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AGENDA 
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY 

COMMITTEE MEETING 
TUESDAY, SEPTEMBER 20, 2022 

CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS 
C. ELLEN CONNALLY COUNCIL CHAMBERS – 4TH FLOOR 

10:00 AM 
 

 
1. CALL TO ORDER 

  
2. ROLL CALL  

 
3. PUBLIC COMMENT 

 
4. APPROVAL OF MINUTES FROM THE JULY 12, 2022 MEETING 

 
5. MATTERS REFERRED TO COMMITTEE 

 
a) R2022-0257:  A Resolution adopting various changes to the Cuyahoga 

County Non-Bargaining Classification Plan; and declaring the necessity    
that this Resolution become immediately effective. 

 
b) R2022-0295:  A Resolution confirming the County Executive’s 

reappointment of various individuals to serve on the Cuyahoga County 
Citizens’ Advisory Council on Equity for the term 7/15/2022 - 
7/14/2025; and declaring the necessity that this Resolution become 
immediately effective: 

 
1) The Honorable Annette M. Blackwell, Mayor 
2) Kenneth Chalker 
3) Habeebah R. Grimes 
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c) R2022-0315:  A Resolution confirming the County Executive’s 
Reappointment of Glen Shumate to serve on the Cuyahoga County 
Citizens’ Advisory Council on Equity for the term 7/15/2022 – 
7/14/2025; and declaring the necessity that this Resolution become 
immediately effective.  
 

d) O2022-0009:  An Ordinance providing for modifications to and adoption 
of, certain sections of the Cuyahoga County Employee Handbook; and 
declaring the necessity that this Ordinance become immediately 
effective. 
 
 

 
6. MISCELLANEOUS BUSINESS 

 
7. ADJOURNMENT 

 
 
 
 
 
 

 
 
 
 

 
 

 
 

 
 
 

*Complimentary parking for the public is available in the attached garage at 900 
Prospect. A skywalk extends from the garage to provide additional entry to the 
Council Chambers from the 5th floor parking level of the garage.  Please see the Clerk 
to obtain a complimentary parking pass. 
 
**Council Chambers is equipped with a hearing assistance system.  If needed, please 
see the Clerk to obtain a receiver. 
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MINUTES 
CUYAHOGA COUNTY HUMAN RESOURCES, APPOINTMENTS & EQUITY 

COMMITTEE MEETING 
TUESDAY, JULY 12, 2022 

CUYAHOGA COUNTY ADMINISTRATIVE HEADQUARTERS 
C. ELLEN CONNALLY COUNCIL CHAMBERS – 4TH FLOOR 

10:00 AM 
 

 
 

1. CALL TO ORDER 
 

Chairwoman Baker called the meeting to order at 10:04 a.m. 
  

2. ROLL CALL  
 

Ms. Baker asked Assistant Deputy Clerk Johnson to call the roll. Committee 
members Baker, Gallagher, Miller, and Sweeney were in attendance and a quorum 
was determined. Committee member Conwell joined the meeting after the rollcall 
was taken.  

 
3. PUBLIC COMMENT 

 
There were no public comments given. 

 
4. APPROVAL OF MINUTES FROM THE JUNE 28, 2022 MEETING 

 
A motion was made by Mr. Sweeney, seconded by Mr. Gallagher, and approved by 
unanimous vote to approve the minutes from the June 28, 2022 meeting. 

 
[Clerk’s Note:  Item No. 5.c.) was taken out of order and considered before Item 
Nos. 5.a) and 5.b)] 

 
5. MATTERS REFERRED TO COMMITTEE 
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a) R2022-0210:  A Resolution confirming the County Executive’s 
appointment of Dr. Charles Modlin to serve on the Cuyahoga County 
Citizens’ Advisory Council on Equity for unexpired term ending 
7/14/2024; and declaring the necessity that this Resolution become 
immediately effective. 

 
Ms. Jeane Holley, Interim Director of Regional Collaboration, addressed the 
Committee regarding Resolution No. R2022-0210.  Discussion ensued.  
 
Committee members asked questions of Ms. Holley pertaining to the item, which 
she answered accordingly. 
 
Dr. Charles Modlin addressed the Committee regarding his nomination to serve on 
the Cuyahoga County Citizens’ Advisory Council on Equity.  Discussion ensued.  
 
Committee members asked questions of Dr. Modlin pertaining to his experience, 
expertise and qualifications, which he answered accordingly. 

 
On a motion by Mr. Miller with a second by Mr. Sweeney, Resolution No. R2022-
0210 was considered and approved by unanimous vote to be referred to the full 
Council agenda with a recommendation for passage under second reading 
suspension of the rules. 

 
b) R2022-0211:  A Resolution confirming the County Executive’s 

reappointment of various individuals to serve on the Monument 
Commission of Cuyahoga County for the term 9/1/2022 – 8/31/2025; 
and declaring the necessity that this Resolution become immediately 
effective: 

1) Patti Choby 
2) Patrick Hewitt 
3) Matt Rymer 

Ms. Holley addressed the Committee regarding Resolution No. R2022-0211. 
Discussion ensued.  
 
Committee members asked questions of Ms. Holley pertaining to the item, which 
she answered accordingly. 
 
Ms. Patti Choby, Mr. Patrick Hewitt, and Mr. Matt Rymer addressed the 
Committee regarding their nomination to serve on the Monument Commission of 
Cuyahoga County. Discussion ensued.  
 
Committee members asked questions of Ms. Choby, Mr. Hewitt, and Mr. Rymer 
pertaining to their experience, expertise and qualifications, which they answered 
accordingly. 
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Mr. Joseph Nanni, County Council Chief of Staff, addressed the Committee 
regarding Resolution No. R2022-0211. Discussion ensued.  
 
Committee members asked questions of Mr. Nanni pertaining to the item, which 
he answered accordingly. 
 
On a motion by Ms. Baker with a second by Mr. Miller, Resolution No. R2022-0211 
was considered and approved by unanimous vote to be referred to the full Council 
agenda for second reading. 

 
c) R2022-0212:  A Resolution confirming the County Executive’s 

appointment of Marquez Brown to serve on the City of 
Cleveland/Cuyahoga County Workforce Development Board for the 
term 7/1/2022 – 6/30/2025; and declaring the necessity that this 
Resolution become immediately effective. 
 

Ms. Holley addressed the Committee regarding Resolution No. R2022-0212. 
Discussion ensued.  
 
Committee members asked questions of Ms. Holley pertaining to the item, which 
she answered accordingly. 
 
Mr. Marquez Brown addressed the Committee regarding his nomination to serve 
on the City of Cleveland/Cuyahoga County Workforce Development Board. 
Discussion ensued.  
 
Committee members asked questions of Mr. Brown pertaining to his experience, 
expertise and qualifications, which he answered accordingly. 

 
On a motion by Ms. Baker with a second by Mr. Sweeney, Resolution No. R2022-
0212 was considered and approved by unanimous vote to be referred to the full 
Council agenda with a recommendation for passage under second reading 
suspension of the rules. 

 
6. MISCELLANEOUS BUSINESS 

 
Mr. Sweeney, Mr. Miller, and Ms. Baker expressed gratitude for working with Ms. 
Holley while she worked with Council and congratulated her on her future 
endeavors.  

