical safety of law 
enforcement personnel, a crime victim, a witness, or a confidential 
source (R.C. 149.43(A)(2)). 

c. The exemptions to the Public Records Act will be narrowly construed by this 
Employer in the favor of disclosure. This Employer may seek a legal review 
prior to determining whether or not an exception applies. 
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C. RECORD REQUESTS - Each request for public records will be evaluated for a response using 
the following guidelines: 

1.  Although no specific language is required to make a request, the requester must at 
least identify the records requested with sufficient clarity to allow this Employer to 
identify, retrieve, and review the records. If a requester makes an ambiguous or 
overly broad request or has difficulty in making a request for copies or inspection of 
public records such that this Employer cannot reasonably identify what public 
records are being requested, then this Employer may deny the request. In such case, 
this Employer will provide the requester with an opportunity to revise the request by 
informing him/her of the manner in which records are maintained by the Employer 
and accessed in the ordinary course of this Employer’s duties. (R.C. 149.43(B)(2)). 

2.  The requester does not have to put a records request in writing, and does not have to 
provide his/her identity or the intended use of the requested public record. However, 
the records custodian may ask for a written request and may ask for the requestor’s 
identity and/or intended use of the information requested if (1) it would benefit the 
requestor by helping the public office identify, locate or deliver the records being 
sought, and (2) the requestor is informed that a written request and the requestor’s 
identity and intended use of the information requested are not required. (R.C. 
149.43(B)(5)). 

a. The Public Records law allows a person to choose to have the public record 
duplicated upon paper, upon the same medium upon which the public office 
or person responsible for the public record keeps it, or upon any other 
medium upon which the public office or person responsible for the public 
record determines that it reasonably can be duplicated as an integral part of 
the normal operations of the public office or person responsible for the public 
record. This Employer is not required to allow the requester to make the 
copies of the public record. (R.C. 149.43(B)(6)). 

3.  Public records will be available for inspection at all reasonable times during regular 
business hours. Public records will be made available for inspection promptly. (R.C. 
149.43(B)(1). To the extent that this Employer may operate 24-hours-a-day, the 
records of that Employer will be made available for inspection during normal 
administrative hours.   

Copies of public records will be made available within a reasonable period of time. 
(R.C. 149.43(B)(1)).   

The determination of the terms “prompt” and “reasonable” take into account the 
volume of records requested; the proximity of the location where the records are 
stored; and the necessity for any legal review of the records requested. 

4.  Each request will be evaluated for an estimated length of time required to gather the 
records. Routine requests for records will be satisfied immediately if feasible to do 
so. 
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5.  Upon request, this Employer will provide copies of public records to a requester by 
United States mail or by any other delivery means or transmission that this Employer 
deems reasonable. (R.C. 149.43(B)(7)). 

This Employer will limit to ten the number of copies of public records provided per 
month to a requester by United States Mail, unless the requester certifies in writing 
that he/she does not intend to use or forward the requested records, or the 
information contained in them, for commercial purposes. (The word “commercial” 
should be narrowly construed and does not include reporting or gathering news, 
reporting or gathering information to assist citizen oversight or understanding of the 
operation or activities of government, or nonprofit educational research). (R.C. 
149.43(B)(7)). 

6.  By Ohio law, this Employer is not required to permit a person who is incarcerated 
pursuant to a criminal conviction or a juvenile adjudication to inspect or to obtain a 
copy of any public record concerning a criminal investigation or prosecution or 
concerning what would be a criminal investigation if the subject of the investigation 
or prosecution were an adult, unless the request to inspect or to obtain a copy of the 
record is for the purpose of acquiring information that is subject to release as a public 
record under this section and the judge who imposed the sentence or made the 
adjudication with respect to the person, or the judge’s successor in office, finds that 
the information sought in the public record is necessary to support what appears to be 
a justifiable claim of the person. R.C. 149.43(B)(8). 

7.  This Employer, in response to a written request made and signed by a journalist, 
which must include the journalist’s name and title and the name and address of the 
journalist’s employer, and which states that the disclosure of the information sought 
would be in the public interest, will provide the address of the actual personal 
residence of anyone employed by this  

Employer as a peace officer, firefighter, EMT, prosecutor, assistant prosecutor, 
children’s services worker, or corrections officer, and, if such employee’s spouse, 
former spouse, or child is employed by a public office, the name and address of that 
public office. (R.C. 149.43(B)(9)). 

8.  Any denial of public records requested, in part or in whole, will include an 
explanation, including legal authority, as to why the request was denied. If the initial 
request was provided in writing, the explanation for denial will be provided to the 
requester in writing. (R.C. 149.43(B)(3)). 

If portions of a record are public and portions are exempt, the exempt portions will 
be redacted and the rest released. If there are redactions, this Employer will notify 
the requester of any redaction or make the redaction plainly visible. Each redaction 
will be accompanied by a supporting explanation, including legal authority, as to 
why the redaction was made. (R.C. 149.43(B)(1) and (2)). 

9.  This Employer has no duty to provide records acquired after a request for records is 
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complete. 

D. COSTS FOR PUBLIC RECORDS - Those seeking public records may be charged the actual 
cost of making copies, unless the cost is otherwise set by statute. (R.C. 149.43(B)(1)). Employee 
time will not be calculated into the charge for copying a public record. However, in the event 
that circumstances make it reasonable for this Employer to hire an outside contractor to make 
copies of requested records, the requester will be charged the actual cost paid to the outside 
contractor for the copying service. (R.C. 149.43(F)(2)(a)). These circumstances may include but 
not be limited to a lack of in-house photocopying resources or labor. This Employer has no duty 
to provide copies of public records free of charge to someone who indicates an inability or 
unwillingness to pay for them. 

1.  The charge for making copies of records shall be determined by the Appointing 
Authority and shall reflect the actual cost to the County. 

2.  This Employer may require a requester to pay in advance the cost involved in 
providing the copy of the public record, as requested. (R.C. 149.43(B)(6)). 

3.  Upon request, this Employer will provide copies of public records to a requester by 
United States mail or by any other delivery means or transmission that this Employer 
deems reasonable. This Employer may require such a requester to pay in advance the 
cost of postage or costs incurred for other supplies used in the mailing, delivery, or 
transmission. (R.C. 149.43(B)(7)). 

4.  There may be instances when this Employer may be able to provide copies made in-
house without disrupting its normal functions, but only over an extended period of 
time. In that instance, this Employer may offer the requester the options of (1) having 
the documents produced through a faster method by employing temporary personnel 
and equipment, (2) using an external private contractor, or (3) having the documents 
produced in-house by this Employer’s normal staff and equipment in a less efficient 
and more time-consuming manner. 

E. FAILURE TO RESPOND TO A PUBLIC RECORDS REQUEST 

1.  This Employer recognizes the legal and non-legal consequences of failure to properly 
respond to a public records request. In addition to the distrust in government that 
failure to comply may cause, this Employer’s failure to comply with a request may 
result in the requester commencing a mandamus action against this Employer in 
either the court of common pleas, in the court of appeals, or in the Supreme Court of 
Ohio. The court may order this Employer to comply with the Public Records Act, as 
well as order this Employer to pay statutory damages of one hundred dollars for each 
business day (beginning with the day the requester files the mandamus action) during 
which this Employer failed to comply (up to a maximum of one thousand dollars), as 
well as court costs and the requester’s reasonable attorney fees. 

F. CONFIDENTIALITY, GENERAL - Each employee of Wayne County shall treat all 
documents, publications, written, and spoken communications of the County as confidential, 
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even if regarded under RC 149.43 as "public records."  Employees are expected to exercise 
reasonable discretion when discussing work related information with all others. 

G. SELF-HELP TO PUBLIC RECORDS PROHIBITED - No employee may copy or remove 
any record or writing, even those regarded as "public" under RC 149.43, without first having 
received advanced written permission from the Employer. 

H. USE OF COUNTY RECORDS IN PERSONAL ACTIONS PROHIBITED 

1.  No employee may copy or use any County writing, document, or record in any 
grievance, administrative appeal, or legal action without having first obtained the 
written permission of the Employer.  This particular policy does not apply to matters 
obtained through formal "discovery" under the Rules of Civil Procedure or the rules 
of the State Personnel Appointing Authority of Review. 

2.  Except for official Departmental business, no employee may have any agency 
writing or document in his/her possession, unless obtained through this policy. 

I. RECORDING DEVICES PROHIBITED - No employee may record any meeting, 
conversation, or telephone call (with the exception of voice mail messages), in the workplace or 
at any work-related function, or in connection with any client or project, unless he/she has 
received advanced written permission from the Appointing Authority. 

J. TEXT MESSAGING POLICY - Please see Section 8.28 Text Messaging Policy for Public 
Record rules regarding employee text messages. 

K. PENALTY FOR BREACH OF THIS POLICY - Any employee who is discovered to have 
violated any of the above-enumerated provisions may be disciplined, up to and possibly 
including termination.  Any former employee who is discovered to have violated this policy by 
producing unauthorized documents or recordings at any grievance, administrative appeal, or civil 
action against the Employer, will be barred from seeking a remedy of reinstatement and may be 
subject to civil or criminal penalties. 

 
 

Original Adoption Date Revision Number Date Approved 
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A. It is the intent of Wayne County to provide local, network, and Internet access, where 
implemented, to employees of Wayne County for functional purposes of local government.  This 
access will assist in the collaboration and exchange of information, facilitate personal growth in 
the use of technology, and enhance information gathering and communication skills. 

B. County users will comply with all of the following local, network, and Internet acceptable use 
policies and guidelines. 

C. The use of the network is a privilege that may be revoked by the Appointing Authority at any 
time and for any reason.  Appropriate reasons for revoking privileges include but are not limited 
to: 

1.  malicious use of the network; 

2.  altering of system software; 

3.  placing of unauthorized information, computer viruses, or harmful programs on or 
through the computer system in either public or private files or messages. 

D. The Appointing Authority reserves the right to remove files, limit or deny access, and refer the 
user for other disciplinary actions. 

E. The Appointing Authority reserves all rights to any material stored in the files that are generally 
accessible to others and will remove any material that the Appointing Authority at its sole 
discretion, believes may be unlawful, obscene, pornographic, abusive, or otherwise 
objectionable.  Users will not use their County-approved computer account/access to obtain, 
view, download, or otherwise gain access to such materials. 

F. All information services and features contained on local, County, or network resources are 
intended for the private use of its registered users, and any use of these resources for 
commercial-for-profit or other unauthorized purposes in any form is expressly forbidden. 

G. The local and County electronic mail network resources are intended for the exclusive use by 
their registered users.  The user is responsible for the use of his/her account/ password and/or 
access privilege.  Any problems that arise from the use of a user’s account are the responsibility 
of the account holder.  Use of an account by someone other than the registered account holder is 
forbidden and may be grounds for loss of access privileges. 

H. Any misuse of the network will result in suspension of network privileges and/or other 
disciplinary action determined by the Appointing Authority.  Misuse shall include but not be 
limited to: 

1.  intentionally seeking information on, obtaining copies of, or modifying files, other 
data, or passwords belonging to other users; 

2.  misrepresenting other users on the network; 

3.  disrupting the operation of the network through abuse of the hardware or software; 
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4.  malicious use of the network through hate mail, harassment, profanity, vulgar 
statements, or discriminatory remarks; 

5.  interfering with others using the network; 

6.  extensive and/or excessive use for non-county-related communication and/or 
reasons, including social media that is not a work-related function; 

7.  illegal installation of copyrighted software; 

8.  unauthorized downloading, copying, or use of licensed or copyrighted software; 

9.  allowing anyone to use an account other than the account holder; 

a. making any personal purchases using any County network connections. 

b. failure to comply with training required by supervisor and/or Appointing 
Authority; 

I. The use of the network resources are for the purposes of (in order of priority): 

1.  support of Wayne County functions and operations; 

2.  telecommunications; 

3.  general information. 

J. The County does not warrant that the functions of the network will meet any specific 
requirements the user may have, or that it will be error free or uninterrupted, nor shall the 
County be liable for any direct or indirect incidental or consequential damages (including lost 
data, information, or time) sustained or incurred in connection with the use, operation, or 
inability to use the system. 

K. The user with an electronic mail account will diligently delete old mail messages from the 
personal mail directory to avoid excessive use of the electronic mail disk space.  The deleting of 
emails must comply with the Appointing Authority’s record retention policy. 

L. The County will periodically make determinations on whether specific uses of the network are 
consistent with this policy.  The County reserves the right to log network use to monitor 
filesaver space utilization by users and examine specific network usage (as may be deemed 
necessary) for the maintenance, safety, or security of the network.  The County does not warrant 
that the functions of the network will guarantee privacy.  All data transmitting across local and 
wide area networks have the potential of being read by unintended individuals either by mis-
routed data or intentional monitoring.  The County reserves the right to remove a user account on 
the network to prevent unauthorized activity. 

M. The e-mail system is the property of the Appointing Authority and should be used for the 
County’s purposes only.  Users should disclose information or messages from an e-mail system 
only to authorized persons.  The County reserves the right, in its discretion, to monitor the e-mail 
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system to assure that its property is being used for County purposes only and to prevent 
harassment or improper use.  Individuals do not have a personal privacy right in any matter 
created, received, stored in or sent from an e-mail system.  Nothing should be entered into the e-
mail system without a good reason. 

N. Bring Your Own Device (BYOD):  Use of personal devices must be individually approved by 
the department manager for the employee, prior to use. Furthermore, personal devices (thumb 
drives and external data devices) must be scanned by IT staff after approval and prior to use on 
County devices.  Personal devices will be the sole responsibility of the owner and the County 
will not be responsible for items which are lost, stolen, damaged, or subjected to a virus attack, 
data breach and/or privacy issue. 

O. Appointing Authorities may require their employees to participate in periodic phishing training 
in an effort to broaden employee knowledge so as to avoid ransom and virus attacks.  If 
requested, employees must comply with said training.   

P. Employees shall have no expectation of privacy or confidentiality when using County-owned 
and/or provided equipment/property, including but not limited to, computers, email systems, 
internet, network. 

Q. Employee must agree with this Computer Network Usage Policy in full.  Employee understands 
and is aware that he will be responsible for his actions and use or misuse of the network 
equipment. Employee releases the County, its operators, and administration from any and all 
claims of any nature arising from the use of network resources. 

R. Child Support Enforcement Agency employees and Job and Family Services employees are 
bound by these policies, as well as the Ohio Department of Job and Family Services (ODJFS) 
Internal Policy and Procedure Manual (IPP), including but not limited to ODJFS Form 7078, 
ODJFS IPP.3922 Code of Responsibility and ODJFS IPP.10002 Computer and Information 
Systems Usage.  These documents are available for review on the ODJFS Innerweb, 
Legal/Policy, Emanuals. 

 

Original Adoption Date Revision Number Date Approved 
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A. All Wayne County employees must follow all local, state, and federal laws while engaged in 
County business, while on or in County property, and while operating/utilizing County 
equipment.  Failure to adhere to this policy will result in appropriate disciplinary measures. 

B. Wayne County Appointing Authorities also reserve the right to discipline employees for the 
violation of laws while the employee is off duty.  The discipline to be imposed, if any, will be 
determined by the Appointing Authority who will consider factors such as the nature of the 
position the employee holds with the County and the severity of the law violated. 

 

Original Adoption Date Revision Number Date Approved 
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CONVICTION OF A FELONY SECTION 8.20
 PAGE 1 OF 1

A. Conviction of a felony is a separate basis for reduction in pay or position, suspending, or 
removing an employee, even if the employee has already been reduced in pay or position, 
suspended, or removed for the same conduct that is the basis of the felony.  An employee 
may not appeal to the State Personnel Board of Review any disciplinary action taken by an 
appointing authority as a result of the employee’s conviction of a felony.  If an employee is 
removed for any other reason listed in RC 124.34 and is reinstated as a result of an appeal of 
the removal, any conviction of a felony that occurs during the pendency of the appeal is a 
basis for further disciplinary action. 

B. Any employee convicted of a felony immediately forfeits his/her status as a classified 
employee in any public employment on and after the date of conviction for the felony.  If an 
employee is removed under this section as a result of being convicted of a felony or is 
subsequently convicted of a felony that involves the same conduct that was the basis for the 
removal, the employee is barred from receiving any compensation after the removal 
notwithstanding any modification or disaffirmance of the removal, unless the conviction for 
the felony is subsequently reversed or annulled. 

C. As used in this policy, “felony” means any of the following: 

1.  a felony that is an offense of violence as defined in RC 2901.01; 

2.  a felony that is a felony drug abuse offense as defined in RC 2925.01; 

3.  a felony under the laws of this or any other state or the United States that is a crime 
of moral turpitude; 

4.  a felony involving dishonesty, fraud, or theft; or 

5.  a felony that is a violation of RC 2921.05, 2921.32, or 2921.42. 
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A. All visitors to the WCCC are required to register with the Administrative Office prior to 
visiting with employees and/or residents. During non-business hours visitors are required to 
register at the appropriate nurses’ station. Resident visiting hours are 10:00 am to 8:30 pm. 
Visitors causing a disturbance will be asked to leave. 

B. Off duty employees are considered visitors. 

C. Employees are not permitted to receive personal visitors in working areas unless permission 
is granted by the office or Charge Nurse during non-business hours. Visitation is limited to 
Break Rooms, Dining Room, or Lobby. Potential employee visitors should be informed of 
this policy. 

D. Administration understands that due to the nature of operations, it may be desirable for 
employees to request delivery of food to the facility. Employees ordering food outside the 
facility must notify the supervisor of the delivery (approx. time) and are responsible for 
instructing the delivery person that they are restricted from entering the building and should 
ring at the front entrance.  Employees in violation of this policy may be subject to 
disciplinary action.   

 
 

Original Adoption Date Revision Number Date Approved 
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A. Employees of the WCCC are not permitted to accept personal gifts or money from the 
residents of the WCCC.  This policy relieves the WCCC and its employees of any criticism 
or accusations resulting in gifts given as tokens of appreciation and/or inducement. 

 

Original Adoption Date Revision Number Date Approved 
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A. It is the obligation and duty of all employees of the WCCC to protect the rights of residents. 
During their initial orientation period new employees will become familiar with the Resident 
Bill of Rights. 

B. Any employee who fails to protect the rights of residents, who neglects the care of any 
resident, who verbally, mentally, or physically abuses any resident shall be subject to 
disciplinary action.  Also, if an employee fails to protect the personal property of any 
resident by converting such personal property to their personal use, or attempts to defraud 
any resident of personal property shall be subject to disciplinary action up to and including 
termination.   

C. PROCEDURE 

1.  Where a violation of a resident’s rights is suspected to have occurred, evidenced by a 
report from a resident, an employee, or a supervisor, an incident report will by filed 
with the Appointing Authority or the Director of Nursing.  Failure to file an incident 
report, either by the supervisor in charge and/or by an employee witness shall be 
grounds for disciplinary action.  Abuse shall be defined as: 

a.  Active – verbal, mental or physical 

b.  Passive – through negligence or withholding services 

2.  When an allegation of a violation is reported or suspected, the following procedures 
shall be implemented:  

a.  The Supervisor shall immediately inform the Administrator of the allegation. 

b.  The Administrator shall determine the immediate appropriate action to be 
taken. 

c.  The Administrator or designee will send home the accused  employee until 
the completion of the investigation (administrative leave with pay).  

3.  Discipline for the violation of resident rights shall be determined on a case-by-case 
basis depending upon the degree of violation.  All cases of resident abuse are 
disciplined according to Section 10 of this manual.  

4.  The Administrator must also report any case of abuse to the Ohio Department of 
Health and the County Prosecuting Attorney for possible criminal action.  
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WCCC EMPLOYEE PARKING SECTION 8.24
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A. The WCCC provides for and maintains adequate parking facilities for all employees. 

B. All employees are required to park at the rear of the building. Exception: For security 
reasons, the 3rd shift personnel may park in front of the building and enter through the front 
entry door. 

C. Employees are not permitted to park in visitors, reserved, or fire lane designated areas. 
Employees are also not permitted to block exit doors or otherwise park in areas designated 
“no parking.” 
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IDENTITY THEFT PREVENTION PROGRAM SECTION 8.25
 PAGE 1 OF 1

A. Please see Appendices. 
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A. Purpose and Scope 

1.  Wayne County intends to use social media as additional communication channels to 
help promote its programs, events, and services, and represent itself appropriately 
and consistently on the internet. Social media technology allows news of an event to 
spread quickly and is a good forum to facilitate public discussion. 

2.  A social media presence is yet another way government can communicate to the 
broadest possible audience of those it serves, allowing its residents to communicate 
with their government. Social media platforms provide new ways to engage with 
citizens and customers to build stronger relationships, civic engagement, and 
“connectedness.”  Wayne County’s intent is to increase transparency, immediacy, 
and feedback to the community, as well as address the fast-changing landscape of 
the internet which residents are able to communicate and obtain information online. 

3.  The best and most appropriate uses of social media tools fall into three categories 
for Wayne County: 

a.  Channels to supplement information from other County communication 
sources, such as official websites, drawing more eyes back to those 
communication sources and broadcasting the County’s messages to the 
widest possible audience; 

b.  Channels for disseminating time-sensitive information as quickly as 
possible (e.g. emergency information); 

c.  Two-way communication, promoting transparency and social engagement 
in government. 

B. General Guidelines 

1.  Wayne County’s Appointing Authorities (referred to as AA) may maintain multiple 
social media accounts (Facebook, Twitter, Instagram, LinkedIn, Nextdoor, 
YouTube, etc.) to represent their individual offices.  However, it is recommended 
that all official Wayne County social media accounts adhere to the guidelines 
below. 

a.  Maintain social media “pages,” not “groups”. For example, Facebook pages 
offer distinct advantages, including greater visibility, customization, and 
measurability. 

b.  Be categorized as “government”, unless there is a business purpose for the 
account, in which case the account may be categorized as “business”. 

c.  Include appropriate logos and other pertinent information. 

d.  Use proper grammar, avoiding jargon and abbreviations. Social media may 
be more casual than most other communication tools, but it still represents 
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the County at all times. 

e.  Always serve a business purpose, add to the user experience, and come from 
a trusted source. 

f.  While no County information shall be posted exclusively to social media, 
simple “reminders” and “shares” are appropriate and encouraged. Content 
posted to social media accounts shall contain links directing users back to 
the appropriate AA’s official website for in-depth information, forms, 
documents, or online services necessary to conduct business with Wayne 
County. 

C. Accuracy and Timeliness 

1.  Wayne County will make every effort to ensure the accuracy of the information 
provided on its social media pages. However, several factors that are beyond the 
County’s control (including unauthorized modification of electronic data, 
transmission errors, browser incompatibilities, information that has been cached on 
the local computer or storage device, or other aspects of electronic communication 
in an evolving and time-sensitive environment) can affect the quality of the 
information displayed on the site. For that reason, the County does not guarantee 
the accuracy of the information provided on its social media pages and is not liable 
for reliance on this information. 

2.  The County’s timeliness about posts and responses to comments may also vary 
based on staff availability. Therefore, a disclaimer shall be a part of this policy and 
be posted on all social media accounts, stating: 

a.  This social media page is intended to provide information to a wide number 
of people quickly, not as an in-depth or complete source of information, but 
as an evolving supplement, not replacement, to Wayne County official 
websites, press releases, and in-person communications.  For these reasons, 
staff may not respond to every comment or question posted on the County’s 
social media accounts. Any responses to comments will be posted within 
available office hours and within the varying parameters of staff 
availability; information conveyed after hours will not be received until the 
next business day.  Please also note that opinions and comments expressed 
on this site do not necessarily reflect the opinions and/or position of the 
entity, its elected officials or its employees.  NOTE!  If you have an 
emergency to report, do not use this method of communication but rather, 
call 911 (if 911 is not applicable, please contact the appropriate office). 

3.  All responses to comments by County staff shall be accompanied by those staff 
members’ initials, to reinforce the social aspects of the site, and to let residents 
know they are communicating with a specific employee within the County and not 
the County as an entity. 

D. Public Record Guidelines 
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1.  Any content maintained in a social media format that is related to County business, 
including a list of subscribers and posted communication, is a public record. The 
department maintaining the site is responsible for responding completely and 
accurately, to the best of their ability, to any public records request for public 
records on social media. Content related to County business shall be maintained in 
an accessible format so that it can be produced in response to a request. 

2.  These guidelines must be displayed to users or made available by hyperlink. Any 
content removed, based on the guidelines contained herein, must be retained, 
including the time, date, and identity of the poster, if available, as well as the 
County’s reason for removing the content. 

3.  Content posted to social media accounts will be transitory in nature, in order to 
adhere to the County’s records retention policy. 

E. Content Guidelines 

1.  To facilitate two-way communication and broaden the ways residents may connect 
with the County, comments to the County’s posts will be turned on and are allowed, 
as long as they are within the guidelines set forth in this policy. The following 
disclaimer shall be a part of this policy and be posted on all social media pages 
allowing comments: 

a.  Please note that comments not authorized by Wayne County or its AA, 
which are expressed on the County’s social media accounts, may not reflect 
the opinions or positions of Wayne County, its employees, or its elected 
officials. Postings should be factual, respectful, on-point, and reasonably 
avoid being thought of as spam, off-topic, or offensive.  Wayne County 
reserves the right to remove any comments, questions, or postings 
containing: 

i.  profane or defamatory language or content 

ii.  personal attacks, harassments, or threats against any individual or 
organization 

iii.  content that promotes, fosters or perpetuates discrimination on the 
basis of race, color, sex, sexual orientation, gender identity, genetic 
information, national origin, age, religion, disability or protected 
activity 

iv.  content not topically related to the particular social medium article 
being commented upon 

v.  support for or against any political campaign or ballot measures 

vi.  advocacy for or against any religion or non-religion 
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vii.  copyright infringements or other legal violations 

viii.  solicitations of commerce 

ix.  sexual content or links to sexual content 

x.  conduct or encouragement of illegal activity 

xi.  information that may tend to compromise the safety or security of 
the public or public systems 

xii.  content that violates a legal ownership interest of any other party 

2.  The County reserves the right to restrict or remove any content deemed in violation 
of this social media policy or any applicable law.  All removed comments will be 
saved by the Administrator for public record retention purposes. When a comment 
is removed, a note will be posted in its place explaining the violation. 

F. Administrator Account Guidelines 

1.  Successful social media accounts require monitoring. Social Media Administrators 
or Public Communications Specialists (HRTA Admin) shall be appointed by the 
Appointing Authority and work under the direction of the AA or designated 
alternate.  Said Admin has a responsibility to help communicate accurate and timely 
information to the public in a professional manner.  Admin designated to police, 
monitor, or participate in social media are expected to follow these guidelines: 

a.  A list of official accounts shall be maintained by each Admin, but owned by 
and shared with Wayne County.  Login and password information shall also 
be owned by and shared with the AA or designated alternate, so that the AA 
or designated alternate can immediately access, edit or remove content. 

b.  Social media work (policing, monitoring, posting, etc.) shall be done on a 
County-provided computer or laptop. 

c.  Social media account set-up should consist of authorized Wayne County 
contact information, including work email addresses and direct or 
department telephone numbers, which are owned and designated by Wayne 
County.  Personal email addresses and personal telephone numbers are not 
permitted. 

d.  If a social media account requires an indirect “personal account” to be 
accessed, (e.g. Facebook), this “personal account” will be set up and 
provided by the AA or designated alternate. 

e.  Because social media is freely available to anyone, branding official social 
media accounts is required.  Include the following text statement on all 
official accounts (for example): “This is the official Wayne County, Ohio 
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Commissioners’ Facebook page”. 

G. Administrator Content Guidelines 

1.  Posts and monitoring shall be done during established office hours, with the 
exception of emergency situations, and all comments or questions shall be 
responded to in a timely manner within those parameters. 

2.  AFTER HOURS: In the event of an emergency need for an after-hours posting, 
Admin shall be contacted to post information on the County’s website followed by 
social media. 

3.  Admin may set up automatic email notification when someone posts a comment to a 
social media site. 

4.  Read all information in the original and any other relevant post, tweet, or link 
thoroughly before interacting to ensure that it enhances community knowledge 
about County activities, issues, policies, and priorities.  If the content does not 
specifically address the County, it should be of interest to the particular audience.   

5.  Interact with information that is consistent with the County’s goals and clearly 
identify the external source of the information (post, tweet, link, etc.).  Admin are 
encouraged to interact with other social media accounts operated by the County, 
other government agencies, or businesses that are promoting the County’s projects 
or goals.   

6.  Posts may be approved by the Appointing Authority or a designated alternate; when 
in doubt, ask!  If the AA or designated alternate gives direction to add or remove a 
post or content, this must be done as requested and in the timeline requested. 

7.  Ensure information communicated is accurate and complete.  If a mistake is made, 
it should be disclosed and promptly corrected. 

8.  Be judicious.  What you publish is widely accessible and will be around for a long 
time, so consider the content carefully.  A social media post could be used in a legal 
action against the County or its employee. 

9.  Postings should be related to that department’s specific function and subject matter 
expertise. 

10.  All official social media accounts shall link back to the County’s official websites 
for forms, online services and other information necessary to conduct business with 
the County. 

11.  Interacting with other social media accounts can be a useful tool to inform residents 
about County activities, policies and issues.  However, use sound judgment when 
interacting with other social media accounts because those interactions may easily 
be misinterpreted.  ‘Interacting’, as used here, includes, but is not limited to, 
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“like(s),” “post(s),” “tweet(s),” or “following” on social media platforms.  For 
example, “liking” or “re-posting” on Facebook and “following” or “re-tweeting” on 
Twitter can be perceived as an endorsement of that person, account, message, or 
thing.  Similarly, “unliking” or “un-following” can be perceived as a rejection of 
that person, account, message, or thing. 

12.  Replies to individual constituent inquiries received via social media accounts must 
be retained per the County’s record retention schedule. 

13.  Actively protect any information considered private or protected under Data 
Privacy and HIPAA Compliance laws. 

14.  Be mindful of information reported by a member of the public which could result in 
harm to someone or something.  If a member of the public posts a comment about a 
dangerous situation, the government has notice and must act on it. 

15.  Do not post personal information, except for names of elected officials and/or 
employees whose job duties include being available for contact by the public or as 
specifically designated by the AA or designated alternate. 

16.  Do not express personal views or concerns through postings. 

17.  Do not post comments, photographs or videos that could discredit or embarrass the 
County. 

18.  Do not reveal private, confidential, or non-public information as defined by any 
County policy or local, state, or federal law. 

19.  County social media accounts or equipment may not be used by Admin as a 
platform to share personal opinions or for political purposes, private business or 
charitable activities, commercial or personal transactions, or for any other purpose 
prohibited by law. 

20.  Admin shall not use the County’s social media accounts to copy or transmit any 
documents, images, software, or other information protected by a copyright owned 
by someone or an entity other than Wayne County without proper authorization 
from the copyright owner. Copyright protection applies to any document, image, 
software, or information unless it is specifically marked as public, not copyrighted, 
or freeware. In the absence of any specific copyright markings, material or 
information should be assumed to be copyright-protected. It is the Admin’s 
responsibility to obtain proper authorization from the copyright owner before using 
the electronic communications system to copy or transmit copyrighted material. 

21.  Decisions to remove posts or comments that violate the County’s social media 
policy shall be made by Admin and in accordance with the department’s Records 
Retention Policy; additionally, the time, date and identity of the poster shall be 
noted, if that information is available. Admin monitoring County social media pages 
must bring questionable posts/comments to the attention of their supervisor or AA 



 
  

 

 

GENERAL STANDARDS OF CONDUCT FOR SOCIAL 
MEDIA USE 

SECTION 8.26
PAGE 7 OF 18

immediately. 

22.  Individuals should not be blocked and content on official accounts shall not be 
deleted simply because they are critical of the County, its officials or employees or 
because the agency or Admin otherwise dislikes what the content says or represents. 
 Content may be deleted only when it violates this policy. 

H. Employee Guidelines 

1.  While every individual has a right to speak out on the issues facing the community, 
state, and nation, employees must take great care to make it clear that their personal 
opinions are their own and do not represent the official position of the County. It is 
important for employees to remember that their personal communications may 
reflect on the County, especially if they are commenting on County business, 
supervisors, or policies.  For this reason, County employees must follow all 
applicable policies outlined in this policy, as well as in the Wayne County 
Personnel Policy Manual.  Employees should be aware of his or her privacy rights 
and prohibited conduct with respect to his or her actions and its impact on the 
County when using social media accounts on and off duty.  Employees should 
remember that they are paid by public funds and the public holds them to a high 
standard of professionalism.  This policy is also intended to ensure efficient use of 
employee time and to minimize any distraction from an employee’s assigned tasks 
and duties.  It allows Wayne County to ensure that the County’s rules are followed 
and all employees are treated fairly and consistently. 

2.  Employees are expected to serve as positive ambassadors and to remember they are 
role models to the citizens of this community and, therefore, should be thoughtful, 
truthful, courteous, respectful, and professional in all communications (by word, 
image or other means) toward supervisors, coworkers, citizens, customers, and 
other persons associated with the County. Employees should not use obscene, 
profane, or vulgar language on any social media platform.  Do not engage in name-
calling or personal attacks. 

3.  All employees will be subject to and held accountable for any conduct outlined in 
this Social Media Policy as well as the Personnel Policy Manual.  These policies 
work in conjunction with other related personnel policies and procedures (e.g. 
harassment).  This policy is not intended to interfere with and should not be 
construed as impeding an employee’s ability to speak as a citizen, especially on 
matters of public concern.  However, because readers of social media accounts may 
view the employee as a representative of Wayne County, employees are required to 
observe certain rules. 

4.  On-Duty Conduct:  While at work, an employee may only access personal social 
media, blogs and/or other internet forums of communication during their lunch or 
breaks (i.e., unpaid non-working time); this includes access from a personal device 
(computers, phones, tablets, etc.) during an employee’s compensated hours of work. 
Employees accessing personal social media during lunch or breaks must use their 
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own personal devices and not County property (including computers, phones, 
tablets, etc.)   Employees are not permitted to access personal social media while on 
working time unless such access is within the scope of their job duties and done 
with general or explicit permission of their supervisor (e.g., law enforcement 
officials conducting investigation into a suspect’s social media account or Admin 
designated to maintain an official social media account). 

5.  Off-Duty Conduct: An employee shall have no expectation of privacy to 
information posted into cyberspace even while off duty. This includes anything 
posted to social media, blog, or other similar internet forum of communication. 
Although information may be posted to a “private” webpage, the employee should 
be aware this information can still be accessed by the public and other sources in a 
number of ways. Because of this, an employee needs to use common sense when 
posting comments, photos, opinions, or any other information related to his or her 
employment. Any social media activity which portrays the County should be done 
in a positive light and not be disruptive to the County.  The County is in no way 
trying to impede an employee’s first amend rights to address matters of public 
concern as long as they are not disruptive to the County’s workplace efficiency. 
When referencing Wayne County or otherwise speaking as a private citizen, 
the best practice is to exercise caution as to the content and language being 
spoken; furthermore, an employee should be clear that they are speaking as a 
private citizen/individual and not as a representative of Wayne County and/or 
their position with the County.  The following are examples of conduct that may 
lead to discipline and/or termination which include, but are not limited, to:  

a.  Posting one’s photograph while wearing the County’s uniform, without 
including a statement that the employee is not acting as a representative of 
the County or their position with the County; this includes other similar 
attire, such as logos, patches, badges or other identifying symbol of the 
County, which could be misidentified as the official uniform, in addition to 
posting any of these in itself and outside of apparel;  

b.  Post information, images, or icons obtained in their official capacity with 
the County on their personal social media pages and/or accounts without 
prior approval from their AA; 

c.  Post pictures, videos, or comments that are insubordinate with respect to the 
employee’s employment, including, but not limited to, pictures, videos or 
comments of another Wayne County Elected Official or employee without 
that individual’s consent with the direct or indirect intent to disrupt the 
workplace, deteriorate the inter-personal working relationships with other 
employees, harass, or embarrass individuals, negatively impact an 
employee’s ability to perform their responsibilities, and/or matters not of 
public concern;  

d.  Post pictures, videos, or comments that constitute or could be construed as 
unlawful behavior and would reasonably lead a viewer/reader to believe the 
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content was authorized, approved, supported, permitted, or otherwise 
allowed by Wayne County or in context of the employee’s position;  

e.  Knowingly or recklessly post false information about the County or its 
supervisors, coworkers, elected officials, or those who have a relationship 
with the County. This also includes disparagement of a fictitious character 
or computer-generated likeness that resembles the above; 

f.  Post, transmit, or disseminate any pictures or videos of official training, 
activities, work-related assignments or non-public images of Wayne County 
premises and property, including floor plans and structures, without the 
express permission of the AA;  

g.  Post pictures, videos, or comments that are sexual, obscene, violent, 
offensive, harassing, or pornographic in nature along with any reference to 
the County or individual’s employment; 

h.  Use the employee’s title or reference Wayne County, in an official capacity 
as representation without authorization, in any correspondence to include 
emails, postings, blogs, discussion forums, or social media unless the 
communication is of an official nature and is serving the mission of the 
County.  This includes signature lines in personal email accounts.  
Employee should seek approval for such use from their AA; 

i.  Use employee’s Wayne County email address or phone number as a means 
of identification in social media without prior approval from their AA; 

j.  Violate anything referenced under Content Guidelines in this policy. 

6.  Employees shall not disclose any work-related confidential or proprietary 
information on any social media, blog or other internet forum of communication.  
This can include information that may eventually be obtained through a valid public 
record’s request. 

7.  Employees shall refrain from making comments about the workplace, policies, or 
supervisors, or discussing internal employment issues on social media. Wayne 
County has an overriding interest and expectation in deciding what is “spoken” on 
behalf of the County.   

8.  Employees are encouraged to follow the internal complaint procedures and not take 
to the internet to voice work-related complaints. 

9.  Employees shall not comment on social media or publish something related to 
County business without identifying themselves and using a disclaimer such as, “I 
am an employee of Wayne County. However, these are my own opinions and do not 
represent those of Wayne County.” 

10.  Employees may not act as a spokesperson for Wayne County, post comments as a 
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representative of Wayne County, or imply they are speaking on behalf of the 
County unless authorized to do so. If employees wish to write an opinion based 
upon their work experience, they shall not make reference to the County if they are 
not discussing County business. For example, write, “As a sheriff’s deputy…” 
rather than, “As a Wayne County sheriff’s deputy …” or “As a public employee…” 
rather than “As a Wayne County employee…” 

11.  County resources, working time, or official County positions must not be used for 
personal profit or business interests, or to participate in personal political activity. 
For example, an employee must not use any County logo, email, or working time to 
promote his/her side business or for personal gain. 

12.  Keep in mind that if your conduct on social media platforms adversely affects your 
job performance or the performance of your co-workers, or is detrimental to the 
mission and function of the County, or otherwise adversely affects members of the 
public served by the County, people who work on behalf of the County, or the 
County’s legitimate business interests, the County may take disciplinary action 
against you, up to and including termination. 

13.  Disclaimers contained in this policy aids in protecting Wayne County employee’s 
lawful rights.  However, the use of this disclaimer does not shield against discipline 
for violations of this policy.  Wayne County reserves the right to regulate what is 
spoken or expressed on its behalf. 

14.  Employees who are asked by organizations to post information on official County 
social media accounts shall refer the request to their supervisor or AA. 

15.  Under no circumstances shall any Wayne county employee comment to reporters 
regarding matters of County policy, opinion, or interpretation, without express prior 
approval. 

16.  Employees shall take note of the following:  DELETE DOES NOT MEAN 
DELETE. Once something is posted into cyberspace, it remains there. 

17.  This policy is not meant to infringe on one’s right to free speech or rights under 
R.C. 411, or any other protected activity. 

18.  Employees found to have violated any part of this policy may be subject to 
discipline up to and including termination. 

19.  Any deviation from this policy shall be approved by the AA in writing.  Any 
questions regarding this policy should be directed to the employee’s immediate 
supervisor.  

I. Elected Official Recommendations 
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1.  It is encouraged and recommended that Elected Officials and Appointing 
Authorities comply with the following guidelines. When using Official Wayne 
County social media accounts: 

a.  Elected officials should add value to any social media discussion by staying 
focused on the issue. 

b.  Elected officials should reveal that they are elected officials for the County 
if/when making a post and be honest, straightforward, and respectful. 

c.  Elected officials should be sure that efforts to be honest do not result in 
sharing non-public information related to coworkers, personnel data, 
medical information, claims or lawsuits, or other non-public or confidential 
information. 

d.  To help prevent errors, elected officials should not post official information 
about the County as it could create liability issues. 

e.  If an elected official makes a mistake, it should be corrected as soon as the 
official is made aware of the error. Corrections should be upfront and as 
timely as possible. If you modify an earlier post, make it clear the posting 
has been corrected. Consider designating corrections with “Fixed link” or 
“Fact correction” prior to the correction. 

f.  Elected officials should not use official County social media accounts for 
campaigning purposes.  Elected officials should not post comments or links 
to any content that endorses or opposes political candidates or ballot 
propositions, including links to an elected official’s campaign site.  All 
comments posted during an election season by anyone who has filed for 
office should be removed.  Elected Officials who use the same social media 
platform for communicating with constituents as they do to campaign, risk 
violating the law against using government resources for political purposes. 

g.  Elected officials should not use social media as a mechanism for conducting 
official County business other than to informally communicate with the 
public. 

h.  Elected officials should be aware of the risks of electronic communication 
in relation to the Open Meeting Law; two-way communication between 
elected officials should be strictly avoided. 

i.  Top 3 Violations to be aware of are 1) campaigning; 2) Open Meetings 
laws; 3) Public Record laws. 

2.  When using personal social media accounts: 

a.  Informal communication with constituents is generally acceptable, but 
discussion of public business is risky, especially if it involves other elected 
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officials.  The dynamic nature of social media and the sheer volume of posts 
may make it difficult to track who is involved in the discussion and detect 
when the Open Meetings line has been crossed.  Be aware of the risks of 
electronic communication in relation to the Open Meeting Law; two-way 
communication between elected officials should be strictly avoided. 

b.  Be aware that your social media account could be considered to be an 
official account based on how it is used.  Ask yourself: 

i.  Is there more personal information or County information being posted? 

ii.  Have I listed my County email address and phone number, or my 
personal email address and phone number? 

iii.  Do I identify myself as an elected official on this account? 

iv.  Have I linked any official Wayne County websites to this account? 

v.  Do I ask for comments on matters concerning the public? 

c.  Be aware that deleted posts could be considered a public record, so be 
careful!  If you have any questions on what can and can’t be deleted, please 
consult your legal advisor.  There should be no expectation of privacy for 
any person, elected official or other, when it comes to social media 
platforms.  

J. Definitions 

1.  Social Media – Defined as, but not limited to, Facebook, Twitter, LinkedIn, 
SnapChat, Instagram.  For purposes of this policy, blogs and other internet forums 
of communication shall also be covered.  Nothing in this policy is meant to prohibit 
access to any social media or blog which may be work-related. 

K. OFFICIAL ACCOUNTS THAT VIOLATE ANY PART OF THIS POLICY, IN PART OR 
IN WHOLE, MAY BE REMOVED OR CLOSED WITHOUT NOTICE, AT THE SOLE 
DISCRETION AND AUTHORITY OF THE AA OR DESIGNATED ALTERNATE. 

L. Identity Theft Prevention Program 

1.  Purpose: To establish an Identity Theft Prevention Program (“Program”) designed 
to detect, prevent and mitigate identity theft in connection with a covered account, 
whether new or existing, and to provide for continued administration of the 
Program in compliance with Part 681 of Title 16 of the Code of Federal Regulations 
implementing Sections 114 and 315 of the Fair and Accurate Credit Transactions 
Act (FACTA) of 2003. 

2.  Definitions:  



 
  

 

 

GENERAL STANDARDS OF CONDUCT FOR SOCIAL 
MEDIA USE 

SECTION 8.26
PAGE 13 OF 18

a.  Identify theft means fraud attempted or committed, using the identifying 
information of another person, without authority. The Federal Trade 
Commission (FTC) defines the term “identifying information” to mean, 
“any name or number that may be used, alone or in conjunction with any 
other information, to identify a specific person, including any of the 
following: 

i.  Name, Social Security Number (SSN), date of birth, official State or 
government issued driver’s license or identification number, alien 
registration number, government passport number, employer or taxpayer 
identification number; 

ii.  Unique biometric data, such as fingerprint, voice print, retina or iris 
image, or other unique physical representation;  

iii.  Unique electronic identification number, address or routing code; or 

iv.  Telecommunication identifying information or access device.” 

b.  A covered account means: 

i.  An account that a creditor offers or maintains, primarily for personal, 
family, or household purposes, that involves or is designed to permit 
multiple payments or transactions. Covered accounts include credit card 
accounts, mortgage loans, automobile loans, margin accounts, cell 
phone accounts, utility accounts, checking accounts and savings 
accounts; and 

ii.  Any other account that a creditor offers or maintains for which there is a 
reasonably foreseeable risk to customers or to the safety and soundness 
of the creditor from identity theft, including financial, operational, 
compliance, reputation or litigation risks. 

c.  A red flag means a pattern, practice, or specific activity that indicates the 
possible existence of identity theft. 

d.  A service recipient is a person or entity who receives services from the 
Wayne County Commissioners for whom the Wayne County 
Commissioners creates or uses an account of any kind, such as utility 
provision, medical/emergency services, et cetera.  