 
7. ADJOURNMENT 

 
With no further business to discuss, Chairwoman Baker adjourned the meeting at 
11:01 a.m. 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2022-0257 
 

Sponsored by:  Councilmember 

Baker on behalf of Cuyahoga 

County Personnel Review 

Commission 

A Resolution adopting various changes to 

the Cuyahoga County Non-Bargaining 

Classification Plan and declaring the 

necessity that this Resolution become 

immediately effective. 

 

 WHEREAS, Section 9.03 of the Charter of Cuyahoga County states that the 

Cuyahoga County Personnel Review Commission shall administer a clear, 

countywide classification and salary administration system for technical, specialist, 

administrative and clerical functions with a limited number of broad pay ranges 

within each classification; and 

 

WHEREAS, the Personnel Review Commission submitted several proposed 

changes to the Cuyahoga County Non-Bargaining Classification Plan; and 

 

WHEREAS, the Personnel Review Commission considered this matter and has 

undergone significant review, evaluation and modification of such submitted changes 

to the Cuyahoga County Non-Bargaining Classification Plan; and  

 

WHEREAS, on July 13, 2022, the Personnel Review Commission met and 

recommended the classification changes (attached hereto as Exhibits A through C) 

and recommended to County Council the formal adoption and implementation of the 

attached changes; and 

 

WHEREAS, it is necessary that this Resolution become immediately effective in 

order that critical services provided by Cuyahoga County can continue and to provide 

for the usual, daily operation of a County entity.   

 

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

 

SECTION 1.  That the Cuyahoga County Council hereby adopts the following 

changes to the Cuyahoga County Non-Bargaining Classification Plan: 

 

Modifications of the following Classifications: (See attached Classification 

Specifications) 

 

Proposed New Classifications: 

 

Exhibit A: Class Title: Supervisor, Payroll 

  Number:  14031 
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Pay Grade: 11A/Exempt 

 

  Proposed Revised Classifications: 

 

Exhibit B: Class Title:  Manager, Health & Human Services Training 

  Class Number: 14054 

Pay Grade:  15A/Exempt  

* PRC routine maintenance. The Manager, HHS Training 

classification was supposed to be approved as a new classification 

so as to leave the existing Manager, Training as part of the 

class plan. However, it was completed as a revised classification 

and the error needs to be corrected. 

 

Exhibit C: Class Title: Manager, Witness Victim Services   

   Class Number: 12061 

    Pay Grade:  15A/Exempt (No change)  

* PRC routine maintenance. Classification last revised in 2018.  

Changes were made to essential job functions, language and 

formatting, and distinguishing characteristics.  A  Technology 

Requirements section was added.  No change to pay grade or  

FSLA status. 

 

      

SECTION 2.  It is necessary that this Resolution become immediately effective 

for the usual daily operation of the County; the preservation of public peace, health, 

or safety in the County; and any additional reasons set forth in the preamble. Provided 

that this Resolution receives the affirmative vote of at least eight members of Council, 

it shall take effect and be in force immediately upon the earliest occurrence of any of 

the following: (1) its approval by the County Executive through signature, (2) the 

expiration of the time during which it may be disapproved by the County Executive 

under Section 3.10(6) of the Cuyahoga County Charter, or (3) its passage by at least 

eight members of Council after disapproval pursuant to Section 3.10(7) of the 

Cuyahoga County Charter. Otherwise, it shall take effect and be in force from and 

after the earliest period allowed by law. 

 

SECTION 3.  It is found and determined that all formal actions of this Council 

relating to the adoption of this Resolution were adopted in an open meeting of the 

Council, and that all deliberations of this Council and of any of its committees that 

resulted in such formal action were in meetings open to the public, in compliance 

with all legal requirements, including Section 121.22 of the Ohio Revised Code. 

 

On a motion by___________, seconded by____________, the forgoing Resolution    

was duly adopted. 
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Yeas:  

 

Nays:  

 

      

_________________________ __________ 

     County Council President  Date 

 

 

     _________________________ __________ 

     County Executive   Date 

           

 

     _________________________ __________ 

     Clerk of Council    Date  

 

 

 

First Reading/Referred to Committee:  August 2, 2022 

Committee(s) Assigned:  Human Resources, Appointments & Equity 

 

Journal________________ 

_________________,20__  
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Thomas Colaluca, Chairman 
Deborah Southerington, Commissioner 
F. Allen Boseman, Commissioner 

 
CUYAHOGA COUNTY  

PERSONNEL REVIEW COMMSSION  
MEMORANDUM 

 
DATE:   July 21, 2022 
 
TO:   Cuyahoga County Council President Pernel Jones Jr. 
  Nan Baker, Chairwoman, Human Resources, Appointments & Equity   
  Committee 
  Council Members, Human Resources, Appointments & Equity    
  Committee 
 
FROM:  Thomas Colaluca, Chairman 
  Cuyahoga County Personnel Review Commission 
 
RE:   Recommending Modifications to Class Plan 
 
Please be advised that on July 13, 2022, the Personnel Review Commission considered and approved 
recommending modifications to the County’s classification plan.  In accordance with PRC Rule 4.06, 
these proposed changes were posted on the PRC’s website before any formal action was taken on them.  
Details of the recommended changes are below: 
 

NEW CLASSIFICATION PAY GRADE and FLSA STATUS DEPARTMENT 
Supervisor, Payroll 14031 11A Exempt Fiscal 

PROPOSED REVISED CLASSIFICATIONS 
REVISED CLASSIFICATIONS 
(Revised Title) 

CURRENT 
PAY GRADE & 
FLSA 

RECOMMENDED 
PAY GRADE & 
FLSA 

DEPARTMENT 

Manager, Health and Human 
Services (HHS) Training 14054 

15A Exempt 14A Exempt 
 

Health and Human 
Services 

Manager, Witness Victim Services 
12061 

15A Exempt 15A Exempt 
(No Change) 

Public Safety & Justice 
Services 

 
cc: Deborah Southerington, Commissioner  Joseph Nanni, Council Chief of Staff 
     F. Allen Boseman, Commissioner   Sheba Marshall, Interim HR Director 
         Rebecca Kopcienski, PRC Director   Andria Richardson, Clerk of Council  
 Armond Budish, County Executive   Kelli Neale, Program Officer 4  
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PROPOSED NEW CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

14031 Supervisor, Payroll Fiscal Office Exempt 11A 

 

Requested By:  Personnel Review Commission  
  

Rationale: This is a new classification requested by the Fiscal Office based on department 
need.  The classification reflects the essential functions and minimum 
qualifications of the position.   

 

No. of Employees 
Affected:           

None 

 

Dept.(s) Affected: Fiscal Office 
 

Fiscal Impact: PG 11A $57,179.20 - $80,163.20 
Step Placement TBD by Human Resources 

 

Staffing 
Implications: 

Position to be filled once classification is active. 

 

PRC Contact(s): Verona Blonde, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                                                                                                             

Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Leigh Tucker - 
Assistant Fiscal 
Officer 

2/14/2022 
2/24/2022 
3/10/2022 
3/16/2022 
5/24/2022 

 
5/25/2022 

 
5/31/2022 

Email 
Teams Meeting 
Teams Meeting 

Email 
Email 

 
Email 

 
Email 

Initial Request for Position 
Job Analysis Meeting 

2nd Job Analysis Meeting 
Review of Draft 

Notification of PG 
Evaluation 

Discussion Regarding 
Evaluation 

Provision of Updated CPQ 
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7/6/2022 Email Notification of PG 
Evaluation 

Heather Wagner – 
Manager, Payroll  

2/14/2022 
2/24/2022 
3/10/2022 
3/16/2022 
5/24/2022 

 
5/25/2022 

Email 
Teams Meeting 
Teams Meeting 

Email 
Email 

 
Email 

Initial Request for Position 
Job Analysis Meeting 

2nd Job Analysis Meeting 
Review of Draft 

Notification of PG 
Evaluation 

Discussion Regarding 
Evaluation 

Lisa Rocco – 
Operations 
Administration 

2/14/2022 Email Initial Request for Position 

Jim Battigaglia, 
Archer Consultant 

5/4/2022 
5/31/2022 
6/28/2022 

Email 
Email 
Email 

 

Pay Grade Evaluation 
Request for Revaluation 

Reminder 
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Effective Date: TBD 
Last Modified: TBD 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Supervisor, Payroll  Class Number: 14031 
FLSA: Exempt Pay Grade: 11A 
Dept: Fiscal Office  

 
 
Classification Function  
 
The purpose of this classification is to oversee and perform the day-to-day functions of County payroll 
operations in the Fiscal Office and supervise payroll staff.  
 
Distinguishing Characteristics 
 
This is a supervisor-level classification with responsibility for supervising payroll staff and assisting the 
Manager, Payroll with County payroll operations. This position involves overseeing and reviewing the 
work of the payroll staff and completing, reviewing, and verifying payroll related information so that payroll 
is timely, accurate, and complies with local, state, and federal regulations. This class works under general 
direction from the Manager, Payroll but exercises discretion in applying established procedures to resolve 
payroll issues. The incumbent promotes the efficiencies of the payroll department, recommends and 
incorporates process improvements, and ensures that projects meet time and quality objectives.  
 
Essential Job Functions 

 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 
             40% +/- 10% 
 Performs and supervises payroll operations in compliance with County policy and departmental 

procedures and schedules; establishes and enforces deadlines to ensure timely, consistent, and 
accurate payroll delivery; processes payroll transactions; oversees the updating of computerized 
payroll information in preparation for closing the payroll cycle; performs maintenance on payroll 
tables; prepares validation and pre-register reports; verifies accuracy of payroll register; coordinates 
with agency Payroll Officers regarding system changes (i.e., tax rates, Ohio Public Employees 
Retirement System (OPERS) rate changes, etc.); enters payroll changes received from Payroll 
Officers into the database; validates general deductions and separation payments to ensure amounts 
calculated are correct; coordinates with banks to set up direct deposit for employees; answers phone 
inquiries from county employees to answer their payroll process questions; assists with the 
development and implementation of payroll department policies and procedures. 

 
20% +/- 10% 

 Supervises the updating of computerized payroll information to ensure accurate payroll delivery; 
validates changes and updates to payroll records (including new hires, terminations, pay rate 
changes, direct deposit remittances, address changes, tax rate changes, etc.); verifies that all payroll 
changes made by agency Payroll Officers have proper documentation; makes changes to existing 
deferred compensation deductions or adds new deductions in accordance with employee requests 
and County policy; reviews reports generated by the payroll system when changes are made to 
ensure that the changes are correct and that they appear correctly across the payroll database; 
researches variances and corrects errors based on research; reports payroll processing and system 
issues to prevent errors and inaccuracies; works with IT department to identify system errors and 
recommend solutions.  

 
  
 20% +/- 10% 
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Supervisor, Payroll  
 

 
Effective Date: TBD 
Last Modified: TBD 

 Supervises and directs the work of Senior Payroll Officers and other assigned staff; directs staff to 
ensure work completion and maintenance of standards; plans, assigns, and reviews work; 
coordinates and/or provides training and instruction; evaluates employee performance; responds to 
employee questions, concerns, and problems; approves employee timesheets and leave requests; 
prepares and reviews documents related to timesheets, requests for leave, and overtime; develops 
and monitors unit work plans and work performance standards; monitors and provides for training 
needs; meets with employees individually and as a unit; recommends personnel actions including 
selection, promotion, transfer, discipline, or discharge. 

 
15% +/- 5% 

 Performs payroll data reconciliation; performs reconciliation of data in the payroll system with other 
modules in the accounting system (e.g., the general ledger, accounts payable, etc.) and vendor 
systems; reviews, analyzes, and verifies data for accuracy by generating reports in the system and 
comparing information to ensure that amounts recorded in the different modules tie; researches 
variances and corrects errors based on research. 

 
 5% +/- 2% 

 Oversees, prepares, and updates a variety of reports and spreadsheets containing tax and benefits 
information; assists Manager, Payroll with preparation of monthly, quarterly, and end-of-year reports 
for tax authorities; creates, balances, prints, and distributes employee W-2 forms annually.  

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 Bachelor’s degree in business, accounting, finance, computer science, or a related field with three (3) 

years of experience in payroll, accounting, fiscal, or budget administration experience, employee 
benefits, or accounting; or an equivalent combination of education, training, and experience. 

 
Additional Requirements 
 
 No special license or certification is required. 
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements  
 
 Ability to operate a variety of office machines and equipment including a computer and multifunction 

printer.  
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including email software (Microsoft Outlook), 

spreadsheet software (Microsoft Excel), word processing software (Microsoft Word), enterprise 
management system software (Infor Lawson), and database software. 

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan, and coordinate the work of other employees and to maintain standards. 

 
 Ability to provide instruction and training to other employees. 

 
 Ability to solve and act on employee problems. 

 
 Ability to recommend the transfer, selection, evaluation, or promotion of employees. 
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Supervisor, Payroll  
 

 
Effective Date: TBD 
Last Modified: TBD 

 
 Ability to recommend discipline or discharge of employees. 

Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

statistics. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid to high level data analysis requiring managing of data and people 

deciding the time, sequence of operations or events within the context of a process, system, or 
organization.  Involves determining the necessity for revising goals, objectives, policies, procedures, or 
functions based on the analysis of data/information and includes performance reviews pertinent to 
objectives, functions, and requirements. 

 
 Ability to comprehend a variety of informational documents including employee attendance records, 

payroll files, maintenance files, personal checks, dependent care reports, deduction warrant checks, 
deferred compensation files, computer mainframe files, garnishment files, and pension information.  
 

 Ability to comprehend a variety of reference books and manuals including the Employee Handbook, 
department policies and procedures, Ohio Revised Code, OPERS handbook, union contracts, and a 
variety of related websites and contracts regarding tax regulations and garnishment deduction 
regulations. 

 
 Ability to prepare spreadsheets, memos, various payroll and tax forms, transmittals, transactions, a 

large variety of monthly, quarterly, and annual reports required for reporting purposes, responses to 
public information requests, receipts, and other job-related documents using prescribed format and 
conforming to all rules of punctuation, grammar, diction, and style.  

 
 Ability to supervise and counsel employees, to convince and influence others, to record and deliver 

information, to explain procedures, and to follow instructions.  
 
 Ability to use and interpret accounting and related legal terminology and language.  
 