3.  The Program: The Wayne County Commissioners hereby establishes this Identity 
Theft Prevention Program to detect, prevent and mitigate identity theft. The 
Program includes reasonable policies and procedures to: 

a.  Identify relevant patterns, practices, and specific forms of activity that are 
“red flags,” signaling possible identity theft, and incorporate those red flags 
into the Program (under section “Identification of Relevant Red Flags”); 
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b.  Detect red flags that have been incorporated into the Program (under the 
section “Detection of Red Flags); 

c.  Respond appropriately to any red flags that are detected to prevent and 
mitigate identity theft; and 

d.  Ensure the Program is updated periodically to reflect changes in risks to 
customers and to the safety and soundness of the creditor from identity 
theft. 

This Program incorporates, as appropriate, existing policies and procedures that 
control reasonably foreseeable risks. 

4.  Administration of Program: The Wayne County Commissioners is responsible for 
the development, implementation, oversight, and continued administration of this 
Program. This Program shall be used to train staff, as necessary, to effectively 
implement the Program. This Program shall also be used to exercise appropriate and 
effective oversight of service provider arrangements. 

5.  Identification of Relevant Red Flags:  

a.  This Program includes relevant red flag identification via the following 
categories as appropriate: 

i.  Alerts, notifications, or other warnings received from consumer 
reporting agencies or service providers, such as fraud detection services; 

ii.  The presentation of suspicious documents; 

iii.  The presentation of suspicious personal identifying information; 

iv.  The unusual use of, or other suspicious activity related to, a covered 
account; and 

v.  Notice from customers, victims of identity theft, law enforcement 
authorities, or other persons regarding possible identity theft in 
connection with covered accounts. 

b.  The Program considers the following risk factors to identify relevant red 
flags for covered accounts as appropriate: 

i.  The types of covered accounts offered or maintained; 

ii.  The methods provided to open covered accounts; 

iii.  The methods provided to access covered accounts; and 

iv.  Previous experience with identity theft. 
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c.  The Program incorporates relevant red flags from sources such as: 

i.  Incidents of identity theft previously experienced; 

ii.  Methods of identity theft that reflect changes in risk;  

iii.  Credit reporting agencies or other reliable regulatory agencies; and 

iv.  Applicable supervisory guidance. 

6.  Detection of Red Flags: In the course of providing services for citizens, the Wayne 
County Commissioners may encounter suspicious or inconsistent documents, 
information, or activity that may signal identity theft. This Program addresses the 
detection of red flags in connection with the opening of covered accounts and 
existing covered accounts, such as by: 

a.  Obtaining identifying information about, and verifying the identity of, a 
person opening a covered account;  

b.  Authenticating service recipients, monitoring transactions, and verifying the 
validity of change of address requests in the case of existing covered 
accounts;  

c.  In the case of provision of medical/emergency services, if records showing 
services provided are inconsistent with a physical exam or medical history;  

d.  A notice or inquiry from an insurance fraud investigator, landlord, 
lienholder, or property owner who has proof of ownership of any subject 
property; a law enforcement agency, including but not limited to Medicaid 
or Medicare fraud agents; or any other person/entity who has a legal interest 
in property, insurance, or other legitimate rights to inquire about a covered 
account;  

e.  A complaint or question from a service recipient about information added to 
a credit report relative to services provided by the Wayne County 
Commissioners; and 

f.  A dispute of a bill by a service recipient who claims to be the victim of any 
type of identity theft.  

7.  Response: This Program provides for appropriate responses to detect red flags to 
prevent and mitigate identity theft. The response shall be commensurate with the 
degree of risk posed. Appropriate responses may include: 

a.  Monitor a covered account for evidence of identity theft; 
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b.  Require identification of the service recipient, such as a driver’s license or 
other state id, current health insurance card, or other identifying information 
prior to provision of services;  

c.  Contact the service recipient to verify services were actually received by 
that individual; 

d.  Change any passwords, security codes or other security devices that permit 
access to a covered account; 

e.  Reopen a covered account with a new account number; 

f.  Not open a new covered account; 

g.  Close an existing covered account; 

h.  Notify law enforcement; or 

i.  Determine if no response is warranted under the particular circumstances. 

8.  Updating the Program: This Program shall be updated periodically to reflect 
changes in risks from identity theft to customers, or to the safety and soundness of 
the Wayne County Commissioners, based on factors such as: 

a.  The experiences of the Wayne County Commissioners with identity theft; 

b.  Changes in methods of identity theft; 

c.  Changes in methods to detect, prevent and mitigate identity theft; 

d.  Changes in the types of accounts that the Wayne County Commissioners 
offers or maintains; 

e.  Changes in the business arrangements of the Wayne County 
Commissioners, including alliances, joint ventures, and contractual 
arrangements. 

9.  Oversight of the Program 

a.  Oversight of the Program shall include: 

i.  Assignment of specific responsibility for implementation and 
maintenance of the Program. It is the policy of the Wayne County 
Commissioners that (title of person who would implement/maintain)  
__________________________is assigned such responsibility. 

ii.  Review of reports prepared by staff regarding compliance; and 
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iii.  Approval of material changes to this Program as necessary, to address 
changing risks of identity theft. 

b.  Reports shall be prepared as follows: 

i.   Staff responsible for development, implementation, and administration 
of the Program shall report to the Wayne County Commissioners at least 
annually on compliance with the Program. 

ii.  The report shall address material matters related to the Program and 
evaluate issues such as: 

(a) The effectiveness of the policies and procedures in 
addressing the risk of identity theft in connection with the 
opening of covered accounts and with respect to existing 
covered accounts; 

(b) Contractual or other agreements; 

(c) Significant incidents involving identity theft and the Wayne 
County Commissioners’ response; and 

(d) Recommendations for material changes to the Program. 

10.  Oversight of Contractual or Other Agreements: The Wayne County 
Commissioners shall take steps to ensure that the activity of a contractor is 
conducted in accordance with reasonable policies and procedures designed to 
detect, prevent and mitigate the risk of identity theft, whenever the Wayne County 
Commissioners engages a contractor to perform an activity in connection with one 
or more covered accounts. An example would be a bill collection agency, a 
financial transaction device processor, or other party that may have access to 
covered accounts in any way. 

11.  Duties Regarding Address Discrepancies: The Wayne County Commissioners 
shall develop policies and procedures designed to enable it to form a reasonable 
belief that a credit report relating to a service recipient’s address is accurate. 
Occasionally, the Wayne County Commissioners may request a credit report for a 
service recipient. If the Wayne County Commissioners receives a notice of address 
discrepancy from a nationwide consumer reporting agency, indicating the address 
given by the consumer differs from the address contained in the consumer report, 
the Wayne County Commissioners shall attempt to confirm an accurate address. 

a.  The Wayne County Commissioners may reasonably confirm that an address 
is accurate by any of the following means: 

i.  Verification of the address with the consumer; 

ii.  Review of the Wayne County Commissioners’ records; 
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iii.  Verification of the address through third-party sources; or 

iv.  Other reasonable means. 

b.  If an accurate address is confirmed, the Wayne County Commissioners shall 
furnish the service recipient’s address to the nationwide consumer reporting 
agency from which it received the notice of address discrepancy if: 

i.  The Wayne County Commissioners establishes a continuing relationship 
with the service recipient; and 

ii.  The Wayne County Commissioners, regularly and in the ordinary course 
of business, furnishes information to the consumer reporting agency. 

12.  This Program was adopted on May 13, 2009, by the Wayne County Commissioners. 
This Program is effective as of August 1, 2009, regardless of when it is adopted.  

 

Original Adoption Date Revision Number Date Approved 
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A. Employees are to provide meaningful access to all individuals utilizing our services or 
visiting Wayne County offices.  Meaningful access includes promoting effective 
communication to LEP individuals seeking information or participating in a County 
program. 

B. At no cost to the LEP individual, Wayne County offices will provide interpreter services to 
all LEP individuals or families who need assistance.  This can be accomplished in the 
following manner: 

1.  Employees will use the Language Identifier (see Appendices) to try to identify what 
language the individual speaks.   Once that is determined, employees can call a 
Language Line Vendor (866-874-3972, Code 512164 and then choose the option 
Commissioners).  This will connect the employee to an interpreter who can help with 
the translation via telephone. 

2.  If the language cannot be determined, Employees should call the above number and, 
via a three-person phone call, the interpreter will try to identify the language.  Note:  
Three-way telephone calls can be obtained by pushing the Transfer button, then 
dialing the number of the second call and once the person answers, pushing the 
Conference button. 

3.  For individuals needing sign language, please dial 888-225-6065. 

C. Wayne County will keep apprised of LEP needs within the County and will address them as 
the County becomes aware.   
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A. Every employee is expected to adhere to the professional standards throughout this Policy 
Manual, but as a reminder, are expected to treat members of the public, co-workers and 
supervisors in a courteous, respectful manner.  Text communications should be written with 
the same consideration given to the other, more formal type of communication.  
Furthermore, employees using either a County-issued cell phone or a personal cell phone 
afterhours should do so under the express approval of their supervisor and/or Appointing 
Authority. 

B. Employees are prohibited from sending jokes, rumors, gossip, or non-work-related messages 
via text from a County-issued device.  Employees are also prohibited from sending abusive, 
harassing, threatening, menacing, discriminatory, pornographic, disrespectful, or otherwise 
offensive text messages from a County-issued device.  Employees may never share or send 
messages of a confidential nature but rather, should use a pre-approved secure process for 
confidential information.  Employees should note that policies throughout the policy manual 
that apply to cell phones and/or use of are enforceable and not limited to this section.  

C. Employees using personally-owned cell phones should limit their use of text messaging for 
official business.  Doing so is completely voluntary and is done at the employee’s discretion. 
 The County will not reimburse employees for text messages sent or received on a personal 
cell phone.  Additionally, all employees using personal cell phones to text message for 
official business are expected to adhere to the policies contained herein and retain non-
transient text messages in accordance with the employee’s record retention guidelines.  

D. Employees engaging in activities that are not in accordance with this policy may be subject 
to investigation and disciplinary action, up to and including removal from their position.  

E. TEXTS REGARDING COUNTY BUSINESS ARE PUBLIC RECORDS 

1.  Some text messages, those that regard County business, constitute a public record 
and must be retained by Wayne County employees/offices, per the appropriate 
record retention schedule.  Further, any text messages that relate to County 
business, that are retained or that exists at the time a public records request is 
submitted or received are subject to disclosure requirements of the Public Records 
Act found in R.C. 149.43(A)(1). This applies whether text messages regarding 
County business are sent or received on a County-owned or personally-owned 
cell phone or device. 

2.  The purpose of this policy is to address the use of text messaging for County 
business and the retention requirements of text messages relating to County 
business that are received or transmitted on County-owned or personally-owned 
cell phones and devices.  This policy is intended to assure the County’s compliance 
with records retention and disclosure requirements.  The failure to follow this policy 
may expose the County to damages and attorney’s fees under Ohio’s Public Records 
Act, and therefore, the failure to follow this policy may subject the employee to 
appropriate discipline.  Employees are required to adhere to this entire policy 
and are encouraged to present any questions or concerns with this policy to 
their supervisor or Appointing Authority. 
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F. Definitions - the following terms shall have the meaning provided: 

1.  The term “County-owned cell phone or device” means a cell phone or other 
device capable of sending or receiving text messages that is provided to the 
employee or reimbursed by Wayne County for the purposes of performing his or 
her job duties. 

2.  The term “County business” in relation to text messages means a text message 
sent or received by a County employee relating to the work of the employee or the 
business of the County.  County business text messages include, but are not 
limited to: 

a.  Texts between employees discussing the employees’ work or the business 
of the County.  Examples include a text acknowledging an employee will 
be late for work; a text asking another employee to call to discuss County 
business; a text by a supervisor asking another employee to respond to a 
specific location; a text notifying a coworker that someone would like to 
talk; a text notifying a coworker of a workplace injury; etc. 

b.  Texts between an employee and a non-employee discussing a matter 
related to the employee’s work or the business of the County.  Examples 
include a text with a vendor asking it to increase an order of supplies; a 
text to a service provider advising it that its assistance is needed to fix a 
copy machine; a text between an employee and outside attorney 
discussing an issue of county business; a text to a citizen or vendor setting 
a meeting; etc. 

3.  The term “County employee” means an employee of Wayne County and also means, 
for purposes of this policy only, an elected official, volunteer, intern, or appointee of 
Wayne County, a person hired by Wayne County through a temporary placement 
agency to perform work that otherwise would be performed by the employee. 

4.  The term “personal text message” means a text message sent or received by a 
Wayne County employee that does not discuss a matter of county business.  
Examples include, but are not limited to, texts between employees, friends or 
family agreeing to meet for lunch, inviting another to an after-work party, or 
thanking another for a gift; etc. 

5.  The term “personally-owned cell phone or device” means a cell phone or other 
device that is used by the employee in part to send or receive text messages 
related to County business, but is not owned, paid for, or reimbursed by the 
County.  

6.  The term “text” or “text message” is a brief message that is composed and sent 
between two mobile phones or portable devices such as a computer or tablet. 
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7.  The term “transitory text” means a text message that only documents 
information of temporary, short-term value, and that is not needed as evidence 
of a business transaction.  Examples of transitory texts include, but are not 
limited to: 

a.  Texts that set work meetings or request job-related phone calls. 

b.  Texts that are similar to voice mail messages. 

c.  Texts that contain information that is later included in another County 
record.  Examples include, but are not limited to: 

i.  A County facilities supervisor receives a text from a coworker 
informing him/her of a broken water line in the IT facility.  The 
Supervisor later prepares a work report noting the broken water 
line, and that he/she sent a crew to fix and clean up the area 
affected.  Once the work report is prepared, the text becomes 
transitory.  

ii.  A Deputy Sheriff receives a text from another Deputy Sheriff 
explaining that he/she talked with a witness in an investigation, 
and asking the Deputy to follow up and take a statement from the 
witness.  Once the statement is taken, the text becomes transitory. 

G. COUNTY OWNED CELL PHONE OR DEVICE 

1.  Cell phones or devices which are county-owned, paid for and/or reimbursed, shall 
be used for County business and in the event of emergencies, but not 
predominantly for personal text messages.  Moreover, employees have no right to 
privacy on County-owned cell phones or devices.  After receipt of a public 
records request, and upon request of the County, an employee may be required to 
provide his or her County-owned cell phone or device to the County for 
inspection, and all information on the cell phone or device is subject to County 
review. 

2.  Personal text messages not related to County business are not a public record, and 
need not be retained on a County-owned cell phone or device.  However, the fact 
that personal texts are sent or received on a County-owned cell phone or device is 
a matter of public record.  If personal text messages exist on a County-owned cell 
phone or device at the time the County receives a public records request, those 
messages must be retained until the County responds to the request.  The content 
of those personal text messages may be reviewed by County staff in making a 
disclosure decision.  Additionally, generic information that does not identify the 
content, subject matter, or sender/recipient of the personal text message may be 
released, including date, time, size, and indication of an attachment, etc. 

H. PERSONALLY-OWNED CELL PHONE OR DEVICE 
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1.  Personal cell phones and devices are the private property of County employees.  
Personal text messages not related to County business are not public records, and 
do not need to be retained on a personally-owned cell phone or device.  However, 
text messages sent using a personal cell phone or device that pertain to County 
business are public records. 

2.  While the County may not be permitted to inspect an employee’s personal cell 
phone or device without the employee’s consent, an employee who uses his or her 
personal cell phone or device to send or receive text messages related to County 
business is required to follow this policy and shall be required to produce, 
transcribe, or note in another document, texts relating to County business in 
accordance with this policy.  County employees are also required to cooperate 
with the County and provide their fullest assistance in fulfilling the County’s 
duties and obligations under the Public Records Act. 

I. TRANSITORY TEXTS V. NON-TRANSITORY TEXTS 

1.  Text messages regarding County business are of two types: (1) transitory texts; 
and (2) non-transitory texts.  In accordance with this policy, transitory texts may 
be deleted by the user once the texts have served their purpose.  On the other 
hand, non-transitory texts may not be deleted from a cell phone or device 
until they have been produced, transcribed, or retained in some other 
manner, based on the content of the communication and according to the 
appropriate retention schedule. 

2.  Texting Should be Limited to Transitory Texts.  An employee should limit his or 
her texting regarding County business to transitory texts that can be deleted once 
the message serves its purpose.  In the event communications, that are more than 
transitory, are necessary, such communications should occur in person, by 
telephone, by email, or by memorandum, but not by text.  Using this approach 
will avoid complications with archiving and producing texts for the purposes of 
responding to public records requests. 

3.  Transitory Text 

a.  Delete Once No Longer Needed, Unless Public Records Request 
Received. 

b.  Transitory texts are designated non-archival and non-essential and 
therefore, need not be retained once they are no longer needed for County 
business.  As a result, a transitory text may be deleted once it serves its 
purpose. In many cases, a transitory text may be deleted once it is sent or 
read by the receiver. Example:  An employee texts his co-worker to 
confirm the time of a meeting.  This text is transitory and serves its 
purpose once read by the sender and receiver and may be deleted at that 
time. 

c.  In other cases, the transitory text may not be deleted immediately, but it 
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may be deleted at a later time when it becomes transitory. Example:  An 
employee sends a text to a supervisor advising the supervisor that she saw 
another employee at a local restaurant when the employee was supposed 
to be working.  Assuming the supervisor would be investigating the 
incident, both individuals would only be permitted to delete the text once 
the text was produced, transcribed, or noted in another document or 
report; at that time, the text message becomes transitory and may be 
deleted from the cell phone or device. 

d.  Transitory Texts May Not Be Deleted if there is a Public Records 
Request. 

e.  In the event a records request is submitted that may include, within its 
scope, text messages transmitted on either a County-owned or a 
personally-owned cell phone or device, the employee, once put on notice 
of the request, shall not delete any text messages from the cell phone or 
device, even if such text is transitory or personal.  In this case, the 
employee must work with legal counsel for Wayne County to produce the 
requested public records or other necessary response. 

f.  In the event a records request is submitted that may include, within its 
scope, text messages transmitted on a personally-owned cell phone or 
device, the employee shall cause the text messages related to County 
business to be produced in accordance with this policy, if the employee 
has not already done so.  It is highly recommended that the employee 
cooperate and work with Wayne County supervisors or legal counsel, etc., 
before deleting any texts.  Additionally, the employee must describe the 
following to the legal counsel for Wayne County: 

i.  A detailed description of the search method used to search the 
personally-owned cell phone or device for responsive public 
records. 

ii.  An indication of whether any responsive records were located. 

iii.  If no responsive records were found, an explanation of why (e.g., 
you only have text messages that post-date the time period 
requested because the texts were deleted before you received 
notice of the request, no text messages were sent to or received 
from the person identified in the request, no text messages exist on 
the cell phone or device that discuss the topic identified in the 
request, etc.) 

iv.  If records were found on the cell phone or device that are within 
the scope of the request but are personal to the employee and not 
related to County business, the employee must provide specific 
and detailed facts that support the personal nature of those texts 
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(e.g., the texts are to or from the person identified in the request, 
but the texts pertain to personal medical appointments, private 
family matters, etc. and do not discuss County business). 

(a) The employee should identify each text generically, 
including date, time, size, and indication of an attachment, 
etc. 

(b) If the text is to or from a County employee, a public 
official, or a County contractor, the employee shall identify 
the text message’s sender or recipient by name.  However, 
employee need not identify family members, personal 
friends, or other by name. 

(c) If requested by the County Prosecutor’s Office, the 
employee may be required to provide additional 
information to support the personal nature of any text 
message. 

v.  If responsive public records are found during the employee’s search 
of his or her personal cell phone or device, the employee shall 
produce those public records as this policy provides. 

g.  The employee may choose to comply with this policy by providing his or 
her personal cell phone to an authorized County Official to conduct the 
necessary search.  Nothing in this policy requires the employee to allow 
such an inspection, and no adverse action may be taken against an 
employee if he or she chooses not to produce his or her personal cell 
phone and instead complies as otherwise provided for within this policy. 
Example:  An employee texts his supervisor, on the supervisor’s personal 
cell phone, with a transitory message.  This text serves it purpose once 
read by the supervisor.  Assume the supervisor did not delete the text from 
her phone, and one week later, receives notice that a person has requested 
all emails and text messages that discuss or mention that same topic of the 
text.  In this case, even though transitory, since the record exists at the 
time the public records request is submitted, the supervisor may not delete 
the text.  Rather, the supervisor must produce the text in accordance with 
this policy. 

4.  Non-Transitory Texts 

a.  As noted above, employees should not send non-transitory texts 
relating to County business through a cell phone or device.  Rather, 
an employee should limit his or her texting regarding County business 
to transitory texts that can be deleted once the message serves its 
purpose.  In the event a person sends or receives a non-transitory text, 
it shall be produced in accordance with this policy; as stated above, 
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non-transitory texts may not be deleted from a cell phone or device 
until they have been produced, transcribed, or retained in some other 
manner, based on the content of the communication and according to 
the appropriate retention schedule. 

J. REPRODUCING TEXT MESSAGES 

1.  When is the Employee Required to Produce a Text? There are three instances 
in which an employee is required to produce a text message: 

a.  When the text message is non-transitory and must be retained; 

b.  When a supervisor orders the employee to produce the text message; or  

c.  When the text message is maintained on a cell phone or device and the 
employee is notified of the existence of a public records request for the 
text message. 

2.  How is a Text Message Produced? When any of the three requirements is met, 
the employee shall produce the text message by either of the following means: 

a.  Forwarding the text to a proper County email address; or  

b.  Taking screen shots of the text and emailing the screen shots to an 
appropriate County email address; or 

c.  Utilizing a pre-approved application on a cell phone or device that stores 
or disseminates the message to County-owned servers or networks. 
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 PAGE 1 OF 1 
 
A.  A complaint is any dispute or disagreement with management regarding the employment 

relationship. 

B.  A formal complaint exists when an informal resolution to a dispute cannot be achieved, and 
the employee making the complaint has submitted a written complaint to his/her immediate 
supervisor according to the procedures set forth in Section 9.02 herein. 

C.  If the complaint alleges discriminatory harassment of any type, the policy and reporting 
process as described in Section 8.06 should be followed. 

D.  If the complaint alleges a violation of equal employment, or a violation of the Americans 
with Disabilities Act (ADA), then the procedures as described in Section 1.07 should be 
followed.   

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Original Adoption Date Revision Number Date Approved 
7/31/96 2 07/06/05 07/06/05 



 

 

 

COMPLAINT PROCEDURE SECTION 9.02 
 PAGE 1 OF 2 
 
A.  It is intended that complaints be settled at the earliest possible step of the procedure. The 

employee must proceed through each step of the complaint procedure in proper order and 
within the prescribed time limits.  Where a complaint cites issues of law that the individual 
hearing the complaint cannot address, the complaint may be sent to the Prosecutor's office for 
an opinion before proceeding.  If the complaint involves the Prosecutor’s office or any of the 
Prosecutor’s staff, it should be reviewed by the Attorney General for an opinion before 
proceeding.  All time limits stated in this procedure will be held in abeyance until a response 
from the Prosecutor or Attorney General is received.  If the complaint involves issues related 
to discriminatory harassment, please follow the procedures outlined in Section 8.06. 

B.  Nothing in this policy is intended to deny employees any rights available at law to have 
redress to their legal rights, including the right to appeal to the State Personnel Board of 
Review where that body has jurisdiction, the Ohio Civil Rights Commission, the Equal 
Employment Opportunity Commission, or any court of competent jurisdiction.  However, if 
the employee elects to file a complaint on a matter over which another appeals body has 
jurisdiction, it is the employee's responsibility to meet the criteria for filing with that appeals 
body.  The filing of an internal complaint may not affect or extend required filing deadlines. 

C.  A written complaint must state the reason for the complaint and the requested resolution. 

D.  Complaints will not be made a part of an employee's personnel file, but may be filed 
separately. 

E.  The following procedure will be followed in processing a complaint: 

1.  Level One (Informal Resolution): Within five (5) workdays of the event prompting 
the complaint, the employee will meet with his/her supervisor or an appropriate 
management level employee to try to resolve the issue. 

2.  Level Two: If the issue is not successfully resolved through the informal resolution 
step, the employee may, within five (5) workdays of the Level One/Informal 
Resolution meeting, file a written complaint with his/her supervisor.  The supervisor 
will reply in writing to the written complaint within five (5) workdays of its receipt. 

3.  Level Three: If the Level Two response is not acceptable to the employee or if the 
issue is not resolved, he/she may, within five (5) workdays of its receipt, appeal in 
writing to the Appointing Authority, and a copy of said appeal must be given to the 
employee’s supervisor at the same time. The Appointing Authority will respond in 
writing within five (5) workdays of receipt of the appeal. 

4.  Illegal Activity by an Appointing Authority: If an employee’s complaint alleges 
illegal activity that involves the Appointing Authority, the employee should report 
the incident to the County Prosecutor.  If the County Prosecutor is the subject of the 
complaint, the employee should report the incident to the County Sheriff.    
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F.  If an employee does not appeal within the established time limits, the complaint is deemed 
settled with the last management response. 

G.  Copies of each complaint, response, and correspondence about the complaint will be filed 
with the Appointing Authority on the day of its execution or receipt. 
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A.  Personnel actions such as: 

1.  dismissals or suspensions of more than twenty-four (24) working hours1, 

2.  fines of more than twenty-four (24) working hours1 pay, 

3.  demotions,  

4.  layoffs 

may be appealed by affected, qualified employees through the complaint procedure 
outlined in Section 9.02, and/or may be appealed to the State Personnel Board of Review 
(SPBR).  

Suspensions of twenty-four (24) or less working hours and fines of twenty-four (24) or 
less working hours pay may be appealed through the complaint procedure only.  (This is 
less than forty (40) working hours in the case of an employee exempt from the payment 
of overtime.) 

B.  Disciplinary action based on conviction of a "felony" within the meaning of RC124.34 may 
not be appealed to the SPBR.   

1.  Appeals from removal, demotion, fines, or suspension must be filed with the State 
Personnel Board of Review within ten (10) days following the date on which the 
employee is served with the order.  

2.  Appeals from layoffs must be made within ten (10) days after the employee receives 
his/her notice of layoff.  Utilization of the complaint procedure does not affect or 
extend these time limits. 

C.  The SPBR has the authority to decide whether an appeal warrants a hearing.  When an appeal 
is heard, the Board may affirm, disaffirm, or modify personnel decisions made by the 
Appointing Authority. 

 

 

 

  

 
1 This is forty (40) working hours or more in the case of an employee exempt from the payment of overtime. 
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A.  Employees may be reduced in pay or position, suspended, fined, terminated, or otherwise 
disciplined by the County, for just cause, neglect of duty, violation of departmental/agency 
regulations, conviction of a "felony" as defined in RC 124.34, or any other failure of good 
behavior.  In addition, since employees are expected to conduct themselves in such a manner 
that their actions do not reflect unfavorably on the County, discipline may occur due to both 
on- and/or off-duty conduct. For instances of off-duty misconduct, the Prosecuting Attorney 
or the Appointing Authority’s legal advisor should be consulted and involved. 

B.  For the purpose of disciplinary action, a "fine" shall mean when vacation time is deducted 
from the employee's balance or the employee's hourly rate of pay is temporarily reduced as a 
form of discipline.  The employee's hourly rate of pay must not be reduced lower than the 
federal or state minimum wage, whichever is greater. 

C.  The only form of a "fine" that may be applied to an employee who is exempt from the 
minimum wage and overtime provisions of the Fair Labor Standards Act is the loss of 
accrued vacation time, in allotments of one week at a time. 

D.  Certain disciplinary matters may be appealable to the State Personnel Board of Review 
(SPBR). 

E.  The employee’s Appointing Authority is obliged to investigate the nature of alleged 
infractions to determine if a violation of law or policy has occurred.  Employees must 
provide complete and accurate information to supervisors investigating infractions. 
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A.  Employees are hereby advised of expected job behavior, the types of conduct that are 
unacceptable, and the penalties for unacceptable behavior.  Employees are also responsible 
for following any rules, regulations, or directives established by the individual Appointing 
Authority, whether written or unwritten. 

B.  Supervisors are to follow an established system of progressive discipline when correcting job 
behavior.  Each offense is to be documented and dealt with objectively, taking into account 
the nature of the violation, the employee's record of discipline, and the employee's record of 
performance and conduct. 

C.  The progressive discipline policy is established as a guide for management employees to use 
in administering discipline in a uniform manner.  It is not a limitation upon the statutory 
rights stated in the Ohio Revised Code. 

D.  This policy provides standard penalties for specific offenses; however, the examples of 
specific offenses given in any grouping are not all-inclusive, and merely serve as a guide. 

E.  The standard penalties provided in this policy do not prevent the application of a greater or 
less severe penalty for a given infraction when circumstances warrant.  In instances where a 
penalty deviates from the recommended standard penalty, the reason for deviation should be 
noted. 

F.  Disciplinary action and documentation, including but not limited to, verbal warning/caution 
(verbal warnings/cautions should be documented and if documented, shall have the same 
effect as an instruction and cautioning), instruction and cautioning, written warning, 
suspension, etc. will be logged by the employee's supervisor and placed in and remain in the 
employee’s personnel file, which has a permanent retention period.   

G.  Different offenses within the same group and related offenses within different groups are to 
be disciplined progressively (that is, each incident is disciplined at the next higher level). 

H.  Unrelated offenses in different groups are to be considered individually. 

I.  Working suspensions with pay have the same effect as suspensions from work without pay 
for purposes of recording disciplinary actions and demonstrating progressive discipline. 
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A.  This policy is applicable to all employees, including those who are exempt from the 
minimum wage and overtime provisions of the Fair Labor Standards Act (FLSA). The 
decision to dock an exempt employee’s pay in increments of one (1) or more full day has 
been made to ensure compliance with public accountability requirements.  It shall be the 
responsibility of each appointing authority to determine the extent this policy will be applied 
to unclassified employees. 

B.  The examples of Group I, II, and III Offenses, set forth below, are characteristic of those 
offenses which the State Personnel Board of Review has historically judged to be of such a 
nature as to warrant those penalties established for the group. 

C.  Some examples appear in more than one group. Because the seriousness of the offense will 
vary, the resulting disciplinary action may vary as well. The following lists are meant to be 
used as a guide or reference only. This is not a complete list of all possible offenses. 

D.  In general, Group I Offenses may be defined as those infractions which are of a relatively 
minor nature and which cause only a minimal disruption to the organization in terms of a 
slight yet significant decrease in organizational productivity, efficiency, and/or morale. 
Group I Offenses, if left undisciplined by proper authority, will usually cause only a 
temporary or minor impact against the organization unless such acts are compounded over 
time. 

E.  Group II Offenses may be defined as those infractions which are of a more serious nature 
than the Group I Offenses and which, in turn, cause a more serious and longer lasting 
disruption to the organization in terms of decreased organizational productivity, efficiency, 
and/or morale.  Group II Offenses, if left undisciplined by proper authority, can cause a 
serious and longer lasting minor impact against the organization than the Group I Offenses. 

F.  Group III Offenses may be defined as those infractions which are of a very serious or 
possibly a criminal nature, and which cause a critical disruption to the organization in terms 
of decreased productivity, efficiency, and/or morale.  Group III Offenses, if left undisciplined 
by proper authority, may cause long lasting and serious impact against the organization. 

G.  GROUP I OFFENSES 

First Offense Instruction and Cautioning 

Second Offense Written Warning 

Third Offense One (1) to three (4) day suspension or fine* 

Fourth Offense Five (5) to fifteen (15) day suspension or fine* 

Fifth Offense Up to termination 

*This may be a working suspension of record or a non-working suspension without pay. 
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1.  Discourteous treatment of the public.  

2.  Failure to commence duties at the beginning of the work period, or leaving work 
prior to the end of the work period. 

3.  Leaving the job or work area during the regular working hours without authorization. 

4.  Making preparations to leave work without specific prior authorization before the 
lunch period, or for any official break time, or before the specified quitting time. 

5.  Neglect or carelessness in signing in or out. 

6.  Creating or contributing to unsanitary or unsafe conditions.  

7.  Distracting the attention of others, unnecessary shouting or demonstrations, or 
otherwise causing disruption on the job. 

8.  Malicious mischief, horseplay, wrestling, or other undesirable conduct, including use 
of profane or abusive language. 

9.  Threatening, intimidating, coercing, or interfering with subordinates or other 
employees. 

10.  Failure to cooperate with other employees as required by job duties. 

11.  Failure to exercise reasonable care in the use of department/agency property or 
equipment. 

12.  Use or possession of another employee's working equipment without authorization. 

13.  Failure to observe department/agency rules. 

14.  Obligating the County or department/agency for any expense, service, or performance 
without authorization. 

15.  Disregarding job duties by neglect of work, e.g., reading for pleasure. 

16.  Unsatisfactory work or failure to maintain required standard of performance. 

17.  Unauthorized use of county equipment for other than business purposes. This 
includes, but is not limited to computers, telephones, fax machines, etc.  

18.  Excessive garnishments. 

19.  Smoking in non-designated areas and at non-designated times. 

20.  Changing work schedule without prior consent. 
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21.  Failure to adhere to departmental/agency rules regarding personal grooming, 
appearance, dress codes, etc. 

22.  Unauthorized posting, removal, or changing of notices or signs from bulletin boards. 

23.  Failure to attend a mandatory meeting. 

24.  Or other offenses of similar nature. 

H.  GROUP II OFFENSES 

First Offense Written warning or up to three (3) day suspension or fine* 

Second Offense Five (5) to fifteen (15) day suspension or fine* 

Third Offense Up to termination 

*This may be a working suspension of record or a non-working suspension without pay. 

1.  Sleeping during working hours (may be a Group III Offense if the employee is in a 
safety sensitive position or if they are responsible for the care of others). 

2.  Reporting for work or working while unfit for duty (may be a Group III Offense for 
CDL holders, if the employee is in a safety sensitive position or if they are 
responsible for the care of others). 

3.  Being in possession of, being under the influence of, or drinking alcoholic beverages 
during working time (may be a Group III Offense for CDL holders, if the employee is 
in a safety sensitive position or if they are responsible for the care of others). 

4.  Conduct violating morality or common decency (examples can be found in Section 
8.01: Code of Ethics). 

5.  A serious misuse or abuse of department/agency property or equipment. 

6.  Performing non-work related activities on department/agency time, and/or County 
property. 

7.  Willful failure to sign in or out when required. 

8.  Willful failure to make required reports. 

9.  Failure to report for overtime work without good reason after being scheduled to 
work according to overtime policy. 

10.  Solicitation on department/agency premises without authorization. 



 
 

 

GROUNDS FOR DISCIPLINARY ACTION SECTION 10.03 
 PAGE 4 OF 6 

11.  The making or publishing of false, vicious, or malicious statements concerning 
employees, supervisors, the department/agency, the public, the County, or its 
operations. 

12.  Refusing to give testimony when accidents are being investigated. 

13.  Giving false testimony during a complaint or grievance investigation or hearing. 

14.  Gambling during working hours or illegal gambling on County property, including 
the Fairgrounds. 

15.  Distributing or posting written or printed matter of any description on department/ 
agency premises unless authorized. 

16.  Unauthorized presence on department/agency property. 

17.  Willful disregard of department/agency rules. 

18.  Use of abusive or threatening language or inappropriate behavior toward supervisors, 
co-workers, or clients. 

19.  Removal of case files (records) without permission.  

20.  Lying to co-workers, supervisors or clients. 

21.  Revealing confidential information to families, friends, or other unauthorized 
persons. 

22.  Failure to report off work for any absence. 

23.  Unauthorized absence from work (except job abandonment, which will either be 
treated as a resignation or will constitute grounds for removal). 

24.  Refusal to work with or provide services to a disabled individual or an individual 
known or suspected to have a contagious disease. 

25.  Willful disregard of OSHA Safety and Health provisions. 

26.  Failure to remain on-duty when requested by Supervisor until sufficient staffing is 
met in resident care areas.  

27.  Willful failure to perform assigned duties. 

28.  Obligating the County for any expense or service without authorization. 

29.  Neglect or carelessness in observance of official safety rules, or disregard of common 
safety practices. 

30.  Failure to report accidents, injury or equipment damage. 
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31.  Attendance abuse, especially before and after a holiday when scheduled to work 

32.  Or other offenses of similar nature. 

I.  GROUP III OFFENSES 

1.  Wanton or willful neglect in the performance of assigned duties or in the care, use, or 
custody of any County or department/agency property or equipment, including cash 
and other assets.  Abuse or deliberate destruction in any manner of County or 
department/agency property, tools, equipment, or the property of employees. 

2.  Signing or altering other employee's time cards, or unauthorized altering of own time 
card. 

3.  Falsifying testimony when accident or complaints are being investigated; falsifying or 
assisting in falsifying or destroying any department/agency records, including work 
performance reports; or giving false information or withholding pertinent information 
called for in making application for employment. 

4.  Making false claims or misrepresentation in an attempt to obtain any Employer-
provided benefit. 

5.  Stealing or similar conduct, including destroying, damaging, or concealment of any 
property of the department/agency or of other employees. 

6.  The illegal use, possession, or sale of narcotics and other controlled substances. 

7.  Fighting or attempting to injure other employees, supervisors, other persons, or the 
public. 

8.  Carrying or possession of firearms, explosives, or weapons on department/agency 
property at any time without proper authorization. 

9.  Knowingly concealing a communicable disease which may endanger other 
employees. 

10.  Misuse or removal of department/agency records or information without prior 
authorization. 

11.  Reviewing, copying or removing public records for personal use without prior 
approval. 

12.  Instigating, leading, or participating in any walkout, strike, sit down, stand-in, refusal 
to return to work at the scheduled time for the scheduled shift, or other concerted 
curtailment, restriction, or interference with work in or about the 
department's/agency's work stations. 

First Offense Discipline up to and including termination 
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13.  Dishonesty or any dishonest action.  Some examples of what is meant by 
"dishonesty" or "dishonest action" are:  theft; pilfering; opening desks assigned to 
other employees without authorization; theft and pilfering through lunch boxes, tool 
kits, or other property of the department/agency or other employees without 
authorization; inserting slugs in vending machines; making false statements to secure 
an excused absence or to justify an absence or tardiness; making or causing to be 
made inaccurate or false reports concerning any absence from work.  The foregoing 
are examples only and do not limit the terms "dishonest" or "dishonest action." 

14.  Giving false information or withholding pertinent information in an employment 
application or process; insubordination by refusing to perform assigned work to 
comply with written or verbal instruction of the supervisors and/or Appointing 
Authority. 

15.  Discrimination of all types, Harassment of all types, Workplace Violence; and/or 
Retaliation relating to these offenses. 

16.  Failure to report Harassment and/or Discrimination; or Retaliation due to these 
offenses. 

17.  Failure to cooperate with an investigation involving Harassment, Discrimination, 
and/or Retaliation. 

18.  Sleeping on the job and such action creates a life-threatening situation for a co-
worker, resident and/or member of the general public. 

19.  Being convicted of a felony within the meaning of RC 124.34, even if prior discipline 
has been issued for the underlying conduct. 

20.  Unauthorized political activity (see Section 8.05). 

21.  Verbal, mental, or physical abuse toward co-workers, residents and/or clients. 
Including, but not limited to: argumentative behavior toward a resident, resident 
neglect, and/or derogatory statements or actions toward a resident. 

22.  Leaving an area of continuous operations position prior to being relieved by an 
incoming staff member. 

23.  Jeopardizing the security of the facility and residents. (i.e.: by allowing unauthorized 
visitors into the facility after visiting hours.) 

24.  Absence from work for three (3) or more consecutive work days without calling off 
or reporting to work as scheduled.  

25.  Or other offenses of similar nature. 
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A.  An Appointing Authority may place an employee on administrative leave with pay in those 
circumstances where the health and safety of an employee or of any person or property 
entrusted to the employee's care could be adversely affected.  The length of the leave should 
not exceed the length of the situation for which the leave is granted.  For example, in a 
disciplinary situation, such leave might extend until the Appointing Authority completes the 
pre-disciplinary process and takes action or decides no action is warranted.  Compensation 
for administrative leave shall be equal to the employee's base rate of pay. 
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A.  When an Employee commits an offense that could result in a suspension, reduction or 
removal, the following procedure will be followed: 

1.  The Employee will be provided by his/her Supervisor with a written notice advising 
him/her of the charges and possible discipline (see Pre-Disciplinary Conference 
Notice in Appendices). 

2.  The Employee will be given an opportunity to give his/her version of events leading 
to the inquiry at a pre-disciplinary conference.  The Employee will be advised of the 
pre-disciplinary conference time at least 24 hours in advance of the conference.  The 
Employee may bring representation to the conference. 

3.  Should the Appointing Authority decide that a disciplinary suspension, demotion or 
discharge is warranted, the Employee will be provided with a written statement 
affirming the charges and imposing discipline. 

4.  When an Employee’s behavior requires immediate removal from the premises, the 
Employee may be suspended with pay until the close of business for the remainder of 
the work day.  The Employee is to be accompanied by a Supervisor to his/her 
workstation to retrieve personal belongings.  The Employee must report to work the 
next workday, or at a time established by the Appointing Authority, and the 
established disciplinary procedure will be followed. 

5.  For Classified Employees, if a suspension, demotion or discharge is warranted, the 
Appointing Authority shall prepare and date two (2) original copies of ADM Form 
4055, which shall be distributed as follows: (1) to the Employee; (2) to the 
Employee’s file.  The Employee must be served with a copy of the ADM 4055 prior 
to the effective date contained herein.  See both Order of Removal, Reduction, 
Suspension, Fine, Involuntary Disability Separation (See Appendices) and 
https://pbr.ohio.gov/wps/portal/gov/spbr/documents-and-decisions/forms-and-
guidebooks/order-of-involuntary-disability-separation-form. 
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A. RESIGNATION 

1.  Resignation in good standing requires that an employee notify his/her immediate 
supervisor at least two (2) weeks in advance of the effective date of the resignation. 
Said effective date and/or the last physical date in his/her position may not be a 
County-observed holiday, according to the rules of this policy manual, Section 
5.03. 

2.  Resignation is to be in writing and submitted to the Appointing Authority for 
acceptance. A formal letter of resignation should include a statement of intention 
to resign, the date the notice is given, the effective date of resignation, and the 
reason for resignation. The employee’s signature and current address should also 
be included.  

3.  An employee who does not resign in good standing is ineligible for reinstatement. 

4.  An employee should remove all personal items from the work area by the end of 
the last day of employment.  

5.  An employee must return all Department equipment including keys, credit cards, 
notary seals, parking permit, uniforms, and I.D. cards, plus current passwords to all 
employment-related accounts, upon resignation or any other separation from 
employment.   

B. ABANDONMENT 

1.  An employee who is absent from duty without leave for three (3) or more 
consecutive work days may be subject to removal for neglect of duty. 

2.  If at any time within thirty (30) days of termination for abandonment (neglect of 
duty) a classified employee makes to the Appointing Authority satisfactory 
explanation of the cause of his/her absence, he/she may be reinstated. 

3.  Except for #2 above, an employee who has abandoned his/her position and been 
terminated for neglect of duty is not eligible for future employment with the 
County. 

C. RETIREMENT 

1.  Retirement will be in accordance with the rules and regulations of the Ohio Public 
Employees' Retirement System (OPERS).  Information regarding OPERS can be 
obtained through OPERS.  See Section 5.01(B) for contact information. 

D. VOLUNTARY DISABILITY SEPARATION 

1.  An employee, who is unable to perform the essential job duties of his/her position 
due to a disabling illness, injury, or condition, may request a voluntary disability 
separation.  A voluntary disability separation occurs when the employee does not 
dispute his/her inability to perform the essential job duties of his/her position due 
to such disabling illness, injury, or condition. 
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2.  The Appointing Authority may grant the employee’s request for voluntary 
disability separation or may require the employee to submit to a medical or 
psychological examination conducted by one or more licensed practitioners 
selected by the Appointing Authority.  If the examination supports the employee’s 
request, the Appointing Authority will grant the employee’s request for a voluntary 
disability separation.  If the medical examination does not support the employee’s 
request, the Appointing Authority will not approve the employee’s request for 
voluntary disability separation. 