 Ability to communicate with supervisor, staff, Payroll Officers, other County employees, and 

employees from outside agencies and businesses. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  
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CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

14054 Manager, Health and Human 
Services (HHS) Training 

Health and Human 
Resources Exempt 15A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

14054 Manager, Training 
Human Resources 

and Health and 
Human Resources 

Exempt 14A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. The Manager, HHS Training classification was 
supposed to be approved as a new classification so as to leave the existing 
Manager, Training as part of the class plan. However, it was completed as a 
revised classification and the error needs to be corrected. 

 

No. of Employees 
Affected:           

Two (2) 

 

Dept.(s) Affected: Human Resources and Health and Human Services 
 

Fiscal Impact: PG 14A: $66,081.60 – $92,539.20 
PG 15A: $70,782.40 – $99,112.00 
Employee’s current salary falls within new pay grade. Step Placement TBD by 
Human Resources 

 

Staffing 
Implications: 

None  

 

PRC Contact(s): Verona Blonde, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 
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      Effective Date: 09.13.2011 
      Last Modified: 04.14.2014 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Manager, Training  Class Number: 14054 
FLSA: Exempt Pay Grade: 14A 
Departments: Human Resources and Human Services 

 
 
Classification Function  
 
The purpose of this classification is to manage, coordinate and implement County training programs 
and initiatives.  
 
Distinguishing Characteristics 
 
This is a management level classification, with responsibility for overseeing technical operations and 
developing and conducting training programs. This class recommends, develops, integrates, 
administers, and evaluates policies, procedures, and standards required to provide related services. 
The classification is responsible for ensuring that training programs and activities are completed in a 
timely, effective, and efficient manner according to procedures, rules, regulations, laws and ordinances. 
This classification oversees lower-level training officers. 
 
Essential Job Functions 

 
The following duties are normal for this classification. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 
 

25% +/- 10% 
 Manages County training programs and initiatives; develops and coordinates training and 

educational development programs; coordinates and facilitates training programs such as new 
employee orientation, sexual harassment, ethics, etc.; develops an annual calendar of training and 
development opportunities including references to external opportunities; maintains training 
materials; produces training materials and manuals; organizes the use of training materials 
including e-learning; manages training materials; ensures that statutory training requirements are 
met; conducts training needs assignments; amends and revises training programs as needed; 
helps line managers or solve specific training problems, either one-to-one or in groups; develops 
and maintains training budget.  

 
25% +/- 10% 

 Administers training program activities; identifies and determines training and development needs; 
plans and develops training programs to meet those needs; implements training programs; 
compiles training evaluation results; reviews evaluations with staff and forwards results to 
supervisor.  

 
25% +/- 10% 

 Develops and manages County performance appraisal process.  
 

15% +/- 10% 
 Manages, leads and motivates lower-level training personnel; assigns and reviews work; evaluates 

employee performance; responds to employee complaints; provides instruction and feedback; 
trains instructors and supervisors in techniques and skills for training and dealing with employees).  
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Manager, Training 
   

            Effective Date: 09.13.2011 
     Last Modified: 04.14.2014 

10% +/- 5% 
 Performs public relations duties; represents training department at various meetings and 

conferences; provides technical assistance and consultation to departments regarding training 
needs; delivers speeches and prepares correspondence.  

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
Bachelor's degree in education or human resources with nine years (9) of training experience including 
three years in a supervisory capacity; or any equivalent combination of training and experience. 
 
Additional Requirements 
 
No special license or certification is required. 
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements  
 
 Ability to operate a variety of automated office machines including personal computer, fax, printer, 

calculator, copier, etc. 
 
 Ability to operate audio-visual equipment.  
 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees. 
 
 Ability to provide instruction to other employees. 
 
 Ability to evaluate the performance of assigned employees. 
 
 Ability to recommend the discipline or discharge of other employees. 
 
 Ability to recommend the transfer, promotion or salary increase of other employees. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide and calculate decimals and percentages.  
 
Language Ability & Interpersonal Communication  
 
 Ability to perform mid to high level data analysis requiring managing of data and people deciding 

the time, sequence of operations or events within the context of a process, system or organization. 
Involves determining the necessity for revising goals, objectives, policies, procedures or functions 
based on the analysis of data/information and includes performance reviews pertinent to such 
objectives, functions and requirements. 

 
 Ability to comprehend a variety of informational documents including employment applications, 

résumés, job audit forms, classification specifications, training literature, training plans, 
performance evaluations and other reports and records. 

  
 Ability to comprehend a variety of reference books and manuals including policies and procedures, 

State regulations and training manuals. 
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Manager, Training 
   

            Effective Date: 09.13.2011 
     Last Modified: 04.14.2014 

 Ability to prepare memos, correspondence, training proposals, training needs analysis, training 
budgets, monthly reports, and other job related documents using prescribed format and conforming 
to all rules of punctuation, grammar, diction and style.  

 
 Ability to manage people and programs, to supervise and counsel employees, to convince and 

influence others, to record and deliver information, to explain procedures, and to follow 
instructions.  

 
 Ability to use and interpret education, legal, counseling and personnel terminology and language.  
 
 Ability to communicate effectively with department supervisors, training personnel, consultants, 

other County employees, and the general public. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  
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CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

12061 Manager, Witness Victim 
Services 

Public Safety & 
Justice Services Exempt 15A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

12061 Manager, Witness Victim 
Services 

Public Safety & 
Justice Services Exempt 15A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2018. Changes were 
made to essential job functions, language and formatting, and distinguishing 
characteristics. A Technology Requirements section was added. No change to 
pay grade or FSLA status. 

 

No. of Employees 
Affected:           

One (1) 

 

Dept.(s) Affected: Public Safety & Justice Services 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): Alexandra Hamame, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 
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Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Melinda Burt, 
Deputy Director 

5/20/2022 Email Send spec draft 

Jill Smialek, 
Manager, Witness 
Victim Services 

6/1/2022 Phone Call Ask/Answer questions 

Jim Battigaglia, 
Archer Consultant 

1/18/2017 Email Pay grade evaluation 

Jim Battigaglia, 
Archer Consultant 

6/28/2018 Email Reminder  

 

Page 20 of 67



   

          Effective Date: 05.24.2017 
          Last Modified: 05.31.2018            

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Manager, Witness Victim Services Class Number: 12061 
FLSA: Exempt Pay Grade: 15A 
Dept: Public Safety & Justice Services 
  
 
Classification Function 
 
The purpose of this classification is to manage all programmatic, service, and administrative components 
of the Witness Victim Service Center and the Family Justice Center.   
 
Distinguishing Characteristics 
 
This is a management classification with responsibility for managing and controlling the functions of the 
Witness Victim Service Center and the Family Justice Center. This class works under administrative 
direction from the Deputy Director, and requires the analysis and solution of operational, technical, 
administrative, and management problems. The incumbent exercises discretion in applying policies and 
procedures to resolve issues and to ensure that assigned activities are completed in a timely and efficient 
manner.  
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

25% +/- 10% 
 Manages all programmatic, service, and administrative components of the Witness Victim Service 

Center and the Family Justice Center;  develops and implements new division programs and services 
to meet identified needs or accomplish established service delivery goals; manages activities, 
trainings, and programs; analyzes and evaluates policies and procedures; researches current best 
practices; develops new policies and procedures and revises current policies and procedures; 
reviews and evaluates service delivery to clients to identify accomplishments and deficiencies; works 
with budget officers and department administrators to monitor and approve expenditures of division 
budget and upcoming contracting needs; ensures client satisfaction and with provision of services; 
oversees the development and maintenance of an online case management system; manages 
partner agency relationships for the Family Justice Center. 

 
15% +/- 10% 

 Supervises and directs the work of Witness Victim Service Center and Family Justice Center 
employees and other assigned staff; directs staff to ensure work completion and maintenance of 
standards; plans, assigns, and reviews work; coordinates and/or provides training and instruction; 
evaluates employee performance; responds to employee questions, concerns, and problems; 
provides case consultation; approves employee timesheets and leave requests; prepares and 
reviews documents related to timesheets, requests for leave, and overtime; develops and monitors 
unit work plans and work performance standards; monitors and provides for employee training needs; 
meets with employees individually and as a unit; recommends personnel actions including selection, 
promotion, transfer, discipline, or discharge. 
 

 15% +/- 10% 
 Serves as a point of contact for all cases involving suspected child abuse or neglect within the 

services provided by the Department; provides consultation to assigned advocate or staff on cases 
where referral might be needed to the Division of Children and Family Services. 
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15% +/- 10% 
 Manages various special grant funded projects; develops and implements new division programs and 

services to meet identified needs or accomplish established service delivery goals; serves as site 
coordinator for various federally funded initiatives; fulfills all grant planning and management 
requirements including writing applications, completing and submitting reports, and participating in 
site visits; provides consultative assistance in preparations of grant proposals; assists with the 
preparation and monitoring of contracts.  

 
15% +/-10% 

 Functions as a liaison with various community agencies and organizations; works with police 
departments, courts, nonprofit partners, probation officers, witnesses and victims of crime, 
magistrates, and judges in the provision of services; serves on various committees and task forces; 
coordinates community outreach among networking agencies; works directly with victims of crime to 
resolve concerns or questions about services. 

 
15% +/-10% 

 Performs related administrative duties; prepares various reports, records, statistics, and other 
documents; responds to emails and phone calls; attends various trainings, meetings, and 
conferences; assists in the preparation of presentations. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Master’s degree in social work, social administration, legal studies, criminal justice, criminology, 

sociology, or psychology, and must be licensed in the State of Ohio as a Social Worker, Independent 
Social Worker, Psychologist, Psychiatrist, Marriage and Family Therapist, Independent Marriage and 
Family Therapist, Counselor, or Licensed to Practice Law in the State of Ohio with six (6) years of 
criminal justice, social work, counseling, or legal experience including three (3) years of supervisory 
experience; or any equivalent combination of education, training, and experience.   

 
 Valid Ohio driver license, proof of automobile insurance, and access to a vehicle. 

 
 Must be an Ohio Revised Code Child Abuse Mandated Reporter.   
 
Additional Requirements 
 
 No special license or certification is required.   
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements   
 
 Ability to operate a variety of office machines and equipment including a computer and multifunction 

printer. 
  
Technology Requirements 
 
 Ability to operate a variety of software including word processing software (Microsoft Word), 

electronic mail software (Microsoft Outlook), spreadsheet software (Microsoft Excel), and database 
software (Access, Advocate Information Systems). 

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees and to maintain standards. 
 
 Ability to provide instruction and training to other employees. 
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Manager, Witness/Victim Services   
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 Ability to solve and act on employee problems. 
 
 Ability to recommend the transfer, selection, evaluation, or promotion of employees. 
 
 Ability to recommend and act on the discipline or discharge of employees. 

 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide and calculate decimals and percentages, and perform routine 

statistics. 
 
Language Ability & Interpersonal Communication  
 
 Ability to perform mid to high level data analysis requiring managing of data and people deciding the 

time, sequence of operations or events within the context of a process, system, or organization.  
Involves determining the necessity for revising goals, objectives, policies, procedures, or functions 
based on the analysis of data/information and includes performance reviews pertinent to such 
objectives, functions, and requirements. 

 
 Ability to comprehend a variety of informational documents including employment applications, 

performance evaluations, requests for leave, attendance records, travel requests, budget forecasts, 
annual budgets, inventory reports, billing invoices, financial reports, correspondence, case files, 
operational data, and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including Employee Handbook, 

criminal, domestic, juvenile, and civil codes and regulations, treatment and advocacy publications, 
Violence Against Women Act, Victims’ Rights laws, Family Justice Council (FJC) Guidelines, and the 
Ohio Revised Code. 

 
 Ability to prepare employee performance evaluations, monthly, annual, and semi-annual statistical 

reports, grant applications, statistical reports, correspondence, purchase orders, contracts, and other 
job-related documents using prescribed format and conforming to all rules of punctuation, grammar, 
diction, and style.   

 
 Ability to manage, supervise, and counsel employees, to convince and influence others, to record 

and deliver information, to explain procedures, and to follow instructions.   
 
 Ability to use and interpret legal, counseling, medical, and accounting terminology and language.   
 
 Ability to communicate effectively with directors, supervisors, other County employees, federal and 

state officials, police, judges, court personnel, probation officers, and victims of crime, and outside 
agencies.  

 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 
 Work may involve exposure to varying levels of violence and disease/bodily fluids.  

 
 

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer. 
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Posted:   7/7/2022  
Meeting:  7/13/22 
 
 

 
 

Job Title Classificatio
n Number 

Current 
Pay 
Grade & FLSA 

RECOMMENDED 
PAY GRADE 
 & FLSA 

Department Rationale 

NEW      

Supervisor, Payroll  14031 11A Exempt N/A Fiscal This is a new classification requested by the Fiscal Office based on department need.  The 
classification reflects the essential functions and minimum qualifications of the position.   

 
REVISED 

     

Manager, Health and 
Human Services (HHS) 
Training  

14054 15A Exempt 14A Exempt 
 

Health and 
Human 
Services 

PRC routine maintenance. The Manager, HHS Training classification was supposed to be 
approved as a new classification so as to leave the existing Manager, Training as part of the 
class plan. However, it was completed as a revised classification and the error needs to be 
corrected. 

Manager, Witness Victim 
Services  

12061 15A Exempt 15A Exempt 
(No Change) 

Public Safety 
& Justice 
Services 

PRC routine maintenance. Classification last revised in 2018. Changes were made to essential 
job functions, language and formatting, and distinguishing characteristics. A Technology 
Requirements section was added. No change to pay grade or FSLA status. 
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Effective Date: TBD 
Last Modified: TBD 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Supervisor, Payroll  Class Number: 14031 
FLSA: Exempt Pay Grade: 11A 
Dept: Fiscal Office  

 
 
Classification Function  
 
The purpose of this classification is to oversee and perform the day-to-day functions of County payroll 
operations in the Fiscal Office and supervise payroll staff.  
 
Distinguishing Characteristics 
 
This is a supervisor-level classification with responsibility for supervising payroll staff and assisting the 
Manager, Payroll with County payroll operations. This position involves overseeing and reviewing the 
work of the payroll staff and completing, reviewing, and verifying payroll related information so that payroll 
is timely, accurate, and complies with local, state, and federal regulations. This class works under general 
direction from the Manager, Payroll but exercises discretion in applying established procedures to resolve 
payroll issues. The incumbent promotes the efficiencies of the payroll department, recommends and 
incorporates process improvements, and ensures that projects meet time and quality objectives.  
 