3.  An employee who is granted a voluntary disability separation will retain the right 
to be reinstated to his/her position for two (2) years from the date that the employee 
is no longer in active work status due to a disabling illness, injury, or condition.  An 
employee may submit a written request for reinstatement from a voluntary 
disability separation (see Disability Separation Form (Voluntary) in Appendices). 

4.  The Appointing Authority may send a written reminder to the employee at least 
two (2) weeks prior to the expiration of his/her disability separation.  An 
Appointing Authority's decision to not send a written reminder does not relieve the 
employee's responsibility to notify the Appointing Authority; the burden of 
responsibility solely rests on the employee.  Any employee who fails to apply for 
reinstatement, formally resign, or take disability retirement, shall be separated from 
service at the end of the two (2) year period. 
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A. PROBATIONARY DISCHARGE 

1.  A newly-appointed probationary employee may be probationally removed by the 
County at any time during the probationary period when, in the judgment of the 
Appointing Authority, the employee's fitness and/or quality of work do not merit 
continuation in the job.  Probationary removals are not appealable and are not 
subject to the complaint or grievance procedure. 

B. DISCIPLINARY DISCHARGE 

1.  Discharge is a serious disciplinary measure taken when less severe methods of 
discipline did not produce appropriate behavior, or when a serious infraction so 
warrants. 

2.  Discharges may be appealed by classified non-bargaining unit employees to the 
State Personnel Board of Review as outlined in the appeals procedure found in 
Section 9.02 – Complaint Procedure and 9.03 – Appeals – State Personnel Board 
of Review.  

C. LAYOFF 

1.  A layoff of classified employees in an Appointing Authority’s office may become 
necessary due to a lack of funds, lack of work, or the abolishment of position(s).  

2.  Employees will be notified at least two (2) weeks (fourteen[14] calendar days) 
before the effective date of a layoff. . 

3.  Whenever it becomes necessary to lay off employees in a classification, they will 
be laid off in accordance with the "order of layoff" previously established by the 
Ohio Department of Administrative Services (DAS is being used as a reference 
only, as they no longer control this process). Layoff procedures including, but not 
limited to, the use of retention points and the order of layoff and displacement (or 
“bumping”) are in accordance with the Ohio Revised Code, the rules of the 
Administrative Code and as adopted by the Appointing Authority. 

4.  The order of layoff within each classification will be established on the basis of 
retention points, as follows: 

a.  Continuous service: Each full-time employee will be assigned a base of one 
hundred (100) retention points and will earn one (1) additional retention 
point for each completed, bi-weekly pay period of continuous full-time 
service. 

5.  An employee who has been laid off from his/her current classification may displace 
an employee with fewer retention points in a lower classification, in the same 
classification series or in the classification the employee held immediately prior to 
holding the classification from which he/she was laid off.  However, an employee 
may not displace another employee in a classification if he/she does not meet the 
minimum qualifications of the classification, or if the employee last held the 
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classification more than three (3) years prior to the date on which he/she was laid 
off.  

6.  A recall list containing the names of all employees who have been laid off will be 
established and remain in effect for one (1) year.  

7.  An employee on the recall list will be recalled to a vacancy within his/her current 
classification or any lower classification within the same classification series in 
reverse order of lay off (that is, the employee most recently laid off will be recalled 
first). 

8.  Appeal of a layoff may be made to the State Personnel Board of Review within ten 
(10) days of an employee's receipt of notice. 

D. INVOLUNTARY DISABILITY SEPARATION 

1.  When an Appointing Authority has reason to believe that an employee is incapable 
of performing the essential functions of the employee’s position due to disabling 
illness, injury, or condition, the Appointing Authority may require the employee to 
submit to a medical or psychological examination conducted by one or more 
licensed practitioners selected by the Appointing Authority.  It is not, however, 
necessary for the Appointing Authority to require the employee to submit to such 
examination prior to involuntary disability separation if:  (1) the employee is 
hospitalized at the time such action is to be taken, and (2) the employee has 
exhausted any leave to which he/she is entitled under the FMLA. 

2.  When the Appointing Authority has received the results of a medical or 
psychological examination and initially determines that the employee is incapable 
of performing the essential functions of the employee’s position due to a disabling 
illness, injury, or condition, the Appointing Authority will institute pre-separation 
proceedings.  Under the proceedings, a hearing will be scheduled and advance 
written notice of at least seventy-two (72) hours will be provided to the employee.  
At the hearing, the employee will have a right to examine the Appointing 
Authority’s evidence of disability, to rebut the evidence, and to present testimony 
and evidence on the employee’s own behalf.  The employee should also be 
permitted to waive his/her right to a hearing. 

3.  If the Appointing Authority determines, after weighing the testimony presented and 
the evidence admitted at the pre-separation hearing, that the employee is unable to 
perform the essential functions of his/her position, the Appointing Authority will 
issue an involuntary disability separation order. 

4.  The effective date of separation, for the purpose of reinstatement, will be based on 
the date the employee was no longer in active pay status due to the disabling illness, 
injury, or condition.  The total continuous time of absence due to the disabling 
illness, injury, or condition will not exceed two (2) years for purposes of 
reinstatement rights. 
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5.  An employee who is involuntarily disability separated will have the right to appeal 
in writing to the State Personnel Board of Review within ten (10) days following 
the date the order is served on the employee.  Section 9.03 

6.  The Appointing Authority will also notify the employee, at the time the involuntary 
disability separation order is provided to the employee, of the required procedures 
to apply for reinstatement. 

E. MANDATORY FURLOUGH/COST SAVING DAYS (MULA). 

1.  Pursuant to O.R.C. 124.393, County appointing authorities may establish 
mandatory Cost Savings Days (MULA – Mandatory Unpaid Leave of Absence) of 
up to the amount of hours allowed by law in a given year. The purpose of MULA 
is to assist the appointing authority to control costs. The statute requires the 
appointing authority must establish a rationale and a policy to guide the 
implementation of MULA.  

2.  Justification for MULA  

a.  The appointing authority may establish a need for MULA based on one of 
the following four (4) reasons.  

i.  A fiscal emergency declared by the governor under O.R.C. 126.05. 

ii.  A fiscal watch or fiscal emergency has been declared or determined 
under Section O.R.C. 118.023 or O.R.C. 118.04.  

iii.  A lack of funds as defined by O.R.C. 124.321. 

iv.  For reasons of economy as defined by O.R.C. 124.321.  

3.  Scope for MULA  

a.  MULA applies to all permanent full-time and permanent part-time 
employees, who are not subject to coverage under a collective bargaining 
agreement.  

b.  The appointing authority may order up to the amount of hours allowed by 
law of MULA or portion thereof.  

c.  MULA may be required of all employees, or may be applied to only 
employees in a certain funding stream, classification, appointment 
categories, department, unit, or other relevant distinctions.  

4.  Implementation 

a.  The goal of the policy is flexibility. MULA may be taken in increments of 
one-half (1/2) hour; however, no more than thirty-two (32) hours may be 
taken in any single pay period. If an employee has chosen the pro rata 
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method, that employee may take the full amount of hours in a block of time, 
as approved by the Appointing Authority or its designee.  

b.  An employee may request the method he or she would like to use to meet 
the required cost savings/number of days. Some examples follow and any 
method chosen must be approved by the Appointing Authority or its 
designee.  

i.  The employee may ask that his/her pay be reduced on a pro rata 
basis reflecting the remaining pay periods in the SFY or period 
designated for savings, e.g., the cost savings period would be from 
the first pay in September to June 30. In a typical year, there would 
be twenty-two (22) pays remaining out of twenty-six (26). 26 – 22 
x 80 = 1760 – 4.5%. The employee’s gross biweekly pay would be 
reduced by 4.5% for the twenty-two (22) remaining pay periods. The 
employee would then be required to select the days/hours he/she 
would like to take off. Any time not taken will not carry to the next 
year, and will not be paid. Failure to take the full-time off could 
result in disciplinary action. NOTE: Should an employee taking the 
pro rata approach be separated or retire from the agency, he/she will 
be paid out any unused vacation, and if eligible, sick leave at his/her 
current reduced rate.  

ii.  The appointing authority may designate certain days as MULA 
days. This could include a holiday, or other days such as the day 
before Christmas or New Years.  

iii.  The appointing authority may designate or assign to an individual 
the hours/days he or she must take.  

iv.  The appointing authority may require that a scheduled sick, personal 
day, or vacation be taken as MULA. In this situation, the employee 
will not lose his/her sick, vacation, or personal time.  

v.  The employee may schedule his or her unpaid time off as he or she 
would schedule a personal day or vacation. He must submit a 
request, and any time off must be approved by the Appointing 
Authority or its designee.  

vi.  NOTE: Different methods can apply for different employees. The 
employee may use one or a combination of the above methods. 
Other methods may be considered and utilized subject to the 
operational needs of the appointing authority. Each method is 
subject to the approval of the Appointing Authority or its designee.  

vii.  Voluntary Donation Program. In lieu of the mandatory cost savings 
program (or at any other time), employees may donate to the agency, 
dollar-for-dollar, the gross cost of such time (or if not in lieu of the 
mandatory cost savings program as the employee desires) via 
payroll deduction. Employees, who wish to choose this option, must 
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complete a payroll deduction authorization form and submit it to 
Human Resources. This program is completely voluntary and does 
not change or alter any terms or conditions of employment, nor has 
any employee received any preferential treatment, goods, or services 
as a result of their participation in this Program. Employees may at 
any time cancel the Payroll Deduction Authorization. Employees 
who wish to cancel their deduction should submit a letter in writing 
to Human Resources indicating their intent.  

Annually, employees who donated to the Donation Program will 
receive a statement indicating the amount donated. Employees 
should consult with their personal tax advisor for specific advice 
relating to this donation.  

5.  Miscellaneous Items  

a.  Employees shall not accrue vacation leave and sick leave while on unpaid 
MULA days.  Employees shall have their vacation leave and sick leave 
accrual pro-rated accordingly, such that they receive vacation and sick leave 
accrual for hours worked during a pay period where the employee serves 
unpaid MULA days.  

b.  MULA shall not be considered a break in service or affect retention points.  
As such, time spent on unpaid MULA days shall not affect the calculation 
of the employee’s years of service for purposes of determining the proper 
service time for vacation accrual rates.   

c.  MULA shall not be considered as hours worked for the purposes of 
computing overtime pay.  

d.  Employees taking MULA will not lose their full-time or permanent part-
time status, will not lose their health insurance, and will not be required to 
pay a portion of their health insurance for falling under thirty (30) hours in 
any week as a result of utilizing MULA.  

e.  An employee may take MULA prior to a holiday without losing holiday 
pay.  

f.  For qualifying conditions, MULA shall be taken concurrently with FMLA, 
and at the discretion of the appointing authority, may be required before 
taking paid leave.  

g.  MULA does not require the appointing authority to give prior notice to the 
employee.  

h.  MULA does not impact or affect any voluntary programs being 
administered by the agency, i.e., VULA.  

i.  MULA decisions are not appealable to SPBR.  
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j.  Employees exempt from overtime under FLSA, i.e., exempt salaried 
employees, may also be required to participate in MULA. In the case of the 
overtime exempt employee, they should opt for the pro rata method 
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A. AS USED IN THIS SECTION, "RETIREMENT" MEANS DISABILITY OR 
SERVICE RETIREMENT UNDER ANY STATE OR MUNICIPAL RETIREMENT 
SYSTEM IN THIS STATE, WHICH DOES NOT INCLUDE A CASH PAYOUT OR 
ROLLOVER WHERE EMPLOYEE IS CONSIDERED BY SUCH AGENCIES TO 
BE A REFUNDED MEMBER.  FOR PURPOSES OF THIS SECTION, 
EMPLOYEES MUST BE CONSIDERED “RETIRED” BY SUCH AGENCIES, 
AND ARE ENCOURAGED TO DISCUSS THESE OPTIONS WITH THE 
APPROPRIATE AGENCY’S REPRESENTATIVE PRIOR TO SUBMITTING 
RETIREMENT PAPERWORK. 

B. SICK LEAVE CONVERSION 

1.  At the time of retirement from active service with the County, an employee with 
ten (10) or more years of service with the state or any political subdivision of the 
State of Ohio may choose to be paid in cash for one-fourth (1/4) the value of his/her 
earned but unused sick leave credit.  The maximum payment may not exceed two 
hundred forty (240) hours, or thirty (30) days. 

2.  Payment is based upon the employee's base rate of pay at the time of retirement. 

3.  Payment may be made only once and will eliminate all sick leave credit accrued by 
the employee. 

4.  An eligible employee who dies is considered to have terminated his/her 
employment as of the date of death.  Sick leave conversion will be paid according 
to RC 2113.04, or paid to the employee's estate. 

5.  Eligible employees, retiring from active service, shall complete a Leave Conversion 
Request Form (Retirement) (see Appendices) to initiate the payment process.  This 
is the only time the employee will have the opportunity to exercise the retirement 
cash conversion option.  If the employee fails to exercise the option at the time of 
his/her retirement, such opportunity shall be lost. 

C. HEALTH CARE BENEFITS CONTINUATION (COBRA) 

1.  In certain instances, employees and their families have the right to temporarily 
extend their health care benefits at group rates.  The Health Care Benefits 
Continuation Program will be administered in accordance with all applicable rules 
and regulations. Information regarding this program can be obtained through the 
Wayne County Commissioners Office. 

D. OHIO PUBLIC EMPLOYEES' RETIREMENT SYSTEM (OPERS) DISABILITY 
AND SURVIVOR BENEFITS 

1.  Public employees and their survivors may be entitled to disability or survivor 
benefits in accordance with the rules and regulations of OPERS.   

2.  Information regarding disability and survivor benefits can be obtained through 
OPERS.  See contact information at Section 5.01 (B)(1). 
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E. ACCRUED LEAVE 

1.  At the time of separation, an employee will be paid at his/her current hourly rate of 
pay for all vacation and compensatory time credit.  To be eligible to receive the 
vacation time, the employee must have at least one (1) year of service with the 
County or any political subdivision of the state. 

F. OUTSTANDING CHARGES/EXPENSES 

1.  Employees who owe Employer money, either during their time of employment or 
after their exit of employment, for reasons such as training reimbursement, damage 
to property (unintentional or not), etc., may be required to reimburse Employer, and 
said cost could be withdrawn from their pay. Damage to property may be 
withdrawn, as long as Employee’s pay does not reflect a wage lower than minimum 
wage. Employee may be asked to give consent in writing; however, this is not 
necessary to initiate the withdrawal. 
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A. Upon separation from employment, an employee must meet with his/her supervisor or with 
the Appointing Authority to process paperwork and return County property. 

B. The Appointing Authority or his/her designee will inform the employee of all termination 
benefits, verify forwarding addresses for the employee and any dependents, and obtain 
necessary signatures.  (It is the responsibility of the employee to notify the Employer of a 
change of address for the purpose of mailing the employee his/her W-2 form.) 

C. The employee will relinquish all identification cards, equipment, keys and passwords. 

D. If a separation is voluntary, the employee will be asked to complete an Exit Interview 
Questionnaire and discuss his/her answers during the exit interview.  Information gathered 
in exit interviews is used to evaluate County practices and identify areas requiring action 
to make the County a more attractive employer.  Exit interview questionnaires will not be 
place in the employee’s personnel file. (See Appendices)   
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SECTION 12 
APPENDICES 

 

 FORM  
SECTION 
REFERENCE 

 ACCIDENT/INJURY & ILLNESS REPORT 3.10, 5.01, 8.09 

 BACKGROUND CHECK 3.03 

 BACKGROUND CHECK (JFS ONLY)  

 CLEARINGHOUSE (FOR CDL PURPOSES) 3.03 

 COBRA: CONTINUATION COVERAGE RIGHTS 11.03, 5.01 

 DISABILITY SEPARATION 11.01 

 DISCIPLINARY REPORTS  

  INSTRUCTION AND CAUTIONING 10.02, 10.03, 1.02 

  WRITTEN WARNING 10.03, 1.02 

  PRE-DISCIPLINARY CONFERENCE NOTICE 10.05 

  
ORDER OF REMOVAL, REDUCTION, SUSPENSION, FINE, 
INVOLUNTARY DISABILITY SEPARATION 

10.05, 11.02 

  PROBATIONARY REVIEW 2.05 

 DRIVER HISTORY 3.03 

 DRUG TESTING TECHNOLOGY (ORC) 8.08 

 EMPLOYEE REFERRAL REWARD PROGRAM 2.06 

 EMPLOYMENT APPLICATION 2.03 

 ETHICS LAW AND RELATED STATUTES (ORC) 8.01, 1.03 

 EXIT INTERVIEW 11.04 

 FMLA: FAMILY AND MEDICAL LEAVE ACT  5.08 

  FMLA: FAMILY AND MEDICAL LEAVE REQUEST  

  NOTICE OF ELIGIBILITY AND RIGHTS & RESPONSIBILITIES  

  DESIGNATION NOTICE  

  
CERTIFICATION OF HEALTH CARE PROVIDER FOR 
EMPLOYEE’S SERIOUS HEALTH CONDITION 

 

  
CERTIFICATION FOR HEALTH CARE PROVIDER FOR 
FAMILY MEMBER’S SERIOUS HEALTH CONDITION 

 

  
CERTIFICATION OF QUALIFYING EXIGENCY FOR 
MILITARY FAMILY LEAVE 
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APPENDICES 
 

 FORM  
SECTION 
REFERENCE 

 HIPAA: NOTICE OF PRIVACY PRACTICES 5.01 

 INCIDENT REPORTS 8.06 

  INCIDENT REPORT  

  INCIDENT RESPONSE REPORT  

  INCIDENT RESPONSE REPORT FOR THIRD PARTY WITNESS  

 LANGUAGE IDENTIFIED FOR LIMITED ENGLISH PROFICIENCY (LEP) 8.27 

 LEAVE CONVERSION REQUEST (PRE-RETIREMENT) 5.11 

 LEAVE CONVERSION REQUEST (RETIREMENT) 11.03 

 LEAVE REQUEST (TIME AWAY FROM WORK) 5.02, 5.04, 5.07 

 MEDICAL CERTIFICATION (NON-FMLA) 5.04 

 MEETING/CONFERENCE/TRAINING REQUEST 4.06, 7.02, 7.03 

 REFERRAL REWARD PROGRAM 2.06 

 REPAYMENT CONTRACT 7.01 

 RETURN TO WORK EMPLOYEE INFORMATION 8.02 

 SPECIAL EVENT REQUEST 7.04 

 TELEWORK ACKNOWLEDGEMENT 3.12 

 TIME REPORT 4.01 

 VOLUNTEER RELEASE AND WAIVER OF LIABILITY FORM 8.03 

 WORKERS’ COMPENSATION NOTIFICATION REQUIREMENT 5.01, 8.09 

   



 
 

ACCIDENT/INJURY & ILLNESS REPORT  REF 3.10, 5.01, 8.09



 
 

BACKGROUND CHECK  REF 3.03

 
 BACKGROUND	CHECK:	

FCRA	Authorization	to	Obtain	a	Consumer	Report	(Background/Credit	Check) 

 

Pursuant to the federal Fair Credit Reporting Act, I hereby authorize Wayne	County and its designated 
agents and representatives to conduct a comprehensive review of my background through a consumer 

report and/or an investigative consumer report to be generated for employment, promotion, 
reassignment or retention as an employee.  I understand that the scope of the consumer 

report/investigative consumer report may include, but is not limited to, the following areas: 
verification of Social Security number; current and previous residences; employment history, 

including all personnel files; education; references; credit history and reports; criminal history, 
including records from any criminal justice agency in any or all federal, state or county jurisdictions; 

birth records; motor vehicle records, including traffic citations and registration; and any other public 
records. 

I, ____________________________________, authorize the complete release of these records or data pertaining 

to me that an individual, company, firm, corporation or public agency may have.  I hereby authorize 
and request any present or former employer, school, police department, financial institution or other 

persons having personal knowledge of me to furnish Wayne	County or its designated agents with any 
and all information in their possession regarding me in connection with an application of employment.  

I am authorizing that a photocopy of this authorization be accepted with the same authority as the 
original. 

I understand that, pursuant to the federal Fair Credit Reporting Act, if any adverse action is to be taken 

based upon the consumer report, a copy of the report and a summary of the consumer's rights will be 
provided to me. 

 

__________________________________________________________________ ______________________________________ 
Please Sign Full Name, including	middle	initial Date 

 DOB  

SSN  

 

DRIVER’S LICENSE: 

NO.   State Expiration Date  

 
CURRENT AND PREVIOUS RESIDENCES FOR PAST 7 YEARS (provide address, city, state, zip): 

1.  

2.  

3.  



 
 

BACKGROUND CHECK (JFS) 

WAYNE COUNTY DEPARTMENT OF JOB & FAMILY SERVICES 
356 WEST NORTH STREET 

P.O. BOX 76 
WOOSTER, OH 44691 

  County Commissioners 
RON AMSTUTZ  

REBECCA S. FOSTER 
SUE A. SMAIL 

 

  Director 
RICHARD OWENS 

Phone (330) 287-5800 
Fax (330) 287-5899 

Toll Free 1-877-612-5800 

 

Date:   ___________________ 

Name:   ________________________________________________________________________

Current Address: ________________________________________________________________________

City / State / Zip: ___________________________________________ County ___________________

Wayne County Department of Job and Family Services (WCJFS) is required by the Ohio Department of Job & 
Family Services, Ohio Revised Code 124.74, Internal Revenue Service Publication 1075, and other applicable 
rules to conduct criminal background checks on candidates seeking employment with the agency, current 
employees, intermittent employees, contract employees, temporary service personnel, paid or unpaid interns, and 
certain independent vendors due to the confidential and sensitive information and data provided to agency. 
WCJFS is required to conduct BCI/FBI fingerprinting as well as request a criminal records background check 
from the local law enforcement agency of each municipality or county where the individual has resided, worked, 
and/or attended school in the past 5 years. 
  

As such, Wayne County Department of Job and Family Services is requesting that your office conduct criminal 
records checks on the individual listed below and forward the results to WCDJFS – Business Administrator; 
356 W. North Street; Wooster, OH  44691 – marked CONFIDENTIAL. 
 
Name of Employee/Candidate: __________________________________________________________________

Social Security Number: _____________________________Date of Birth: ____________________________  

Address (include county name): _________________________________________________________________

Length of time at this address: __________________________________________________________________

Previous address (if less than 5 yrs.): _____________________________________________________________

I, ____________________________________________, hereby authorize Wayne County Department of Job and 
Family Services to contact local law enforcement offices in each municipality or county where I have resided, 
worked, and/or attended school in the past 5 years to request criminal records and other information pertaining to 
me; and, hereby authorize each law enforcement entity contacted permission to release requested information to 
Wayne County Department of Job and Family Services. I also grant permission to Wayne County Department of 
Job and Family Services to submit my fingerprints and information to Federal Bureau of Investigations (FBI) and 
Ohio Bureau of Criminal Identification and Investigation (BCI) for federal and state criminal records checks. I 
understand that the results of the background checks will be used to determine my suitability for current or future 
employment, internship, contract, temporary employment assignment, and/or service as an independent vendor at 
or for Wayne County Department of Job and Family Services. Authorization to release information is valid for 
one year from date of signature.  
 
_________________________________________________________  ________________________________ 
Employee/Candidate Signature                                                                   Date  
 
 
Thank you. 



 
 

CLEARINGHOUSE (FOR CDL PURPOSES) REF 3.03

 
  

GENERAL	CONSENT:	
For	Queries	of	the	Federal	Motor	Carrier	Safety	Administration	(FMCSA)								Drug	and	
Alcohol	Clearinghouse	

 

 

I, _________________________________, hereby provide consent to the Wayne County Commissioners to conduct a limited 

query of the FMCSA Commercial Driver’s License Drug and Alcohol Clearinghouse to determine whether drug or

alcohol violation information about me exists in the Clearinghouse. 

I, _________________________________, hereby consent to the Wayne County Commissioners conducting limited queries of 

the FMCSA Commercial Driver’s License Drug and Alcohol Clearinghouse for the duration of my employment.  I

understand that the Wayne County Commissioners must conduct queries annually as long as I am employed. 

I understand that if the limited query conducted by the Wayne County Commissioners indicates that drug or alcohol

violation information about me exists in the Clearinghouse, FMCSA will not disclose that information to the Wayne

County Commissioners without first obtaining additional specific consent from me. 

I further understand that if I refuse to provide consent to the Wayne County Commissioners to conduct a limited 

query of the Clearinghouse, the Wayne County Commissioners must prohibit me from performing safety-sensitive 

functions, including driving a commercial motor vehicle, as required by FMCSA’s drug and alcohol program

regulations.   

I further understand that if the above-referenced limited query reveals a drug and/or alcohol violation, I have 24 

hours to provide electronic consent, in the Clearinghouse, so that a full query can be performed. 

*Failure	to	give	consent	for	either	the	limited	or	full	query,	and/or	becoming	ineligible	to	carry	a	CDL	license,	required	

as	part	of	the	employee’s	essential	job	functions,	may	result	in	discipline	and/or	termination.		

 

__________________________________________________________ 

Please Sign Full Name, including	middle	initial	

	

	

__________________________________________________________ 

Please Print Full Name, including	middle	initial	

	

	

__________________________________________________________ 

Date 



 
 

CLEARINGHOUSE (FOR CDL PURPOSES) REF 3.03

	DOT/FMCSA:	
Clearinghouse	Policy	Addendum	for	Drivers	

	
The FMCSA Clearinghouse is a secure, online database that stores DOT/FMCSA drug and alcohol program violations.  It also indi

when a driver, who violated the regulations in the past, has become re-qualified to drive. An act of Congress established the Clearingh

The Clearinghouse web address is https://clearinghouse.fmcsa.dot.gov/.  All organizations who employ CDL-holders as comme

motor vehicle operators must register in the Clearinghouse. 

Employers are required to conduct a LIMITED query once per year on each driver. The LIMITED query shows only whether there 

sn't a violation in the Clearinghouse. All drivers must sign a written consent for the employer to perform the LIMITED query. 

Employers must also conduct a FULL query before hiring a new CDL driver. The driver must log into the Clearinghouse and giv

mployer permission electronically. Also, if a LIMITED query reveals that driver violations exist, the driver has 24 hours to log in

provide electronic consent for the employer to perform a FULL query.  The FULL query shows details of the violation. 

When drivers register in the Clearinghouse, they can: 1) view their Clearinghouse record, 2) be notified whenever information a

hem is added or changed, 3) grant consent to a full query, 4) specify how they want to be contacted by FMCSA if necessary, and 5) s

 Substance Abuse Professional following a violation. 

What happens If a driver refuses to allow an employer to complete a LIMITED or FULL query?   The driver must stand down and

perform safety sensitive duties. 

What information is reported to the Clearinghouse?   Regulations require mandatory reporting of the following information to

Clearinghouse after January 6, 2020: 

 Verified positive, adulterated and substituted drug test results; 

 Alcohol confirmation tests with a confirmation test of 0.040 or higher; 

 Refusals to submit to any DOT testing; 

 Verified and documented actual knowledge, meaning direct observation of the use of alcohol or controlled substances whi

duty; 

 Alcohol use within 4 hours of performing safety sensitive duties; 

 Alcohol use within 8 hours of an accident or before a post-accident test is complete, whichever occurs first; 

 Prohibited drug use while on duty; 

 Successful completion of the return to duty process as reported by a Substance Abuse Professional (SAP); 

 Negative Return To Duty tests; 

 An employer's report of completion of follow-up testing. 
 

The signature below acknowledges receipt of educational information required by 49 CFR Part 382.601(b)(12).  

____________________________________________________________ 
Please Sign Full Name, including	middle	initial 

____________________________________________________________ 
Please Print Full Name, including	middle	initial 

____________________________________________________________ 
Date	  



 
 

CLEARINGHOUSE (FOR CDL PURPOSES) REF 3.03

RELEASE	AND	DOCUMENTATION	
Of	Pre‐Employment	Testing	Information	by	Applicant/Driver,		
required	by	Part	40.25(j)	

	

PART	40.25(j) requires Employers to ask Applicant/Driver whether he/she has tested positive or refused to test on any pre

employment alcohol or drug test administered by an Employer to which the Applicant/Driver applied but did not obtain safety

sensitive transportation work covered by DOT agency alcohol and drug testing rules during the past two (2) years. 

 

Applicant/Driver	to	answer	items	listed	below:	

 

During the past two (2) years, have you tested positive on a pre-employment alcohol or drug test administered by an Employer

to which you applied for but did not obtain a safety sensitive transportation work covered by Department of Transportation

(DOT) drug and alcohol testing rules?   

  YES      NO 

 

During the past two (2) years, have you refused to test on a pre-employment alcohol or drug test administered by an Employer

to which you applied for but did not obtain a safety sensitive transportation work covered by Department of Transportation

(DOT) drug and alcohol testing rules? 

  YES      NO 

 

If you answered YES to either of the questions above, please provide documentation of your successful completion of the return

to-duty process required by Part 40 Subpart O. 

 

___________________________________________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________________________________________ 

 

 

____________________________________________________________ ____________________________________________________________ 

Please Sign Full Name, including	middle	initial	 Witness Signature 

 

____________________________________________________________ ____________________________________________________________ 

Please Print Full Name, including	middle	initial Witness Printed Name 

 

____________________________________________________________ 

Social Security Number 

 

____________________________________________________________ 

Date 



 
 

CLEARINGHOUSE (FOR CDL PURPOSES) REF 3.03

CONSENT	FOR	RELEASE	
Of	Alcohol	and	Drug	Misuse	and	Testing	Information	from	Previous	Employers	
 
 

The information requested below is required by DOT [40.25 and 391.23] to be released in accordance with this consent. The rule

states "If you are an employer from whom information is requested ... you must, after reviewing the employee's specific, written

consent, immediately release the requested information to the employer making the inquiry." 
 

     

Employee Name Social Security Number Date of Birth 
 

Records	to	be	RELEASED	FROM:	

Company Name: _______________________________________________________________________________________ 

Attention: _______________________________________________________________________________________ 

Address: _______________________________________________________________________________________ 

Telephone, Fax, Email: _______________________________________________________________________________________ 
 

Records	to	be	RELEASED	TO:	

Company Name: Wayne County Commissioners 

Attention: Barb Winey, HR Manager 

Address: 428 West Liberty Street, Wooster, Ohio 44691 

Telephone, Fax, Email: Phone 330-287-5409, Fax 330-287-5407, Email bwiney@wayneohio.org 
 

I authorize the release of information, to and from the companies specified above, concerning my alcohol and controlled

substances testing records, within the previous three	years from _______________ (date of employment application). 
 

____________________________________________________________ 

Please Sign Full Name, including	middle	initial 
 

____________________________________________________________ 

Please Print Full Name, including	middle	initial 
 

____________________________________________________________ 

Date 
 

 
 

To be completed by representative of company listed in the "Released	From" section: 

 This individual was never subject to Department of Transportation testing requirements.           – or – 

 This individual was subject to Department of Transportation testing requirements from ____________ to ____________. 
 

  YES NO 

1. Has this person had an alcohol test with a result of 0.04 or higher alcohol concentration?  

2. Has this person tested positive or adulterated or substituted a test specimen for controlled 
substances? 

 

3. Has this person refused to submit to a post-accident, random, reasonable suspicion, or follow-up 
alcohol or controlled substance testing? 

 

4. Has this person violated any other drug or alcohol regulation in Parts 382 or 40?  

5. If there was a violation, did this person complete an SAP prescribed rehabilitation program?  If	yes,	
please	send	documentation	back	with	this	form. 

 

6. For an individual who successfully completed an SAP prescribed rehabilitation program, and 
remained in your employ, did this driver subsequently have an alcohol test of 0.04 or greater, a 
verified positive drug test, or refuse to be tested? 

 

 



 
 

COBRA: CONTINUATION COVERAGE RIGHTS REF 11.03, 5.01

 

Wayne County 
Wayne County Administration Building 

428 West Liberty Street 
Wooster, Ohio 44691 

 
May 13, 2009 
 
Dear Sample Employee, the covered employee, 
and/or any covered spouse and/or dependents 

 
**CONTINUATION COVERAGE RIGHTS UNDER COBRA** 

 
Introduction 
 
You are receiving this notice because you have recently become covered under Sample Company (the Plan).  This 
notice contains important information about your right to COBRA continuation coverage, which is a temporary 
extension of coverage under the Plan.  This notice generally explains COBRA continuation coverage, when it may 
become available to you and your family, and what you need to do to protect the right to receive it. 
 
The right to COBRA continuation coverage was created by a federal law, Consolidated Omnibus Budget 
Reconciliation Act of 1985 (COBRA).  COBRA continuation coverage can become available to you and to other 
members of your family who are covered under the Plan when you would otherwise lose your group health coverage. 
This notice generally explains COBRA continuation coverage, when it may become available to you and your 
family, and what you need to do to protect the right to receive it. This notice gives only a summary of your 
COBRA continuation coverage rights. For more information about your rights and obligations under the Plan and 
under federal law, you should either review the Plan's Summary Plan Description or get a copy of the Plan Document 
from the Plan Administrator. 
 
The Plan Administrator is  
 
Wayne County 
Wayne County Administration Building 
428 West Liberty Street 
Wooster, Ohio 44691 
 
What is COBRA Continuation Coverage? 
 
COBRA continuation coverage is a continuation of Plan coverage when coverage would otherwise end because of a 
life event known as a “qualifying event.”  Specific qualifying events are listed later in the notice.  COBRA 
continuation coverage must be offered to each person who is a “qualified beneficiary.”  A qualified beneficiary is 
someone who will lose coverage under the Plan because of a qualifying event.  Depending on the type of qualifying 
event, employees, spouses of employees, and dependent children of employees may be qualified beneficiaries.  Under 
the Plan, qualified beneficiaries who elect COBRA continuation coverage must pay for COBRA continuation 
coverage. 
 
If you are an employee, you will become a qualified beneficiary if you will lose your coverage under the Plan because 
either one of the following qualifying events happens: 
 

(1) Your hours of employment are reduced, or 
 
(2) Your employment ends for any reason other than your gross misconduct. 
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If you are the spouse of an employee, you will become a qualified beneficiary if you will lose your coverage under the 
Plan because any of the following qualifying events happens: 
 

(1) Your spouse dies; 
 

(2) Your spouse's hours of employment are reduced; 
 

(3) Your spouse's employment ends for any reason other than his or her gross misconduct; 
 

(4) Your spouse becomes enrolled in Medicare (Part A, Part B, or both); or 
 

(5) You become divorced or legally separated from your spouse. 
 
Your dependent children will become qualified beneficiaries if they will lose coverage under the Plan because any of 
the following qualifying events happens: 
 

(1) The parent-employee dies; 
 
(2) The parent-employee's hours of employment are reduced; 
 
(3) The parent-employee's employment ends for any reason other than his or her gross misconduct; 
 
(4) The parent-employee becomes enrolled in Medicare (Part A, Part B, or both); 
 
(5) The parents become divorced or legally separated; or 
 
(6) The child stops being eligible for coverage under the plan as a “dependent child.” 

 
When is COBRA Coverage Available?  
 
The plan will offer COBRA continuation to qualified beneficiaries only after the Plan Administrator has been notified 
that a qualifying event has occurred.  When the qualifying event is the end of employment or reduction of hours of 
employment, death of the employee, or enrollment of the employee in Medicare (Part A, Part B, or both), the 
employer must notify the Plan Administrator of the qualifying event.  In addition, if the Plan provides retiree health 
coverage, then commencement of a proceeding in a bankruptcy with respect to the employer is also a qualifying event 
where the employer must notify the Plan Administrator of the qualifying event. 
 
You Must Give Notice of Some Qualifying Events 
 
For the other qualifying events (divorce or legal separation of the employee and spouse or a dependent child's 
losing eligibility for coverage as a dependent child), you must notify the Plan Administrator.  The Plan requires 
you to notify the Plan Administrator within 60 days after the qualifying event occurs.  You must send this 
notice to:  
 
Wayne County 
Wayne County Administration Building 
428 West Liberty Street 
Wooster, Ohio 44691 
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How is COBRA Coverage Provided? 
 
Once the Plan Administrator receives notice that a qualifying event has occurred, COBRA continuation coverage will be 
offered to each of the qualified beneficiaries.  For each qualified beneficiary who elects COBRA continuation coverage, 
COBRA continuation coverage will begin either (1) on the date of the qualifying event or (2) on the date that Plan 
coverage would otherwise have been lost, depending on the nature of the Plan. 
 
COBRA continuation coverage is a temporary continuation of coverage.  When the qualifying event is the death of the 
employee, your divorce or legal separation, or a dependent child losing eligibility as a dependent child, COBRA 
continuation coverage lasts for up to 36 months. 
 
When the qualifying event is the end of employment or reduction of the employee's hours of employment, and the 
employee became entitled to Medicare benefits less than 18 months before the qualifying event, COBRA continuation 
coverage for qualified beneficiaries other than the employee lasts until 36 months after the date of Medicare entitlement. 
 For example, if a covered employee becomes entitled to Medicare 8 months before the date on which his employment 
terminates, COBRA continuation coverage for his spouse and children can last up to 36 months after the date of 
Medicare entitlement, which is equal to 28 months after the date of the qualifying event (36 months minus 8 months).  
Otherwise, when the qualifying event is the end of employment or reduction of the employee's hours of employment, 
COBRA continuation coverage generally lasts for only up to a total of 18 months.  There are two ways in which this 18-
month period of COBRA continuation coverage can be extended. 
 
Disability extension of 18-month period of continuation coverage 
 
If you or anyone in your family covered under the Plan is determined by the Social Security Administration to be 
disabled and you notify the Plan Administrator in a timely fashion, you and your entire family may be entitled to receive 
up to an additional 11 months of COBRA continuation coverage, for a total maximum of 29 months. The disability 
would have to have started at some time before the 60th day of COBRA continuation coverage and must last at least 
until the end of the 18-month period of continuation coverage.  This notice should be sent to:  
 
Wayne County 
Wayne County Administration Building 
428 West Liberty Street 
Wooster, Ohio 44691 
 
Second qualifying event extension of 18-month period of continuation coverage 
 
If your family experiences another qualifying event while receiving COBRA continuation coverage, the spouse and 
dependent children in your family can get additional months of COBRA continuation coverage, up to a maximum of 36 
months.  This extension is available to the spouse and dependent children if the former employee dies, or gets divorced 
or legally separated.  The extension is also available to a dependent child when that child stops being eligible under the 
Plan as a dependent child.  In all of these cases, you must make sure that the Plan Administrator is notified of the 
second qualifying event within 60 days of the second qualifying event.  This notice must be sent to:  
 
Wayne County 
Wayne County Administration Building 
428 West Liberty Street 
Wooster, Ohio 44691 
 
Trade Act of 2002 
 
If you qualify for Trade Adjustment Assistance (TAA) as defined by the Trade Act of 2002, then you will be provided 
with an additional 60-day enrollment period, with continuation coverage beginning on the date of such TAA approval. 
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If You Have Questions 
 
If you have questions about your COBRA continuation coverage, you should contact Benefit Compliance Inc. or you 
may contact the nearest Regional or District Office of the U.S Department of Labor's Employee Benefits Security 
Administration (EBSA).  Addresses and phone numbers of Regional and District EBSA Offices are available through 
EBSA's website at www.dol.gov/ebsa. 
 
Keep Your Plan Informed of Address Changes 
 
In order to protect your family's rights, you should keep the Plan Administrator informed of any changes 
in the addresses of family members.  You should also keep a copy, for your records, of any notices you send to 
the Plan Administrator. 
 
Plan Contact Information 
 
Wayne County 
Wayne County Administration Building 
428 West Liberty Street 
Wooster, Ohio 44691 
 
Sincerely, 
Benefit Compliance Inc. 
800-630-2398 



 
 

DISABILITY SEPARATION REF 11.01

 
 

DISABILITY	SEPARATION	(VOLUNTARY)	
Request	Form 
 

 

 

Employee Name:  

Employee Address:  

  

Office/Agency:  

Position:  

 

I am hereby requesting, under Section 11.01(D) of the Wayne County Personnel Policy Manual, a 
Voluntary Disability Separation.  I am not currently able to perform the functions of my position and
am requesting this separation so that I may work towards getting better and being able to return to
my current position within the 2-year timeframe. 

I understand that my return will be predicated on my physician evaluating the essential functions of
my position and approving my return to work, as well as my ability to complete those essential 
functions with or without any reasonable accommodations.   

I also understand that it is my responsibility to seek the return to work release and that my employer
is not responsible to notify me when my return to work date is expiring. 

 

  

___________________________________________________________________ ______________________________________
Please Sign Full Name Date 

  



 
 

DISCIPLINARY REPORTS 

 

 
RECORD OF INSTRUCTION AND CAUTIONING 

 
 
Employee’s Name  
Employee’s Classification  
Date Instruction And Cautioning Was Issued

 
 VIOLATION 
 
Date Violation Occurred 
Location Where Violation Occurred

 
Description of Violation 
 
 
 

(Attach Additional Sheet If Necessary)

 
 
This instruction and cautioning is issued as a corrective measure in an effort to help you improve 
your conduct.   
 

        
Signature Of Person Issuing  
Instruction And Cautioning 

 

Title 
 
 
               
I hereby acknowledge that a copy of the Record Of Instruction And Cautioning has been given 
to me this day. 
 

        
Signature Of Employee 

 

Date 
 
cc: Employee/Employee Personnel File

 

 



 
 

DISCIPLINARY REPORTS 

 
RECORD OF WRITTEN WARNING 

 
 
Employee’s Name  
Employee’s Classification  
Date Warning Was Issued  

 
 
 VIOLATION 
 
Date Violation Occurred 
Location Where Violation Occurred
Description of Violation 
 
 
 

(Attach Additional Sheet If Necessary)

 
This written warning is issued as a corrective measure in an effort to help you improve your
conduct.   
 
 

        
Signature Of Person Issuing Warning 

 

Title 
 
               
I hereby acknowledge that a copy of the Record Of Written Warning has been given to me this
day. 
 

        
Signature Of Employee 

 

Date 
 
cc: Employee/Employee Personnel File

 

 



 
 

DISCIPLINARY REPORTS 

 
PRE-DISCIPLINARY CONFERENCE NOTICE 

 
 
DATE OF PRE-DISCIPLINARY CONFERENCE:  

 
Employee Name:  
Employee Classification:  

 
 ALLEGED MISCONDUCT 
 
Date Misconduct Occurred:  
Location Where Misconduct Occurred:
Description of Misconduct (attach additional sheet if necessary):

 

Offense and Group Level (I, II or III)…see Policy Manual Section 10.03: 
 

 
 

  
Signature of Person Issuing Notice Title Date  
 
Date which Notice of Pre-Disciplinary Conference Was Issued:  ____________________ 
 
This is to notify you of the pre-disciplinary conference which has been set to give you an
opportunity to offer an explanation of the above-mentioned misconduct, which could result in 
suspension or termination of your employment. You have a right to waive this hearing, although 
it is not advisable.  If you choose to waive the hearing, you will need to check the below box,
when signing below.  DO NOT check the box if you choose to go forward with the hearing. 
Your signature is required either way; your signature is simply an acknowledgement that you 
received this notice.    
 
I hereby acknowledge that a copy of the Notice of Disciplinary Conference has been given to
me this day. 
 
 I hereby acknowledge that I have a right to waive this hearing and am choosing to do so.  I 

am indicating this by checking this box. 
 
  
Signature Employee  Date  
 

 



 
 

DISCIPLINARY REPORTS 

 



 
 

DISCIPLINARY REPORTS 

 

“SECTION 124.34 ORDER” FORM INSTRUCTIONS 

IMPORTANT INSTRUCTIONS TO THE APPOINTING AUTHORITY 
 

(1) Actual signature means that each Order served on the employee must contain the actual signature of  the 
Appointing Authority. Appointing Authority means the actual appointing officer of the department or  agency 
as well as any approving officer or board required by law. If the appointment of an employee  requires the 
approval of a board or commission, then a certified copy of the resolution of such board or  commission 
approving the action must accompany this Order unless the actual signatures of the  members of the board or 
commission appear on the front of the Order served on the employee. 

 

(2) The Appointing Authority must set forth in detail the particular acts and circumstances constituting  the 
offense(s) charged. Evidence presented on appeal must be limited to that which relates to the  charge(s) 
made; hence the Appointing Authority must set forth the charges(s) broadly enough to  encompass all the 
evidence the Appointing Authority intends to offer. It is equally important that the  Appointing Authority fully 
state the ground(s) for the action. 

 
(3) The Appointing Authority MUST provide an original of the Order to the employee on or before the 
effective date. The date on which the Order is served is the date the Order is delivered to the employee  by 
hand or to the employee's last known mailing address by certified United States mail, whichever  occurs first. 

 
IMPORTANT INSTRUCTION TO THE EMPLOYEE 

 

If you wish to appeal this action, then you must file your written appeal with the State Personnel Board of 
Review (SPBR) at 65 East State Street, 12th Floor, Columbus, Ohio 43215‐4213. Your appeal must  actually be 
received and time stamped by SPBR by the tenth calendar day from the date the Order     was served. For the 
purposes of your appeal, the date on which the Order is served is the date the     Order is delivered to you by 
hand or to your last known mailing address, as maintained by your  Appointing Authority, by certified United 
States mail, whichever occurs first. You may obtain SPBR's  Administrative Rules by writing the above office or 
by telephoning SPBR at (614) 466‐7046. You may also  obtain the rules at SPBR's website at 
https://pbr.ohio.gov. 

 

Example of deadline to file appeal: 
 

An employee is given a 40‐hour suspension. The suspension is to begin on October 11 and run five  working 
days through October 15. The employee is served with the forthcoming suspension Order on  October 8. The 
employee has until October 18 to file a written appeal (10 days from the date the  employee was served with 
the Order). 

 

Reminder: If you are employed by a municipality or township that has a civil service commission, your 
appeal lies with that commission and not SPBR. 

 
You may contact SPBR at (614) 466‐7046 regarding the above information or regarding SPBR's  jurisdiction or 
you may visit our website at https://pbr.ohio.gov. 

 
 



 
 

PROBATIONARY REVIEW 

 

PROBATIONARY	REVIEW 
 

 
Probationary	employees	do	not	become	permanent	employees	until	they	pass	probation.		Therefore,	
the	progressive	discipline	process	does	not	apply.	 	Please	read	Policy	Section	205.(A)(1)	 for	more	
information.	

 

Employee Name: 	

Office/Agency:  

Position:  

Supervisor:  

Date:  

 
 
ISSUES/PROBLEMS DISCUSSED, WHICH NEED IMPROVEMENT: 

  

  

  

 
Employee Comments (if any): 
 

 

 

 

 

 

This probationary review was done in an effort to help you improve in your position.  By signing below, you are 
stating that you have seen and reviewed this document.  Your signature does not necessarily indicate 
agreement. 
 
 
 
 ________________________________________________________ ________________________________________________________ 
Employee Signature Supervisor Signature 
 
Date:  _____________________________ Date:  _____________________________ 
  
	
cc:	Employee	Personnel	File



 
 

DRIVER HISTORY REF 3.03

 

 

 

 

 

DRIVER NAME:           
 

HOME ADDRESS: 
 

           
 

COUNTY OFFICE AND LOCATION: 
 

           
 

 

 

DO YOU CURRENTLY HOLD A VALID STATE ISSUED DRIVER’S LICENSE?     YES       NO 

If Yes, what state issued your Driver’s License?    OH    Other State:

License Number:             

Issue Date:             

Expiration Date:             

CDL?       Yes       No    

 

IF YOU HAD A LICENSE IN ANY OTHER STATE DURING THE PAST THREE (3) YEARS, PLEASE PROVIDE THE FOLLOWING INFORMATION: 

State:              Issue Date:              Expiration Date:

State:              Issue Date:              Expiration Date:

State:              Issue Date:              Expiration Date:

 

HAVE YOU BEEN CONVICTED OF DRIVING WHILE IMPAIRED OR UNDER THE INFLUENCE OF ALCOHOL AND/OR DRUGS WITHIN THE 

PAST THREE (3) YEARS?      YES       NO 

If Yes, give explanation(s) and date(s): 

           

 

HAVE YOU REFUSED TO SUBMIT TO A BLOOD ALCHOL CONTENT TEST WITHIN THE PAST THREE (3) YEARS?     YES       NO  

If Yes, give explanation(s) and date(s): 

           

 

HAVE YOU BEEN CONVICTED OF RECKLESS DRIVING, LEAVING THE SCENE OF AN ACCIDENT, OR COMMITTING A FELONY WHILE 

OPERATING A VEHICLE WITHIN THE PAST THREE (3) YEARS?     YES       NO 

If Yes, give explanation(s) and date(s): 

           

 

HAVE YOU HAD YOUR OPERATOR’S LICENSE SUSPENDED, REVOKED OR ADMINISTRATIVELY RESTRICTED WITHIN THE LAST THREE 

(3) YEARS?     YES       NO 

If Yes, give explanation(s) and date(s): 

           

 

DRIVER HISTORY 
Form 



 
 

DRIVER HISTORY REF 3.03

HAVE YOU BEEN CONVICTED OR FOUND AT‐FAULT FOR ANY NON‐FATAL ACCIDENT INVOLVING A MOTOR VEHICLE DURING THE 

PAST THREE (3) YEARS?       YES       NO 

If Yes, give explanation(s) and date(s): 

           

 

HAVE YOU BEEN CONVICTED OR FOUND AT‐FAULT FOR ANY FATAL ACCIDENTS INVOLVING A MOTOR VEHICLE DURING THE PAST 

THREE (3) YEARS?       YES       NO 

If Yes, give explanation(s) and date(s): 

           

 

HAVE YOU BEEN CONVICTED OF ANY OTHER MOVING VEHICLE VIOLATIONS DURING THE PAST THREE (3) YEARS?     YES     NO

If Yes, give explanation(s) and date(s): 

           

 

I, the undersigned, certify that the answers provided to the questions on this Driver History Form are true and complete to the best of 

my knowledge. 

I authorize Wayne County and any of its agencies, offices, or designated representative(s) to obtain additional information regarding 

my Driving Record in any state at any time while I am employed by (or seeking employment with) Wayne County.  This information 

may  include, but  is  not  limited  to, my Driving Record  for  the past  five  years,  and Motor Vehicle Reports  (MVR) or  an equivalent 

document issued by any state where I resided and maintained a state issued Driver’s License. 

I understand that any misstatement of the facts on this form may cause my job offer to be rescinded and could also be grounds for 

my immediate termination of employment with Wayne County. 

In the event that my MVR review indicates that I am a High Risk Driver, as defined in the Wayne County Personnel Policy Manual and 

furnished for my review, I understand that I may be subject to discipline, including suspension of my driving privileges while working

as a Wayne County employee, or termination as explained in Section ___ of the Wayne County Personnel Policy Manual. 

 

____________________________________________________  Date:  _________________________________________ 
Driver Signature  
 

Print Name:             

Date of Birth:             

Social Security Number:             

Male         Female       
 

IMPORTANT NOTE!  ATTACH PHOTOCOPY OF BOTH SIDES OF DRIVER’S LICENSE!
 
 
 
 

FOR OFFICE USE ONLY: 
 
 
 
____________________________________________________  Date:  _________________________________________ 
Supervisor Signature  

Print Name:             

 



 
 

DRUG TESTING TECHNOLOGY (ORC) REF 8.08

 
The presence of drugs of abuse will be tested by urine testing.  All testing will be performed 
by a Department of Health and Human Services approved laboratory.  Urine will initially be 
screened for the presence of drugs using an EMIT test.  Should the screen demonstrate the 
presence of drug metabolite above the screen level listed below, then a confirmatory test will 
be performed using a GC/MS test.  Should the GC/MS test confirm presence at or above the 
level listed below, the laboratory will report a positive result to the Medical Review Officer. 
 

 
Drugs of Abuse 

Screening Cutoff 
Levels 

Confirmation Cutoff 
Level 

Amphetamines 500 ng/ml* 250 ng/ml 
Barbiturates 300 ng/ml 300 ng/ml 
Benzodiazepines 300 ng/ml 300 ng/ml 
Cocaine 150 ng/ml* 75 ng/ml 
Opiates 300 ng/ml 300 ng/ml 
Phencyclidine 25 ng/ml 25 ng/ml 
Cannabinoids 15 ng/ml* 10 ng/ml 
Methadone 300 ng/ml 300 ng/ml 
Propoxyphene 300 ng/ml 300 ng/ml 
LSD 25 ng/ml  

 

 
 
Alcohol Testing 
 
Alcohol testing will be performed by evidentiary breath testing by trained breath alcohol 
technicians utilizing testing equipment approved by the Department of Health and Human 
Services. 
 
If the initial test demonstrates a blood alcohol concentration of .04% or higher, then a 
confirmatory test will be performed following a 15-minute wait period.  If the confirmatory 
test shows a blood alcohol concentration of .04% or higher, the result will be immediately 
reported to the Program Administrator or other authorized employer representative. 
 
 
 
 
 
 
     
*per R.C. 4511.19 
 



 
 

EMPLOYEE REFERRAL REWARD PROGRAM REF 2.06

 
EMPLOYEE SECTION 
Fill out the employee section entirely, sign, date, and forward to the Referred Employee’s office 
 
The employee who made the referral bears the responsibility of filling out and returning this form to the 
Referred Employee’s office, preferably no less than 14 days prior to the first anniversary of the referred 
employee’s start date, so paperwork can be processed in a timely manner. Failure to do this within 180 days of 
the referred employee’s first anniversary will negate the referral reward. Employees should read Personnel 
Policy Section 2.06 for further details and information regarding this benefit: 
https://www.wayneohio.org/more/commissioners. Rewards will be considered supplemental wages and 
therefore taxable as defined by the Internal Revenue Service (IRS).  Please ask your tax consultant if you have 
any concerns with this; 
 

Employee Name:  Employee Departmen  
Referred Employee Name:  Referred Employee Departmen  

 
By checking the below boxes, I verify the following to be accurate and true: 

 I am not an elected official or appointing authority. 
 I am not applying for this benefit for my own transfer or placement. 
 I was not part of the hiring process for the referred employee. 
 I was not directly or indirectly responsible for the hiring of the referred employee. 
 I am not the supervisor, nor one level over the supervisor, of the referred employee.  
 The referred employee was not hired within my own office/agency. 

*All boxes must be checked and accurate/true to receive the benefits of this program. 
  
 
   
Signature  Date 
 
 

EMPLOYER SECTION (for verification purposes) 
 
Referred Employee’s Start Date:   
Is the Referred Employee still employed with the agency?  Yes      No
Has the Referred Employee reached his/her first anniversary?  Yes      No 
Is the position permanent full-time or permanent part-time?  Yes      No 
Is the name of the above Employee listed as a referral on the Referred Employ  Yes      No 
Is the name of the above Employee the only name listed as a referral?*  Yes      No 
* Employee must be listed as the source of referral on the application, not as a character reference. Attach the 

following application pages: 1) page one and 2) page showing the referral source. 
All boxes must be checked “Yes” to receive the benefits of this program. 

 
EMPLOYER INSTRUCTIONS: Once Employee section has been fully completed, all boxes checked, signed 
and dated – and Employer section has been verified and completed with all “Yes” boxes checked and the 
appropriate application pages attached, please forward to the Auditor’s Office, Attn: Diana Ogden.  



 
 

EMPLOYMENT APPLICATION REF 2.03

APPLICATION FOR EMPLOYMENT 
WAYNE COUNTY, OHIO 

 

An Equal Opportunity Employer 
 
 
 

Please type or print responses to all of the questions contained on the entire application form. 
 
              

POSITION(S) APPLIED FOR:       DATE OF APPLICATION:       
  

LAST NAME:       
 

REFERRAL SOURCE: 

FIRST NAME & M.I.:       
 

WORD OF MOUTH:        

ADDRESS:       
 

ONLINE:        

CITY/STATE/ZIP:       
 

SOCIAL MEDIA:        

PHONE NUMBER:       
 

COUNTY WEBSITE:        

EMAIL:       
 

NEWSPAPER:        
 

 YES: NO: 
ARE YOU AN ADULT, LEGALLY EMANCIPATED OR OTHERWISE LEGALLY ELIGIBLE TO WORK IN 
THE STATE OF OHIO AND ARE YOU LEGALLY PERMITTED TO WORK IN THE UNITED STATES?       
   
DO YOU POSSESS A VALID STATE OF OHIO DRIVER’S LICENSE THAT IS NOT CURRENTLY 
SUSPENDED?   
   
IF NO, CAN YOU OBTAIN ONE PRIOR TO EMPLOYMENT?   
   
DO YOU POSSES A VALID STATE OF OHIO COMMERCIAL DRIVERS LICENSE?   
IF YES, LIST CLASS & ENDORSEMENTS:          
   
IF NO, AND REQUIRED FOR THIS POSITION, CAN YOU OBTAIN THE PROPER CLASS OF 
COMMERCIAL DRIVER’S LICENSE AND ENDORSEMENT PRIOR TO EMPLOYMENT?   
   
HAVE YOU BEEN EMPLOYED BY WAYNE COUNTY BEFORE?   
IF YES, LIST DATES & OFFICES:          
   
HAVE YOU FILED OUT AN APPLICATION WITH WAYNE COUNTY BEFORE?    
IF YES, LIST DATES & OFFICES:          
   
DO ANY OF YOUR FRIENDS OR RELATIVES WORK FOR WAYNE COUNTY?   
IF YES, LIST NAME(S):          
   
ARE YOU PRESENTLY ON LAYOFF AND SUBJECT TO RECALL?   
   
DO YOU HAVE ANY COMMITMENTS (I.E., SECOND JOB, SCHOOL) WHICH MIGHT INTERFERE 
WITH, OR ADVERSELY AFFECT, EMPLOYMENT WITH WAYNE COUNTY?    

IF YES, EXPLAIN:        
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EMPLOYMENT HISTORY AND WORK EXPERIENCE 
 
In this section, list all employment history and work experience in date order, including military experience.  
Begin with your current employer, enter “none” if unemployed.  Use additional paper if necessary.  Failure to 
include all employment may be grounds for disqualification. 
 
 

CURRENT EMPLOYER:       START DATE:       

MAY WE CONTACT YOUR CURRENT EMPLOYER PRIOR TO EMPLOYMENT? YES:  NO:  

CITY AND STATE:       PHONE NUMBER:       

JOB TITLE:              SUPERVISOR’S NAME:       

BEGINNING SALARY:       PER       ENDING SALARY:       PER       

DESCRIBE YOUR DUTIES (if not included on attached resume):       

      

      

WHY DO YOU WANT TO LEAVE?       
 
 

PREVIOUS EMPLOYER:       DATES EMPLOYED:       TO       

CITY AND STATE:       PHONE NUMBER:       

JOB TITLE:              SUPERVISOR’S NAME:       

BEGINNING SALARY:       PER       ENDING SALARY:       PER       

DESCRIBE YOUR DUTIES (if not included on attached resume):       

      

      

WHY DID YOU LEAVE?       
 
 

PREVIOUS EMPLOYER:       DATES EMPLOYED:       TO       

CITY AND STATE:       PHONE NUMBER:       

JOB TITLE:              SUPERVISOR’S NAME:       

BEGINNING SALARY:       PER       ENDING SALARY:       PER       

DESCRIBE YOUR DUTIES (if not included on attached resume):       

      

      

WHY DID YOU LEAVE?       
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EDUCATION AND TRAINING 
 
This section is intended to give the Employer information about the education and training that the applicant 
has completed, and to demonstrate the skills, knowledge, and abilities of the applicant to perform the job 
duties of the position. 
 

 

HIGH SCHOOL ATTENDED:       CITY AND STATE:       

DID YOU GRADUATE?  YES  NO  HIGH SCHOOL EQUIVALENT 

RELEVANT COURSES, ACTIVITIES, AWARDS, ACHIEVEMENTS, ETC.:        

      

      
 

COLLEGE OR TRADE SCHOOL ATTENDED:       CITY AND STATE:       

DEGREE:       DATES ATTENDED:       

RELEVANT COURSES, ACTIVITIES, AWARDS, ACHIEVEMENTS, ETC.:        

      

      
 

GRADUATE SCHOOL(S):       CITY AND STATE:       

DEGREE:       DATES ATTENDED:       

RELEVANT COURSES, ACTIVITIES, AWARDS, ACHIEVEMENTS, ETC.:        

      

      
 
 
LIST ANY ADDITIONAL TRAINING, EDUCATION, SKILLS, ABILITIES, HOBBIES, VOLUNTEER WORK, ETC THAT 
MAY BE HELPFUL IN THE EVALUATION OF YOUR APPLICATION: 

      

      

      

      
 

PLEASE LIST THREE WORK REFERENCES THAT ARE NOT RELATED TO YOU AND THAT YOU HAVE KNOWN AT LEAST 
ONE YEAR. BY LISTING REFERENCES, YOU ARE AGREEING THAT WE MAY CONTACT THEM.  

NAME #1:       PHONE:       

CITY AND STATE:       EMAIL:       

NAME #2:       PHONE:       

CITY AND STATE:       EMAIL:       

NAME #3:       PHONE:       

CITY AND STATE:       EMAIL:       
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Please read each of the following paragraphs carefully.  Indicate your understanding of, and consent to, the 
contents and conditions of each by placing your initials at the end of each paragraph.  If you have any 
questions regarding one or more paragraphs, contact the Employer before initialing. 
 

  INITIAL: 
1. I understand and accept that, if I am selected for employment, my employment may be 

conditioned upon my passing any medical/psychological examination that the Employer 
deems necessary to determine whether I can perform the essential functions of the position, 
with reasonable accommodation when necessary.  I understand and accept that this may 
include drug, alcohol, or substance abuse testing.       

   
2. I understand that the County may run a background check before or after an offer of 

employment is made.  Employment is contingent on said background check, whether done 
prior to the start of employment or if the results arrive after employment has already begun.  I 
agree to provide whatever information is needed to perform the background checks.  
Applicants will be notified prior to a background check being conducted.       

   
3. I understand and accept that given the duties and responsibilities of the Employer, I may be 

required to work weekends, evening hours, or at other times as determined by the Employer, 
including overtime hours.  I also understand that any overtime hours worked may be 
compensated in the form of comp time and not as overtime pay, unless previously agreed to 
otherwise.       

   
4.  I understand and accept that it may be necessary for me to sign waivers to allow the 

Employer to obtain information from my current and former employers, schools, and 
certifications.       

   
5. I understand and accept that if any information in this application is found to be falsified or 

intentionally excluded, my application may be disqualified from further consideration.  I 
further understand and accept that, if I am employed by the Employer, I may be subject to 
disciplinary action, up to and including termination, if any information required by this 
application has been falsified or intentionally excluded.       

   
6. I understand that Wayne County is a Drug Free Workplace and that my employment or offer 

of employment is conditioned on my cooperation and compliance with the Wayne County 
Policy and Program, which prohibits the use of illegal drugs, controlled substances/drugs, 
and all harmful intoxicants defined by ORC 2925.01 and ORC 3719.01; this includes medical 
marijuana.        

 
 
 
I SOLEMNLY SWEAR THAT ALL OF THE INFORMATION FURNISHED IN THIS EMPLOYMENT APPLICATION IS TRUE,
ACCURATE, AND COMPLETE TO THE BEST OF MY KNOWLEDGE.  I AUTHORIZE INVESTIGATION OF ALL STATEMENTS
CONTAINED IN THIS APPLICATION.  I RECOGNIZE THAT IF DISHONESTY IS DISCOVERED ON THIS APPLICATION OR 
ON AN ACCOMPANYING RESUME DURING THE INTERVIEW, DURING THE HIRING PROCESS OR AFTER HIRE, MY
FUTURE EMPLOYMENT WITH THE EMPLOYER MAY BE JEOPARDIZED.  I ALSO RECOGNIZE THAT MY FUTURE 
EMPLOYMENT WITH THE EMPLOYER MAY BE JEOPARDIZED IF I ENGAGE IN SUBSTANCE ABUSE, ILLEGAL DRUG USE, 
OR ALCOHOL ABUSE.  I FURTHER UNDERSTAND THAT IF HIRED BY THE COUNTY, I MUST ABIDE BY ALL WAYNE
COUNTY RULES AND REGULATIONS, AND THAT IF STATE OR FEDERAL LAW DISQUALIFIES ME DUE TO A PARTICULAR
CRIMINAL HISTORY, THAT LAW WILL BE UPHELD IN THE TERMINATION OF MY POSITION OR REMOVAL FROM THE
CANDIDATE PROCESS. 
 
 
 

        
Applicants Signature 

 
Date 



 
 

EMPLOYMENT APPLICATION REF 2.03

WAYNE COUNTY, OHIO 
EQUAL EMPLOYMENT OPPORTUNITY FORM 

 
 

 
 
 
Applicants are requested to complete this form which will be used for statistical purposes only.  A decision 
to not provide the requested information will have no effect on an applicant’s chances for employment with 
Wayne County.  This information will be maintained separate from the application for employment.  Please 
type or print your responses.  This information is not used or considered in any hiring decisions.  Wayne 
County is an Equal Opportunity Employer. 
 
 

 
 
 
 
 
 
 

POSITION(S) APPLIED FOR:       DATE:       
 

LAST NAME:        FIRST NAME:        
 

SEX: FEMALE   MALE   
 

ETHNIC CATEGORY (CHECK ONE): 
 WHITE 
 BLACK OR AFRICAN AMERICAN 
 HISPANIC OR LATINO 
 ASIAN 
 NATIVE HAWAIIAN OR OTHER PACIFIC ISLANDER 
 AMERICAN INDIAN OR ALASKAN NATIVE 
 TWO OR MORE RACES 
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ETHICS LAW AND RELATED STATUTES (ORC) REF 8.01, 1.03

Section 102.01 As used in this chapter: 
  
 (A) “Compensation” means money, thing of value, or financial benefit.  “Compensation” does not include 
reimbursement for actual and necessary expenses incurred in the performance of official duties. 
 (B) “Public official or employee” means any person who is elected or appointed to an office or is an 
employee of any public agency.  “Public official or employee” does not include a person elected or appointed to 
the office of precinct, ward, or district committee member under section 3517.03 of the Revised Code, any 
presidential elector, or any delegate to a national convention.  “Public official or employee” does not include a 
person who is a teacher, instructor, professor, or other kind of educator whose position does not involve the 
performance of, or authority to perform, administrative or supervisory functions. 
 (C) “Public agency” means the general assembly, all courts, any department, division, institution, board, 
commission, authority, bureau or other instrumentality of the state, a county, city, village, or township, the five 
state retirement systems, or any other governmental entity.  “Public agency” does not include a department, 
division, institution, board, commission, authority, or other instrumentality of the state or a county, municipal 
corporation, township, or other governmental entity that functions exclusively for cultural, educational, historical, 
humanitarian, advisory, or research purposes; that does not expend more than ten thousand dollars per calendar 
year, excluding salaries and wages of employees; and whose members are uncompensated. 
 (D) “Immediate family” means a spouse residing in the person’s household and any dependent child. 
 (E) “Income” includes gross income as defined and used in the “Internal Revenue Code of 1986,” 100 
Stat. 2085, 26 U.S.C. 1, as amended, interest and dividends on obligations or securities of any state or of any 
political subdivision or authority of any state or political subdivision, and interest or dividends on obligations of 
any authority, commission, or instrumentality of the United States. 
 (F)  Except as otherwise provided in division (A) of section 102.08 of the Revised Code, “appropriate 
ethics commission” means: 
 (1)  For matters relating to members of the general assembly, employees of the general assembly, 
employees of the legislative service commission, and candidates for the office of member of the general 
assembly, the joint legislative ethics committee; 
 (2)  For matters relating to judicial officers and employees, and candidates for judicial office, the board of 
commissioners on grievances and discipline of the supreme court; 
 (3)  For matters relating to all other persons, the Ohio ethics commission. 
 (G) “Anything of value” has the same meaning as provided in section 1.03 of the Revised Code and 
includes, but is not limited to, a contribution as defined in section 3517.01 of the Revised Code. 
 (H) “Honorarium” means any payment made in consideration for any speech given, article published, or 
attendance at any public or private conference, convention, meeting, social event, meal, or similar gathering.  
“Honorarium” does not include ceremonial gifts or awards that have insignificant monetary value; unsolicited 
gifts of nominal value or trivial items of informational value; or earned income from any person, other than a 
legislative agent, for personal services that are customarily provided in connection with the practice of a bona 
fide business, if that business initially began before the public official or employee conducting that business was 
elected or appointed to the public official’s or employee’s office or position of employment. 
 (I) “Employer” means any person who, directly or indirectly, engages an executive agency lobbyist or 
legislative agent. 
 (J) “Executive agency decision,” “executive agency lobbyist,” and “executive agency lobbying activity” 
have the same meanings as in section 121.60 of the Revised Code. 
 (K) “Legislation,” “legislative agent,” “financial transaction,” and “actively advocate” have the same 
meanings as in section 101.70 of the Revised Code. 
 (L) “Expenditure” has the same meaning as in section 101.70 of the Revised Code when used in relation 
to activities of a legislative agent, and the same meaning as in section 121.60 of the Revised Code when used in 
relation to activities of an executive agency lobbyist. 
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Section 102.02 
 
 (A)  Except as otherwise provided in division (H) of this section, all of the following shall file with the 
appropriate ethics commission the disclosure statement described in this division on a form prescribed by the 
appropriate commission:  every person who is elected to or is a candidate for a state, county, or city office and 
every person who is appointed to fill a vacancy for an unexpired term in such an elective office; all members of 
the state board of education; the director, assistant directors, deputy directors, division chiefs, or persons of 
equivalent rank of any administrative department of the state; the president or other chief administrative officer of 
every state institution of higher education as defined in section 3345.011 of the Revised Code; the executive 
director and the members of the capitol square review and advisory board appointed or employed pursuant to 
section 105.41 of the Revised Code; the chief executive officer and the members of the board of each state 
retirement system; each employee of a state retirement board who is a state retirement system investment officer 
licensed pursuant to section 1707.163 of the Revised Code; the members of the Ohio retirement study council 
appointed pursuant to division (C) of section 171.01 of the Revised Code; employees of the Ohio retirement 
study council, other than employees who perform purely administrative or clerical functions; the administrator of 
workers’ compensation and each voting member of the workers’ compensation oversight commission; the chief 
investment officer of the bureau of workers’ compensation; all members of the board of commissioners on 
grievances and discipline of the supreme court and the ethics commission created under section 102.05 of the 
Revised Code; every business manager, treasurer, or superintendent of a city, local, exempted village, joint 
vocational, or cooperative education school district or an educational service center; every person who is elected 
to or is a candidate for the office of member of a board of education of a city, local, exempted village, joint 
vocational, or cooperative education school district or of a governing board of an educational service center that 
has a total student count of twelve thousand or more as most recently determined by the department of education 
pursuant to section 3317.03 of the Revised Code; every person who is appointed to the board of education of a 
municipal school district pursuant to division (B) or (F) of section 3311.71 of the Revised Code; all members of 
the board of directors of a sanitary district that is established under Chapter 6115. of the Revised Code and 
organized wholly for the purpose of providing a water supply for domestic, municipal, and public use, and that 
includes two municipal corporations in two counties; every public official or employee who is paid a salary or 
wage in accordance with schedule C of section 124.15 or schedule E-2 of section 124.152 of the Revised Code; 
members of the board of trustees and the executive director of the tobacco use prevention and control foundation; 
members of the board of trustees and the executive director of the southern Ohio agricultural and community 
development foundation; and every other public official or employee who is designated by the appropriate ethics 
commission pursuant to division (B) of this section. 
            The disclosure statement shall include all of the following: 
 (1)  The name of the person filing the statement and each member of the person’s immediate family and 
all names under which the person or members of the person’s immediate family do business; 
 (2)(a)  Subject to divisions (A)(2)(b), and (c) of this section and except as otherwise provided in section 
102.022 of the Revised Code, identification of every source of income, other than income from a legislative agent 
identified in division (A)(2)(b) of this section, received during the preceding calendar year, in the person’s own 
name or by any other person for the person’s use or benefit, by the person filing the statement, and a brief 
description of the nature of the services for which the income was received.  If the person filing the statement is a 
member of the general assembly, the statement shall identify the amount of every source of income received in 
accordance with the following ranges of amounts: zero or more, but less than one thousand dollars; one thousand 
dollars or more, but less than ten thousand dollars; ten thousand dollars or more, but less than twenty-five 
thousand dollars; twenty-five thousand dollars or more, but less than fifty thousand dollars; fifty thousand dollars 
or more, but less than one hundred thousand dollars; and one hundred thousand dollars or more.  Division 
(A)(2)(a) of this section shall not be construed to require a person filing the statement who derives income from a 
business or profession to disclose the individual items of income that constitute the gross income of that business 
or profession, except for those individual items of income that are attributable to the person’s or, if the income is 
shared with the person, the partner’s, solicitation of services or goods or performance, arrangement, or facilitation 
of services or provision of goods on behalf of the business or profession of clients, including corporate clients, 
who are legislative agents.  A person who files the statement under this section shall disclose the identity of and 
the amount of income received from a person who the public official or employee knows or has reason to know is 
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doing or seeking to do business of any kind with the public official’s or employee’s agency. 
 (b)  If the person filing the statement is a member of the general assembly, the statement shall identify 
every source of income and the amount of that income that was received from a legislative agent during the 
preceding calendar year, in the person’s own name or by any other person for the person’s use or benefit, by the 
person filing the statement, and a brief description of the nature of the services for which the income was 
received.  Division (A)(2)(b) of this section requires the disclosure of clients of attorneys or persons licensed 
under section 4732.12 of the Revised Code, or patients of persons certified under section 4731.14 of the Revised 
Code, if those clients or patients are legislative agents.  Division (A)(2)(b) of this section requires a person filing 
the statement who derives income from a business or profession to disclose those individual items of income that 
constitute the gross income of that business or profession that are received from legislative agents. 
 (c)  Except as otherwise provided in division (A)(2)(c) of this section, division (A)(2)(a) of this section 
applies to attorneys, physicians, and other persons who engage in the practice of a profession and who, pursuant 
to a section of the Revised Code, the common law of this state, a code of ethics applicable to the profession, or 
otherwise, generally are required not to reveal, disclose, or use confidences of clients, patients, or other recipients 
of professional services except under specified circumstances or generally are required to maintain those types of 
confidences as privileged communications except under specified circumstances.  Division (A)(2)(a) of this 
section does not require an attorney, physician, or other professional subject to a confidentiality requirement as 
described in division (A)(2)(c) of this section to disclose the name, other identity, or address of a client, patient, 
or other recipient of professional services if the disclosure would threaten the client, patient, or other recipient of 
professional services, would reveal details of the subject matter for which legal, medical, or professional advice 
or other services were sought, or would reveal an otherwise privileged communication involving the client, 
patient, or other recipient of professional services.  Division (A)(2)(a) of this section does not require an attorney, 
physician, or other professional subject to a confidentiality requirement as described in division (A)(2)(c) of this 
section to disclose in the brief description of the nature of services required by division (A)(2)(a) of this section 
any information pertaining to specific professional services rendered for a client, patient, or other recipient of 
professional services that would reveal details of the subject matter for which legal, medical, or professional 
advice was sought or would reveal an otherwise privileged communication involving the client, patient, or other 
recipient of professional services.   
 (3)  The name of every corporation on file with the secretary of state that is incorporated in this state or 
holds a certificate of compliance authorizing it to do business in this state, trust, business trust, partnership, or 
association that transacts business in this state in which the person filing the statement or any other person for the 
person’s use and benefit had during the preceding calendar year an investment of over one thousand dollars at 
fair market value as of the thirty-first day of December of the preceding calendar year, or the date of disposition, 
whichever is earlier, or in which the person holds any office or has a fiduciary relationship, and a description of 
the nature of the investment, office, or relationship.  Division (A)(3) of this section does not require disclosure of 
the name of any bank, savings and loan association, credit union, or building and loan association with which the 
person filing the statement has a deposit or a withdrawable share account. 
 (4)  All fee simple and leasehold interests to which the person filing the statement holds legal title to or a 
beneficial interest in real property located within the state, excluding the person’s residence and property used 
primarily for personal recreation; 
 (5)  The names of all persons residing or transacting business in the state to whom the person filing the 
statement owes, in the person’s own name or in the name of any other person, more than one thousand dollars.  
Division (A)(5) of this section shall not be construed to require the disclosure of debts owed by the person 
resulting from the ordinary conduct of a business or profession or debts on the person’s residence or real property 
used primarily for personal recreation, except that the superintendent of financial institutions shall disclose the 
names of all state-chartered savings and loan associations and of all service corporations subject to regulation 
under division (E)(2) of section 1151.34 of the Revised Code to whom the superintendent in the superintendent’s 
own name or in the name of any other person owes any money, and that the superintendent and any deputy 
superintendent of banks shall disclose the names of all state-chartered banks and all bank subsidiary corporations 
subject to regulation under section 1109.44 of the Revised Code to whom the superintendent or deputy 
superintendent owes any money. 
 (6)  The names of all persons residing or transacting business in the state, other than a depository 
excluded under division (A)(3) of this section, who owe more than one thousand dollars to the person filing the 
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statement, either in the person’s own name or to any person for the person’s use or benefit.  Division (A)(6) of 
this section shall not be construed to require the disclosure of clients of attorneys or persons licensed under 
section 4732.12 or 4732.15 of the Revised Code, or patients of persons certified under section 4731.14 of the 
Revised Code, nor the disclosure of debts owed to the person resulting from the ordinary conduct of a business or 
profession. 
 (7)  Except as otherwise provided in section 102.022 of the Revised Code, the source of each gift of over 
seventy-five dollars, or of each gift of over twenty-five dollars received by a member of the general assembly 
from a legislative agent, received by the person in the person’s own name or by any other person for the person’s 
use or benefit during the preceding calendar year, except gifts received by will or by virtue of section 2105.06 of 
the Revised Code, or received from spouses, parents, grandparents, children, grandchildren, siblings, nephews, 
nieces, uncles, aunts, brothers-in-law, sisters-in-law, sons-in-law, daughters-in-law, fathers-in-law, mothers-in-
law, or any person to whom the person filing the statement stands in loco parentis, or received by way of 
distribution from any inter vivos or testamentary trust established by a spouse or by an ancestor; 
 (8)  Except as otherwise provided in section 102.022 of the Revised Code, identification of the source and 
amount of every payment of expenses incurred for travel to destinations inside or outside this state that is 
received by the person in the person’s own name or by any other person for the person’s use or benefit and that is 
incurred in connection with the person’s official duties, except for expenses for travel to meetings or conventions 
of a national or state organization to which any state agency, including, but not limited to, any legislative agency 
or state institution of higher education as defined in section 3345.011 of the Revised Code, pays membership 
dues, or any political subdivision or any office or agency of a political subdivision pays membership dues; 
 (9)  Except as otherwise provided in section 102.022 of the Revised Code, identification of the source of 
payment of expenses for meals and other food and beverages, other than for meals and other food and beverages 
provided at a meeting at which the person participated in a panel, seminar, or speaking engagement or at a 
meeting or convention of a national or state organization to which any state agency, including, but not limited to, 
any legislative agency or state institution of higher education as defined in section 3345.011 of the Revised Code, 
pays membership dues, or any political subdivision or any office or agency of a political subdivision pays 
membership dues, that are incurred in connection with the person’s official duties and that exceed one hundred 
dollars aggregated per calendar year; 
 (10)  If the disclosure statement is filed by a public official or employee described in division (B)(2) of 
section 101.73 of the Revised Code or division (B)(2) of section 121.63 of the Revised Code who receives a 
statement from a legislative agent, executive agency lobbyist, or employer that contains the information described 
in division (F)(2) of section 101.73 of the Revised Code or division (G)(2) of section 121.63 of the Revised 
Code, all of the non-disputed information contained in the statement delivered to that public official or employee 
by the legislative agent, executive agency lobbyist, or employer under division (F)(2) of section 101.73 or (G)(2) 
of section 121.63 of the Revised Code.   
 A person may file a statement required by this section in person or by mail.  A person who is a candidate 
for elective office shall file the statement no later than the thirtieth day before the primary, special, or general 
election at which the candidacy is to be voted on, whichever election occurs soonest, except that a person who is 
a write-in candidate shall file the statement no later than the twentieth day before the earliest election at which the 
person’s candidacy is to be voted on.  A person who holds elective office shall file the statement on or before the 
fifteenth day of April of each year unless the person is a candidate for office.  A person who is appointed to fill a 
vacancy for an unexpired term in an elective office shall file the statement within fifteen days after the person 
qualifies for office.  Other persons shall file an annual statement on or before the fifteenth day of April or, if 
appointed or employed after that date, within ninety days after appointment or employment.  No person shall be 
required to file with the appropriate ethics commission more than one statement or pay more than one filing fee 
for any one calendar year. 
 The appropriate ethics commission, for good cause, may extend for a reasonable time the deadline for 
filing a statement under this section. 
 A statement filed under this section is subject to public inspection at locations designated by the 
appropriate ethics commission except as otherwise provided in this section. 
 (B)  The Ohio ethics commission, the joint legislative ethics committee, and the board of commissioners 
on grievances and discipline of the supreme court, using the rule-making procedures of Chapter 119. of the 
Revised Code, may require any class of public officials or employees under its jurisdiction and not specifically 
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excluded by this section whose positions involve a substantial and material exercise of administrative discretion 
in the formulation of public policy, expenditure of public funds, enforcement of laws and rules of the state or a 
county or city, or the execution of other public trusts, to file an annual statement on or before the fifteenth day of 
April under division (A) of this section.  The appropriate ethics commission shall send the public officials or 
employees written notice of the requirement by the fifteenth day of February of each year the filing is required 
unless the public official or employee is appointed after that date, in which case the notice shall be sent within 
thirty days after appointment, and the filing shall be made not later than ninety days after appointment. 
 Except for disclosure statements filed by members of the board of trustees and the executive director of 
the tobacco use prevention and control foundation and members of the board of trustees and the executive 
director of the southern Ohio agricultural and community development foundation, disclosure statements filed 
under this division with the Ohio ethics commission by members of boards, commissions, or bureaus of the state 
for which no compensation is received other than reasonable and necessary expenses shall be kept confidential.  
Disclosure statements filed with the Ohio ethics commission under division (A) of this section by business 
managers, treasurers, and superintendents of city, local, exempted village, joint vocational, or cooperative 
education school districts or educational service centers shall be kept confidential, except that any person 
conducting an audit of any such school district or educational service center pursuant to section 115.56 or 
Chapter 117. of the Revised Code may examine the disclosure statement of any business manager, treasurer, or 
superintendent of that school district or educational service center.  The Ohio ethics commission shall examine 
each disclosure statement required to be kept confidential to determine whether a potential conflict of interest 
exists for the person who filed the disclosure statement.  A potential conflict of interest exists if the private 
interests of the person, as indicated by the person’s disclosure statement, might interfere with the public interests 
the person is required to serve in the exercise of the person’s authority and duties in the person’s office or 
position of employment.  If the commission determines that a potential conflict of interest exists, it shall notify 
the person who filed the disclosure statement and shall make the portions of the disclosure statement that indicate 
a potential conflict of interest subject to public inspection in the same manner as is provided for other disclosure 
statements.  Any portion of the disclosure statement that the commission determines does not indicate a potential 
conflict of interest shall be kept confidential by the commission and shall not be made subject to public 
inspection, except as is necessary for the enforcement of Chapters 102. and 2921. of the Revised Code and except 
as otherwise provided in this division. 
 (C)  No person shall knowingly fail to file, on or before the applicable filing deadline established under 
this section, a statement that is required by this section. 
 (D)  No person shall knowingly file a false statement that is required to be filed under this section. 
 (E)(1) Except as provided in divisions (E)(2) and (3) of this section, the statement required by division 
(A) or (B) of this section shall be accompanied by a filing fee of forty dollars. 
 (2)  The statement required by division (A) of this section shall be accompanied by the following filing 
fee to be paid by the person who is elected or appointed to, or is a candidate for, any of the following offices: 
 
     For state office, except member of the state board of education ............................................ $65 
     For office of member of general assembly. ............................................................................ $40 
     For county office .................................................................................................................... $40 
     For city office ......................................................................................................................... $25 
     For office of member of the state board of education ............................................................ $25 
     For office of member of a city, local, exempted village, or cooperative education  
       board of education or educational service center governing board ...................................... $20 
     For position of business manager, treasurer, or superintendent of a city, local, 
 exempted village, joint vocational, or cooperative education school district 
 or educational service center ............................................................................................... $20 
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(3)  No judge of a court of record or candidate for judge of a court of record, and no referee or magistrate 
serving a court of record, shall be required to pay the fee required under division (E)(1) or (2) or (F) of this 
section. 
 (4)  For any public official who is appointed to a non-elective office of the state and for any employee 
who holds a non-elective position in a public agency of the state, the state agency that is the primary employer of 
the state official or employee shall pay the fee required under division (E)(1) or (F) of this section. 
 (F)  If a statement required to be filed under this section is not filed by the date on which it is required to 
be filed, the appropriate ethics commission shall assess the person required to file the statement a late filing fee of 
ten dollars for each day the statement is not filed, except that the total amount of the late filing fee shall not 
exceed two hundred fifty dollars. 

 (G)(1) The appropriate ethics commission other than the Ohio ethics commission shall deposit all fees it 
receives under divisions (E) and (F) of this section into the general revenue fund of the state. 

(2) The Ohio ethics commission shall deposit all receipts, including, but not limited to, fees it receives 
under divisions (E) and (F) of this section and all moneys it receives from settlements under division (G) of 
section 102.06 of the Revised Code, into the Ohio ethics commission fund, which is hereby created in the state 
treasury. All moneys credited to the fund shall be used solely for expenses related to the operation and statutory 
functions of the commission. 
 (H) Division (A) of this section does not apply to a person elected or appointed to the office of precinct, 
ward, or district committee member under Chapter 3517. of the Revised Code; a presidential elector; a delegate to 
a national convention; village or township officials and employees; any physician or psychiatrist who is paid a 
salary or wage in accordance with schedule C of section 124.15 or schedule E-2 of section 124.152 of the 
Revised Code and whose primary duties do not require the exercise of administrative discretion; or any member 
of a board, commission, or bureau of any county or city who receives less than one thousand dollars per year for 
serving in that position. 
 