Essential Job Functions 

 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 
             40% +/- 10% 
 Performs and supervises payroll operations in compliance with County policy and departmental 

procedures and schedules; establishes and enforces deadlines to ensure timely, consistent, and 
accurate payroll delivery; processes payroll transactions; oversees the updating of computerized 
payroll information in preparation for closing the payroll cycle; performs maintenance on payroll 
tables; prepares validation and pre-register reports; verifies accuracy of payroll register; coordinates 
with agency Payroll Officers regarding system changes (i.e., tax rates, Ohio Public Employees 
Retirement System (OPERS) rate changes, etc.); enters payroll changes received from Payroll 
Officers into the database; validates general deductions and separation payments to ensure amounts 
calculated are correct; coordinates with banks to set up direct deposit for employees; answers phone 
inquiries from county employees to answer their payroll process questions; assists with the 
development and implementation of payroll department policies and procedures. 

 
20% +/- 10% 

 Supervises the updating of computerized payroll information to ensure accurate payroll delivery; 
validates changes and updates to payroll records (including new hires, terminations, pay rate 
changes, direct deposit remittances, address changes, tax rate changes, etc.); verifies that all payroll 
changes made by agency Payroll Officers have proper documentation; makes changes to existing 
deferred compensation deductions or adds new deductions in accordance with employee requests 
and County policy; reviews reports generated by the payroll system when changes are made to 
ensure that the changes are correct and that they appear correctly across the payroll database; 
researches variances and corrects errors based on research; reports payroll processing and system 
issues to prevent errors and inaccuracies; works with IT department to identify system errors and 
recommend solutions.  

 
  
 20% +/- 10% 
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Supervisor, Payroll  
 

 
Effective Date: TBD 
Last Modified: TBD 

 Supervises and directs the work of Senior Payroll Officers and other assigned staff; directs staff to 
ensure work completion and maintenance of standards; plans, assigns, and reviews work; 
coordinates and/or provides training and instruction; evaluates employee performance; responds to 
employee questions, concerns, and problems; approves employee timesheets and leave requests; 
prepares and reviews documents related to timesheets, requests for leave, and overtime; develops 
and monitors unit work plans and work performance standards; monitors and provides for training 
needs; meets with employees individually and as a unit; recommends personnel actions including 
selection, promotion, transfer, discipline, or discharge. 

 
15% +/- 5% 

 Performs payroll data reconciliation; performs reconciliation of data in the payroll system with other 
modules in the accounting system (e.g., the general ledger, accounts payable, etc.) and vendor 
systems; reviews, analyzes, and verifies data for accuracy by generating reports in the system and 
comparing information to ensure that amounts recorded in the different modules tie; researches 
variances and corrects errors based on research. 

 
 5% +/- 2% 

 Oversees, prepares, and updates a variety of reports and spreadsheets containing tax and benefits 
information; assists Manager, Payroll with preparation of monthly, quarterly, and end-of-year reports 
for tax authorities; creates, balances, prints, and distributes employee W-2 forms annually.  

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 Bachelor’s degree in business, accounting, finance, computer science, or a related field with three (3) 

years of experience in payroll, accounting, fiscal, or budget administration experience, employee 
benefits, or accounting; or an equivalent combination of education, training, and experience. 

 
Additional Requirements 
 
 No special license or certification is required. 
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements  
 
 Ability to operate a variety of office machines and equipment including a computer and multifunction 

printer.  
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including email software (Microsoft Outlook), 

spreadsheet software (Microsoft Excel), word processing software (Microsoft Word), enterprise 
management system software (Infor Lawson), and database software. 

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan, and coordinate the work of other employees and to maintain standards. 

 
 Ability to provide instruction and training to other employees. 

 
 Ability to solve and act on employee problems. 

 
 Ability to recommend the transfer, selection, evaluation, or promotion of employees. 
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Supervisor, Payroll  
 

 
Effective Date: TBD 
Last Modified: TBD 

 
 Ability to recommend discipline or discharge of employees. 

Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

statistics. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid to high level data analysis requiring managing of data and people 

deciding the time, sequence of operations or events within the context of a process, system, or 
organization.  Involves determining the necessity for revising goals, objectives, policies, procedures, or 
functions based on the analysis of data/information and includes performance reviews pertinent to 
objectives, functions, and requirements. 

 
 Ability to comprehend a variety of informational documents including employee attendance records, 

payroll files, maintenance files, personal checks, dependent care reports, deduction warrant checks, 
deferred compensation files, computer mainframe files, garnishment files, and pension information.  
 

 Ability to comprehend a variety of reference books and manuals including the Employee Handbook, 
department policies and procedures, Ohio Revised Code, OPERS handbook, union contracts, and a 
variety of related websites and contracts regarding tax regulations and garnishment deduction 
regulations. 

 
 Ability to prepare spreadsheets, memos, various payroll and tax forms, transmittals, transactions, a 

large variety of monthly, quarterly, and annual reports required for reporting purposes, responses to 
public information requests, receipts, and other job-related documents using prescribed format and 
conforming to all rules of punctuation, grammar, diction, and style.  

 
 Ability to supervise and counsel employees, to convince and influence others, to record and deliver 

information, to explain procedures, and to follow instructions.  
 
 Ability to use and interpret accounting and related legal terminology and language.  
 
 Ability to communicate with supervisor, staff, Payroll Officers, other County employees, and 

employees from outside agencies and businesses. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  
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      Effective Date: 09.13.2011 
      Last Modified: 04.14.2014 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Manager, Training  Class Number: 14054 
FLSA: Exempt Pay Grade: 14A 
Departments: Human Resources and Human Services 

 
 
Classification Function  
 
The purpose of this classification is to manage, coordinate and implement County training programs 
and initiatives.  
 
Distinguishing Characteristics 
 
This is a management level classification, with responsibility for overseeing technical operations and 
developing and conducting training programs. This class recommends, develops, integrates, 
administers, and evaluates policies, procedures, and standards required to provide related services. 
The classification is responsible for ensuring that training programs and activities are completed in a 
timely, effective, and efficient manner according to procedures, rules, regulations, laws and ordinances. 
This classification oversees lower-level training officers. 
 
Essential Job Functions 

 
The following duties are normal for this classification. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 
 

25% +/- 10% 
 Manages County training programs and initiatives; develops and coordinates training and 

educational development programs; coordinates and facilitates training programs such as new 
employee orientation, sexual harassment, ethics, etc.; develops an annual calendar of training and 
development opportunities including references to external opportunities; maintains training 
materials; produces training materials and manuals; organizes the use of training materials 
including e-learning; manages training materials; ensures that statutory training requirements are 
met; conducts training needs assignments; amends and revises training programs as needed; 
helps line managers or solve specific training problems, either one-to-one or in groups; develops 
and maintains training budget.  

 
25% +/- 10% 

 Administers training program activities; identifies and determines training and development needs; 
plans and develops training programs to meet those needs; implements training programs; 
compiles training evaluation results; reviews evaluations with staff and forwards results to 
supervisor.  

 
25% +/- 10% 

 Develops and manages County performance appraisal process.  
 

15% +/- 10% 
 Manages, leads and motivates lower-level training personnel; assigns and reviews work; evaluates 

employee performance; responds to employee complaints; provides instruction and feedback; 
trains instructors and supervisors in techniques and skills for training and dealing with employees).  
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Manager, Training 
   

            Effective Date: 09.13.2011 
     Last Modified: 04.14.2014 

10% +/- 5% 
 Performs public relations duties; represents training department at various meetings and 

conferences; provides technical assistance and consultation to departments regarding training 
needs; delivers speeches and prepares correspondence.  