Sec. 102.021 
 

 (A)(1)  For the twenty-four month period immediately following the end of the former state elected 
officer's or staff member's service or public employment, except as provided in division (B) or (D) of this section, 
each former state elected officer or staff member who filed or was required to file a disclosure statement under 
section 102.02 of the Revised Code shall file, on or before the deadlines specified in division (D) of this section, 
with the joint legislative ethics committee a statement that shall include the information described in divisions 
(A)(2), (3), (4), and (5) of this section, as applicable. The statement shall be filed on a form and in the manner 
specified by the joint legislative ethics committee. This division does not apply to a state elected officer or staff 
member who filed or was required to file a disclosure statement under section 102.02 of the Revised Code, who 
leaves service or public employment, and who takes another position as a state elected officer or staff member 
who files or is required to file a disclosure statement under that section. 
 No person shall fail to file, on or before the deadlines specified in division (D) of this section, a statement 
that is required by this division. 
 (2)  The statement referred to in division (A)(1) of this section shall describe the source of all income 
received, in the former state elected officer's or staff member's own name or by any other person for the person's 
use or benefit, and briefly describe the nature of the services for which the income was received if the source of 
the income was any of the following: 

(a) An executive agency lobbyist or a legislative agent; 
 (b) The employer of an executive agency lobbyist or legislative agent, except that this division does not 
apply if the employer is any state agency or political subdivision of the state; 
 (c) Any entity, association, or business that, at any time during the two immediately preceding calendar 
years, was awarded one or more contracts by one or more state agencies that in the aggregate had a value of one 
hundred thousand dollars or more, or bid on one or more contracts to be awarded by one or more state agencies 
that in the aggregate had a value of one hundred thousand dollars or more.  
 (3) If the former state elected officer or staff member received no income as described in division (A)(2) 
of this section, the statement referred to in division (A)(1) of this section shall indicate that fact. 
 (4) If the former state elected officer or staff member directly or indirectly made, either separately or in 
combination with another, any expenditure or gift for transportation, lodging, or food or beverages to, at the 
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request of, for the benefit of, or on behalf of any public officer or employee, and if the former state elected officer 
or staff member would be required to report the expenditure or gift in a statement under sections 101.70 to 101.79 
or sections 121.60 to 121.69 of the Revised Code, whichever is applicable, if the former state elected officer or 
staff member was a legislative agent or executive agency lobbyist at the time the expenditure or gift was made, 
the statement referred to in division (A)(1) of this section shall include all information relative to that gift or 
expenditure that would be required in a statement under sections 101.70 to 101.79 or sections 121.60 to 121.69 of 
the Revised Code if the former state elected officer or staff member was a legislative agent or executive agency 
lobbyist at the time the expenditure or gift was made. 
 (5) If the former state elected officer or staff member made no expenditure or gift as described in division 
(A)(4) of this section, the statement referred to in division (A)(1) of this section shall indicate that fact. 
 (B) If, at any time during the twenty-four month period immediately following the end of the former state 
elected officer's or staff member's service or public employment, a former state elected officer or staff member 
who filed or was required to file a disclosure statement under section 102.02 of the Revised Code becomes a 
legislative agent or an executive agency lobbyist, the former state elected officer or staff member shall comply 
with all registration and filing requirements set forth in sections 101.70 to 101.79 or sections 121.60 to 121.69 of 
the Revised Code, whichever is applicable, and, the former state elected officer or staff member also shall file a 
statement under division (A)(1) of this section except that the statement filed under division (A)(1) of this section 
does not need to include information regarding any income source, expenditure, or gift to the extent that that 
information was included in any registration or statement filed under sections 101.70 to 101.79 or sections 121.60 
to 121.69 of the Revised Code. 
 (C)  Except as otherwise provided in this division, division (A)(2) of this section applies to attorneys, 
physicians, and other persons who engage in the practice of a profession and who, pursuant to a section of the 
Revised Code, the common law of this state, a code of ethics applicable to the profession, or otherwise, generally 
are required not to reveal, disclose, or use confidences of clients, patients, or other recipients of professional 
services except under specified circumstances or generally are required to maintain those types of confidences as 
privileged communications except under specified circumstances. Division (A)(2) of this section does not require 
an attorney, physician, or other professional subject to a confidentiality requirement as described in this division 
to disclose the name, other identity, or address of a client, patient, or other recipient of professional services if the 
disclosure would threaten the client, patient, or other recipient of professional services, would reveal details of 
the subject matter for which legal, medical, or professional advice or other services were sought, or would reveal 
an otherwise privileged communication involving the client, patient, or other recipient of professional services. 
Division (A)(2) of this section does not require an attorney, physician, or other professional subject to a 
confidentiality requirement as described in this division to disclose in the brief description of the nature of 
services required by division (A)(2) of this section any information pertaining to specific professional services 
rendered for a client, patient, or other recipient of professional services that would reveal details of the subject 
matter for which legal, medical, or professional advice was sought or would reveal an otherwise privileged 
communication involving the client, patient, or other recipient of professional services. 
 (D)(1) Each state elected officer or staff member who filed or was required to file a disclosure statement 
under section 102.02 of the Revised Code and who leaves public service or public employment shall file an initial 
statement under division (A)(1) of this section not later than the day on which the former state elected officer or 
staff member leaves public service or public employment. The initial statement shall specify whether the person 
will, or will not, receive any income from a source described in division (A)(2)(a), (b), or (c) of this section. 
 If a person files an initial statement under this division that states that the person will receive income from 
a source described in division (A)(2)(a), (b), or (c) of this section, the person is required to file statements under 
division (A)(2), (3), (4), or (5) of this section at the times specified in division (D)(2) of this section. 
 If a person files an initial statement under this division that states that the person will not receive income 
from a source described in division (A)(2)(a), (b), or (c) of this section, except as otherwise provided in this 
division, the person is not required to file statements under division (A)(2), (4), or (5) of this section or to file 
subsequent statements under division (A)(3) of this section. If a person files an initial statement under this 
division that states that the person will not receive income from a source described in division (A)(2)(a), (b), or 
(c) of this section, and, subsequent to the filing of that initial statement, the person receives any income from a 
source described in division (A)(2)(a), (b), or (c) of this section, the person within ten days shall file a statement 
under division (A)(2) of this section that contains the information described in that division, and the person 
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thereafter shall file statements under division (A)(2), (3), (4), or (5) of this section at the times specified in 
division (D)(2) of this section. 
 (2) After the filing of the initial statement under division (D)(1) of this section, each person required to 
file a statement under division (A)(2), (3), (4), or (5) of this section shall file it on or before the last calendar day 
of January, May, and September. The statements described in divisions (A)(2), (3), and (5) of this section shall 
relate to the sources of income the person received in the immediately preceding filing period from each source 
of income in each of the categories listed in division (A)(2) of this section. The statement described in division 
(A)(4) of this section shall include any information required to be reported regarding expenditures and gifts of the 
type described in division (A)(4) of this section occurring since the filing of the immediately preceding statement. 
 If, pursuant to this division, a person files a statement under division (A)(2) of this section, the person is 
required to file statements under division (A)(4) of this section, and subsequent statements under division (A)(2), 
(3), or (5) of this section, at the times specified in this division. In addition, if, subsequent to the filing of the 
statement under division (A)(2) of this section, the person receives any income from a source described in 
division (A)(2)(a), (b), or (c) of this section that was not listed on the statement filed under division (A)(2) of this 
section, the person within ten days shall file a statement under division (A)(2) of this section that contains the 
information described in that division regarding the new income source. 
 If, pursuant to this division, a person files a statement under division (A)(3) of this section, except as 
otherwise provided in this division, the person thereafter is not required to file statements under division (A)(2), 
(4), or (5) of this section, or to file subsequent statements under division (A)(3) of this section. If, subsequent to 
the filing of the statement under division (A)(3) of this section, the person receives any income from a source 
described in division (A)(2)(a), (b), or (c) of this section, the person within ten days shall file a statement under 
division (A)(2) of this section that contains the information described in that division regarding the new income 
source, and the person thereafter shall file statements under division (A)(4) of this section, and subsequent 
statements under division (A)(2) or (3) of this section, at the times specified in this division. 
 (3) No fee shall be required for filing an initial statement under division (D)(1) of this section. The person 
filing a statement under division (D)(2) of this section that is required to be filed on or before the last calendar 
day of January, May, and September shall pay a ten dollar filing fee with each such statement not to exceed thirty 
dollars in any calendar year. The joint legislative ethics committee may charge late fees in the same manner as 
specified in division (G) of section 101.72 of the Revised Code. 
 (E)  Any state elected officer or staff member who filed or was required to file a disclosure statement 
under section 102.02 of the Revised Code and who leaves public service or public employment shall provide a 
forwarding address to the officer's or staff member's last employer, and the employer shall provide the person's 
name and address to the joint legislative ethics committee. The former elected state officer or staff member shall 
provide updated forwarding addresses as necessary to the joint legislative ethics committee during the twenty-
four month period during which division (A)(1) of this section applies. The public agency or appointing authority 
that was the last employer of a person required to file a statement under division (A)(2) of this section shall 
furnish to the person a copy of the form needed to complete the initial statement required under division (D)(1) of 
this section. 
 (F)  During the twenty-four month period immediately following the end of the former state elected 
officer's or staff member's service or public employment, no person required to file a statement under this section 
shall receive from a source described in division (A)(2)(a), (b), or (c) of this section, and no source described in 
division (A)(2)(a), (b), or (c) of this section shall pay to that person, any compensation that is contingent in any 
way upon the introduction, modification, passage, or defeat of any legislation or the outcome of any executive 
agency decision. 
 (G)  As used in this section "state elected officer or staff member" means any elected officer of this state, 
any staff, as defined in section 101.70 of the Revised Code, or any staff, as defined in section 121.60 of the 
Revised Code. 
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Sec. 102.022 
 

 Each person who is an officer or employee of a political subdivision, who receives compensation of less 
than sixteen thousand dollars a year for holding an office or position of employment with that political 
subdivision, and who is required to file a statement under section 102.02 of the Revised Code, and each member 
of the board of trustees of a state institution of higher education as defined in section 3345.011 of the Revised 
Code who is required to file a statement under section 102.02 of the Revised Code, shall include in that 
statement, in place of the information required by divisions (A)(2), (7), (8), and (9) of that section, the following 
information: 
 (A)  Exclusive of reasonable expenses, identification of every source of income over five hundred dollars 
received during the preceding calendar year, in the officer’s or employee’s own name or by any other person for 
the officer’s or employee’s use or benefit, by the person filing the statement, and a brief description of the nature 
of the services for which the income was received.  This division shall not be construed to require the disclosure 
of clients of attorneys or persons licensed under section 4732.12 or 4732.15 of the Revised Code or patients of 
persons certified under section 4731.14 of the Revised Code.  This division shall not be construed to require a 
person filing the statement who derives income from a business or profession to disclose the individual items of 
income that constitute the gross income of the business or profession. 
 (B)  The source of each gift of over five hundred dollars received by the person in the officer’s or 
employee’s own name or by any other person for the officer’s or employee’s use or benefit during the preceding 
calendar year, except gifts received by will or by virtue of section 2105.06 of the Revised Code, received from 
parents, grandparents, children, grandchildren, siblings, nephews, nieces, uncles, aunts, brothers-in-law, sisters-
in-law, sons-in-law, daughters-in-law, fathers-in-law, mothers-in-law, or any person to whom the person filing 
the statement stands in loco parentis, or received by way of distribution from any inter vivos or testamentary trust 
established by a spouse or by an ancestor. 
 

Section 102.03 
 

 (A)(1) No present or former public official or employee shall, during public employment or service or for 
twelve months thereafter, represent a client or act in a representative capacity for any person on any matter in 
which the public official or employee personally participated as a public official or employee through decision, 
approval, disapproval, recommendation, the rendering of advice, investigation, or other substantial exercise of 
administrative discretion. 
 (2)  For twenty-four months after the conclusion of service, no former commissioner or attorney examiner 
of the public utilities commission shall represent a public utility, as defined in section 4905.02 of the Revised 
Code, or act in a representative capacity on behalf of such a utility before any state board, commission, or 
agency. 
 (3)  For twenty-four months after the conclusion of employment or service, no former public official or 
employee who personally participated as a public official or employee through decision, approval, disapproval, 
recommendation, the rendering of advice, the development or adoption of solid waste management plans, 
investigation, inspection, or other substantial exercise of administrative discretion under Chapter 343. or 3734. of 
the Revised Code shall represent a person who is the owner or operator of a facility, as defined in section 3734.01 
of the Revised Code, or who is an applicant for a permit or license for a facility under that chapter, on any matter 
in which the public official or employee personally participated as a public official or employee. 
 (4)  For a period of one year after the conclusion of employment or service as a member or employee of 
the general assembly, no former member or employee of the general assembly shall represent, or act in a 
representative capacity for, any person on any matter before the general assembly, any committee of the general 
assembly, or the controlling board.  Division (A)(4) of this section does not apply to or affect a person who 
separates from service with the general assembly on or before December 31, 1995.  As used in division (A)(4) of 
this section “person” does not include any state agency or political subdivision of the state. 
 (5)  As used in divisions (A)(1), (2), and (3) of this section, “matter” includes any case, proceeding, 
application, determination, issue, or question, but does not include the proposal, consideration, or enactment of 
statutes, rules, ordinances, resolutions, or charter or constitutional amendments.  As used in division (A)(4) of 
this section, “matter” includes the proposal, consideration, or enactment of statutes, resolutions, or constitutional 
amendments.  As used in division (A) of this section, “represent” includes any formal or informal appearance 
before, or any written or oral communication with, any public agency on behalf of any person. 
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 (6)  Nothing contained in division (A) of this section shall prohibit, during such period, a former public 
official or employee from being retained or employed to represent, assist, or act in a representative capacity for 
the public agency by which the public official or employee was employed or on which the public official or 
employee served. 
 (7)  Division (A) of this section shall not be construed to prohibit the performance of ministerial 
functions, including, but not limited to, the filing or amendment of tax returns, applications for permits and 
licenses, incorporation papers, and other similar documents. 
 (B)  No present or former public official or employee shall disclose or use, without appropriate 
authorization, any information acquired by the public official or employee in the course of the public official’s or 
employee’s official duties that is confidential because of statutory provisions, or that has been clearly designated 
to the public official or employee as confidential when that confidential designation is warranted because of the 
status of the proceedings or the circumstances under which the information was received and preserving its 
confidentiality is necessary to the proper conduct of government business. 
 (C)  No public official or employee shall participate within the scope of duties as a public official or 
employee, except through ministerial functions as defined in division (A) of this section, in any license or rate-
making proceeding that directly affects the license or rates of any person, partnership, trust, business trust, 
corporation, or association in which the public official or employee or immediate family owns or controls more 
than five per cent.  No public official or employee shall participate within the scope of duties as a public official 
or employee, except through ministerial functions as defined in division (A) of this section, in any license or rate-
making proceeding that directly affects the license or rates of any person to whom the public official or employee 
or immediate family, or a partnership, trust, business trust, corporation, or association of which the public official 
or employee or the public official’s or employee’s immediate family owns or controls more than five per cent, 
has sold goods or services totaling more than one thousand dollars during the preceding year, unless the public 
official or employee has filed a written statement acknowledging that sale with the clerk or secretary of the public 
agency and the statement is entered in any public record of the agency’s proceedings.  This division shall not be 
construed to require the disclosure of clients of attorneys or persons licensed under section 4732.12 or 4732.15 of 
the Revised Code, or patients of persons certified under section 4731.14 of the Revised Code. 
 (D)  No public official or employee shall use or authorize the use of the authority or influence of office or 
employment to secure anything of value or the promise or offer of anything of value that is of such a character as 
to manifest a substantial and improper influence upon the public official or employee with respect to that 
person’s duties. 
 (E)  No public official or employee shall solicit or accept anything of value that is of such a character as 
to manifest a substantial and improper influence upon the public official or employee with respect to that 
person’s duties. 
 (F)  No person shall promise or give to a public official or employee anything of value that is of such a 
character as to manifest a substantial and improper influence upon the public official or employee with respect to 
that person’s duties. 
 (G)  In the absence of bribery or another offense under the Revised Code or a purpose to defraud, 
contributions made to a campaign committee, political party, legislative campaign fund, political action 
committee, or political contributing entity on behalf of an elected public officer or other public official or 
employee who seeks elective office shall be considered to accrue ordinarily to the public official or employee for 
the purposes of divisions (D), (E), and (F) of this section.  
 As used in this division, “contributions,” “campaign committee,” “political party,” “legislative campaign 
fund,” “political action committee,” and “political contributing entity” have the same meanings as in section 
3517.01 of the Revised Code. 
 (H)(1) No public official or employee, except for the president or other chief administrative officer of or a 
member of a board of trustees of a state institution of higher education as defined in section 3345.011 of the 
Revised Code, who is required to file a financial disclosure statement under section 102.02 of the Revised Code 
shall solicit or accept, and no person shall give to that public official or employee, an honorarium.  Except as 
provided in division (H)(2) of this section, this division and divisions (D), (E), and (F) of this section do not 
prohibit a public official or employee who is required to file a financial disclosure statement under section 102.02 
of the Revised Code from accepting and do not prohibit a person from giving to that public official or employee 
the payment of actual travel expenses, including any expenses incurred in connection with the travel for lodging, 
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and meals, food, and beverages provided to the public official or employee at a meeting at which the public 
official or employee participates in a panel, seminar, or speaking engagement or provided to the public official or 
employee at a meeting or convention of a national organization to which any state agency, including, but not 
limited to, any state legislative agency or state institution of higher education as defined in section 3345.011 of 
the Revised Code, pays membership dues.  Except as provided in division (H)(2) of this section, this division and 
divisions (D), (E), and (F) of this section do not prohibit a public official or employee who is not required to file 
a financial disclosure statement under section 102.02 of the Revised Code from accepting and do not prohibit a 
person from promising or giving to that public official or employee an honorarium or the payment of travel, meal, 
and lodging expenses if the honorarium, expenses, or both were paid in recognition of demonstrable business, 
professional, or esthetic interests of the public official or employee that exist apart from public office or 
employment, including, but not limited to, such a demonstrable interest in public speaking and were not paid by 
any person or other entity, or by any representative or association of those persons or entities, that is regulated by, 
doing business with, or seeking to do business with the department, division, institution, board, commission, 
authority, bureau, or other instrumentality of the governmental entity with which the public official or employee 
serves. 
 (2) No person who is a member of the board of a state retirement system, a state retirement system 
investment officer, or an employee of a state retirement system whose position involves substantial and material 
exercise of discretion in the investment of retirement system funds shall solicit or accept, and no person shall give 
to that board member, officer, or employee, payment of actual travel expenses, including expenses incurred with 
the travel for lodging, meals, food, and beverages. 
 (I)  A public official or employee may accept travel, meals, and lodging or expenses or reimbursement of 
expenses for travel, meals, and lodging in connection with conferences, seminars, and similar events related to 
official duties if the travel, meals, and lodging, expenses, or reimbursement is not of such a character as to 
manifest a substantial and improper influence upon the public official or employee with respect to that person’s 
duties.  The house of representatives and senate, in their code of ethics, and the Ohio ethics commission, under 
section 111.15 of the Revised Code, may adopt rules setting standards and conditions for the furnishing and 
acceptance of such travel, meals, and lodging, expenses, or reimbursement. 
 A person who acts in compliance with this division and any applicable rules adopted under it, or any 
applicable, similar rules adopted by the supreme court governing judicial officers and employees, does not violate 
division (D), (E), or (F) of this section.  This division does not preclude any person from seeking an advisory 
opinion from the appropriate ethics commission under section 102.08 of the Revised Code. 
 (J)  For purposes of divisions (D), (E), and (F) of this section, the membership of a public official or 
employee in an organization shall not be considered, in and of itself, to be of such a character as to manifest a 
substantial and improper influence on the public official or employee with respect to that person’s duties.  As 
used in this division, “organization” means a church or a religious, benevolent, fraternal, or professional 
organization that is tax exempt under subsection 501(a) and described in subsection 501(c) (3), (4), (8), (10), or 
(19) of the “Internal Revenue Code of 1986.”  This division does not apply to a public official or employee who 
is an employee of an organization, serves as a trustee, director, or officer of an organization, or otherwise holds a 
fiduciary relationship with an organization.  This division does not allow a public official or employee who is a 
member of an organization to participate, formally or informally, in deliberations, discussions, or voting on a 
matter or to use his official position with regard to the interests of the organization on the matter if the public 
official or employee has assumed a particular responsibility in the organization with respect to the matter or if the 
matter would affect that person’s personal, pecuniary interests. 
 (K)  It is not a violation of this section for a prosecuting attorney to appoint assistants and employees in 
accordance with division (B) of section 309.06 and section 2921.421 of the Revised Code, for a chief legal 
officer of a municipal corporation or an official designated as prosecutor in a municipal corporation to appoint 
assistants and employees in accordance with sections 733.621 and 2921.421 of the Revised Code, for a township 
law director appointed under section 504.15 of the Revised Code to appoint assistants and employees in 
accordance with sections 504.151 and 2921.421 of the Revised Code, or for a coroner to appoint assistants and 
employees in accordance with division (B) of section 313.05 of the Revised Code. 
 As used in this division, “chief legal officer” has the same meaning as in section 733.621 of the Revised 
Code. 
 

Sec. 102.031 
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 (A)  As used in this section: 
 (1) “Business associate” means a person with whom a member of the general assembly is conducting or 
undertaking a financial transaction. 
 (2) “Contribution” has the same meaning as in section 3517.01 of the Revised Code. 
 (3)  “Employee” does not include a member of the general assembly whose non-legislative position of 
employment does not involve the performance of or the authority to perform administrative or supervisory 
functions; or whose non-legislative position of employment, if the member is a public employee, does not involve 
a substantial and material exercise of administrative discretion in the formulation of public policy, expenditure of 
public funds, enforcement of laws and rules of the state or a county or city, or execution of other public trusts. 
 (B)  No member of the general assembly shall vote on any legislation that the member knows is then 
being actively advocated if the member is one of the following with respect to a legislative agent or employer that 
is then actively advocating on that legislation: 
 (1)  An employee; 
 (2)  A business associate; 
 (3)  A person, other than an employee, who is hired under contract to perform certain services, and that 
position involves a substantial and material exercise of administrative discretion in the formulation of public 
policy. 
 (C)  No member of the general assembly shall knowingly accept any of the following from a legislative 
agent or a person required to file a statement described in division (A)(2) of section 102.021 of the Revised Code: 
 (1)  The payment of any expenses for travel or lodging except as otherwise authorized by division (H) of 
section 102.03 of the Revised Code; 
 (2)  More than seventy-five dollars aggregated per calendar year as payment for meals and other food and 
beverages, other than for those meals and other food and beverages provided to the member at a meeting at which 
the member participates in a panel, seminar, or speaking engagement, at a meeting or convention of a national 
organization to which any state agency, including, but not limited to, any legislative agency or state institution of 
higher education as defined in section 3345.011 of the Revised Code, pays membership dues, or at a dinner, 
party, or function to which all members of the general assembly or all members of either house of the general 
assembly are invited; 
 (3)  A gift of any amount in the form of cash or the equivalent of cash, or a gift of any other thing of 
value whose value exceeds seventy-five dollars.  As used in division (C)(3) of this section, “gift” does not 
include any contribution or any gifts of meals and other food and beverages or the payment of expenses incurred 
for travel to destinations either inside or outside this state that is received by a member of the general assembly 
and that is incurred in connection with the member’s official duties. 
 (D)  It is not a violation of division (C)(2) of this section if, within sixty days after receiving notice from a 
legislative agent that the legislative agent has provided a member of the general assembly with more than 
seventy-five dollars aggregated in a calendar year as payment for meals and other food and beverages, the 
member of the general assembly returns to that legislative agent the amount received that exceeds seventy-five 
dollars. 
 (E)  The joint legislative ethics committee may impose a fine of not more than one thousand dollars upon 
a member of the general assembly who violates division (B) of this section. 
 

Section 102.04 
 

 (A)  Except as provided in division (D) of this section, no person elected or appointed to an office of or 
employed by the general assembly or any department, division, institution, instrumentality, board, commission, or 
bureau of the state, excluding the courts, shall receive or agree to receive directly or indirectly compensation 
other than from the agency with which he serves for any service rendered or to be rendered by him personally in 
any case, proceeding, application, or other matter that is before the general assembly or any department, division, 
institution, instrumentality, board, commission, or bureau of the state, excluding the courts. 
 (B)  Except as provided in division (D) of this section, no person elected or appointed to an office of or 
employed by the general assembly or any department, division, institution, instrumentality, board, commission, or 
bureau of the state, excluding the courts, shall sell or agree to sell, except through competitive bidding, any goods 
or services to the general assembly or any department, division, institution, instrumentality, board, commission, 
or bureau of the state, excluding the courts. 
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 (C)  Except as provided in division (D) of this section, no person who is elected or appointed to an office 
of or employed by a county, township, municipal corporation, or any other governmental entity, excluding the 
courts, shall receive or agree to receive directly or indirectly compensation other than from the agency with 
which he serves for any service rendered or to be rendered by him personally in any case, proceeding, 
application, or other matter which is before any agency, department, board, bureau, commission, or other 
instrumentality, excluding the courts, of the entity of which he is an officer or employee. 
 (D)  A public official who is appointed to a non-elective office or a public employee shall be exempted 
from division (A), (B), or (C) of this section if both of the following apply: 
 (1)  The agency to which the official or employee wants to sell the goods or services, or before which the 
matter that involves the rendering of his services is pending, is an agency other than the one with which he 
serves; 
 (2)  Prior to rendering the personal services or selling or agreeing to sell the goods or services, he files a 
statement with the appropriate ethics commission, with the public agency with which he serves, and with the 
public agency before which the matter is pending or that is purchasing or has agreed to purchase goods or 
services. 
 The required statement shall contain the official’s or employee’s name and home address, the name and 
mailing address of the public agencies with which he serves and before which the matter is pending or that is 
purchasing or has agreed to purchase goods or services, and a brief description of the pending matter and of the 
personal services to be rendered or a brief description of the goods or services to be purchased.  The statement 
shall also contain the public official’s or employee’s declaration that he disqualifies himself for a period of two 
years from any participation as such public official or employee in any matter involving any public official or 
employee of the agency before which the present matter is pending or to which goods or services are to be sold.  
The two-year period shall run from the date of the most recently filed statement regarding the agency before 
which the matter was pending or to which the goods or services were to be sold.  No person shall be required to 
file statements under this division with the same public agency regarding a particular matter more than once in a 
calendar year. 
 (E)  No public official or employee who files a statement or is required to file a statement under division 
(D) of this section shall knowingly fail to disqualify himself from any participation as a public official or 
employee of the agency with which he serves in any matter involving any official or employee of an agency 
before which a matter for which he rendered personal services was pending or of a public agency that purchased 
or agreed to purchase goods or services. 
 (F)  This section shall not be construed to prohibit the performance of ministerial functions including, but 
not limited to, the filing, or amendment of tax returns, applications for permits and licenses, incorporation papers, 
and other documents. 
 

Section 102.05 
 

 There is hereby created the Ohio ethics commission consisting of six members, three of whom shall be 
members of each of the two major political parties, to be appointed by the governor with the advice and consent 
of the senate.  Within thirty days of the effective date of this section, the governor shall make initial appointments 
to the commission.  Of the initial appointments made to the commission, one shall be for a term ending one year 
after the effective date of this section, and the other appointments shall be for terms ending two, three, four, five, 
and six years, respectively, after the effective date of this section.  Thereafter, terms of office shall be for six 
years, each term ending on the same day of the same month of the year as did the term that it succeeds.  Each 
member shall hold office from the date of his appointment until the end of the term for which he was appointed.  
Any member appointed to fill a vacancy occurring prior to the expiration of the term for which his predecessor 
was appointed shall hold office for the remainder of that term. 
 No person shall be appointed to the commission or shall continue to serve as a member of the commission 
if the person is subject to section 102.02 of the Revised Code other than by reason of his appointment to the 
commission or if the person is a legislative agent registered under sections 101.70 to 101.79 of the Revised Code 
or an executive agency lobbyist registered under sections 121.60 to 121.69 of the Revised Code.  Each member 
shall be paid seventy-five dollars for each meeting held in the discharge of his official duties, except that no 
member shall be paid more than eighteen hundred dollars in any fiscal year. Each member shall be reimbursed for 
expenses actually and necessarily incurred in the performance of his official duties. 
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 The commission shall meet within two weeks after all members have been appointed, at a time and place 
determined by the governor.  At its first meeting, the commission shall elect a chairman and other officers that are 
necessary and shall adopt rules for its procedures.  After the first meeting, the commission shall meet at the call of 
the chairman or upon the written request of a majority of the members.  A majority of the members of the 
commission constitutes a quorum.  The commission shall not take any action without the concurrence of a 
majority of the members of the commission. 
 The commission may appoint and fix the compensation of an executive director and other technical, 
professional, and clerical employees that are necessary to carry out the duties of the commission. 
 The commission may appoint hearing examiners to conduct hearings pursuant to section 102.06 of the 
Revised Code.  The hearing examiners have the same powers and authority in conducting the hearings as is 
granted to the commission.  Within thirty days after the hearing, the hearing examiner shall submit to the 
commission a written report of his findings of fact and conclusions of law and a recommendation of the action to 
be taken by the commission.  The recommendation of the hearing examiner may be approved, modified, or 
disapproved by the commission, and no recommendation shall become the findings of the commission until so 
ordered by the commission.  The findings of the commission shall have the same effect as if the hearing had been 
conducted by the commission.  Hearing examiners appointed pursuant to this section shall possess the 
qualifications the commission requires.  Nothing contained in this section shall preclude the commission from 
appointing a member of the commission to serve as a hearing examiner. 
 

Section 102.06 
 

 (A)  The appropriate ethics commission shall receive and may initiate complaints against persons subject 
to this chapter concerning conduct alleged to be in violation of this chapter or section 2921.42 or 2921.43 of the 
Revised Code.  All complaints except those by the commission shall be by affidavit made on personal 
knowledge, subject to the penalties of perjury.  Complaints by the commission shall be by affidavit, based upon 
reasonable cause to believe that a violation has occurred. 
 (B)  The appropriate ethics commission shall investigate complaints, may investigate charges presented to 
it, and may request further information, including the specific amount of income from a source, from any person 
filing with the commission a statement required by section 102.02 or 102.021 of the Revised Code, if the 
information sought is directly relevant to a complaint or charges received by the commission pursuant to this 
section.  This information is confidential, except that the commission, in its discretion, may share information 
gathered in the course of any investigation with, or disclose the information to, the inspector general, any 
appropriate prosecuting authority, any law enforcement agency, or any other appropriate ethics commission.  If 
the accused person is a member of the public employees retirement board, state teachers retirement board, school 
employees retirement board, board of trustees of the Ohio police and fire pension fund, or state highway patrol 
retirement board, or is a voting member of the workers’ compensation oversight commission the appropriate 
ethics commission, in its discretion, also may share information gathered in the course of an investigation with, or 
disclose the information to, the attorney general and the auditor of state.  The person so requested shall furnish 
the information to the commission, unless within fifteen days from the date of the request the person files an 
action for declaratory judgment challenging the legitimacy of the request in the court of common pleas of the 
county of the person’s residence, the person’s place of employment, or Franklin county.  The requested 
information need not be furnished to the commission during the pendency of the judicial proceedings.  
Proceedings of the commission in connection with the declaratory judgment action shall be kept confidential 
except as otherwise provided by this section.  Before the commission proceeds to take any formal action against a 
person who is the subject of an investigation based on charges presented to the commission, a complaint shall be 
filed against the person.  If the commission finds that a complaint is not frivolous, and there is reasonable cause 
to believe that the facts alleged in a complaint constitute a violation of section 102.02, 102.021, 102.03, 102.04, 
102.07, 2921.42, or 2921.43 of the Revised Code, it shall hold a hearing.  If the commission does not so find, it 
shall dismiss the complaint and notify the accused person in writing of the dismissal of the complaint.  The 
commission shall not make a report of its finding unless the accused person requests a report.  Upon the request 
of the accused person, the commission shall make a public report of its finding.  The person against whom the 
complaint is directed shall be given reasonable notice by certified mail of the date, time, and place of the hearing 
and a statement of the charges and the law directly involved, and shall be given the opportunity to be represented 
by counsel, to have counsel appointed for the person if the person is unable to afford counsel without undue 
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hardship, to examine the evidence against the person, to produce evidence and to call and subpoena witnesses in 
the person’s defense, to confront the person’s accusers, and to cross-examine witnesses.  The commission shall 
have a stenographic record made of the hearing.  The hearing shall be closed to the public. 
 (C)(1)(a) If, upon the basis of the hearing, the appropriate ethics commission finds by a preponderance of 
the evidence that the facts alleged in the complaint are true and constitute a violation of section 102.02, 102.021, 
102.03, 102.04, 102.07, 2921.42, or 2921.43 of the Revised Code, it shall report its findings to the appropriate 
prosecuting authority for proceedings in prosecution of the violation and to the appointing or employing authority 
of the accused.  If the accused person is a member of the public employees’ retirement board, state teachers’ 
retirement board, school employees’ retirement board, board of trustees of the Ohio police and fire pension fund, 
or state highway patrol retirement board, the commission shall also report its findings to the Ohio retirement 
study council. 
 (b)  If the Ohio ethics commission reports its findings to the appropriate prosecuting authority under 
division (C)(1)(a) of this section and the prosecuting authority has not initiated any official action on those 
findings within ninety days after receiving the commission’s report of them, the commission may publicly 
comment that no official action has been taken on its findings, except that the commission shall make no 
comment in violation of the Rules of Criminal Procedure or about any indictment that has been sealed pursuant to 
any law or those rules.  The commission shall make no comment regarding the merits of its findings.  As used in 
division (C)(1)(b) of this section, “official action” means prosecution, closure after investigation, or grand jury 
action resulting in a true bill of indictment or no true bill of indictment. 
 (2)  If the appropriate ethics commission does not find by a preponderance of the evidence that the facts 
alleged in the complaint are true and constitute a violation of section 102.02, 102.021, 102.03, 102.04, 102.07, 
2921.42, or 2921.43 of the Revised Code or if the commission has not scheduled a hearing within ninety days 
after the complaint is filed or has not finally disposed of the complaint within six months after it has been heard, 
it shall dismiss the complaint and notify the accused person in writing of the dismissal of the complaint.  The 
commission shall not make a report of its finding unless the accused person requests a report.  Upon the request 
of the accused person, the commission shall make a public report of the finding, but in this case all evidence and 
the record of the hearing shall remain confidential unless the accused person also requests that the evidence and 
record be made public.  Upon request by the accused person, the commission shall make the evidence and the 
record available for public inspection. 
 (D)  The appropriate ethics commission, or a member of the commission, may administer oaths, and the 
commission may issue subpoenas to any person in the state compelling the attendance of witnesses and the 
production of relevant papers, books, accounts, and records.  The commission shall issue subpoenas to compel 
the attendance of witnesses and the production of documents upon the request of an accused person.  Section 
101.42 of the Revised Code shall govern the issuance of these subpoenas insofar as applicable.  Upon the refusal 
of any person to obey a subpoena or to be sworn or to answer as a witness, the commission may apply to the 
court of common pleas of Franklin county under section 2705.03 of the Revised Code.  The court shall hold 
proceedings in accordance with Chapter 2705. of the Revised Code.  The commission or the accused person may 
take the depositions of witnesses residing within or without the state in the same manner as prescribed by law for 
the taking of depositions in civil actions in the court of common pleas. 
 (E)  At least once each year, the Ohio ethics commission shall report on its activities of the immediately 
preceding year to the majority and minority leaders of the senate and house of representatives of the general 
assembly.  The report shall indicate the total number of complaints received, initiated, and investigated by the 
commission, the total number of complaints for which formal hearings were held, and the total number of 
complaints for which formal prosecution was recommended or requested by the commission.  The report also 
shall indicate the nature of the inappropriate conduct alleged in each complaint and the governmental entity with 
which any employee or official that is the subject of a complaint was employed at the time of the alleged 
inappropriate conduct. 
 (F)  All papers, records, affidavits, and documents upon any complaint, inquiry, or investigation relating 
to the proceedings of the appropriate ethics commission shall be sealed and are private and confidential, except as 
otherwise provided in this section and section 102.07 of the Revised Code. 
 (G)(1) When a complaint or charge is before it, the Ohio ethics commission or the appropriate 
prosecuting authority, in consultation with the person filing the complaint or charge, the accused, and any other 
person the commission or prosecuting authority considers necessary, may compromise or settle the complaint or 
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charge with the agreement of the accused.  The compromise or settlement may include mediation, restitution, 
rescission of affected contracts, forfeiture of any benefits resulting from a violation or potential violation of law, 
resignation of a public official or employee, or any other relief that is agreed upon between the commission or 
prosecuting authority and the accused. 
 (2)  Any settlement agreement entered into under division (G)(1) of this section shall be in writing and be 
accompanied by a statement of the findings of the commission or prosecuting authority and the reasons for 
entering into the agreement.  The commission or prosecuting authority shall retain the agreement and statement in 
the commission’s or prosecuting authority’s office and, in the commission’s or prosecuting authority’s discretion, 
may make the agreement, the statement, and any supporting information public, unless the agreement provides 
otherwise. 
 (3)  If a settlement agreement is breached by the accused, the commission or prosecuting authority, in the 
commission’s or prosecuting authority’s discretion, may rescind the agreement and reinstitute any investigation, 
hearing, or prosecution of the accused.  No information obtained from the accused in reaching the settlement that 
is not otherwise discoverable from the accused shall be used in any proceeding before the commission or by the 
appropriate prosecuting authority in prosecuting the violation.  Notwithstanding any other section of the Revised 
Code, if a settlement agreement is breached, any statute of limitations for a violation of this chapter or section 
2921.42 or 2921.43 of the Revised Code is tolled from the date the complaint or charge is filed until the date the 
settlement agreement is breached. 
 

Section 102.07 
 

 No member, employee, or agent of the Ohio ethics commission, board of commissioners on grievances 
and discipline of the supreme court, or joint legislative ethics committee shall divulge any information or any 
books, papers, or documents presented to the commission, joint legislative ethics committee, or board of 
commissioners on grievances and discipline without the consent, in writing, of the appropriate ethics commission, 
unless such books, papers, or documents were presented at a public hearing, except as provided in section 102.06 
of the Revised Code. 
 No person shall divulge information that appears on a disclosure statement and is required to be kept 
confidential under division (B) of section 102.02 of the Revised Code. 
 

Section 102.08* 
 

* See also following version of this section and explanation after that version. 
 

 (A)(1) Subject to division (A)(2) of this section, the board of commissioners on grievances and discipline 
of the supreme court and the house and senate legislative ethics committees may recommend legislation relating 
to ethics, conflicts of interest, and financial disclosure and shall render advisory opinions with regard to questions 
concerning these matters for persons for whom it is the appropriate ethics commission.  When the appropriate 
ethics commission renders an advisory opinion relating to a special set of circumstances involving ethics, conflict 
of interest, or financial disclosure under Chapter 102. or section 2921.42 or 2921.43 of the Revised Code, the 
person to whom the opinion was directed or who was similarly situated may reasonably rely upon the opinion 
and shall be immune from criminal prosecutions, civil suits, or actions for removal from his office or position of 
employment for a violation of Chapter 102. or section 2921.42 or 2921.43 of the Revised Code based on facts 
and circumstances covered by the opinion, if the opinion states there is no violation of Chapter 102. or section 
2921.42 or 2921.43 of the Revised Code.  Except as otherwise provided in division (A)(2) of this section, the 
appropriate ethics commission shall include in every advisory opinion it renders a statement as to whether the set 
of circumstances described in the opinion constitutes a violation of section 2921.42 or 2921.43 of the Revised 
Code.  The appropriate ethics commission shall provide a continuing program of education and information 
concerning the provisions of Chapter 102. and sections 2921.42 and 2921.43 of the Revised Code and other 
provisions of law pertaining to ethics, conflicts of interest, and financial disclosure.  As used in division (A) of 
this section, “appropriate ethics commission” does not include the Ohio ethics commission. 
 (2)  The board of commissioners on grievances and discipline of the supreme court shall issue advisory 
opinions only in a manner consistent with Rule V of the Supreme Court Rules for the Government of the Bar of 
Ohio. 
 (B)  The Ohio ethics commission may recommend legislation relating to ethics, conflicts of interest, and 
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financial disclosure and may render advice with regard to questions concerning these matters for persons for 
whom it is the appropriate ethics commission.  When the Ohio ethics commission renders a written formal or staff 
advisory opinion relating to a special set of circumstances involving ethics, conflict of interest, or financial 
disclosure under Chapter 102. or section 2921.42 or 2921.43 of the Revised Code, the person to whom the 
opinion was directed or who was similarly situated may reasonably rely upon the opinion and shall be immune 
from criminal prosecutions, civil suits, or actions for removal from his office or position of employment for a 
violation of Chapter 102. or section 2921.42 or 2921.43 of the Revised Code based on facts and circumstances 
covered by the opinion, if the opinion states there is no violation of Chapter 102. or section 2921.42 or 2921.43 
of the Revised Code.  The commission shall provide a continuing program of education and information 
concerning the provisions of Chapter 102. and sections 2921.42 and 2921.43 of the Revised Code and other 
provisions of law pertaining to ethics, conflicts of interest, and financial disclosure.  [Am. Sub. H.B. 285, 
effective 03-02-94.] 
 

Section 102.08* 
 

* See also preceding version of this section and explanation below. 
 
 (A)  The Ohio ethics commission, the board of commissioners on grievances and discipline of the 
supreme court, and the joint legislative ethics committee may recommend legislation relating to ethics, conflicts 
of interest, and financial disclosure, and render advisory opinions with regard to questions concerning these 
matters for persons for whom it is the appropriate ethics commission. 
 (B)  When the Ohio ethics commission or the board of commissioners on grievances and discipline of the 
supreme court renders an advisory opinion relating to a special set of circumstances involving ethics, conflict of 
interest, or financial disclosure under Chapter 102., section 2921.42, or section 2921.43 of the Revised Code, the 
person to whom the opinion was directed or who was similarly situated may reasonably rely upon such opinion 
and shall be immune from criminal prosecutions, civil suits, or actions for removal from his office or position of 
employment for a violation of Chapter 102., section 2921.42, or section 2921.43 of the Revised Code based on 
facts and circumstances covered by the opinion, if the opinion states there is no violation of Chapter 102., section 
2921.42, or section 2921.43 of the Revised Code. 
 (C)  When the joint legislative ethics committee renders an advisory opinion that has been publicly 
sought and that relates to a special set of circumstances involving ethics, conflicts of interest, or financial 
disclosure under Chapter 102. or section 2921.42 or 2921.43 of the Revised Code, the person to whom the 
opinion was directed or who was similarly situated may reasonable rely upon such opinion and shall be immune 
from criminal prosecutions, civil suits, or actions for removal from his office or position of employment for a 
violation of Chapter 102. or section 2921.42 or 2921.43 of the Revised Code based on the facts and 
circumstances covered by the opinion, if the opinion states that there is no violation of Chapter 102. or section 
2921.42 or 2921.43 of the Revised Code.  When the joint legislative ethics committee renders an advisory 
opinion that has been publicly sought, the advisory opinion is a public record available under section 149.43 of 
the Revised Code. 
 (D)  When the joint legislative ethics committee renders a written opinion that has been privately sought 
and that relates to a special set of circumstances involving ethics, conflicts of interest, or financial disclosure 
under Chapter 102. or section 2921.42 or 2921.43 of the Revised Code, the written opinion does not have the 
legal effect of an advisory opinion issued under division (C) of this section.  When the joint legislative ethics 
committee renders a written opinion that has been privately sought, the written opinion is not a public record 
available under section 149.43 of the Revised Code.  The proceedings of the legislative ethics committee relating 
to a written opinion that has been privately sought shall be closed to the public and records relating to these 
proceedings are not public records available under section 149.43 of the Revised Code. 
 The person to whom a written opinion is issued under this division may request the committee to issue the 
written opinion as an advisory opinion.  Upon receiving such a request and with the approval of a majority of the 
members of the committee, the committee may issue the written opinion as an advisory opinion.  If the committee 
issues the written opinion as an advisory opinion, the advisory opinion has the same legal effect as an advisory 
opinion issued under division (C) of this section and is a public record available under section 149.43 of the 
Revised Code. 
 (E)  The joint legislative ethics committee shall issue an advisory opinion under division (C) of this 
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section or a written opinion under division (D) of this section, whether it is publicly or privately sought, only at a 
meeting of the committee and only with the approval of a majority of the members of the committee. 
 (F)  The appropriate ethics commission shall provide a continuing program of education and information 
concerning the provisions of Chapter 102.  and sections 2921.42 and 2921.43 of the Revised Code and other 
provisions of law pertaining to ethics, conflicts of interest, and financial disclosure.  [Am. Sub. H.B. 492, 
effective 05-12-94.] 
 
*  R.C. 102.08 was amended by Am. Sub. H.B. 285 (eff. 03-02-94) and Am. Sub. H.B. 492 (eff. 05-12-94).  
Harmonization pursuant to R.C. 1.52 is in question.  Both versions are presented here. 
 

Section 102.09 
 

 (A)  The secretary of state and the county board of elections shall furnish, to each candidate for elective 
office who is required to file a financial disclosure statement by section 102.02 of the Revised Code, a financial 
disclosure form, and shall notify the appropriate ethics commission, within fifteen days of the name of the 
candidate, and of the subsequent withdrawal, disqualification, or death of the candidate.  The candidate shall 
acknowledge receipt of the financial disclosure form in writing. 
 (B)  The secretary of state and the county board of elections shall furnish to each person who is appointed 
to fill a vacancy for an unexpired term in an elective office, and who is required to file a financial disclosure 
statement by section 102.02 of the Revised Code, a financial disclosure form, and shall notify the appropriate 
ethics commission within fifteen days of being notified by the appointing authority, of the name and position of 
the public official and the date of appointment.  The person shall acknowledge receipt of the financial disclosure 
form in writing. 
 (C)  The public agency or appointing authority that employs, appoints, or promotes any public official or 
employee who, as a result of such employment, appointment, or promotion, is required to file a financial 
disclosure statement by section 102.02 of the Revised Code, shall, within fifteen days of the employment, 
appointment, or promotion, furnish the public official or employee with a financial disclosure form, and shall 
notify the appropriate ethics commission of the name and position of the public official or employee and the date 
of employment, appointment, or promotion.  The public official or employee shall acknowledge receipt of the 
financial disclosure form in writing. 
 (D)  Within fifteen days after any public official or employee begins the performance of official duties, 
the public agency with which the official or employee serves or the appointing authority shall furnish the official 
or employee a copy of Chapter 102. and section 2921.42 of the Revised Code, and may furnish such other 
materials as the appropriate ethics commission prepares for distribution.  The official or employee shall 
acknowledge their receipt in writing.  The requirements of this division do not apply at the time of reappointment 
or reelection. 
Section 102.99 
 

 (A)  Whoever violates division (C) of section 102.02 or division (C) of section 102.031 of the Revised 
Code is guilty of a misdemeanor of the fourth degree. 
 (B)  Whoever violates division (D) of section 102.02 or section 102.021, 102.03, 102.04, or 102.07 of the 
Revised Code is guilty of a misdemeanor of the first degree. 
 

CHAPTER 2921. 
 

Section 2921.01 As used in sections 2921.01 to 2921.45 of the Revised Code: 
 

 (A) “Public official” means any elected or appointed officer, or employee, or agent of the state or any 
political subdivision, whether in a temporary or permanent capacity, and includes, but is not limited to, 
legislators, judges, and law enforcement officers. 
 (B) “Public servant” means any of the following: 
 (1)  Any public official; 
 (2)  Any person performing ad hoc a governmental function, including, but not limited to, a juror, 
member of a temporary commission, master, arbitrator, advisor, or consultant; 
 (3)  A person who is a candidate for public office, whether or not the person is elected or appointed to the 
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office for which the person is a candidate.  A person is a candidate for purposes of this division if the person has 
been nominated according to law for election or appointment to public office, or if the person has filed a petition 
or petitions as required by law to have the person’s name placed on the ballot in a primary, general, or special 
election, or if the person campaigns as a write-in candidate in any primary, general, or special election. 
 (C) “Party official” means any person who holds an elective or appointive post in a political party in the 
United States or this state, by virtue of which the person directs, conducts, or participates in directing or 
conducting party affairs at any level of responsibility. 
 (D) “Official proceeding” means any proceeding before a legislative, judicial, administrative, or other 
governmental agency or official authorized to take evidence under oath and includes any proceeding before a 
referee, hearing examiner, commissioner, notary, or other person taking testimony or a deposition in connection 
with an official proceeding.  
 (E)  “Detention” means arrest; confinement in any vehicle subsequent to an arrest; confinement in any 
public or private facility for custody of persons charged with or convicted of crime in this state or another state or 
under the laws of the United States or alleged or found to be a delinquent child or unruly child in this state or 
another state or under the laws of the United States; hospitalization, institutionalization, or confinement in any 
public or private facility that is ordered pursuant to or under the authority of section 2945.37, 2945.371, 2945.38, 
2945.39, 2945.40, 2945.401, or 2945.402 of the Revised Code; confinement in any vehicle for transportation to 
or from any facility of any of those natures; detention for extradition or deportation; except as provided in this 
division, supervision by any employee of any facility of any of those natures that is incidental to hospitalization, 
institutionalization, or confinement in the facility but that occurs outside the facility; supervision by an employee 
of the department of rehabilitation and correction of a person on any type of release from a state correctional 
institution; or confinement in any vehicle, airplane, or place while being returned from outside of this state by a 
private person or entity, pursuant to a contract entered into under division (E) of section 311.29 of the Revised 
Code or division (B) of section 5149.03 of the Revised Code.  For a person confined in a county jail who 
participates in a county jail industry program pursuant to section 5147.30 of the Revised Code, “detention” 
includes time spent at an assigned work site and going to and from the work site. 
 (F) “Detention facility” means any public or private place used for the confinement of a person charged 
with or convicted of any crime in this state or another state or under the laws of the United States or alleged or 
found to be a delinquent child or unruly child in this state or another state or under the laws of the United States. 
 (G) “Valuable thing or valuable benefit” includes, but is not limited to, a contribution.  This inclusion 
does not indicate or imply that a contribution was not included in those terms before September 17, 1986. 
 (H) “Campaign committee,” “contribution,” “political action committee,” “legislative campaign fund,” 
“political party,” and “political contributing entity” have the same meanings as in section 3517.01 of the Revised 
Code. 
 (I) “Provider agreement” and “medical assistance program” have the same meanings as in section 
2913.40 of the Revised Code. 
 

Sec. 2921.42.  
 

(A) No public official shall knowingly do any of the following: 
(1) Authorize, or employ the authority or influence of the public official’s office to secure authorization 

of any public contract in which the public official, a member of the public official’s family, or any of the public 
official’s business associates has an interest; 

(2) Authorize, or employ the authority or influence of the public official’s office to secure the investment 
of public funds in any share, bond, mortgage, or other security, with respect to which the public official, a 
member of the public official’s family, or any of the public official’s business associates either has an interest, is 
an underwriter, or receives any brokerage, origination, or servicing fees; 

(3) During the public official’s term of office or within one year thereafter, occupy any position of profit 
in the prosecution of a public contract authorized by the public official or by a legislative body, commission, or 
board of which the public official was a member at the time of authorization, unless the contract was let by 
competitive bidding to the lowest and best bidder; 

(4) Have an interest in the profits or benefits of a public contract entered into by or for the use of the 
political subdivision or governmental agency or instrumentality with which the public official is connected; 

(5) Have an interest in the profits or benefits of a public contract that is not let by competitive bidding if 
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required by law and that involves more than one hundred fifty dollars. 
(B) In the absence of bribery or a purpose to defraud, a public official, member of a public official’s 

family, or any of a public official’s business associates shall not be considered as having an interest in a public 
contract or the investment of public funds, if all of the following apply: 

(1) The interest of that person is limited to owning or controlling shares of the corporation, or being a 
creditor of the corporation or other organization, that is the contractor on the public contract involved, or that is 
the issuer of the security in which public funds are invested; 

(2) The shares owned or controlled by that person do not exceed five per cent of the outstanding shares of 
the corporation, and the amount due that person as creditor does not exceed five per cent of the total indebtedness 
of the corporation or other organization; 

(3) That person, prior to the time the public contract is entered into, files with the political subdivision or 
governmental agency or instrumentality involved, an affidavit giving that person’s exact status in connection with 
the corporation or other organization. 

(C) This section does not apply to a public contract in which a public official, member of a public 
official’s family, or one of a public official’s business associates has an interest, when all of the following apply: 

(1) The subject of the public contract is necessary supplies or services for the political subdivision or 
governmental agency or instrumentality involved; 

(2) The supplies or services are unobtainable elsewhere for the same or lower cost, or are being furnished 
to the political subdivision or governmental agency or instrumentality as part of a continuing course of dealing 
established prior to the public official’s becoming associated with the political subdivision or governmental 
agency or instrumentality involved; 

(3) The treatment accorded the political subdivision or governmental agency or instrumentality is either 
preferential to or the same as that accorded other customers or clients in similar transactions; 

(4) The entire transaction is conducted at arm’s length, with full knowledge by the political subdivision or 
governmental agency or instrumentality involved, of the interest of the public official, member of the public 
official’s family, or business associate, and the public official takes no part in the deliberations or decision of the 
political subdivision or governmental agency or instrumentality with respect to the public contract. 

(D) Division (A)(4) of this section does not prohibit participation by a public employee in any housing 
program funded by public moneys if the public employee otherwise qualifies for the program and does not use 
the authority or influence of the public employee’s office or employment to secure benefits from the program and 
if the moneys are to be used on the primary residence of the public employee. Such participation does not 
constitute an unlawful interest in a public contract in violation of this section. 

(E) Whoever violates this section is guilty of having an unlawful interest in a public contract. Violation of 
division (A)(1) or (2) of this section is a felony of the fourth degree. Violation of division (A)(3), (4), or (5) of 
this section is a misdemeanor of the first degree. 

(F) It is not a violation of this section for a prosecuting attorney to appoint assistants and employees in 
accordance with sections 309.06 and 2921.421 of the Revised Code, for a chief legal officer of a municipal 
corporation or an official designated as prosecutor in a municipal corporation to appoint assistants and employees 
in accordance with sections 733.621 and 2921.421 of the Revised Code, or for a township law director appointed 
under section 504.15 of the Revised Code to appoint assistants and employees in accordance with sections 
504.151 and 2921.421 of the Revised Code. 

(G) This section does not apply to a public contract in which a township trustee in a township with a 
population of five thousand or less in its unincorporated area, a member of the township trustee’s family, or one 
of the township trustee’s business associates has an interest, if all of the following apply: 

(1) The subject of the public contract is necessary supplies or services for the township and the amount of 
the contract is less than five thousand dollars per year; 

(2) The supplies or services are being furnished to the township as part of a continuing course of dealing 
established before the township trustee held that office with the township; 

(3) The treatment accorded the township is either preferential to or the same as that accorded other 
customers or clients in similar transactions; 

(4) The entire transaction is conducted with full knowledge by the township of the interest of the 
township trustee, member of the township trustee’s family, or the township trustee’s business associate. 

(H) Any public contract in which a public official, a member of the public official’s family, or any of the 
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public official’s business associates has an interest in violation of this section is void and unenforceable. Any 
contract securing the investment of public funds in which a public official, a member of the public official’s 
family, or any of the public official’s business associates has an interest, is an underwriter, or receives any 
brokerage, origination, or servicing fees and that was entered into in violation of this section is void and 
unenforceable. 

(I) As used in this section: 
(1) "Public contract" means any of the following: 
(a) The purchase or acquisition, or a contract for the purchase or acquisition, of property or services by or 

for the use of the state, any of its political subdivisions, or any agency or instrumentality of either, including the 
employment of an individual by the state, any of its political subdivisions, or any agency or instrumentality of 
either; 

(b) A contract for the design, construction, alteration, repair, or maintenance of any public property. 
(2) "Chief legal officer" has the same meaning as in section 733.621 of the Revised Code. 

 

Sec. 2921.421 
 

 (A)  As used in this section: 
 (1) “Chief legal officer” has the same meaning as in section 733.621 of the Revised Code. 
 (2) “Political subdivision” means a county, a municipal corporation, or a township that adopts a limited 
home rule government under Chapter 504. of the Revised Code. 
 (B)  A prosecuting attorney may appoint assistants and employees, except a member of the family of the 
prosecuting attorney, in accordance with division (B) of section 309.06 of the Revised Code, a chief legal officer 
of a municipal corporation or an official designated as prosecutor in a municipal corporation may appoint 
assistants and employees, except a member of the family of the chief legal officer or official designated as 
prosecutor, in accordance with section 733.621 of the Revised Code, and a township law director appointed 
under section 504.15 of the Revised Code may appoint assistants and employees, except a member of the family 
of the township law director, in accordance with section 504.151 of the Revised Code, if all of the following 
apply: 
 (1)  The services to be furnished by the appointee or employee are necessary services for the political 
subdivision or are authorized by the legislative authority, governing board, or other contracting authority of the 
political subdivision. 
 (2)  The treatment accorded the political subdivision is either preferential to or the same as that accorded 
other clients or customers of the appointee or employee in similar transactions, or the legislative authority, 
governing board, or other contracting authority of the political subdivision, in its sole discretion, determines that 
the compensation and other terms of appointment or employment of the appointee or employee are fair and 
reasonable to the political subdivision. 
 (3)  The appointment or employment is made after prior written disclosure to the legislative authority, 
governing board, or other contracting authority of the political subdivision of the business relationship between 
the prosecuting attorney, the chief legal officer or official designated as prosecutor in a municipal corporation, or 
the township law director and the appointee or employee thereof.  In the case of a municipal corporation, the 
disclosure may be made or evidenced in an ordinance, resolution, or other document that does either or both of 
the following: 
 (a)  Authorizes the furnishing of services as required under division (B)(1) of this section; 
 (b)  Determines that the compensation and other terms of appointment or employment of the appointee or 
employee are fair and reasonable to the political subdivision as required under division (B)(2) of this section. 
 (4)  The prosecuting attorney, the elected chief legal officer, or the township law director does not receive 
any distributive share or other portion, in whole or in part, of the earnings of the business associate, partner, or 
employee paid by the political subdivision to the business associate, partner, or employee for services rendered 
for the political subdivision. 
 (C)  It is not a violation of this section or of section 102.03 or 2921.42 of the Revised Code for the 
legislative authority, the governing board, or other contracting authority of a political subdivision to engage the 
services of any firm that practices the profession of law upon the terms approved by the legislative authority, the 
governing board, or the contracting authority, or to designate any partner, officer, or employee of that firm as a 
nonelected public official or employee of the political subdivision, whether the public office or position of 
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employment is created by statute, charter, ordinance, resolution, or other legislative or administrative action. 
 

Section 2921.43 
 

 (A)  No public servant shall knowingly solicit or accept, and no person shall knowingly promise or give 
to a public servant, either of the following: 
 (1)  Any compensation, other than as allowed by divisions (G), (H), and (I) of section 102.03 of the 
Revised Code or other provisions of law, to perform the public servant’s official duties, to perform any other act 
or service in the public servant’s public capacity, for the general performance of the duties of the public servant’s 
public office or public employment, or as a supplement to the public servant’s public compensation; 
 (2)  Additional or greater fees or costs than are allowed by law to perform the public servant’s official 
duties. 
 (B)  No public servant for the public servant’s own personal or business use, and no person for the 
person’s own personal or business use or for the personal or business use of a public servant or party official, 
shall solicit or accept anything of value in consideration of either of the following: 
 (1)  Appointing or securing, maintaining, or renewing the appointment of any person to any public office, 
employment, or agency; 
 (2)  Preferring, or maintaining the status of, any public employee with respect to compensation, duties, 
placement, location, promotion, or other material aspects of employment. 
 (C)  No person for the benefit of a political party, campaign committee, legislative campaign fund, 
political action committee, or political contributing entity shall coerce any contribution in consideration of either 
of the following: 
 (1)  Appointing or securing, maintaining, or renewing the appointment of any person to any public office, 
employment, or agency; 
 (2)  Preferring, or maintaining the status of, any public employee with respect to compensation, duties, 
placement, location, promotion, or other material aspects of employment. 
 (D)  Whoever violates this section is guilty of soliciting improper compensation, a misdemeanor of the 
first degree. 
 (E)  A public servant who is convicted of a violation of this section is disqualified from holding any 
public office, employment, or position of trust in this state for a period of seven years from the date of conviction. 
 (F)  Divisions (A), (B), and (C) of this section do not prohibit a person from making voluntary 
contributions to a political party, campaign committee, legislative campaign fund, political action committee, or 
political contributing entity or prohibit a political party, campaign committee, legislative campaign fund, political 
action committee, or political contributing entity, from accepting voluntary contributions. 
 
FOR MORE INFORMATION, OR ADDITIONAL MATERIALS ON THE OHIO ETHICS LAW, 
PLEASE CONTACT: 
 

OHIO ETHICS COMMISSION 
8 East Long Street 

10th Floor 
Columbus, Ohio 43215-2940 

Phone: (614) 466-7090 
Fax: (614) 466-8368 
www.ethics.ohio.gov 

 
 

[Rev. 10/07] 



 
 

EXIT INTERVIEW REF 11.04

EXIT	INTERVIEW 

 

 

Employee Name: _______________________________________________________________ Date: ___________________________________ 

Department: ____________________________________________________________________ 

Supervisor: _____________________________________________________________________ 

 
PLEASE	NOTE!		This	form	will	not	become	a	part	of	your	personnel	file.		Its	sole	purpose	is	to	help	us	identify	
and	address	problem	areas	that	may	exist	and	to	better	the	work	position	and/or	environment.		For	this	
reason,	we	ask	that	you	be	as	honest	as	possible.		Thank	you!	
 

	

Please	give	the	reason	for	your	resignation	(check	all	that	apply):	
 

  Type of Work   Return to School 
  Wages   Relocation/Moving 
  Lack of Recognition   Retirement 
  Quality of Supervision   Family Circumstances/Personal 
  Work Conditions/Environment   Career Advancement Opportunity 
  Other: __________________________________________ 

 
 
Before	making	your	decision	to	leave,	did	you	investigate	other	options	that	would	enable	you	to	stay?	

  Yes 
  No 

 
Comments:  ________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
 
 
How	did	you	feel	about	your	employee	benefits?	
	
	 Excellent	 Good	 Fair	 Poor	
Medical Coverage     
Prescription Coverage     
Dental Coverage     
Vision Coverage     
Paid Vacation Leave     
Paid Sick Leave     
 
Comments:  ________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
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How	would	you	rate	the	following	with	regard	to	your	job	position?	

	 Excellent Good	 Fair	 Poor	
Job Satisfaction     
Job Duties adequately outlined in your job description     
Training/mentoring/coaching to do your job     
Opportunities for professional growth     
Opportunities for advancement     
Wages     
 
Comments:  ________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
	
Was	your	workload	usually:	
	

  Too Great 
  About right 
  Too light 

 
Comments:  ________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
	

How	would	you	rate	the	following	with	regard	to	your	team/office?	

	 Excellent	 Good	 Fair	 Poor	
Cooperation within your team     
Cooperation with the overall office     
Communication within your team     
Communication with the overall office     
Morale among the employees     
Rapport/harmony among the employees     
 
Comments:  ________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
	
	
What	did	you	think	of	your	supervisor	with	regard	to	the	following?	
 

	 Almost	Always	 Sometimes	 Never	
Demonstrated fair treatment    
Good performance was recognized    
Encouraged/listened to suggestions    
Evaluated your performance annually    
Evaluated your performance fairly    
Developed cooperation and teamwork    
Resolved complaints and problems    
Followed policies and practices    
 
Comments:  ________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
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______________________________________________________________________________________________________________________________ 
What made you take this job position vs. another offer? 
 
 
 
 
What did you like about this job? 
 
 
 
 
What do you feel good about accomplishing in your job and in your time here? 
 
 
 
 
What did you like least?   
 
 
 

 
Any problem areas which we could improve upon for a future employee? 
 
 
 

  
How could your supervisor have helped you more on the job? 
 
 
 
 
What factors contributed to your decision to leave the agency? 
 
 
 
 
What might have been done to prevent you from leaving? 
 
 
 
 
What makes your new job more attractive than your present job? 
 
 
 
 
What are your general feelings about working for this department? 
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Would you recommend this office/agency to a friend as a place to work? 
	

  Yes, without reservations 
  Yes, with reservations 
  No 

	
 
If you have additional comments about your job or the office/agency, please list them below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

THANK	YOU!	



 
 

FMLA: FAMILY AND MEDICAL LEAVE ACT REF 5.08

 
FMLA REQUEST 

 
IT APPEARS THAT YOU MAY QUALIFY FOR LEAVE UNDER THE FAMILY AND MEDICAL 
LEAVE ACT.  PLEASE COMPLETE THE BELOW FORM AND RETURN TO YOUR IMMEDIATE 
SUPERVISOR WITHIN 15 DAYS OF THE SUPERVISOR/APPOINTING AUTHORITY SIGNATURE 
BELOW.  THIS APPROVAL IS PENDING RECEIPT AND APPROVAL OF APPROPRIATE 
DOCUMENTATION FROM YOUR PHYSICIAN.  THANK YOU.

Employee Name:  Date:  

Leave Requested (Check One): 

 (1) 
Due to birth of child of employee or placement of child with the employee for 
adoption/foster care; 

 (2) 
In order to care for your _____ spouse, _____child, _____parent due to his or her 
serious health condition; 

 (3) Because of your own serious health condition; 
 (4) Because of a qualifying exigency arising out of the fact that your _____ spouse, 

_____ son or daughter, _____ parent is a covered military member on active duty (or 
has been notified of an impending call or order to active duty (in support of a 
contingency operation); 

 (5) Because you are the ___spouse, ___ son or daughter, ___ parent, ___ next of kin of a 
covered service member with a serious injury or illness. 

   

Beginning date/time of requested leave:  

Ending date/time of requested leave:   

Total amount of leave requested:  

Do you have a spouse employed by this employer?  Yes  No 

If yes, what is her or her name?  
I hereby authorize a health care provider or other appropriate person representing my employer to contact 
my physician to verify the reason for my requested family and medical leave.  I understand and agree that a 
failure to return to work at the end of my leave period will be treated as a resignation unless an extension 
has been agreed upon and approved in writing by my employer. 
 
I also verify that I have been an employee of Wayne County for a minimum of at least twelve (12) months 
and have actually worked at least one thousand two hundred fifty (1,250) hours of service during the 
twelve (12) month period immediately preceding the commencement of the leave (the allowable amount 
with which to qualify for the Family and Medical Leave Act). 
 
I certify all statements provided on this form are complete and factual.  I also understand that falsification 
of information is cause for disciplinary action. 

   
Date Dept. Signature of Employee 

   
Date Dept. Signature of Immediate Supervisor/Appointing Authority 
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You may go to any of these web sites for the appropriate forms.  They are also located behind this page for 
your convenience. 
 
FMLA Notice of Eligibility and Rights & Responsibilities –  
https://www.dol.gov/whd/forms/WH-381.pdf 
 
FMLA Designation Notice – 
https://www.dol.gov/whd/forms/WH-382.pdf 
 
FMLA Certification of Health Care Provider for Employee’s Serious Health Condition 
https://www.dol.gov/whd/forms/WH-380-E.pdf 
 
FMLA Certification of Health Care Provider for Family Member’s Serious Health Condition 
https://www.dol.gov/whd/forms/WH-380-F.pdf 
 
FMLA Certification of Qualifying Exigency for Military Family Leave 
https://www.dol.gov/whd/forms/WH-384.pdf 
 
FMLA Certification for Serious Injury or Illness of Covered Service Member for Military Family Leave 
https://www.dol.gov/whd/forms/wh385V.pdf 



 
 

FMLA: FAMILY AND MEDICAL LEAVE ACT REF 5.08

  Form WH-381, Revised June 2020

Notice of Eligibility & Rights and Responsibilities U.S. Department of Labor 
under the Family and Medical Leave Act Wage and Hour Division 

 
 

DO NOT SEND TO THE DEPARTMENT OF LABOR. OMB Control Number: 1235-0003 
PROVIDE TO EMPLOYEE. Expires: 6/30/2023 

 

In general, to be eligible to take leave under the Family and Medical Leave Act (FMLA), an employee must have worked 
for an employer for at least 12 months, meet the hours of service requirement in the 12 months preceding the leave, and 
work at a site with at least 50 employees within 75 miles. While use of this form is optional, a fully completed Form WH- 
381 provides employees with the information required by 29 C.F.R. §§ 825.300(b), (c) which must be provided within five 
business days of the employee notifying the employer of the need for FMLA leave. Information about the FMLA may be 
found on the WHD website at www.dol.gov/agencies/whd/fmla. 

 
Date: (mm/dd/yyyy) 

 
From: (Employer) To: (Employee) 

 
On (mm/dd/yyyy), we learned that you need leave (beginning on) (mm/dd/yyyy) 

for one of the following reasons: (Select as appropriate) 
 
 The birth of a child, or placement of a child with you for adoption or foster care, and to bond with the newborn or 

newly-placed child 

 Your own serious health condition 

 You are needed to care for your family member due to a serious health condition. Your family member is your: 

 Spouse Parent Child under age 18 Child 18 years or older and incapable of self- 
care because of a mental or physical disability 

 A qualifying exigency arising out of the fact that your family member is on covered active duty or has been notified of 
an impending call or order to covered active duty status. Your family member on covered active duty is your: 

 Spouse Parent Child of any age 

 You are needed to care for your family member who is a covered servicemember with a serious injury or illness. You 
are the servicemember’s: 

 Spouse Parent Child Next of kin 

Spouse means a husband or wife as defined or recognized in the state where the individual was married, including in a common law 
marriage or same-sex marriage. The terms “child” and “parent” include in loco parentis relationships in which a person assumes the 
obligations of a parent to a child. An employee may take FMLA leave to care for an individual who assumed the obligations of a parent
to the employee when the employee was a child. An employee may also take FMLA leave to care for a child for whom the employee 
has assumed the obligations of a parent. No legal or biological relationship is necessary. 

 

 

This Notice is to inform you that you are: 
 
 Eligible for FMLA leave. (See Section II for any Additional Information Needed and Section III for information on your Rights 

and Responsibilities.) 

 Not eligible for FMLA leave because: (Only one reason need be checked) 

 You have not met the FMLA’s 12-month length of service requirement. As of the first date of requested leave, 

you will have worked approximately: towards this requirement. 
(months) 

 You have not met the FMLA’s 1,250 hours of service requirement. As of the first date of requested leave, you 

will have worked approximately: towards this requirement. 
(hours of service) 

SECTION I – NOTICE OF ELIGIBILITY 
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 You are an airline flight crew employee and you have not met the special hours of service eligibility requirements 
for airline flight crew employees as of the first date of requested leave (i.e., worked or been paid for at least 60%
of your applicable monthly guarantee, and worked or been paid for at least 504 duty hours.) 

 
 You do not work at and/or report to a site with 50 or more employees within 75-miles as of the date of your 

request. 
 

If you have any questions, please contact: (Name of employer representative) 

at (Contact information). 
 
 

As explained in Section I, you meet the eligibility requirements for taking FMLA leave. Please review the information
below to determine if additional information is needed in order for us to determine whether your absence qualifies as FMLA 
leave. Once we obtain any additional information specified below we will inform you, within 5 business days, whether
your leave will be designated as FMLA leave and count towards the FMLA leave you have available. If complete and 
sufficient information is not provided in a timely manner, your leave may be denied. 

(Select as appropriate) 

 No additional information requested. If no additional information requested, go to Section III. 
 
 We request that the leave be supported by a certification, as identified below. 

Health Care Provider for the Employee Health Care Provider for the Employee’s Family Member 
Qualifying Exigency Serious Illness or Injury (Military Caregiver Leave) 

Selected certification form is attached / not attached. 
 

If requested, medical certification must be returned by (mm/dd/yyyy) (Must allow at least 15 
calendar days from the date the employer requested the employee to provide certification, unless it is not feasible despite the employee’s 
diligent, good faith efforts.) 

 

We request that you provide reasonable documentation or a statement to establish the relationship between you and
your family member, including in loco parentis relationships (as explained on page one). The information requested
must be returned to us by (mm/dd/yyyy). You may choose to provide a simple statement of the 
relationship or provide documentation such as a child’s birth certificate, a court document, or documents regarding
foster care or adoption-related activities. Official documents submitted for this purpose will be returned to you after
examination. 

 
 Other information needed (e.g. documentation for military family leave): 

 . The information requested must 

be returned to us by (mm/dd/yyyy). 

 
If you have any questions, please contact: (Name of employer representative) 

at (Contact information). 
 
 

Part A: FMLA Leave Entitlement 

You have a right under the FMLA to take unpaid, job-protected FMLA leave in a 12-month period for certain family and 
medical reasons, including up to 12 weeks of unpaid leave in a 12-month period for the birth of a child or placement of a
child for adoption or foster care, for leave related to your own or a family member’s serious health condition, or for certain

SECTION III – NOTICE OF RIGHTS AND RESPONSIBILITIES 

SECTION II – ADDITIONAL INFORMATION NEEDED 
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under the FMLA to take up to 26 weeks of unpaid, job-protected FMLA leave in a single 12-month period to care for a
covered servicemember with a serious injury or illness (Military Caregiver Leave). 

The 12-month period for FMLA leave is calculated as: (Select as appropriate) 

 The calendar year (January 1st - December 31st) 

 A fixed leave year based on    
(e.g., a fiscal year beginning on July 1 and ending on June 30) 

 The 12-month period measured forward from the date of your first FMLA leave usage. 

 A “rolling” 12-month period measured backward from the date of any FMLA leave usage. (Each time an employee
takes FMLA leave, the remaining leave is the balance of the 12 weeks not used during the 12 months immediately before 
the FMLA leave is to start.) 

 

If applicable, the single 12-month period for Military Caregiver Leave started on (mm/dd/yyyy). 
 

You (are / are not) considered a key employee as defined under the FMLA. Your FMLA leave cannot be denied for
this reason; however, we may not restore you to employment following FMLA leave if such restoration will cause
substantial and grievous economic injury to us. 

We (have / have not) determined that restoring you to employment at the conclusion of FMLA leave will cause 
substantial and grievous economic harm to us. Additional information will be provided separately concerning your status 
as key employee and restoration. 

 
 

Part B: Substitution of Paid Leave – When Paid Leave is Used at the Same Time as FMLA Leave 
You have a right under the FMLA to request that your accrued paid leave be substituted for your FMLA leave. This means
that you can request that your accrued paid leave run concurrently with some or all of your unpaid FMLA leave, provided
you meet any applicable requirements of our leave policy. Concurrent leave use means the absence will count against both
the designated paid leave and unpaid FMLA leave at the same time. If you do not meet the requirements for taking paid
leave, you remain entitled to take available unpaid FMLA leave in the applicable 12-month period. Even if you do not
request it, the FMLA allows us to require you to use your available sick, vacation, or other paid leave during your FMLA
absence. 

(Check all that apply) 

 Some or all of your FMLA leave will not be paid. Any unpaid FMLA leave taken will be designated as FMLA 
leave and counted against the amount of FMLA leave you have available to use in the applicable 12-month period. 

 You have requested to use some or all of your available paid leave (e.g., sick, vacation, PTO) during your FMLA
leave. Any paid leave taken for this reason will also be designated as FMLA leave and counted against the amount of
FMLA leave you have available to use in the applicable 12-month period. 

 We are requiring you to use some or all of your available paid leave (e.g., sick, vacation, PTO) during your FMLA 
leave. Any paid leave taken for this reason will also be designated as FMLA leave and counted against the amount of 
FMLA leave you have available to use in the applicable 12-month period. 

 Other:    (e.g.,    short-    or    long-term    disability,    workers’    compensation,    state    medical    leave    law,    etc.)  
Any time taken for this reason will also be designated as FMLA leave and counted against the amount of
FMLA leave you have available to use in the applicable 12-month period. 

The applicable conditions for use of paid leave include: _. 
 

For more information about conditions applicable to sick/vacation/other paid leave usage please refer to    

  available at: .  
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Part C: Maintain Health Benefits 
Your health benefits must be maintained during any period of FMLA leave under the same conditions as if you continued 
to work. During any paid portion of FMLA leave, your share of any premiums will be paid by the method normally used 
during any paid leave. During any unpaid portion of FMLA leave, you must continue to make any normal contributions to 
the cost of the health insurance premiums. To make arrangements to continue to make your share of the premium payments 
on  your  health  insurance  while  you  are  on  any  unpaid  FMLA leave,  contact at 
  . 

 

You have a minimum grace period of (30-days or  indicate longer period, if applicable) in which to
make premium payments. If payment is not made timely, your group health insurance may be cancelled, provided we notify
you in writing at least 15 days before the date that your health coverage will lapse, or, at our option, we may pay your share
of the premiums during FMLA leave, and recover these payments from you upon your return to work. 

 
You may be required to reimburse us for our share of health insurance premiums paid on your behalf during your FMLA
leave if you do not return to work following unpaid FMLA leave for a reason other than: the continuation, recurrence, or
onset of your or your family member’s serious health condition which would entitle you to FMLA leave; or the continuation,
recurrence, or onset of a covered servicemember’ s serious injury or illness which would entitle you to FMLA leave; or
other circumstances beyond your control. 

 
Part D: Other Employee Benefits 
Upon your return from FMLA leave, your other employee benefits, such as pensions or life insurance, must be resumed in 
the same manner and at the same levels as provided when your FMLA leave began. To make arrangements to continue 
your employee benefits while you are on FMLA leave, contact at  ____________________________________________. 

 

Part E: Return-to-Work Requirements 
You must be reinstated to the same or an equivalent job with the same pay, benefits, and terms and conditions of employment 
on your return from FMLA-protected leave. An equivalent position is one that is virtually identical to your former position
in terms of pay, benefits, and working conditions. At the end of your FMLA leave, all benefits must also be resumed in the
same manner and at the same level provided when the leave began. You do not have return-to-work rights under the FMLA
if you need leave beyond the amount of FMLA leave you have available to use. 

 
Part F: Other Requirements While on FMLA Leave 

While on leave you (will be / will not be) required to furnish us with periodic reports of your status and intent to return 
to work every _____________________________________________________________________________.                     

(Indicate interval of periodic reports, as appropriate for the FMLA leave situation). 

If the circumstances of your leave change and you are able to return to work earlier than expected, 
you will be required to notify us at least two workdays prior to the date you intend to report for work. 

 
 

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT 
It is mandatory for employers to provide employees with notice of their eligibility for FMLA protection and their rights and
responsibilities. 29 U.S.C. § 2617; 29 C.F.R. § 825.300(b), (c). It is mandatory for employers to retain a copy of this disclosure in their
records for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information
unless it displays a currently valid OMB control number. The Department of Labor estimates that it will take an average of 10 minutes
for respondents to complete this collection of information, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments
regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send
them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Avenue, N.W.,
Washington, D.C. 20210. 

 
 

DO NOT SEND THE COMPLETED FORM TO THE DEPARTMENT OF LABOR. EMPLOYEE INFORMATION.  
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Form WH-382, Revised June 2020

Designation Notice U.S. Department of Labor  

under the Family and Medical Leave Act Wage and Hour Division  

DO NOT SEND TO THE DEPARTMENT OF LABOR.
PROVIDE TO EMPLOYEE. 

OMB Control Number: 1235-0003 

Expires: 6/30/2023

Leave covered under the Family and Medical Leave Act (FMLA) must be designated as FMLA-protected and the employer must inform 
the employee of the amount of leave that will be counted against the employee’s FMLA leave entitlement. In order to determine whether
leave is covered under the FMLA, the employer may request that the leave be supported by a certification. If the certification is
incomplete or insufficient, the employer must state in writing what additional information is necessary to make the certification complete
and sufficient. While use of this form is optional, a fully completed Form WH-382 provides employees with the information required
by 29 C.F.R. §§ 825.300(d), 825.301, and 825.305(c), which must be provided within five business days of the employer having enough 
information to determine whether the leave is for an FMLA-qualifying reason. Information about the FMLA may be found on the WHD
website at www.dol.gov/agencies/whd/fmla. 

 

 

The employer is responsible in all circumstances for designating leave as FMLA-qualifying and giving notice to the employee. Once an 
eligible employee communicates a need to take leave for an FMLA-qualifying reason, an employer may not delay designating such 
leave as FMLA leave, and neither the employee nor the employer may decline FMLA protection for that leave. 

Date: (mm/dd/yyyy) 
 

From: (Employer) To: (Employee) 

On (mm/dd/yyyy) we received your most recent information to support your need for leave due to: 
(Select as appropriate) 

The birth of a child, or placement of a child with you for adoption or foster care, and to bond with the newborn or newly- 
placed child 
Your own serious health condition 
The serious health condition of your spouse, child, or parent 
A qualifying exigency arising out of the fact that your spouse, child, or parent is on covered active duty or has been notified 
of an impending call or order to covered active duty with the Armed Forces 
A serious injury or illness of a covered servicemember where you are the servicemember’s spouse, child, parent, or next of 
kin (Military Caregiver Leave) 

We have reviewed information related to your need for leave under the FMLA along with any supporting documentation 
provided and decided that your FMLA leave request is: (Select as appropriate) 

 Approved. All leave taken for this reason will be designated as FMLA leave. Go to Section III for more information. 

 Not Approved: (Select as appropriate) 
 The FMLA does not apply to your leave request. 
 As of the date the leave is to start, you do not have any FMLA leave available to use. 
 Other    

 Additional information is needed to determine if your leave request qualifies as FMLA leave. (Go to Section II for the specific 
information needed. If your FMLA leave request is approved and no additional information is needed, go to Section III.) 

 

 

We need additional information to determine whether your leave request qualifies under the FMLA. Once we obtain the additional 
information requested, we will inform you within 5 business days if your leave will or will not be designated as FMLA leave and count
towards the amount of FMLA leave you have available. Failure to provide the additional information as requested may result in a 
denial of your FMLA leave request. 

If you have any questions, please contact: at   
(Name of employer FMLA representative) (Contact information) 

Incomplete or Insufficient Certification 
The certification you have provided is incomplete and/or insufficient to determine whether the FMLA applies to your leave request. 
(Select as applicable) 

 The certification provided is incomplete and we are unable to determine whether the FMLA applies to your leave 
request. “Incomplete” means one or more of the applicable entries on the certification have not been completed. 

SECTION II – ADDITIONAL INFORMATION NEEDED 

SECTION I - EMPLOYER 
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Employee Name:    
 

 The certification provided is insufficient to determine whether the FMLA applies to your leave request. “Insufficient” means the 
information provided is vague, unclear, ambiguous or non-responsive. 

Specify the information needed to make the certification complete and/or sufficient:    
 

 

You must provide the requested information no later than (provide at least 7 calendar days) (mm/dd/yyyy), unless 

 

it is not practicable under the particular circumstances despite your diligent good faith efforts, or your leave may be denied. 

Second and Third Opinions 

 We request that you obtain a (second / third opinion) medical certification at our expense, and we will provide further 
details at a later time. Note: The employee or the employee’s family member may be requested to authorize the health care 
provider to release information pertaining only to the serious health condition at issue. 

 

 

As explained in Section I, your FMLA leave request is approved. All leave taken for this reason will be designated as FMLA leave and
will count against the amount of FMLA leave you have available to use in the applicable 12-month period. The FMLA requires that you 
notify us as soon as practicable if the dates of scheduled leave change, are extended, or were initially unknown. Based on the information
you have provided to date, we are providing the following information about the amount of time that will be counted against the total 
amount of FMLA leave you have available to use in the applicable 12-month period: (Select as appropriate) 

 Provided there is no change from your anticipated FMLA leave schedule, the following number of hours, days, or weeks 
will be counted against your leave entitlement: . 

 Because the leave you will need will be unscheduled, it is not possible to provide the hours, days, or weeks that will be 
counted against your FMLA entitlement at this time. You have the right to request this information once in a 30-day period (if 
leave was taken in the 30-day period). 

Please be advised: (check all that apply) 

 Some or all of your FMLA leave will not be paid. Any unpaid FMLA leave taken will be designated as FMLA leave and 
counted against the amount of FMLA leave you have available to use in the applicable 12-month period. 

 Based on your request, some or all of your available paid leave (e.g., sick, vacation, PTO) will be used during your FMLA 
leave. Any paid leave taken for this reason will also be designated as FMLA leave and counted against the amount of FMLA leave 
you have available to use in the applicable 12-month period. 

 We are requiring you to use some or all of your available paid leave (e.g., sick, vacation, PTO) during your FMLA leave. 
Any paid leave taken for this reason will also be designated as FMLA leave and counted against the amount of FMLA leave you 
have available to use in the applicable 12-month period. 

 Other:    
(e.g., Short- or long-term disability, workers’ compensation, state medical leave law, etc.) Any time taken for this reason will 
also be designated as FMLA leave and counted against the amount of FMLA leave you have available to use in the applicable 
12-month period. 

 
Return-to-work requirements. To be restored to work after taking FMLA leave, you ( will be / will not be) required to provide a 
certification from your health care provider (fitness-for-duty certification) that you are able to resume work. This request for a fitness-
for-duty certification is only with regard to the particular serious health condition that caused your need for FMLA leave. If such
certification is not timely received, your return to work may be delayed until the certification is provided. 

A list of the essential functions of your position ( is / is not) attached. If attached, the fitness-for-duty certification must address 
your ability to perform the essential job functions. 

 
 

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT 
It is mandatory for employers to inform employees in writing whether leave requested under the FMLA has been determined to be covered
under the FMLA. 29 U.S.C. § 2617; 29 C.F.R. § 825.300(d), (e). It is mandatory for employers to retain a copy of this disclosure in their records
for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a
currently valid OMB control number. The Department of Labor estimates that it will take an average of 10 minutes for respondents to complete this 
collection of information, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data
needed, and completing and reviewing the collection of information. If you have any comments regarding this burden estimate or any other
aspect of this collection information, including suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division, 
U.S. Department of Labor, Room S-3502, 200 Constitution Avenue, N.W., Washington, D.C. 20210.

SECTION III – FMLA LEAVE APPROVED 
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Certification of Health Care Provider for 
Employee’s Serious Health Condition 
under the Family and Medical Leave Act 

 
DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR. 
RETURN TO THE PATIENT. 

U.S. Department of Labor 
Wage and Hour Division 

 

 
 
 
OMB Control Number: 1235-0003 

Expires:  6/30/2023 

The Family and Medical Leave Act (FMLA) provides that an employer may require an employee seeking FMLA protections 
because of a need for leave due to a serious health condition to submit a medical certification issued by the employee’s
health care provider. 29 U.S.C. §§ 2613, 2614(c)(3); 29 C.F.R. § 825.305. The employer must give the employee at least 
15 calendar days to provide the certification. If the employee fails to provide complete and sufficient medical certification,
his or her FMLA leave request may be denied. 29 C.F.R. § 825.313. Information about the FMLA may be found on the 
WHD website at www.dol.gov/agencies/whd/fmla. 

 

 
 

Either the employee or the employer may complete Section I. While use of this form is optional, this form asks the health 
care provider for the information necessary for a complete and sufficient medical certification, which is set out at 29 C.F.R. 
§ 825.306. You may not ask the employee to provide more information than allowed under the FMLA regulations, 
29 C.F.R. §§ 825.306-825.308. Additionally, you may not request a certification for FMLA leave to bond with a healthy 
newborn child or a child placed for adoption or foster care. 

Employers must generally maintain records and documents relating to medical information, medical certifications,
recertifications, or medical histories of employees created for FMLA purposes as confidential medical records in separate
files/records from the usual personnel files and in accordance with 29 C.F.R. § 1630.14(c)(1), if the Americans with
Disabilities Act applies, and in accordance with 29 C.F.R. § 1635.9, if the Genetic Information Nondiscrimination Act
applies. 

(1) Employee name:    
First Middle Last 

 
(2) Employer name: Date: (mm/dd/yyyy) 

(List date certification requested) 
 

(3) The medical certification must be returned by (mm/dd/yyyy) 
(Must allow at least 15 calendar days from the date requested, unless it is not feasible despite the employee’s diligent, good faith efforts.) 

 

(4) Employee’s job title: Job description ( is / is not) attached. 
Employee’s                                        regular                                        work                                        schedule:   
   Statement of the employee’s essential job functions:     

 
 

(The essential functions of the employee's position are determined with reference to the position the employee held at the time the employee 
notified the employer of the need for leave or the leave started, whichever is earlier.) 

 
 

 

Please provide your contact information, complete all relevant parts of this Section, and sign the form. Your patient has
requested leave under the FMLA. The FMLA allows an employer to require that the employee submit a timely, complete,
and sufficient medical certification to support a request for FMLA leave due to the serious health condition of the employee.
For FMLA purposes, a “serious health condition” means an illness, injury, impairment, or physical or mental condition that
involves inpatient care or continuing treatment by a health care provider. For more information about the definitions of a 
serious health condition under the FMLA, see the chart on page 4. 

You may, but are not required to, provide other appropriate medical facts including symptoms, diagnosis, or any regimen
of continuing treatment such as the use of specialized equipment. Please note that some state or local laws may not allow
disclosure of private medical information about the patient’s serious health condition, such as providing the diagnosis and/or

SECTION II - HEALTH CARE PROVIDER 

SECTION I – EMPLOYER 
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Health Care Provider’s name: (Print)    

Health Care Provider’s business address:    
 

Type of practice / Medical specialty:     
 

Telephone: ( ) Fax: ( ) E-mail:    
 

PART A: Medical Information 
Limit your response to the medical condition(s) for which the employee is seeking FMLA leave. Your answers should be
your best estimate based upon your medical knowledge, experience, and examination of the patient. After completing
Part A, complete Part B to provide information about the amount of leave needed. Note: For FMLA purposes,
“incapacity” means the inability to work, attend school, or perform regular daily activities due to the condition, treatment
of the condition, or recovery from the condition. Do not provide information about genetic tests, as defined in 29 C.F.R. §
1635.3(f), genetic services, as defined in 29 C.F.R. § 1635.3(e), or the manifestation of disease or disorder in the employee’s
family members, 29 C.F.R. § 1635.3(b). 

(1) State the approximate date the condition started or will start: (mm/dd/yyyy) 
 

(2) Provide your best estimate of how long the condition lasted or will last:    
 

(3) Check the box(es) for the questions below, as applicable. For all box(es) checked, the amount of leave needed must be 
provided in Part B. 

 Inpatient Care: The patient (has been / is expected to be) admitted for an overnight stay in a hospital, 
hospice, or residential medical care facility on the following date(s):    

 

 Incapacity plus Treatment: (e.g. outpatient surgery, strep throat) 

Due to the condition, the patient (has been / is expected to be) incapacitated for more than three 
consecutive, full calendar days from (mm/dd/yyyy) to (mm/dd/yyyy). 

The patient (was / will be) seen on the following date(s):    
 

 

 

The condition (has / has not) also resulted in a course of continuing treatment under the supervision of a 
health care provider (e.g. prescription medication (other than over-the-counter) or therapy requiring special equipment) 

 
 Pregnancy: The condition is pregnancy.  List the expected delivery date: (mm/dd/yyyy). 

 
 Chronic Conditions: (e.g. asthma, migraine headaches) Due to the condition, it is medically necessary for the patient

to have treatment visits at least twice per year. 

 Permanent or Long Term Conditions: (e.g. Alzheimer’s, terminal stages of cancer) Due to the condition, incapacity
is permanent or long term and requires the continuing supervision of a health care provider (even if active 
treatment is not being provided). 

 
 Conditions requiring Multiple Treatments: (e.g. chemotherapy treatments, restorative surgery) Due to the condition,

it is medically necessary for the patient to receive multiple treatments. 

 None of the above: If none of the above condition(s) were checked, (i.e., inpatient care, pregnancy) 
no additional information is needed. Go to page 4 to sign and date the form. 
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(1) If needed, briefly describe other appropriate medical facts related to the condition(s) for which the employee seeks 
FMLA leave. (e.g., use of nebulizer, dialysis)    

 
 

 

 

PART B: Amount of Leave Needed  
For the medical condition(s) checked in Part A, complete all that apply. Several questions seek a response as to the frequency
or duration of a condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge,
experience, and examination of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate”
may not be sufficient to determine FMLA coverage. 