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
Bachelor's degree in education or human resources with nine years (9) of training experience including 
three years in a supervisory capacity; or any equivalent combination of training and experience. 
 
Additional Requirements 
 
No special license or certification is required. 
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements  
 
 Ability to operate a variety of automated office machines including personal computer, fax, printer, 

calculator, copier, etc. 
 
 Ability to operate audio-visual equipment.  
 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees. 
 
 Ability to provide instruction to other employees. 
 
 Ability to evaluate the performance of assigned employees. 
 
 Ability to recommend the discipline or discharge of other employees. 
 
 Ability to recommend the transfer, promotion or salary increase of other employees. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide and calculate decimals and percentages.  
 
Language Ability & Interpersonal Communication  
 
 Ability to perform mid to high level data analysis requiring managing of data and people deciding 

the time, sequence of operations or events within the context of a process, system or organization. 
Involves determining the necessity for revising goals, objectives, policies, procedures or functions 
based on the analysis of data/information and includes performance reviews pertinent to such 
objectives, functions and requirements. 

 
 Ability to comprehend a variety of informational documents including employment applications, 

résumés, job audit forms, classification specifications, training literature, training plans, 
performance evaluations and other reports and records. 

  
 Ability to comprehend a variety of reference books and manuals including policies and procedures, 

State regulations and training manuals. 
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 Ability to prepare memos, correspondence, training proposals, training needs analysis, training 
budgets, monthly reports, and other job related documents using prescribed format and conforming 
to all rules of punctuation, grammar, diction and style.  

 
 Ability to manage people and programs, to supervise and counsel employees, to convince and 

influence others, to record and deliver information, to explain procedures, and to follow 
instructions.  

 
 Ability to use and interpret education, legal, counseling and personnel terminology and language.  
 
 Ability to communicate effectively with department supervisors, training personnel, consultants, 

other County employees, and the general public. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  
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          Effective Date: 05.24.2017 
          Last Modified: 05.31.2018            

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Manager, Witness Victim Services Class Number: 12061 
FLSA: Exempt Pay Grade: 15A 
Dept: Public Safety & Justice Services 
  
 
Classification Function 
 
The purpose of this classification is to manage all programmatic, service, and administrative components 
of the Witness Victim Service Center and the Family Justice Center.   
 
Distinguishing Characteristics 
 
This is a management classification with responsibility for managing and controlling the functions of the 
Witness Victim Service Center and the Family Justice Center. This class works under administrative 
direction from the Deputy Director, and requires the analysis and solution of operational, technical, 
administrative, and management problems. The incumbent exercises discretion in applying policies and 
procedures to resolve issues and to ensure that assigned activities are completed in a timely and efficient 
manner.  
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

25% +/- 10% 
 Manages all programmatic, service, and administrative components of the Witness Victim Service 

Center and the Family Justice Center;  develops and implements new division programs and services 
to meet identified needs or accomplish established service delivery goals; manages activities, 
trainings, and programs; analyzes and evaluates policies and procedures; researches current best 
practices; develops new policies and procedures and revises current policies and procedures; 
reviews and evaluates service delivery to clients to identify accomplishments and deficiencies; works 
with budget officers and department administrators to monitor and approve expenditures of division 
budget and upcoming contracting needs; ensures client satisfaction and with provision of services; 
oversees the development and maintenance of an online case management system; manages 
partner agency relationships for the Family Justice Center. 

 
15% +/- 10% 

 Supervises and directs the work of Witness Victim Service Center and Family Justice Center 
employees and other assigned staff; directs staff to ensure work completion and maintenance of 
standards; plans, assigns, and reviews work; coordinates and/or provides training and instruction; 
evaluates employee performance; responds to employee questions, concerns, and problems; 
provides case consultation; approves employee timesheets and leave requests; prepares and 
reviews documents related to timesheets, requests for leave, and overtime; develops and monitors 
unit work plans and work performance standards; monitors and provides for employee training needs; 
meets with employees individually and as a unit; recommends personnel actions including selection, 
promotion, transfer, discipline, or discharge. 
 

 15% +/- 10% 
 Serves as a point of contact for all cases involving suspected child abuse or neglect within the 

services provided by the Department; provides consultation to assigned advocate or staff on cases 
where referral might be needed to the Division of Children and Family Services. 
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15% +/- 10% 
 Manages various special grant funded projects; develops and implements new division programs and 

services to meet identified needs or accomplish established service delivery goals; serves as site 
coordinator for various federally funded initiatives; fulfills all grant planning and management 
requirements including writing applications, completing and submitting reports, and participating in 
site visits; provides consultative assistance in preparations of grant proposals; assists with the 
preparation and monitoring of contracts.  

 
15% +/-10% 

 Functions as a liaison with various community agencies and organizations; works with police 
departments, courts, nonprofit partners, probation officers, witnesses and victims of crime, 
magistrates, and judges in the provision of services; serves on various committees and task forces; 
coordinates community outreach among networking agencies; works directly with victims of crime to 
resolve concerns or questions about services. 

 
15% +/-10% 

 Performs related administrative duties; prepares various reports, records, statistics, and other 
documents; responds to emails and phone calls; attends various trainings, meetings, and 
conferences; assists in the preparation of presentations. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Master’s degree in social work, social administration, legal studies, criminal justice, criminology, 

sociology, or psychology, and must be licensed in the State of Ohio as a Social Worker, Independent 
Social Worker, Psychologist, Psychiatrist, Marriage and Family Therapist, Independent Marriage and 
Family Therapist, Counselor, or Licensed to Practice Law in the State of Ohio with six (6) years of 
criminal justice, social work, counseling, or legal experience including three (3) years of supervisory 
experience; or any equivalent combination of education, training, and experience.   

 
 Valid Ohio driver license, proof of automobile insurance, and access to a vehicle. 

 
 Must be an Ohio Revised Code Child Abuse Mandated Reporter.   
 
Additional Requirements 
 
 No special license or certification is required.   
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements   
 
 Ability to operate a variety of office machines and equipment including a computer and multifunction 

printer. 
  
Technology Requirements 
 
 Ability to operate a variety of software including word processing software (Microsoft Word), 

electronic mail software (Microsoft Outlook), spreadsheet software (Microsoft Excel), and database 
software (Access, Advocate Information Systems). 

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees and to maintain standards. 
 
 Ability to provide instruction and training to other employees. 
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 Ability to solve and act on employee problems. 
 
 Ability to recommend the transfer, selection, evaluation, or promotion of employees. 
 
 Ability to recommend and act on the discipline or discharge of employees. 

 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide and calculate decimals and percentages, and perform routine 

statistics. 
 
Language Ability & Interpersonal Communication  
 
 Ability to perform mid to high level data analysis requiring managing of data and people deciding the 

time, sequence of operations or events within the context of a process, system, or organization.  
Involves determining the necessity for revising goals, objectives, policies, procedures, or functions 
based on the analysis of data/information and includes performance reviews pertinent to such 
objectives, functions, and requirements. 