 

(2) Due to the condition, the patient (had / will have) planned medical treatment(s) (scheduled medical visits) 
(e.g. psychotherapy, prenatal appointments) on the following date(s):    

 
 

 

 

(3) Due to the condition, the patient (was / will be) referred to other health care provider(s) for evaluation or 
treatment(s). 

State the nature of such treatments: (e.g. cardiologist, physical therapy)    

Provide your best estimate of the beginning date (mm/dd/yyyy) and end date    
(mm/dd/yyyy) for the treatment(s). 

Provide your best estimate of the duration of the treatment(s), including any period(s) of recovery (e.g. 3 days/week) 

 
 

 
(4) Due to the condition, it is medically necessary for the employee to work a reduced schedule. 

Provide your best estimate of the reduced schedule the employee is able to work. From    
(mm/dd/yyyy) to (mm/dd/yyyy) the employee is able to work: (e.g., 5 hours/day, up to 25 hours a week) 

 
 

 

 

(5) Due to the condition, the patient (was / will be) incapacitated for a continuous period of time, including any 
time for treatment(s) and/or recovery. 

Provide   your   best   estimate   of   the   beginning   date      
  (mm/dd/yyyy) for the period of incapacity. 

(mm/dd/yyyy)   and   end   date 
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PART C: Essential Job Functions 
If provided, the information in Section I question #4 may be used to answer this question. If the employer fails to provide a
statement of the employee’s essential functions or a job description, answer these questions based upon the employee’s own
description of the essential job functions. An employee who must be absent from work to receive medical treatment(s), such 
as scheduled medical visits, for a serious health condition is considered to be not able to perform the essential job functions 
of the position during the absence for treatment(s). 

(1) Due to the condition, the employee (was not able / is not able / will not be able) to perform one or more 
of the essential job function(s). Identify at least one essential job function the employee is not able to perform: 

 
 

 
 

 

 
Signature of 
Health Care Provider Date (mm/dd/yyyy) 

 
 

Definitions of a Serious Health Condition (See 29 C.F.R. §§ 825.113-.115) 

Inpatient Care 

 An overnight stay in a hospital, hospice, or residential medical care facility. 

 Inpatient care includes any period of incapacity or any subsequent treatment in connection with the overnight stay. 

Continuing Treatment by a Health Care Provider (any one or more of the following) 

Incapacity Plus Treatment: A period of incapacity of more than three consecutive, full calendar days, and any subsequent treatment 
or period of incapacity relating to the same condition, that also involves either: 

o Two or more in-person visits to a health care provider for treatment within 30 days of the first day of incapacity unless
extenuating circumstances exist. The first visit must be within seven days of the first day of incapacity; or, 

o At least one in-person visit to a health care provider for treatment within seven days of the first day of incapacity, which
results in a regimen of continuing treatment under the supervision of the health care provider. For example, the health
provider might prescribe a course of prescription medication or therapy requiring special equipment. 

Pregnancy: Any period of incapacity due to pregnancy or for prenatal care. 

Chronic Conditions: Any period of incapacity due to or treatment for a chronic serious health condition, such as diabetes, asthma,
migraine headaches. A chronic serious health condition is one which requires visits to a health care provider (or nurse supervised by
the provider) at least twice a year and recurs over an extended period of time. A chronic condition may cause episodic rather than a
continuing period of incapacity. 

Permanent or Long-term Conditions: A period of incapacity which is permanent or long-term due to a condition for which
treatment may not be effective, but which requires the continuing supervision of a health care provider, such as Alzheimer’s disease
or the terminal stages of cancer. 

Conditions Requiring Multiple Treatments: Restorative surgery after an accident or other injury; or, a condition that would likely 
result in a period of incapacity of more than three consecutive, full calendar days if the patient did not receive the treatment. 

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT 
If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500. Persons 
are not required to respond to this collection of information unless it displays a currently valid OMB control number. The Department of Labor estimates 
that it will take an average of 15 minutes for respondents to complete this collection of information, including the time for reviewing instructions, searching 
existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments
regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the 
Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Avenue, N.W., Washington, D.C. 20210. 

 
 

DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR. RETURN TO THE PATIENT.  
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Certification of Health Care Provider for U.S. Department of Labor 
Family Member’s Serious Health Condition Wage Hour Division 
under the Family and Medical Leave Act 

 

 
DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR. OMB Control Number: 1235-0003 
RETURN TO THE PATIENT. Expires:  6/30/2023 

 
The Family and Medical Leave Act (FMLA) provides that an employer may require an employee seeking FMLA leave to care for a 
family member with a serious health condition to submit a medical certification issued by the family member’s health care provider. 29 
U.S.C. §§ 2613, 2614(c)(3); 29 C.F.R. § 825.305. The employer must give the employee at least 15 calendar days to provide the 
certification. If the employee fails to provide complete and sufficient medical certification, his or her FMLA leave request may be 
denied. 29 C.F.R. § 825.313. Information about the FMLA may be found on the WHD website at www.dol.gov/agencies/whd/fmla. 

 

 
 

Either the employee or the employer may complete Section I. While use of this form is optional, this form asks the health care provider 
for the information necessary for a complete and sufficient medical certification, which is set out at 29 C.F.R. § 825.306. You may not 
ask the employee to provide more information than allowed under the FMLA regulations, 29 C.F.R. §§ 825.306-825.308. 
Additionally, you may not request a certification for FMLA leave to bond with a healthy newborn child or a child placed for adoption 
or foster care. 

Employers must generally maintain records and documents relating to medical information, medical certifications, recertifications, or 
medical histories of employees or employees’ family members created for FMLA purposes as confidential medical records in separate 
files/records from the usual personnel files and in accordance with 29 C.F.R. § 1630.14(c)(1), if the Americans with Disabilities Act 
applies, and in accordance with 29 C.F.R. § 1635.9, if the Genetic Information Nondiscrimination Act applies. 

(1) Employee name:    
First Middle Last 

 

(2) Employer name:     Date: (mm/dd/yyyy) 
(List date certification requested) 

 

(3) The medical certification must be returned by (mm/dd/yyyy) 
(Must allow at least 15 calendar days from the date requested, unless it is not feasible despite the employee’s diligent, good faith efforts.) 

 
 

 

Please complete and sign Section II before providing this form to your family member or your family member’s health care provider. 
The FMLA allows an employer to require that you submit a timely, complete, and sufficient medical certification to support a request 
for FMLA leave due to the serious health condition of your family member.  If requested by your employer, your response is required 
to obtain or retain the benefit of the FMLA protections. 29 U.S.C. §§ 2613, 2614(c)(3). You are responsible for making sure the 
medical certification is provided to your employer within the time frame requested, which must be at least 15 calendar days. 29 
C.F.R. §§ 825.305-825.306. Failure to provide a complete and sufficient medical certification may result in a denial of your FMLA 
leave request. 29 C.F.R. § 825.313. 

 
(1) Name of the family member for whom you will provide care:    

 

(2) Select the relationship of the family member to you. The family member is your: 
 Spouse Parent Child, under age 18 
 Child, age 18 or older and incapable of self-care because of a mental or physical disability 

 
Spouse means a husband or wife as defined or recognized in the state where the individual was married, including in a 
common law marriage or same-sex marriage. The terms “child” and “parent” include in loco parentis relationships in which 
a person assumes the obligations of a parent to a child. An employee may take FMLA leave to care for an individual who 
assumed the obligations of a parent to the employee when the employee was a child. An employee may also take FMLA 
leave to care for a child for whom the employee has assumed the obligations of a parent. No legal or biological relationship 
is necessary. 

SECTION II - EMPLOYEE 

SECTION I - EMPLOYER 
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Employee Name:   
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(1) Briefly describe the care you will provide to your family member: (Check all that apply) 

 Assistance with basic medical, hygienic, nutritional, or safety needs Transportation 
 Physical Care Psychological Comfort Other:      

 

(2) Give your best estimate of the amount of leave needed to provide the care described:    
 
 

 

 

(3) If a reduced work schedule is necessary to provide the care described, give your best estimate of the reduced schedule 
you are able to work. From (mm/dd/yyyy) to (mm/dd/yyyy), I am able to work 
  (hours per day) (days per week). 

 
Employee 
Signature Date (mm/dd/yyyy) 

 
 

Please provide your contact information, complete all relevant parts of this Section, and sign the form below. A family member of your
patient has requested leave under the FMLA to care for your patient. The FMLA allows an employer to require that the employee submit
a timely, complete, and sufficient medical certification to support a request for FMLA leave to care for a family member with a serious
health condition. For FMLA purposes, a “serious health condition” means an illness, injury, impairment, or physical or mental condition
that involves inpatient care or continuing treatment by a health care provider. For more information about the definitions of a serious 
health condition under the FMLA, see the chart at the end of the form. 

You also may, but are not required to, provide other appropriate medical facts including symptoms, diagnosis, or any regimen of 
continuing treatment such as the use of specialized equipment. Please note that some state or local laws may not allow disclosure of
private medical information about the patient’s serious health condition, such as providing the diagnosis and/or course of treatment. 

 
Health Care Provider’s name: (Print)    

 

Health Care Provider’s business address:    
 

Type of practice / Medical specialty:     
 

Telephone: ( _) Fax: ( ) E-mail:    
 
 

PART A:  Medical Information 

Limit your response to the medical condition for which the employee is seeking FMLA leave. Your answers should be your
best estimate based upon your medical knowledge, experience, and examination of the patient. After completing Part A, complete
Part B to provide information about the amount of leave needed. Note: For FMLA purposes, “incapacity” means the inability to
work, attend school, or perform regular daily activities due to the condition, treatment of the condition, or recovery from the condition.
Do not provide information about genetic tests, as defined in 29 C.F.R. § 1635.3(f), genetic services, as defined in 29 C.F.R. § 1635.3(e),
or the manifestation of disease or disorder in the employee’s family members, 29 C.F.R. § 1635.3(b). 

 
(1) Patient’s Name:    

 

(2) State the approximate date the condition started or will start: (mm/dd/yyyy) 
 

(3) Provide your best estimate of how long the condition lasted or will last:    
 

(4) For FMLA to apply, care of the patient must be medically necessary. Briefly describe the type of care needed by the patient 
(e.g., assistance with basic medical, hygienic, nutritional, safety, transportation needs, physical care, or psychological comfort). 

 
 

 
 

SECTION III - HEALTH CARE PROVIDER 
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(1) Check the box(es) for the questions below, as applicable. For all box(es) checked, the amount of leave needed must be 
provided in Part B. 

 Inpatient Care: The patient (has been / is expected to be) admitted for an overnight stay in a hospital, 
hospice, or residential medical care facility on the following date(s):    

 

 Incapacity plus Treatment: (e.g. outpatient surgery, strep throat) 

Due to the condition, the patient (has been / is expected to be) incapacitated for more than three 
consecutive, full calendar days from (mm/dd/yyyy) to (mm/dd/yyyy). 

The patient (was / will be) seen on the following date(s):    
 

 

 

The condition (has / has not) also resulted in a course of continuing treatment under the supervision of a 
health care provider (e.g. prescription medication (other than over-the-counter) or therapy requiring special equipment) 

 
 Pregnancy: The condition is pregnancy.  List the expected delivery date: (mm/dd/yyyy). 

 
 Chronic Conditions: (e.g. asthma, migraine headaches) Due to the condition, it is medically necessary for the patient

to have treatment visits at least twice per year. 

 Permanent or Long Term Conditions: (e.g. Alzheimer’s, terminal stages of cancer) Due to the condition, incapacity
is permanent or long term and requires the continuing supervision of a health care provider (even if active 
treatment is not being provided). 

 Conditions requiring Multiple Treatments: (e.g. chemotherapy treatments, restorative surgery) Due to the condition,
it is medically necessary for the patient to receive multiple treatments. 

 None of the above: If none of the above condition(s) were checked, (i.e., inpatient care, pregnancy) 
no additional information is needed. Go to page 4 to sign and date the form. 

(2) If needed, briefly describe other appropriate medical facts related to the condition(s) for which the employee seeks 
FMLA leave. (e.g., use of nebulizer, dialysis)    

 
 

 
PART B: Amount of Leave Needed 

For the medical condition(s) checked in Part A, complete all that apply. Several questions seek a response as to the frequency or duration
of a condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge, experience, and
examination of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be sufficient to
determine if the benefits and protections of the FMLA apply. 

 

(3) Due to the condition, the patient (had / will have) planned medical treatment(s) (scheduled medical visits) (e.g. 

psychotherapy, prenatal appointments) on the following date(s):    
 
 

 

(4) Due to the condition, the patient (was / will be) referred to other health care provider(s) for evaluation or 
treatment(s). 

State the nature of such treatments: (e.g. cardiologist, physical therapy)    

Provide your best estimate of the beginning date (mm/dd/yyyy) and end date    
(mm/dd/yyyy) for the treatment(s). 

Provide your best estimate of the duration of the treatment(s), including any period(s) of recovery 
  (e.g. 3 days/week)  
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(1) Due to the condition, the patient (was / will be) incapacitated for a continuous period of time, including any time 
for treatment(s) and/or recovery. 

Provide your best estimate of the beginning date: (mm/dd/yyyy) and end date    
(mm/dd/yyyy) for the period of incapacity. 

 
(2) Due to the condition it, (was / is / will be) medically necessary for the employee to be absent from work to

provide care for the patient on an intermittent basis (periodically), including for any episodes of incapacity i.e., episodic
flare-ups. Provide your best estimate of how often (frequency) and how long (duration) the episodes of incapacity
will likely last. 

Over the next 6 months, episodes of incapacity are estimated to occur    times per 
( day / week / month) and are likely to last approximately ( hours / days) per 
episode. 

 
 

Signature of 
Health Care Provider Date (mm/dd/yyyy) 

 
 

Definitions of a Serious Health Condition (See 29 C.F.R. §§ 825.113-.115) 

Inpatient Care 

 An overnight stay in a hospital, hospice, or residential medical care facility. 
 Inpatient care includes any period of incapacity or any subsequent treatment in connection with the overnight stay. 

Continuing Treatment by a Health Care Provider (any one or more of the following) 

Incapacity Plus Treatment: A period of incapacity of more than three consecutive, full calendar days, and any subsequent treatment 
or period of incapacity relating to the same condition, that also involves either: 

o Two or more in-person visits to a health care provider for treatment within 30 days of the first day of incapacity unless
extenuating circumstances exist. The first visit must be within seven days of the first day of incapacity; or, 

o At least one in-person visit to a health care provider for treatment within seven days of the first day of incapacity, which
results in a regimen of continuing treatment under the supervision of the health care provider. For example, the health
provider might prescribe a course of prescription medication or therapy requiring special equipment. 

Pregnancy: Any period of incapacity due to pregnancy or for prenatal care. 

Chronic Conditions: Any period of incapacity due to or treatment for a chronic serious health condition, such as diabetes, asthma,
migraine headaches. A chronic serious health condition is one which requires visits to a health care provider (or nurse supervised by
the provider) at least twice a year and recurs over an extended period of time. A chronic condition may cause episodic rather than a
continuing period of incapacity. 

Permanent or Long-term Conditions: A period of incapacity which is permanent or long-term due to a condition for which
treatment may not be effective, but which requires the continuing supervision of a health care provider, such as Alzheimer’s disease
or the terminal stages of cancer. 

Conditions Requiring Multiple Treatments: Restorative surgery after an accident or other injury; or, a condition that would likely 
result in a period of incapacity of more than three consecutive, full calendar days if the patient did not receive the treatment. 

 

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT 
If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616; 
29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number.
The Department of Labor estimates that it will take an average of 15 minutes for respondents to complete this collection of information, including the
time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection
of information. If you have any comments regarding this burden estimate or any other aspect of this collection information, including suggestions for
reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Avenue,
N.W., Washington, D.C. 20210. 

 
 

 

DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR. RETURN TO THE PATIENT.
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Form WH-384, Revised June 2020

Certification for Military Family Leave for U.S. Department of Labor 
Qualifying Exigency Wage and Hour Division
under the Family and Medical Leave Act  

DO NOT SEND FORM TO THE DEPARTMENT OF LABOR. 
RETURN THE COMPLETED FORM TO THE EMPLOYER. 

OMB Control Number: 1235-0003
Expires: 6/30/2023

The Family and Medical Leave Act (FMLA) provides that eligible employees may take FMLA leave for a qualifying 
exigency while the employee's spouse, child, or parent (the military member) is on covered active duty or has been notified 
of an impending call or order to covered active duty. The FMLA allows an employer to require an employee seeking FMLA 
leave due to a qualifying exigency to submit a certification. 29 U.S.C. §§ 2613, 2614(c)(3). The employer must give the 
employee at least 15 calendar days to provide the certification. 29 C.F.R. § 825.305(b). If the employee fails to provide 
complete and sufficient certification, the employee’s FMLA leave request may be denied. 29 C.F.R. § 825.313. Information 
about the FMLA may be found on the WHD website at http://www.dol.gov/agencies/whd/fmla. 

 

 

Either the employee or the employer may complete Section I. While use of this form is optional, it asks the employee for 
the information necessary for a complete and sufficient qualifying exigency certification, which is set out at 29 C.F.R. § 
825.309. You may not ask the employee to provide more information than allowed under the FMLA regulations, 29 
C.F.R. § 825.309. 

 
(1) Employee name:    

First Middle Last 

 
(2) Employer name: Date: (mm/dd/yyyy) 

(List date certification requested) 
 

(3) This certification must be returned by (mm/dd/yyyy). 
(Must allow at least 15 calendar days from the date requested, unless it is not feasible despite the employee’s diligent, good faith efforts.) 

 
 

 

Please complete all Parts of Section II and sign the form before returning it to your employer. The FMLA allows an employer 
to require that you submit a timely, complete, and sufficient certification to support a request for FMLA leave due to a 
qualifying exigency. If requested by your employer, your response is required to obtain the benefits and protections of the 
FMLA. 29 C.F.R. § 825.309. Failure to provide a complete and sufficient certification may result in a denial of your FMLA 
leave request. A complete and sufficient certification to support a request for FMLA leave due to a qualifying exigency 
includes written documentation confirming a military member’s covered active duty or call to covered active duty status. 
You are responsible for making sure the certification is provided to your employer within the time frame requested, 
which must be at least 15 calendar days. 29 C.F.R. § 825.313. 

 
(1) Provide the name of the military member on covered active duty or call to covered active duty status: 

 
 

 

First Middle Last 
 

(2) Select your relationship of the military member. The military member is your: 
 

Spouse Parent Child, of any age 
 

Spouse means a husband or wife as defined or recognized in the state where the individual was married, including a common
law marriage or same-sex marriage. The terms “child” and “parent” include in loco parentis relationships in which a person 
assumes the obligations of a parent to a child. An employee may take FMLA leave for a qualifying exigency related a military
member who assumed the obligations of a parent to the employee when the employee was a child. An employee may also take 
FMLA leave for a qualifying exigency related a military member for whom the employee has assumed the obligations of a
parent. No legal or biological relationship is necessary. 

SECTION II - EMPLOYEE 

SECTION I - EMPLOYER 
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Covered active duty or call to covered active duty in the case of a member of the Regular Armed Forces means duty during
the deployment of the member with the Armed Forces to a foreign country. Covered active duty or call to covered active
duty in the case of a member of the Reserve components means duty during the deployment of the member with the Armed
Forces to a foreign country under a Federal call or order to active duty in support of a contingency operation pursuant to:
Section 688 of Title 10 of the United States Code; Section 12301(a) of Title 10 of the United States Code; Section 12302
of Title 10 of the United States Code; Section 12304 of Title 10 of the United States Code; Section 12305 of Title 10 of
the United States Code; Section 12406 of Title 10 of the United States Code; chapter 15 of Title 10 of the United States
Code; or, any other provision of law during a war or during a national emergency declared by the President or Congress
so long as it is in support of a contingency operation. 10 U.S.C. § 101(a)(13)(B). 

 
An employer may require the employee to provide a copy of the military member's active duty orders or other
documentation issued by the military which indicates that the military member is on covered active duty or call to covered
active duty status, and the dates of the military member's covered active duty service. This information need only be
provided to the employer once, unless additional leave is needed for a different military member or different
deployment. 

 
(1) Provide the dates of the military member’s covered active duty service:    

 

(2) Please check one of the following and attach the indicated written document to support that the military member 
is on covered active duty or call to covered active duty status: 

 
A copy of the military member’s covered active duty orders 

 
Other documentation from the military indicating that the military member is on covered active duty or has 
been notified of an impending call to covered active duty, such as official military correspondence from the 
military member’s chain of command 

 
I have previously provided my employer with sufficient written documentation confirming the military 
member’s covered active duty or call to covered active duty status 

 
PART B: APPROPRIATE FACTS 

Under the FMLA, leave can be taken for a number of qualifying exigencies. 29 C.F.R. § 825.126(b). Complete and
sufficient certification to support a request for FMLA leave due to a qualifying exigency includes available written
documentation which supports the need for leave such as a copy of a meeting announcement for informational briefings
sponsored by the military, a document confirming the military member’s Rest and Recuperation leave, or other
documentation issued by the military which indicates that the military member has been granted Rest and Recuperation
leave, or a document confirming an appointment with a third party (e.g., a counselor or school official, or staff at a care
facility, a copy of a bill for services for the handling of legal or financial affairs). Please provide appropriate facts related
to the particular qualifying exigency to support the FMLA leave request, including information on the type of qualifying
exigency and any available written documentation of the exigency event. 

(3) Select the appropriate Qualifying Exigency Category and, if needed, provide additional information related to 
the event: 

 
 Short notice deployment (i.e., deployment within seven or fewer days of notice) 

 Military events and related activities (e.g., official ceremonies or events, or family support and assistance programs): 
 
 

 

 Childcare related activities for the child of the military member (e.g., arranging for alternative childcare): 
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 Care for the military member’s parent (e.g., admitting or transferring the parent to a new care facility): 

 
 

 Financial and legal arrangements related to the deployment (e.g., obtaining military identification cards) 
 

 Counseling related to the deployment (i.e., counseling provided by someone other than a health care provider) 
 

 Military member’s short-term, temporary Rest and Recuperation leave (R&R) (leave for this reason is limited 
to 15 calendar days for each instance of R&R) 

 
 Post deployment activities (e.g., arrival ceremonies, or reintegration briefings and events):_   

 
 

 

 Any other event that the employee and employer agree is a qualifying exigency: 
 

 
 

(1) Available written documentation supporting this request for leave is ( attached / not attached / not 
available). 

 
 
PART C: AMOUNT OF LEAVE NEEDED 

 

Provide information concerning the amount of leave that will be needed. Several questions in this section seek a
response as to the frequency or duration of the qualifying exigency leave needed. Be as specific as you can; terms such as
“unknown” or “indeterminate” may not be sufficient to determine FMLA coverage. 

 
(2) List the approximate date exigency started or will start: (mm/dd/yyyy) 

 
(3) Provide your best estimate of how long the exigency lasted or will last: 

 
From (mm/dd/yyyy) to (mm/dd/yyyy) 

 
 
(4) Due to a qualifying exigency, I need to work a reduced schedule. Provide your best estimate of the reduced 

schedule you are able to work: 
 

From (mm/dd/yyyy) to (mm/dd/yyyy) 
 

I am able to work    
(e.g., 5 hours/day, up to 25 hours a week) 

 
(5) Due to a qualifying exigency, I will need to be absent from work for a continuous period of time. Provide your 

best estimate of the beginning and ending dates for the period of absence: 
 

From (mm/dd/yyyy) to (mm/dd/yyyy) 
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(1) Due to a qualifying exigency, I will need to be absent from work on an intermittent basis (periodically). 

Provide your best estimate of the frequency (how often) and duration (how long) of each appointment, meeting, or 
leave event, including any travel time. 

Over the next 6 months, absences on an intermittent basis are estimated to occur: times per 
( day / week / month) and are likely to last approximately ( hours / days) per episode. 

 
(2) My leave is due to a qualifying exigency that involves Rest and Recuperation leave (R & R) of the military 

member (leave for this reason is limited to 15 calendar days for each instance of R & R leave). 
 

List the dates of the military member’s R &R leave: 
 

From (mm/dd/yyyy) to (mm/dd/yyyy) 

 

PART D: THIRD PARTY INFORMATION 

If applicable, please provide information below that may be used by your employer to verify meetings or appointments with
a third party related to the qualifying exigency. Examples of meetings with third parties include: arranging for childcare or
parental care, to attend non-medical counseling, to attend meetings with school, childcare or parental care providers, to
make financial or legal arrangements, to act as the military member’s representative before a federal, state, or local agency
for purposes of obtaining, arranging or appealing military service benefits, or to attend any event sponsored by the military
or military service organizations. This information may be used by your employer to verify that the information contained
on this form is accurate. 

Individual (e.g., name and title) or Entity / Organization:    
 

Address:    
 

Telephone: ( ) Fax: ( ) E-mail:    

Describe purpose of meeting:        

 
 

Employee 
Signature Date (mm/dd/yyyy) 

 
 
 

 

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT 
If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 U.S.C. §
2616; 29 C.F.R. § 825.500. Persons are not required to respond to this collection of information unless it displays a currently
valid OMB control number. The Department of Labor estimates that it will take an average of 15 minutes for respondents
to complete this collection of information, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any
comments regarding this burden estimate or any other aspect of this collection information, including suggestions for
reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502,
200 Constitution Avenue, N.W., Washington, D.C. 20210. 

 
 

DO NOT SEND THE COMPLETED FORM TO THE DEPARTMENT OF DEPARTMENT OF LABOR. 
RETURN FORM TO THE EMPLOYER.
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Form WH-385-V  Revised May 2015

Certification for Serious Injury U.S. Department of 
Labor or Illness of a Veteran for Wage and Hour Division 

Military Caregiver Leave 
(Family and Medical Leave 
Act) 

 
 

DO NOT SEND COMPLETED FORM TO THE DEPARTMENT OF LABOR; RETURN TO THE EMPLOYEE OMB Control Number: 1235-
0003 

Expires:  8/31/2021 

 

The Family and Medical Leave Act (FMLA) provides that an employer may require an employee seeking military caregiver leave 
under the FMLA leave due to a serious injury or illness of a covered veteran to submit a certification providing sufficient facts to 
support the request for leave. Your response is voluntary. While you are not required to use this form, you may not ask the 
employee to provide more information than allowed under the FMLA regulations, 29 CFR 825.310. Employers must generally 
maintain records and documents relating to medical certifications, recertifications, or medical histories of employees or 
employees’ family members, created for FMLA purposes as confidential medical records in separate files/records from the usual 
personnel files and in accordance with 29 CFR 1630.14(c)(1), if the Americans with Disabilities Act applies, and in accordance 
with 29 CFR 1635.9, if the Genetic Information Nondiscrimination Act applies. 

 

 
 

INSTRUCTIONS to the EMPLOYEE and/or VETERAN: Please complete Section I before having Section II 
completed. The FMLA permits an employer to require that an employee submit a timely, complete, and sufficient certification to 
support a request for military caregiver leave under the FMLA leave due to a serious injury or illness of a covered veteran. If 
requested by the employer, your response is required to obtain or retain the benefit of FMLA-protected leave. 29 U.S.C. 2613, 
2614(c)(3). Failure to do so may result in a denial of an employee’s FMLA request. 29 CFR 825.310(f). The employer must 
give an employee at least 15 calendar days to return this form to the employer. 

 
 

 
(This section must be completed before Section II can be completed by a health care provider.) 

 

Part A:  EMPLOYEE INFORMATION 
 

Name and address of employer (this is the employer of the employee requesting leave to care for a veteran): 
 
 

 

 

Name of employee requesting leave to care for a veteran: 
 
 

 

First Middle Last 
 

Name of veteran (for whom employee is requesting leave): 
 
 

 

First Middle Last 
 

Relationship of employee to veteran: 
 

Spouse Parent Son Daughter Next of Kin (please specify relationship): 

SECTION I: For completion by the EMPLOYEE and/or the VETERAN for whom the employee is
requesting leave 

Notice to the EMPLOYER 
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Part B: VETERAN INFORMATION 
 

(1) Date of the veteran’s discharge: 
 

 

 

(2) Was the veteran dishonorably discharged or released from the Armed Forces (including the National Guard 
or Reserves)? Yes No

(3) Please provide the veteran’s military branch, rank and unit at the time of discharge: 
 
 

 
 

 

(4) Is the veteran receiving medical treatment, recuperation, or therapy for an injury or illness? 
Yes No




Part C:  CARE TO BE PROVIDED TO THE VETERAN 
 

Describe the care to be provided to the veteran and an estimate of the leave needed to provide the care: 
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INSTRUCTIONS to the HEALTH CARE PROVIDER: The employee named in Section I has requested leave under the 
military caregiver leave provision of the FMLA to care for a family member who is a veteran. For purposes of FMLA military 
caregiver leave, a serious injury or illness means an injury or illness incurred by the servicemember in the line of duty on active duty   
in the Armed Forces (or that existed before the beginning of the servicemember’s active duty and was aggravated by service in the line 
of duty on active duty in the Armed Forces) and manifested itself before or after the servicemember became a veteran, and is: 

 
(i) a continuation of a serious injury or illness that was incurred or aggravated when the covered veteran was a member of 
the Armed Forces and rendered the servicemember unable to perform the duties of the servicemember’s office, grade, rank, 
or rating; or 
(ii) a physical or mental condition for which the covered veteran has received a U.S. Department of Veterans Affairs Service 
Related Disability Rating (VASRD) of 50 percent or greater, and such VASRD rating is based, in whole or in part, on the 
condition precipitating the need for military caregiver leave; or 
(iii) a physical or mental condition that substantially impairs the covered veteran’s ability to secure or follow a substantially 
gainful occupation by reason of a disability or disabilities related to military service, or would do so absent treatment; or 
(iv) an injury, including a psychological injury, on the basis of which the covered veteran has been enrolled in the 
Department of Veterans’ Affairs Program of Comprehensive Assistance for Family Caregivers. 

 
A complete and sufficient certification to support a request for FMLA military caregiver leave due to a covered veteran’s serious 
injury or illness includes written documentation confirming that the veteran’s injury or illness was incurred in the line of duty on 
active duty or existed before the beginning of the veteran’s active duty and was aggravated by service in the line of duty on active 
duty, and that the veteran is undergoing treatment, recuperation, or therapy for such injury or illness by a health care provider listed 
above. Answer fully and completely all applicable parts. Several questions seek a response as to the frequency or duration of a 
condition, treatment, etc. Your answer should be your best estimate based upon your medical knowledge, experience, and 
examination of the patient. Be as specific as you can; terms such as “lifetime,” “unknown,” or “indeterminate” may not be sufficient 
to determine FMLA military caregiver leave coverage. Limit your responses to the veteran’s condition for which the employee is 
seeking leave. Do not provide information about genetic tests, as defined in 29 CFR 1635.3(f), or genetic services, as defined in 29 
CFR 1635.3(e). 

 
(Please ensure that Section I has been completed before completing this section. Please be sure to sign the form on the 
last page and return this form to the employee requesting leave (See Section I, Part A above). DO NOT SEND THE 

COMPLETED FORM TO THE WAGE AND HOUR DIVISION.) 
 

Part A:  HEALTH CARE PROVIDER INFORMATION 
 

Health care provider’s name and business address: 
 
 

 

 

Telephone: ( ) Fax: ( ) Email: 

SECTION II: For completion by: (1) a United States Department of Defense (“DOD”) health care provider; (2) a
United States Department of Veterans Affairs (“VA”) health care provider; (3) a DOD TRICARE network 
authorized private health care provider; (4) a DOD non-network TRICARE authorized private health care 
provider; or (5) a health care provider as defined in 29 CFR 825.125.
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PART B: MEDICAL STATUS 
 

Note:  If you are unable to make certain of the military-related determinations contained in Part B, you are permitted to 
rely upon determinations from an authorized DOD representative (such as, DOD Recovery Care Coordinator) or an 
authorized VA representative. 

 
(1) The Veteran’s medical condition is: 

 
 A continuation of a serious injury or illness that was incurred or aggravated when the covered veteran was 

a member of the Armed Forces and rendered the servicemember unable to perform the duties of the 
servicemember’s office, grade, rank, or rating. 

 
 A physical or mental condition for which the covered veteran has received a U.S. Department of Veterans 

Affairs Service Related Disability Rating (VASRD) of 50% or higher, and such VASRD rating is based, in 
whole or in part, on the condition precipitating the need for military caregiver leave. 

 
 A physical or mental condition that substantially impairs the covered veteran’s ability to secure or follow a 

substantially gainful occupation by reason of a disability or disabilities related to military service, or would do 
so absent treatment. 

 
 An injury, including a psychological injury, on the basis of which the covered veteran is enrolled in the 

Department of Veterans’ Affairs Program of Comprehensive Assistance for Family Caregivers. 
 

 None of the above. 

(2) Is the veteran being treated for a condition which was incurred or aggravated by service in the line of duty on 
active duty in the Armed Forces? YesNo

(3) Approximate date condition commenced:    
 

(4) Probable duration of condition and/or need for care:      
 

(5) Is the veteran undergoing medical treatment, recuperation, or therapy for this condition? Yes

No If yes, please describe medical treatment, recuperation or therapy: 

 
 

 
 

PART C: VETERAN’S NEED FOR CARE BY FAMILY MEMBER 
 

“Need for care” encompasses both physical and psychological care.  It includes situations where, for example, due to his or 
her serious injury or illness, the veteran is unable to care for his or her own basic medical, hygienic, or nutritional needs or 
safety, or is unable to transport him or herself to the doctor.  It also includes providing psychological comfort and 
reassurance which would be beneficial to the veteran who is receiving inpatient or home care. 

 
(1) Will the veteran need care for a single continuous period of time, including any time for treatment and recovery? 

Yes No

If yes, estimate the beginning and ending dates for this period of time:   
 

(2) Will the veteran require periodic follow-up treatment appointments?   Yes No

If yes, estimate the treatment schedule:     
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(1) Is there a medical necessity for the veteran to have periodic care for these follow-up treatment appointments? 
Yes No

(2) Is there a medical necessity for the veteran to have periodic care for other than scheduled follow-up treatment 
appointments (e.g., episodic flare-ups of medical condition)? Yes No



If yes, please estimate the frequency and duration of the periodic care: 
 
 

 

 
 

 

 
 
 

Signature of Health Care Provider: Date:     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT 
If submitted, it is mandatory for employers to retain a copy of this disclosure in their records for three years, in accordance with 29 U.S.C. 2616; 29 
CFR 825.500. Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number.  The 
Department of Labor estimates that it will take an average of 20 minutes for respondents to complete this collection of information, including the 
time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the 
collection of information.  If you have any comments regarding this burden estimate or any other aspect of this collection information, including 
suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 
Constitution Ave., NW, Washington, DC 20210. DO NOT SEND THE COMPLETED FORM TO THE WAGE AND HOUR DIVISION; 
RETURN IT TO THE EMPLOYEE REQUESTING LEAVE (As shown in Section I, Part “A” above).
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HIPAA PRIVACY 
The Plan provides each Covered Person with a separate Notice of Privacy Practices. This Notice 
describes how the Plan uses and discloses a Covered Person's personal health information. It also 
describes certain rights the Covered Person has regarding this information. Additional copies of the 
Plan's Notice of Privacy Practices are available by calling 330-287-5409 

Definitions: 

 Breach means an unauthorized acquisition, access, use or disclosure of Protected Health 
Information ("PHI") or Electronic Protected Health Information ("ePHI") that violates the HIPAA 
Privacy Rule and that compromises the security or privacy of the information. 

 Protected Health Information ("PHI") means individually identifiable health information, as 
defined by HIPAA, that is created or received by the Plan and that relates to the past, present, or 
future physical or mental health or condition of an individual; the provision of health care to an 
individual; or the past, present, or future payment for the provision of health care to an individual; 
and that identifies the individual or for which there is a reasonable basis to believe the 
information can be used to identify the individual. PHI includes information of persons living or 
deceased. 

 
Commitment to Protecting Health Information:  The Plan will comply with the Standards for Privacy 
of Individually Identifiable Health Information (i.e., the "Privacy Rule") set forth by the U.S. Department 
of Health and Human Services ("HHS") pursuant to the Health Insurance Portability and Accountability 
Act of 1996 ("HIPAA"). Such standards control the dissemination of "protected health information" 
("PHI") of Covered Persons. Privacy Standards will be implemented and enforced in the offices of the 
Employer and Plan Administrator and any other entity that may assist in the operation of the Plan. 

The Plan is required by law to take reasonable steps to ensure the privacy of the Covered Person's PHI, 
and inform him/her about: 

1. The Plan's disclosures and uses of PHI. 
2. The Covered Person’s privacy rights with respect to his or her PHI. 
3. The Plan's duties with respect to his or her PHI. 
4. The Covered Person's right to file a complaint with the Plan and with the Secretary of HHS. 
5. The person or office to contact for further information about the Plan's privacy practices. 

Within this provision capitalized terms may be used, but not otherwise defined. These terms shall have 
the same meaning as those terms set forth in 45 CFR Sections 160.103 and 164.501. Any HIPAA 
regulation modifications altering a defined HIPAA term or regulatory citation shall be deemed 
incorporated into this provision. 

How Health Information May Be Used and Disclosed: In general, the Privacy Rules permit the Plan to 
use and disclose, the minimum necessary amount, an individual's PHI, without obtaining authorization, 
only if the use or disclosure is for any of the following: 

1. To carry out payment of benefits. 
2. For health care operations. 
3. For treatment purposes. 
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4. If the use or disclosure falls within one of the limited circumstances described in the rules (e.g., 
the disclosure is required by law or for public health activities). 

Disclosure of PHI to the Plan Administrator for Plan Administration Purposes:  In order that the 
Plan Administrator may receive and use PHI for plan administration purposes, the Plan Administrator 
agrees to:  

1. Not use or further disclose PHI other than as permitted or required by the Plan documents or as 
required by law (as defined in the Privacy Standards). 

2. Ensure that any agents, including a subcontractor, to whom the Plan Administrator provides PHI 
received from the Plan, agree to the same restrictions and conditions that apply to the Plan 
Administrator with respect to such PHI. 

3. Establish safeguards for information, including security systems for data processing and storage. 
4. Maintain the confidentiality of all PHI, unless an individual gives specific consent or 

authorization to disclose such data or unless the data is used for health care payment or Plan 
operations. 

5. Receive PHI, in the absence of an individual's express authorization, only to carry out Plan 
administration functions. 

6. If a Plan engages in underwriting: Not use or disclose Genetic Information for underwriting 
purposes. 

7. Not use or disclose PHI for employment-related actions and decisions or in connection with any 
other benefit or Employee benefit plan of the Plan Administrator, except pursuant to an 
authorization which meets the requirements of the Privacy Standards. 

8. Report to the Plan any PHI use or disclosure that is inconsistent with the uses or disclosures 
provided for of which the Plan Administrator becomes aware. 

9. Make available PHI in accordance with section 164.524 of the Privacy Standards (45 CFR 
164.524). 

10. Make available PHI for amendment and incorporate any amendments to PHI in accordance with 
section 164.526 of the Privacy Standards (45 CFR 164.526). 

11. Make available the information required to provide an accounting of disclosures in accordance 
with section 164.528 of the Privacy Standards (45 CFR 164.528). 

12. Make its internal practices, books and records relating to the use and disclosure of PHI received 
from the Plan available to the Secretary of the U.S. Department of Health and Human Services 
("HHS"), or any other officer or Employee of HHS to whom the authority involved has been 
delegated, for purposes of determining compliance by the Plan with part 164, subpart E, of the 
Privacy Standards (45 CFR 164.500 et seq). 

13. Train Employees in privacy protection requirements and appoint a Privacy Officer responsible for 
such protections. 

14. If feasible, return or destroy all PHI received from the Plan that the Plan Administrator still 
maintains in any form and retain no copies of such PHI when no longer needed for the purpose 
for which disclosure was made, except that, if such return or destruction is not feasible, limit 
further uses and disclosures to those purposes that make the return or destruction of the PHI 
infeasible. 

15. Ensure that adequate separation between the Plan and the Plan Administrator, as required in 
section 164.504(f)(2)(iii) of the Privacy Standards (45 CFR 164.504(f)(2)(iii)), is established as 
follows: 

a. The following Employees, or classes of Employees, or other persons under control of the 
Plan Administrator, shall be given access to the PHI to be disclosed: 
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i. Privacy Officer. 
b. The access to and use of PHI by the individuals identified above shall be restricted to the 

plan administration functions that the Plan Administrator performs for the Plan. 
c. In the event any of the individuals described above do not comply with the provisions of 

the Plan documents relating to use and disclosure of PHI, the Plan Administrator shall 
impose reasonable sanctions as necessary, in its discretion, to ensure that no further non-
compliance occurs. The Plan Administrator will promptly report such violation or 
noncompliance to the Plan, and will cooperate with the Plan to correct violation or 
noncompliance and to impose appropriate disciplinary action or sanctions. Such sanctions 
shall be imposed progressively (for example, an oral warning, a written warning, time off 
without pay and termination), if appropriate, and shall be imposed so that they are 
commensurate with the severity of the violation. 

Disclosure of Summary Health Information to the Plan Sponsor: The Plan may disclose PHI to the 
Plan Sponsor of the group health plan for purposes of plan administration or pursuant to an authorization 
request signed by the Covered Person. The Plan may use or disclose "summary health information" to the 
Plan Sponsor for obtaining premium bids or modifying, amending, or terminating the group health plan. 
"Summary health information" may be individually identifiable health information and it summarizes the 
Claims history, Claims expenses, or the type of Claims experienced by individuals in the plan, but it 
excludes all identifiers that must be removed for the information to be de-identified, except that it may 
contain geographic information to the extent that it is aggregated by five-digit zip code. 

Disclosure of Certain Enrollment Information to the Plan Sponsor: Pursuant to section 
164.504(f)(1)(iii) of the Privacy Standards (45 CFR 164.504(f)(1)(iii)), the Plan may disclose to the Plan 
Sponsor information on whether an individual is participating in the Plan or is enrolled in or has un-
enrolled from a health insurance issuer or health maintenance organization offered by the Plan to the Plan 
Sponsor. 

Disclosure of PHI to Obtain Stop-loss or Excess Loss Coverage:  The Plan Sponsor may hereby 
authorize and direct the Plan, through the Plan Sponsor or the Third Party Administrator, to disclose PHI 
to stop-loss carriers, excess loss carriers or managing general underwriters ("MGUs") for underwriting 
and other purposes in order to obtain and maintain stop-loss or excess loss coverage related to benefit 
claims under the Plan. Such disclosures shall be made in accordance with the Privacy Standards. 

Other Disclosures and Uses of PHI: 
Primary Uses and Disclosures of PHI 

1. Treatment, Payment and Health Care Operations: The Plan has the right to use and disclose a 
Covered Person's PHI for all activities as included within the definitions of Treatment, Payment, 
and Health Care Operations and pursuant to the HIPAA Privacy Rule. 

2. Business Associates: The Plan contracts with individuals and entities (Business Associates) to 
perform various functions on its behalf. In performance of these functions or to provide services, 
Business Associates will receive, create, maintain, use, or disclose PHI, but only after the Plan 
and the Business Associate agree in writing to contract terms requiring the Business Associate to 
appropriately safeguard the Covered Person's information. 

3. Other Covered Entities: The Plan may disclose PHI to assist health care Providers in connection 
with their treatment or payment activities or to assist other covered entities in connection with 
payment activities and certain health care operations. For example, the Plan may disclose PHI to 
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a health care Provider when needed by the Provider to render treatment to a Covered Person, and 
the Plan may disclose PHI to another covered entity to conduct health care operations. The Plan 
may also disclose or share PHI with other insurance carriers (such as Medicare, etc.) in order to 
coordinate benefits, if a Covered Person has coverage through another carrier. 

 
Other Possible Uses and Disclosures of PHI 

1. Required by Law: The Plan may use or disclose PHI when required by law, provided the use or 
disclosure complies with and is limited to the relevant requirements of such law. 

2. Public Health and Safety: The Plan may use or disclose PHI when permitted for purposes of 
public health activities, including disclosures to: 

a. A public health authority or other appropriate government authority authorized by law to 
receive reports of Child abuse or neglect. 

b. Report reactions to medications or problems with products or devices regulated by the 
Federal Food and Drug Administration (FDA) or other activities related to quality, safety, 
or effectiveness of FDA-regulated products or activities. 

c. Locate and notify persons of recalls of products they may be using. 
d. A person who may have been exposed to a communicable Disease or may otherwise be at 

risk of contracting or spreading a Disease or condition, if authorized by law. 
3. Government Authority:  The Plan may disclose PHI to a government authority, except for reports 

of Child abuse or neglect, when required or authorized by law, or with the Covered Person's 
agreement, if the Plan reasonably believes he or she to be a victim of abuse, neglect, or domestic 
violence. In such case, the Plan will promptly inform the Covered Person that such a disclosure 
has been or will be made unless the Plan believes that informing him/her would place him/her at 
risk of serious harm (but only to someone in a position to help prevent the threat). Disclosure 
generally may be made to a minor's parents or other representatives although there may be 
circumstances under Federal or State law when the parents or other representatives may not be 
given access to the minor's PHI.  

4. Health Oversight Activities: The Plan may disclose PHI to a health oversight agency for 
oversight activities authorized by law. This includes civil, administrative or criminal 
investigations; inspections; claim audits; licensure or disciplinary actions; and other activities 
necessary for appropriate oversight of a health care system, government health care program, and 
compliance with certain laws. 

5. Lawsuits and Disputes: The Plan may disclose PHI when required for judicial or administrative 
proceedings. For example, the Covered Person's PHI may be disclosed in response to a subpoena, 
discovery requests, or other required legal processes when the Plan is given satisfactory 
assurances that the requesting party has made a good faith attempt to advise the Covered Person 
of the request or to obtain an order protecting such information, and done in accordance with 
specified procedural safeguards. 

6. Law Enforcement: The Plan may disclose PHI to a law enforcement official when required for 
law enforcement purposes concerning identifying or locating a suspect, fugitive, material witness 
or missing person. Under certain circumstances, the Plan may disclose the Covered Person's PHI 
in response to a law enforcement official's request if he or she is, or are suspected to be, a victim 
of a crime and if it believes in good faith that the PHI constitutes evidence of criminal conduct 
that occurred on the Sponsor's or Plan's premises. 

7. Decedents: The Plan may disclose PHI to family members or others involved in decedent's care 
or payment for care, a coroner, funeral director or medical examiner for the purpose of 
identifying a deceased person, determining a cause of death or as necessary to carry out their 
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duties as authorized by law. The decedent's health information ceases to be protected after the 
individual is deceased for 50 years. 

8. Research: The Plan may use or disclose PHI for research, subject to certain limited conditions. 
9. To Avert a Serious Threat to Health or Safety: The Plan may disclose PHI in accordance with 

applicable law and standards of ethical conduct, if the Plan, in good faith, believes the use or 
disclosure is necessary to prevent or lessen a threat to health or safety of a person or to the public. 

10. Workers' Compensation: The Plan may disclose PHI when authorized by and to the extent 
necessary to comply with workers' compensation or other similar programs established by law. 

11. Military and National Security: The Plan may disclose PHI to military authorities or armed forces 
personnel under certain circumstances. As authorized by law, the Plan may disclose PHI required 
for intelligence, counter-intelligence, and other national security activities to authorized Federal 
officials. 

 
Required Disclosures of PHI 

1. Disclosures to Covered Persons: The Plan is required to disclose to a Covered Person most of the 
PHI in a Designated Record Set when the Covered Person requests access to this information. 
The Plan will disclose a Covered Person's PHI to an individual who has been assigned as his or 
her representative and who has qualified for such designation in accordance with the relevant 
State law. Before disclosure to an individual qualified as a personal representative, the Plan must 
be given written supporting documentation establishing the basis of the personal representation. 
 
The Plan may elect not to treat the person as the Covered Person's personal representative if it has 
a reasonable belief that the Covered Person has been, or may be, subjected to domestic violence, 
abuse, or neglect by such person, it is not in the Covered Person's best interest to treat the person 
as his or her personal representative, or treating such person as his or her personal representative 
could endanger the Covered Person. 
 

2. Disclosures to the Secretary of the U.S. Dept of Health and Human Services: The Plan is required 
to disclose the Covered Person's PHI to the Secretary of the U.S. Department of Health and 
Human Resources when the Secretary is investigating or determining the Plan's compliance with 
the HIPAA Privacy Rule. 

 
Instances When Required Authorization Is Needed From Covered Persons Before Disclosing PHI 

1. If the Plan maintains psychotherapy notes: Most uses and disclosures of psychotherapy notes. 
2. Uses and disclosures for marketing.  
3. Sale of PHI. 
4. Other uses and disclosures not described in this section can only be made with authorization from 

the Covered Person. The Covered Person may revoke this authorization at any time.  
 

Covered Person's Rights:  The Covered Person has the following rights regarding PHI about him/her: 
1. Request Restrictions: The Covered Person has the right to request additional restrictions on the 

use or disclosure of PHI for treatment, payment, or health care operations. The Covered Person 
may request that the Plan restrict disclosures to family members, relatives, friends or other 
persons identified by him/her who are involved in his or her care or payment for his or her care. 
The Plan is not required to agree to these requested restrictions. 
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2. Right to Receive Confidential Communication: The Covered Person has the right to request that 
he or she receive communications regarding PHI in a certain manner or at a certain location. The 
request must be made in writing and how the Covered Person would like to be contacted. The 
Plan will accommodate all reasonable requests. 

3. Right to Receive Notice of Privacy Practices: The Covered Person is entitled to receive a paper 
copy of the plan's Notice of Privacy Practices at any time. To obtain a paper copy, contact the 
Privacy Officer. 

4. Accounting of Disclosures: The Covered Person has the right to request an accounting of 
disclosures the Plan has made of his or her PHI. The request must be made in writing and does 
not apply to disclosures for treatment, payment, health care operations, and certain other 
purposes. The Covered Person is entitled to such an accounting for the six years prior to his or her 
request. Except as provided below, for each disclosure, the accounting will include: (a) the date 
of the disclosure, (b) the name of the entity or person who received the PHI and, if known, the 
address of such entity or person; (c) a description of the PHI disclosed, (d) a statement of the 
purpose of the disclosure that reasonably informs the Covered Person of the basis of the 
disclosure, and certain other information. If the Covered Person wishes to make a request, please 
contact the Privacy Officer. 

5. Access: The Covered Person has the right to request the opportunity to look at or get copies of 
PHI maintained by the Plan about him/her in certain records maintained by the Plan. If the 
Covered Person requests copies, he or she may be charged a fee to cover the costs of copying, 
mailing, and other supplies. If a Covered Person wants to inspect or copy PHI, or to have a copy 
of his or her PHI transmitted directly to another designated person, he or she should contact the 
Privacy Officer. A request to transmit PHI directly to another designated person must be in 
writing, signed by the Covered Person and the recipient must be clearly identified. The Plan must 
respond to the Covered Person's request within thirty (30) days (in some cases, the Plan can 
request a thirty (30) day extension). In very limited circumstances, the Plan may deny the 
Covered Person's request. If the Plan denies the request, the Covered Person may be entitled to a 
review of that denial. 

6. Amendment: The Covered Person has the right to request that the Plan change or amend his or 
her PHI. The Plan reserves the right to require this request be in writing. Submit the request to the 
Privacy Officer. The Plan may deny the Covered Person's request in certain cases, including if it 
is not in writing or if he or she does not provide a reason for the request. 

7. Fund raising contacts: The Covered Person has the right to opt out of fundraising contacts. 
 

Questions or Complaints: If the Covered Person wants more information about the Plan's privacy 
practices, has questions or concerns, or believes that the Plan may have violated his or her privacy rights, 
please contact the Plan using the following information. The Covered Person may submit a written 
complaint to the U.S. Department of Health and Human Services or with the Plan. The Plan will provide 
the Covered Person with the address to file his or her complaint with the U.S. Department of Health and 
Human Services upon request. 

The Plan will not retaliate against the Covered Person for filing a complaint with the Plan or the U.S. 
Department of Health and Human Services. 



 
 

HIPAA: NOTICE OF PRIVACY PRACTICES REF 5.01

Contact Information: 

Privacy Officer Contact Information: 
Barb Winey, HR Manager 
428 West Liberty Street 
Wooster, Ohio 44691 
Phone: 330-287-5409 
Fax: 330-287-5407 
Email: bwiney@wayneohio.org 
 
Additional Contact Information for HIPAA Questions: 
Patrick Herron, County Administrator 
428 West Liberty Street 
Wooster, Ohio 44691 
Phone: 330-287-5400 
Fax: 330-287-5407 
Email: pherron@wayneohio.org 
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HIPAA SECURITY 
 
Disclosure of Electronic Protected Health Information ("Electronic PHI") to the Plan Sponsor for 
Plan Administration Functions:  STANDARDS FOR SECURITY OF INDIVIDUALLY 
IDENTIFIABLE HEALTH INFORMATION ("SECURITY RULE") 

The Health Insurance Portability and Accountability Act (HIPAA) and other applicable law shall override 
the following wherever there is a conflict, or a term or terms is/are not hereby defined. 

The Security Rule imposes regulations for maintaining the integrity, confidentiality and availability of 
protected health information that it creates, receives, maintains, or maintains electronically that is kept in 
electronic format (ePHI) as required under HIPAA. 

Definitions:  

 Electronic Protected Health Information (ePHI), as defined in Section 160.103 of the Security 
Standards (45 C.F.R. 160.103), means individually identifiable health information transmitted or 
maintained in any electronic media. 

 Security Incidents, as defined within Section 164.304 of the Security Standards (45 C.F.R. 
164.304), means the attempted or successful unauthorized access, use, disclosure, modification, 
or destruction of information or interference with systems operation in an information system. 

 
Plan Sponsor Obligations:  To enable the Plan Sponsor to receive and use Electronic PHI for Plan 
Administration Functions (as defined in 45 CFR §164.504(a)), the Plan Sponsor agrees to: 

1. Implement administrative, physical, and technical safeguards that reasonably and appropriately 
protect the confidentiality, integrity and availability of the Electronic PHI that it creates, receives, 
maintains, or transmits on behalf of the Plan. 

2. Ensure that adequate separation between the Plan and the Plan Sponsor, as required in 45 CFR § 
164.504(f)(2)(iii), is supported by reasonable and appropriate Security Measures. 

3. Ensure that any agent, including a subcontractor, to whom the Plan Sponsor provides Electronic 
PHI created, received, maintained, or transmitted on behalf of the Plan, agrees to implement 
reasonable and appropriate administrative, physical, and technical safeguards to protect the 
confidentiality, integrity, and availability of the Electronic PHI and report to the Plan any security 
incident of which it becomes aware. 

4. Report to the Plan any security incident of which it becomes aware. 
 
Notification Requirements in the Event of a Breach of Unsecured PHI:  The required breach 
notifications are triggered upon the discovery of a breach of unsecured PHI. A breach is discovered as of 
the first day the breach is known, or reasonably should have been known. 

When a breach of unsecured PHI is discovered, the Plan will: 

1. Notify the Covered Person whose PHI has been, or is reasonably believed to have been, assessed, 
acquired, used, or disclosed as a result of the breach, in writing, without unreasonable delay and 
in no case later than sixty (60) calendar days after discovery of the breach. Breach notification 
must be provided to the affected individual(s) by: 
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a. Written notice by first-class mail to the Covered Person (or next of kin) at the last known 
address or, if specified by the Covered Person, e-mail. 

b. If the Plan has insufficient or out-of-date contact information for the Covered Person, the 
Covered Person must be notified by a "substitute form". 

c. If an urgent notice is required, the Plan may contact the Covered Person by telephone. 
The breach notification will have the following content: 

i. Brief description of what happened, including date of breach and date 
discovered. 

ii. Types of unsecured PHI involved (e.g., name, Social Security number, date of 
birth, home address, account number). 

iii. Steps the Covered Person should take to protect from potential harm. 
iv. What the Plan is doing to investigate the breach, mitigate losses and protect 

against further breaches. 
2. Notify the media if the breach affected more than 500 residents of a State or jurisdiction. Notice 

must be provided to prominent media outlets serving the State or jurisdiction without 
unreasonable delay and in no case later than sixty (60) calendar days after the date the breach was 
discovered. 

3. Notify the HHS Secretary if the breach involves 500 or more individuals, contemporaneously 
with the notice to the affected individual and in the manner specified by HHS. If the breach 
involves less than 500 individuals, an internal log or other documentation of such breaches must 
be maintained and annually submitted to HHS within sixty (60) days after the end of each 
Calendar Year. 

4. When a Business Associate, which provides services for the Plan and comes in contact with PHI 
in connection with those services discovers a breach has occurred, that Business Associate will 
notify the Plan without unreasonable delay and in no case later than sixty (60) calendar days after 
discovery of a breach so that the affected Covered Persons may be notified. To the extent 
possible, the Business Associate should identify each individual whose unsecured PHI has been, 
or is reasonably believed to have been, breached.
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INCIDENT REPORT 

 
 
YOU ARE TO BE TRUTHFUL IN YOUR STATEMENT ON THESE PAGES, TO THE BEST 
OF YOUR KNOWLEDGE.  FRAUDULENT STATEMENTS MAY RESULT IN DISCIPLINE 
AND/OR TERMINATION IF YOU ARE A WAYNE COUNTY EMPLOYEE.  
 
PLEASE USE BACK SIDE OF THIS FORM OR AN ADDITIONAL PAGE IF NECESSARY; 
(PLEASE USE NUMBERS NEXT TO EACH QUESTION FOR REFERENCE): 
 
EMPLOYEE NAME:  __________________________   DATE:  _________________________ 

EMPLOYEE DEPARTMENT:  ___________________________________________________ 

1.  Who committed the offense?  ___________________________________________________ 

2.  What exactly occurred or was said?  ________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

3.  Is the offense still ongoing?  ___________________________________________ 

4.  Where did the offense occur?  __________________________________________ 

5.  How often did the offense occur?  ______________________________________ 

 __________________________________________________________________ 

6.  How did the offense affect you?  _______________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

7.   How did you react to the offense?  ______________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 
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 __________________________________________________________________ 

8.  What response did you make when the offense(s) occurred or afterwards?  _________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

9.  Has your job been affected in any way?  ____________________________________ 

 __________________________________________________________________ 

10.  Are there any persons who have relevant information?  ________________________ 

 __________________________________________________________________ 

11.  Was anyone present when the alleged offense occurred?  ___________________ 

12.  Did you tell anyone about it?  ____________________________________________ 

13.  Did anyone see you immediately after the episodes of alleged offense?  ________ 

 __________________________________________________________________ 

14.  Did the person who offended you offend anyone else?  ________________________ 

15.  Do you know whether anyone else complained about that person?  ______________ 

 __________________________________________________________________ 

16.  Are there any notes, physical evidence or other documentation regarding the incident(s)?  

_____________________________________________________________ 

17.  How would you like to see the situation resolved?  ___________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

18.  Do you know of any other relevant information?  ____________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 
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INCIDENT RESPONSE REPORT 

 
 
YOU ARE TO BE TRUTHFUL IN YOUR STATEMENT ON THESE PAGES, TO THE BEST 
OF YOUR KNOWLEDGE.  FRAUDULENT STATEMENTS MAY RESULT IN DISCIPLINE 
AND/OR TERMINATION IF YOU ARE A WAYNE COUNTY EMPLOYEE.  
 
PLEASE USE BACK SIDE OF THIS FORM OR AN ADDITIONAL PAGE IF NECESSARY; 
(PLEASE USE NUMBERS NEXT TO EACH QUESTION FOR REFERENCE): 
 

EMPLOYEE NAME:  __________________________DATE:  __________________ 

EMPLOYEE DEPARTMENT:  ______________________________________________ 

1.  What is your response to the allegation(s)?  _________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

2.  If you are denying the allegations, can you explain why the complainant might lie?   

 __________________________________________________________________ 

 __________________________________________________________________ 

3.  Are there any persons who have relevant information?  _________________________ 

 __________________________________________________________________ 

4.  Are there any notes, physical evidence or other documentation regarding the incident(s)?  

_____________________________________________________________ 

5.  Do you know of any other relevant information?  _____________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 



 
 

INCIDENT REPORTS REF 8.06

 
INCIDENT RESPONSE REPORT FOR THIRD PARTY WITNESS 

 
YOU ARE TO BE TRUTHFUL IN YOUR STATEMENT ON THESE PAGES, TO THE BEST 
OF YOUR KNOWLEDGE.  FRAUDULENT STATEMENTS MAY RESULT IN DISCIPLINE 
AND/OR TERMINATION IF YOU ARE A WAYNE COUNTY EMPLOYEE.  
 
PLEASE USE BACK SIDE OF THIS FORM OR AN ADDITIONAL PAGE IF NECESSARY; 
(PLEASE USE NUMBERS NEXT TO EACH QUESTION FOR REFERENCE): 
 
EMPLOYEE NAME:  __________________________DATE:  __________________ 

1.  Are you a County employee?  If not, state how are you connected to the incident: 

 __________________________________________________________________ 

2.  What did you see or hear?  _______________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

 __________________________________________________________________ 

3.  When did this occur?  ___________________________________________________ 

4.  Describe the alleged behavior toward the complainant and toward others in the workplace.  

___________________________________________________________ 

 __________________________________________________________________ 

5.  What did the complainant tell you?  And when did he/she tell you this?  ___________ 

________________________________________________________________________ 

6.  Do you know of any other relevant information?  _____________________________ 

 __________________________________________________________________ 

7.  Are there other persons who have relevant information?  _______________________ 

 __________________________________________________________________ 

 



 
 

LANGUAGE IDENTIFIED FOR LIMITED ENGLISH PROFICIENCY (LEP) REF 8.27

Please refer to the following pages when trying to identify a language which an LEP individual 
speaks, in addition to following the instructions in Section 8.27.  
 
For individuals needing sign language services, dial 888-225-6065. 



 
 

LANGUAGE IDENTIFIED FOR LIMITED ENGLISH PROFICIENCY (LEP) REF 8.27

 
 
 



 
 

LANGUAGE IDENTIFIED FOR LIMITED ENGLISH PROFICIENCY (LEP) REF 8.27



 
 

LEAVE CONVERSION REQUEST (PRE-RETIREMENT) REF 5.11

 

Name:      
 Last  First  MI 

Employee #:  Dept:  Date of Request:  
 
 
 
Number of Hours of Sick Leave to be Converted to Cash Payment: 
(This must be no greater than 80 hours.  Employee must have a minimum balance of 960 hours after deduction.)

 
 
 
 
Number of Hours of Vacation to be Converted to Cash Payment: 
(This must be no greater than 80 hours.  Employee must have a minimum balance of 40 hours after deduction.)

 
 
 
I certify I have read the policy on Pre-Retirement Sick and Vacation Leave Conversion 
(under Section 5.11), and I have concluded I meet the eligibility requirements outlined in the 
policy. 
 

Signature of Employee 

Administrative Action 

 Approved  Disapproved 

   
Appointing Authority Signature  Date 



 
 

LEAVE CONVERSION REQUEST (RETIREMENT) REF 11.03

 

Name:      
 Last  First  MI 

Employee #:  Dept:  Date of Request:  

 

AS USED IN THIS SECTION, "RETIREMENT" MEANS DISABILITY OR 
SERVICE RETIREMENT UNDER ANY STATE OR MUNICIPAL RETIREMENT 
SYSTEM IN THIS STATE, WHICH DOES NOT INCLUDE A CASH PAYOUT OR 
ROLLOVER WHERE EMPLOYEE IS CONSIDERED BY SUCH AGENCIES TO BE A 
REFUNDED MEMBER.  FOR PURPOSES OF THIS SECTION, EMPLOYEES MUST BE 
CONSIDERED “RETIRED” BY SUCH AGENCIES, AND ARE ENCOURAGED TO 
DISCUSS THESE OPTIONS WITH THE APPROPRIATE AGENCY’S REPRESENTATIVE 
PRIOR TO SUBMITTING RETIREMENT PAPERWORK. 

 
 
  I WISH TO CONVERT THE REMAINDER OF MY SICK LEAVE HOURS TO A CASH 

PAYMENT (25% OF VALUE) 
 I certify that I have at least 10 years of service with the County or any State political 

subdivision 
 I recognize that this is a one-time payment and will eliminate all sick leave credit accrued by 

me 
 I recognize that the maximum payment cannot exceed 240 hours or 30 days 

 
 
  I DO NOT WISH TO CONVERT THE REMAINDER OF MY SICK LEAVE HOURS TO 

A CASH PAYMENT 
 I recognize that this is the only opportunity for me to do this; I will not have another 

opportunity upon any and all future terminations from employment with the County or any 
other State political subdivision 

I certify that I have read the policy on Retirement Sick Leave Conversion (under Section 11.03) and 
I have concluded that I meet the eligibility requirements outlined in the policy. 
 

Signature of Employee 



 
 

LEAVE REQUEST (TIME AWAY FROM WORK) REF 5.02, 5.04, 5.07

LEAVE REQUEST WAYNE COUNTY
 

NAME (PRINT) LAST FIRST MIDDLE INITIAL DATE 

    
EMPLOYING UNIT 

 

I REQUEST LEAVE BEGINNING  
A.M. 
P.M.  , 20  AND ENDING 

 
A.M. 
P.M.  , 20  FOR THE FOLLOWING REASON: 

HOURS REQUESTED 

 MEDICAL, DENTAL, OR OPTICAL EXAMINATION OR TREATMENT  

 PERSONAL ILLNESS OR INJURY (Please Explain)  

 SERIOUS ILLNESS OR INJURY IN IMMEDIATE FAMILY  

 DEATH OF   ON  

 VACATION  
Name Relationship 

  

 COURT:  Court Duty  Jury Duty.  Subpoena issued by  Court  , 20  

 MILITARY 

 PRE-APPROVED LEAVE WITHOUT PAY (Reason)  

 COMP. TIME    

 FLEX TIME (MUST be pre-approved and MUST be made up in the same week which requested leave is taken)  

 TOTAL HOURS REQUESTED 
 
I understand that leave abuse (defined in Section 5.04 of the Personnel Policy Manual), which includes, but is not limited to, dishonesty on this request, 
may result in discipline up to and including termination. 
 

IS THE ABOVE REQUEST FOR FMLA LEAVE?    Yes      No 
 

 
SIGNATURE OF EMPLOYEE 

  Approved   Disapproved Supervisor Date 

  Administrative Head/ 
  Approved   Disapproved Appointing Authority Date 

REMARKS:  

 



 
 

MEDICAL CERTIFICATION (NON-FMLA) REF 5.04

 



 
MEETING/CONFERENCE/TRAINING REQUEST REF 4.06, 7.02, 7.03

MMEEEETTIINNGG//CCOONNFFEERREENNCCEE//TTRRAAIINNIINNGG  RREEQQUUEESSTT 
OOhhiioo  RReevviisseedd  CCooddee  332255..2200  

 
 

 New 
 Addition (Resolution #     ) 
 Required for Continuing Education Credit 

DATE:       

    

NAME OF PERSON(s) ATTENDING:       

COUNTY DEPARTMENT:       

CITY LOCATION:       

DATE(S):       

NAME OF CONF, SEMINAR, MTG:       
    

P.O. # or 
REQ. # 

BREAKDOWN OF EXPENSES and 
TOTAL AMOUNT REQUESTED: 

$ REQUESTED 
REGIS- 

TRATION 
NON-

TAXABLE TAXABLE

      Registration ..................................................         

      

Travel Expenses:   

 Mileage (# of Miles:      ) ....................         

 Lodging/Hotel ........................................         

 Meals  
(If a meal reimbursement is requested that does not involve an 
overnight stay, that amount becomes taxable to the employee) 

  Breakfast ($6.00 limit per day) ..................  

  Lunch ($9.00 limit per day) ..........................  
  Dinner ($16.00 limit per day) ......................  
 

 Gratuity & Alcoholic Beverages will not be reimbursed 

  
 
 

      
      
      

     
     
     

If an amount is 
listed, below box
must be checked

 Parking ..................................................         

 Other (Specify:       ) ..........................         

TOTAL REQUESTS .........................................................                   
 

 This County travel does not include an overnight stay.   
 

By submitting this request, it is agreed that travel will be reimbursed only in accordance with the 
Expense Reimbursement Policy in effect by Commissioners’ Resolution. 
 

 
 (Employee Signature Required) 
 

REQUEST APPROVED BY:  
 (Supervisor Signature Required)  



 
REPAYMENT CONTRACT REF 7.01

 

REPAYMENT	AGREEMENT 
 

 

Employee	Name:	 	

Office/Agency:	 	

Position:	 	

Appointing	Authority:	 	

	 	

Training	Program:	 	

Location:	 	

Cost:	 	

Date	Concluded:	 	

 
 
I hereby acknowledge that my Appointing Authority approved the above training and expenditure in 
order to further develop my skills and abilities in my position with Wayne County.  In consideration of 
this action, should I voluntarily or involuntarily separate from employment with Wayne County and my 
Appointing Authority, I agree to reimburse Wayne County as follows: 
 

 100% of the above amount if I separate from employment with Wayne County and my 
Appointing Authority, on or prior to one year from the above conclusion date.  

 50% of the above amount if I separate from employment with Wayne County and my 
Appointing Authority, on or prior to two years from the above conclusion date. 

 I am released from this obligation after two years from the above conclusion date. 
 
I understand that this Agreement does not alter my employment status or guarantee me continued 
employment with Wayne County. I authorize the Wayne County Auditor to withhold any amount I owe 
under the terms of this Agreement from my final paycheck. Should any amount I owe, under the terms 
of this Agreement, exceed the amount of my final paycheck, I agree to make payment to the Wayne 
County Auditor for the difference owed, within thirty (30) days from my last day of employment with 
Wayne County.  
 
 
 ______________________________________________________________________          ______________________________________  
                                        Please Sign Full Name                  Date 
  



 
RETURN TO WORK EMPLOYEE INFORMATION REF 8.02

Employee Return to  
Work Information  

 
To be completed weekly or until employee returns to work full duty 

 
Supervisor: _______________________________    Dept. _____________________ 
 
Employee: _______________________________    Report Date:  ______________   
 
 
This person is / has (check all that apply): 
 
        Has not returned to work; needs monitoring. Total Lost Time _________ 
 
 
        Performing their full duties with no restrictions.   Date: ___________ 
 
        Performing their duties with restrictions.   Date:  ___________ 
 
        Has returned in a transitional work effort.  Date: ___________ 
 
        Is working a partial day for ________ hours per day from ________ am/pm to 
        _________ am/pm. 
 
 
 
Comments:  
 
 
 

 
 
 
 
 
Supervisor Signature: ________________________________ Date: __________ 
 
 
 

***Please Fax to Dave Hodgson 330-287-5458*** 



 
SPECIAL EVENT REQUEST REF 7.04

 
 
 
 

BOARD APPROVAL IS NECESSARY TO PROCESS PAYMENT

 

 
 

(BOARD APPROVAL IS NECESSARY TO PROCESS PAYMENT) 
 
 
 

DATE:    
 

COUNTY DEPARTMENT:    
 

EVENT:    
 

WHEN:   
 

WHERE:    
 

PURPOSE/BENEFIT:_   
 
 
 

 
 
 

 

(SIGNATURE) 
 
 

REQUEST APPROVED BY:   
(SIGNATURE) 

PURCHASE ORDER# 
OR 

REQUSITION # 

 
BREAKDOWN OF EXPENSES 

AMOUNT 
REQUESTED 

 
0.00 

Please detail below food and all related items, or any other proposed expenses which 
is “unusual or not typical of a public expenditure. 

TOTAL AMOUNT REQUESTED $

SPECIAL EVENT REQUEST 
TO 

BOARD OF COUNTY COMMISSIONERS 



 
TELEWORK ACKNOWLEDGEMENT REF 3.12

 

TELEWORK	ACKNOWLEDGEMENT 
 

 
 

 
I hereby acknowledge receipt of Section 3.12 contained in the Commissioners’ Personnel Policy 
Manual, and agree to abide by its terms.  By signing below, I understand that I must have sufficient 
internet access at my approved worksite to support me working from that location.  I also understand 
that I will not be reimbursed for any of the cost associated with internet access or use of personal 
phone when working from my approved worksite. 
 
Signature: Date: 

Name: Title: 

Work Location: Phone: 



 
TIME REPORT REF 4.01

DEPARTMENT:

NAME: WORK PERIOD STARTS: 

POSITION: WORK PERIOD ENDS: 
EMPLOYEE #: PAY DATE: 

SUN MON TUES WED THUR FRI SAT WEEKLY SUN MON TUES WED THUR FRI SAT WEEKLY
Jan 0 Jan 1 Jan 2 Jan 3 Jan 4 Jan 5 Jan 6 TOTAL Jan 7 Jan 8 Jan 9 Jan 10 Jan 11 Jan 12 Jan 13 TOTAL

OVERTIME (PAID)
Straight:   (Code 10) 
1.5 Time: (Code 15)

COMP TIME (ACCRUED) (Code 201) 

HOLIDAY (Code 221) 

VACATION (Code 204) 

SICK LEAVE                      (Code 205) 

COMP TIME (USED)         (Code 206) 

PRE-APPROVED
LEAVE WITHOUT PAY (Code 213) 

OTHER (specify)

OVERTIME (WORKED)

OVERTIME (PAID)

COMP TIME (WORKED)

COMP TIME (ENTERED)  

Payroll Personnel Initials: 

EXTRA HOURS --- REQUIRES PERMISSION --- Check the Appropriate Box if you are requesting Overtime or Comp Time ---

SUB-TOTAL 

(Code 201)

Straight:   (Code 10) 
1.5 Time: (Code 15)

TOTAL 

TIME OFF TAKEN

PAYROLL OFFICE USE ONLY

WAYNE COUNTY TIME REPORT
I certify that the information given on this time sheet is true and correct.

Signature

Approved

OUT 

TIME LOG or JOB LOG TOTAL

IN 

IN 

OUT 

IN 

OUT 

SUB-TOTAL 



 
VOLUNTEER RELEASE AND WAIVER OF LIABILITY FORM REF 8.03

 
Volunteer Release and Waiver of Liability Form 

This Release and Waiver of Liability (“Release”) by the individual signing below (“Volunteer”) releases the 
____________________(Department Name) a political subdivision of the state of Ohio, and each of its elected and appointed 
officials, employees, officers, agents, successors, assignees, and volunteers regarding any and all claims arising in direct relation 
to Volunteer’s assumption of activities related to serving as a volunteer. For purposes of this waiver, “volunteer” does not mean 
a guest speaker or lecturer providing services of a nominal duration. 

Name of Volunteer: __________________________________________________________________________________ 

Department of Employment: ___________________________________________________________________________ 

Department of Volunteer Service: _______________________________________________________________________ 

Volunteer Service Activities: ___________________________________________________________________________ 

Volunteer Service Supervisor: __________________________________________________________________________ 

Approx. Hours of Volunteer Service per week: ____________________________________________________________ 

Dates of Volunteer Service: ______________________________ THROUGH __________________________________ 
 

1. Volunteer Status: Volunteer desires to provide volunteer services for the ____________________(Department Name) and 
engage in activities related to serving as a volunteer. Volunteer understands that the scope of Volunteer’s activities, as outlined 
above, are separate from Volunteer’s employment with the ____________________(Department Name) and that (i) no 
compensation is expected in return for services provided by Volunteer; (ii) that ____________________(Department Name) 
will not provide any benefits traditionally associated with employment to Volunteer for the services provided, including but 
not limited to insurance, retirement, accumulated vacation or sick time, holiday pay, or years of service; and (iv) that Volunteer 
is responsible for his/her own insurance coverage in the event of personal injury or illness as a result of Volunteer’s services 
to the ____________________(Department Name). Volunteer is performing these services for civic, charitable or humanitarian 
reasons and as more fully defined by 29 C.F.R. 553.101. 

Initials of Volunteer: 

  By my initials indicated, Volunteer hereby states that Volunteer has not received a promise, expectation or receipt of 
compensation for services to be rendered; 

  By my initials indicated, Volunteer hereby states that Volunteer’s services are being offered freely and without
pressure or coercion, direct or implied from the ____________________(Department Name); 

  By my initials indicated, Volunteer is not currently employed by the ____________________(Department Name) to 
perform the same type of services being offered in a volunteer status. 

 
2. Waiver and Release: Volunteer hereby releases and forever discharges and holds harmless the 
____________________(Department Name) and its successors and assigns from any and all liability, claims, and demands of 
whatever kind of nature, either in law or in equity, which arise or may hereafter arise from the services Volunteer provides to 
____________________(Department Name). Volunteer understands and acknowledges that this Release discharges the 
____________________(Department Name) from any liability or claim that Volunteer may have against the 
____________________(Department Name) with respect to providing volunteer services, including but not limited to: breach 
of contract, bodily injury, personal injury, illness, death, or property damage that may result from the services Volunteer provides 
to the ____________________(Department Name) or occurring while Volunteer is providing services. 

 
3. Assumption of Risk: Participation in the aforementioned volunteer activity carries with it certain risks that cannot be 

eliminated regardless of the care taken to avoid injuries. The specific risks vary from one activity to another, but the risks  may 
include, but are not limited to: 1) minor injuries such as but not limited to, scratches, bruises, and sprains; 2) major  injuries  



 
VOLUNTEER RELEASE AND WAIVER OF LIABILITY FORM REF 8.03

 

such as but not limited to eye injury or loss of sight, joint or back injuries, heart attacks, and concussions; and 3) catastrophic 
injuries including but not limited to paralysis and death. I understand, and acknowledge that these and other unforeseeable 
risks are inherent to participation in the above activity. I hereby assert that my participation is voluntary and I knowingly assume 
all such risks. Furthermore, I understand that I will be responsible for any medical or other charges in connection with this 
activity. 

 
1. Insurance: Further, Volunteer understands that the ____________________(Department Name) does not assume any 
responsibility for or obligation to provide financial or other assistance, including but not limited to medical, health, or 
disability benefits, unemployment benefits, worker’s compensation or any other insurance in connection with volunteer services. 
Volunteer expressly waives any such claim for compensation or liability on the part of the ____________________(Department 
Name). 

 
2. Release Scope: Volunteer expressly agrees that this Release is intended to be as broad and inclusive as permitted by the laws 
of the State of Ohio and that this Release shall be governed by and interpreted in accordance with the laws of the State of Ohio. 
Volunteer agrees that in the event that any clause or provision of this Release is deemed invalid, the enforceability of the 
remaining provisions of this Release shall not be affected. By signing below, Volunteer expresses understanding and intent 
to enter into this Release and Waiver of Liability willingly and voluntarily. 

 
3. Governmental Immunity: Participant hereby releases, waives, discharges, and covenants not to sue, the 
____________________(Department Name), nor any of its elected and appointed officials, employees, officers, agents, 
successors, assignees, and volunteers regarding any and all claims arising in as a result of Participant’s participation in the 
aforementioned campus activity. To the fullest extent permitted by law, Participant shall indemnify, defend, and hold 
harmless the ____________________(Department Name), its elected and appointed officials, employees, officers, agents,
successors, assignees, and volunteers from any and all claims, lawsuits, losses, and liability arising out of Participant’s
involvement in this activity. Further, the ____________________(Department Name) does not waive its 
Governmental/Sovereign Immunity by executing or entering into this Waiver/Agreement and specifically retains all immunities 
and defenses available to it as a governmental entity. 

 
4. Rules: Volunteer agrees to abide by the ____________________’s (Department Name) policies and procedures and any 
further amendments to the same that govern the operation and activities of the volunteer service. Volunteer agrees to comply 
with any specific instruction or request given by the supervisor of the volunteer service. 

 
I hereby certify that I have carefully read the foregoing and acknowledge that I understand and agree to all of the above terms 
and conditions. I have had the opportunity to ask any and all questions regarding this Release. I am aware that by signing 
this Release, I assume all risks and waive and release certain substantial rights that I may have. I acknowledge that this Release 
is binding upon myself, my heirs, executors, administrators, and representatives in the event of my death or incapacity. 
 

 
   

Volunteer’s Printed Name Volunteer’s Signature Date 
 

 
  

Volunteer’s Phone Number Volunteer’s Email Address (Please Print Carefully) 
 

 
   

Home Address City, State Zip Code 
 
 

  

Emergency Contact Phone Number 
 

 
 

Supervisor’s Signature 



 
WORKERS’ COMPENSATION NOTIFICATION REQUIREMENT REF 5.01, 8.09



 
WORKERS’ COMPENSATION NOTIFICATION REQUIREMENT REF 5.01, 8.09
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ATTENTION EMPLOYEES:  You are encouraged to read this manual as it pertains to your benefits, 
employee rights, employer rights, etc.  Your signature on this form acknowledges such.  Reviewing the 
entire manual is important.  However, please note that this page contains snapshots of policies that we 
especially want to bring to your attention; the full policy for each is within the manual.  Instructions on 
how to access this manual are in the next paragraph.   

I, ____________________________________, hereby acknowledge that I have access to the Wayne 
County Personnel Policy Manual through the Wayne County web site, www.wayneohio.org (click on 
Employee Portal at the top of the web page in the red bar, then click Personnel Policy Manual), and that 
the following information is only a snapshot of the policy it represents, the full version being viewable 
within said Personnel Policy Manual. I further acknowledge that any Ohio Revised Code (ORC) Sections 
referenced below may be read by going to http://codes.ohio.gov/orc/ and searching for that ORC number. 

1. EQUAL EMPLOYMENT OPPORTUNITY (EEO) (SECTION 1.07): I am aware that Wayne 
County is an Equal Opportunity Employer and that all employees and applicants for employment 
are recruited, selected, promoted, demoted, terminated, suspended, or evaluated in an equitable 
manner, based solely upon merit, fitness for duty, and other bona fide occupational qualifications 
as each individual might possess.  I am also aware that no personnel decisions concerning any 
term or condition of employment shall be based upon race, color, religion, sex, national origin, 
age, disability, or other non-job-related criteria which does not interfere with an employee's 
ability to perform the essential functions of the position. I am also aware that no person(s) shall 
on the grounds of race, color, national origin, disability, age, sex, or religion be excluded from 
participation in, be denied benefits of, or be otherwise subjected to discrimination under any 
program, service or benefit authorized or provided by the Appointed Authority. I understand that 
discrimination of any kind by one employee against another will not be tolerated. 

2. PROBATIONARY PERIOD (SECTIONS 2.06 AND 11.02[A]): If I am a probationary 
employee, I understand that I must successfully complete a 180-day probationary period.  This 
constitutes a trial or testing opportunity for me to perform my job duties and have my work 
performance observed, before becoming a classified or unclassified employee and receiving the 
benefits that come with such distinction.  I also understand that if I have any questions relating to 
being a probationary employee, I can address those to my supervisor, HR or my Appointing 
Authority. 

3. HOURS OF WORK (SECTION 3.06): I understand that I am expected to arrive just prior to 
my start time and not continue past the end of my shift, unless specifically authorized by my 
supervisor or Appointing Authority.  This includes reading and/or sending emails, listening to 
voice messages, making phone calls or conducting business in any format; this excludes an 
agency’s procedures to take calls to cover an absence, to call off work, or to accept calls for 
work-related emergency purposes. 

4. VEHICLE POLICY (SECTION 3.13): I understand that Wayne County has a Vehicle Policy 
and that prior to driving a County vehicle or driving my personal vehicle on behalf of the 
County, I must read said Vehicle Policy in its entirety. I further understand that if the essential 
functions of my job position involve driving for the County, I must immediately report any and 
all vehicle suspensions, accidents, traffic citations and/or arrests to my supervisor or Appointing 
Authority, and that I may be disciplined for said suspension(s), accident(s), citation(s) or 
arrest(s), or for any other violations of the Vehicle Policy, whether or not points are assigned to 
my motor vehicle record, up to and including termination of employment. 



 
 

WAYNE COUNTY ACKNOWLEDGEMENT OF RECEIPT 

 PAGE 2 OF 3

5. OVERTIME PAY and COMPENSATORY TIME FOR HOURLY EMPLOYEES 
(SECTIONS 4.04 AND 4.05):  If I am an hourly individual, I understand that any work above 
my normal hours must be pre-approved. I further understand that if working above my normal 
hours, I have a right to be paid overtime; however, compensatory time may be offered to me in 
lieu of overtime pay. 

6. FLEX TIME FOR SALARIED EMPLOYEES (SECTION 4.08): If I am a salaried 
individual, I understand that I will accrue flex time on work weeks that I work in excess of forty 
paid hours, and that flex time is earned at the rate of one (1) hour for each hour worked over 40 
paid hours in a week. I also understand that flex time will not be paid out at any time and if I 
leave employment with flex time hours on my account, those hours will be forfeited.  

7. MILITARY LEAVE (SECTION 5.06):  You may be entitled to paid or unpaid Military Leave, 
depending on your employment status and the type of leave requested. It is your responsibility to 
initiate this leave by contacting the Commissioners’ HR Manager. 

8. OHIO ETHICS LAW AND RELATED STATUTES (SECTION 8.01 AND 
APPENDICES):  I acknowledge that, pursuant to ORC 102.09(D) and ORC 2921.42, in 
addition to Section 8.01 and information in the Appendices, which my employer has given me 
access to, as a public official or employee, I am expected to maintain the highest possible ethical 
and moral standards and to perform within the laws of the State of Ohio and other policies, 
procedures, rules, and regulations, as may be set forth by the Appointing Authority.  This 
includes, but is not limited to, being prohibited from accepting or securing, for personal travel, a 
discounted or free “frequent flyer” airline ticket or other benefit from an airline if I have obtained 
the ticket or other benefit from the purchase of airline tickets, for use in official travel, by the 
office, department, agency, or other entity with which I serve, or by which I am employed. 

9. INAPPROPRIATE BEHAVIOR, BULLYING, HARASSMENT, WORKPLACE 
VIOLENCE, AND DISCRIMINATION (SECTION 8.06):  The safety and security of 
employees, clients, contractors, and the general public are of vital importance to Wayne County 
Appointing Authorities, who believe that these individuals should 1) be treated with dignity and 
respect, 2) have a right to work in a professional atmosphere that prohibits any form of 
inappropriate behavior, 3) work in an environment that promotes equal employment 
opportunities and prohibits unlawful discriminatory practices. I understand that Wayne County 
Appointing Authorities require that all conduct by, to, or with employees be respectful, business-
like and free of explicit bias, prejudice and harassment; this includes both on- and off-duty, on or 
off County Property, in any work-related setting outside the workplace such as during business 
trips, business meetings and business-related social events, and includes statements and/or 
actions through social media. I further understand that Inappropriate Behavior made by an 
employee against another person’s life, health, well-being, family, or property will not, in any 
instance, be tolerated. If I am found to be displaying inappropriate behavior towards another, I 
will be subject to discipline, up to and including termination. If I am found to be displaying 
Inappropriate Behavior towards another based on that person’s race, color, sex, sexual 
orientation, gender identity, genetic information, national origin, age, religion, disability or 
protected activity, I may receive more severe discipline, up to and including termination. 

10. OHIO FRAUD REPORTING SYSTEM (SECTION 8.07):  I acknowledge that pursuant to 
ORC 117.103(B)(1) and (B)(2) and ORC 124.341, in addition to information in the Appendices, 
which my employer has given me access to, I have been made aware of the Ohio Fraud 
Reporting System Information which describes the means to report fraud and includes the 
Auditor of State’s Fraud Contact Information, in addition to information on the protections I am 
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provided as a classified or unclassified employee if I use the before-mentioned fraud reporting 
system.   

11. EMPLOYER’S DRUG FREE WORKPLACE POLICY AND PROGRAM (SECTION 8.08 
AND APPENDICES):  I am aware of Wayne County’s Drug Free Workplace Policy and 
Program and have been given the opportunity to review the policy and program. I understand that 
my employment or offer of employment is conditioned on my cooperation and compliance with 
the Wayne County Policy and Program, which prohibits the use of illegal drugs, controlled 
substances/drugs, and all harmful intoxicants, defined by ORC 2925.01 and ORC 3719.01 and 
also listed in Section 8.08 and in the Appendices, while at work or reporting to work; this 
includes medical marijuana. I understand that any and all information obtained as a result of the 
program will be kept confidential and only the Program Administrator and other authorized 
Wayne County representatives, on a need-to-know basis only, will receive such information. I 
understand that the Ohio Bureau of Workers’ Compensation or other regulating authorities may 
audit the Policy and Program and will have access to information. Furthermore, I understand that 
information obtained, including but not limited to test results, may be disclosed in official 
communications and/or hearings regarding unemployment compensation and Workers’ 
Compensation matters.  I understand that a violation of this policy may result in the loss of such 
benefits. I understand that any offer for employment is contingent upon my successful 
completion and production of a negative drug test result.  I understand that if I am unable to 
provide a negative drug test result, Wayne County will not provide a final offer of employment. 

12. COMPUTER NETWORK USAGE POLICY (SECTION 8.18):  I agree with the Computer 
Network Usage Policy in full, and I further state that I will be responsible for my actions and use 
or misuse of the network equipment; I further release the County, its operators, and 
administration from any and all claims of any nature arising from the use of network resources. 

13. COLLECTIVE BARGAINING AGREEMENT:  I understand that if I am a member of a 
Collective Bargaining Agreement, portions of my Personnel Policy Manual may be superseded 
by that Agreement.  

 
 
 
   

Signature  Date 

   

Print Name: 
 

Print Department/Office: 
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