 
 Ability to comprehend a variety of informational documents including employment applications, 

performance evaluations, requests for leave, attendance records, travel requests, budget forecasts, 
annual budgets, inventory reports, billing invoices, financial reports, correspondence, case files, 
operational data, and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including Employee Handbook, 

criminal, domestic, juvenile, and civil codes and regulations, treatment and advocacy publications, 
Violence Against Women Act, Victims’ Rights laws, Family Justice Council (FJC) Guidelines, and the 
Ohio Revised Code. 

 
 Ability to prepare employee performance evaluations, monthly, annual, and semi-annual statistical 

reports, grant applications, statistical reports, correspondence, purchase orders, contracts, and other 
job-related documents using prescribed format and conforming to all rules of punctuation, grammar, 
diction, and style.   

 
 Ability to manage, supervise, and counsel employees, to convince and influence others, to record 

and deliver information, to explain procedures, and to follow instructions.   
 
 Ability to use and interpret legal, counseling, medical, and accounting terminology and language.   
 
 Ability to communicate effectively with directors, supervisors, other County employees, federal and 

state officials, police, judges, court personnel, probation officers, and victims of crime, and outside 
agencies.  

 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 
 Work may involve exposure to varying levels of violence and disease/bodily fluids.  

 
 

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer. 
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 1 

County Council of Cuyahoga County, Ohio 

 

Resolution No. R2022-0295 

 
Sponsored by:  County Executive 

Budish 

 

 

A Resolution confirming the County 

Executive’s reappointment of various 

individuals to serve on the Cuyahoga 

County Citizens’ Advisory Council on 

Equity for the term 7/15/2022 - 7/14/2025 

and declaring the necessity that this 

Resolution become immediately effective. 

  
WHEREAS, in 2012 Cuyahoga County Council enacted Ordinance No. O2012-

0014 (the “Equity Ordinance”), which established the County Equity Commission 

and the Citizens’ Advisory Council on Equity to oversee and report on equity efforts 

undertaken by the County and in the delivery of County services, as well as the 

collection of relevant data and the issuance of an annual equity report; and 

 

WHEREAS, in 2019 Cuyahoga County Council enacted Ordinance No. O2019-

0002 to harmonize and align the efforts of the various public bodies established by 

the Equity Ordinance and the Anti-Discrimination Ordinance by providing that the 

Citizens’ Advisory Council on Equity be appointed once every five years to 

periodically report and recommend policies and programs to both the County Equity 

Commission and the Human Rights Commission; and 

 

WHEREAS, on October 27, 2020, Cuyahoga County adopted Ordinance 2020-

0018, amending Section 208.01 of the Cuyahoga County Code to provide for the 

appointment of members of the Citizens’ Advisory Council on Equity to three-year 

terms; and 

 

WHEREAS, the Cuyahoga County Charter Section 6.04, entitled Special Boards 

and Commissions, states that “[w]hen general law or any agreement with another 

public agency or court order provides for appointment of members of a special board 

or commission or other agency by the board of county commissioners, such 

appointment shall be made by the County Executive, subject to confirmation by the 

Council;” and 

 

WHEREAS, the County Executive has nominated the following individuals to 

continue their service on the Citizens’ Advisory Council on Equity, for three-year 

terms 7/15/22 – 7/14/2025: 

 

a. Annette Blackwell 

b. Dr. Kenneth Chalker 

c. Habeebah Grimes 
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NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

 

SECTION 1.  That the Cuyahoga County Council hereby confirms the County 

Executive’s reappointment of the following individuals to continue to serve on the 

Cuyahoga County Citizens’ Advisory Council on Equity for the term 7/15/2022 – 

7/14/2025:   

a. Annette Blackwell 

b. Dr. Kenneth Chalker 

c. Habeebah Grimes 

 

SECTION 2.  It is necessary that this Resolution become immediately effective 

for the usual daily operation of the County; the preservation of public peace, health, 

or safety in the County; and any additional reasons set forth in the preamble.  

Pursuant to Cuyahoga County Charter Section 3.10(5), provided that this resolution 

receives the affirmative vote of a majority of members of Council, this Resolution 

shall become immediately effective. 

 

SECTION 3.  It is found and determined that all formal actions of this Council 

concerning and relating to the adoption of this Resolution were adopted in an open 

meeting of the Council, and that all deliberations of this Council and of any of its 

committees that resulted in such formal action were in meetings open to the public, in 

compliance with all legal requirements, including Section 121.22 of the Ohio Revised 

Code. 

 

 

On a motion by __________ seconded by __________, the foregoing Resolution 

was duly adopted. 

 

Yeas:  

 

Nays:  

 

 

 

           

_________________________ __________ 

County Council President  Date 

 

       

 

           

_________________________ __________ 

Clerk of Council    Date  
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First Reading/Referred to Committee: August 2, 2022 

Committee(s) Assigned:  Human Resources, Appointments & Equity  

 

Journal_______________ 

____________, 20__ 
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County Council of Cuyahoga County, Ohio 

 

Resolution No. R2022-0315 

 
Sponsored by:  County Executive 

Budish 

 

 

A Resolution confirming the County 

Executive’s reappointment of Mr. Glen 

Shumate to serve on the Cuyahoga County 

Citizens’ Advisory Council on Equity for 

the term beginning 7/15/2022 and ending 

7/14/2025 and declaring the necessity that 

this Resolution become immediately 

effective. 

  
WHEREAS, in 2012 Cuyahoga County Council enacted Ordinance No. O2012-

0014 (the “Equity Ordinance”), which established the County Equity Commission 

and the Citizens’ Advisory Council on Equity to oversee and report on equity efforts 

undertaken by the County and in the delivery of County services, as well as the 

collection of relevant data and the issuance of an annual equity report; and 

 

WHEREAS, in 2019 Cuyahoga County Council enacted Ordinance No. O2019-

0002 to harmonize and align the efforts of the various public bodies established by 

the Equity Ordinance and the Anti-Discrimination Ordinance by providing that the 

Citizens’ Advisory Council on Equity be appointed once every five years to 

periodically report and recommend policies and programs to both the County Equity 

Commission and the Human Rights Commission; and 

 

WHEREAS, on October 27, 2020, Cuyahoga County adopted Ordinance 2020-

0018, amending Section 208.01 of the Cuyahoga County Code to provide for the 

appointment of members of the Citizens’ Advisory Council on Equity to three-year 

terms; and 

 

WHEREAS, the Cuyahoga County Charter Section 6.04, entitled Special Boards 

and Commissions, states that “[w]hen general law or any agreement with another 

public agency or court order provides for appointment of members of a special board 

or commission or other agency by the board of county commissioners, such 

appointment shall be made by the County Executive, subject to confirmation by the 

Council;” and 

 

WHEREAS, County Executive has nominated Mr. Glen Shumate for 

reappointment to the Cuyahoga County Citizens’ Advisory Council on Equity, for the 

term beginning 7/15/2022 and ending 7/14/2025. 

 

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 
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SECTION 1.  That the Cuyahoga County Council hereby confirms the County 

Executive’s reappointment of Mr. Glen Shumate to serve on the Cuyahoga County 

Citizens’ Advisory Council on Equity for the term beginning 7/15/2022 and ending 

7/14/2025. 

 

SECTION 2.  It is necessary that this Resolution become immediately effective 

for the usual daily operation of the County; the preservation of public peace, health, 

or safety in the County; and any additional reasons set forth in the preamble.  

Pursuant to Cuyahoga County Charter Section 3.10(5), provided that this resolution 

receives the affirmative vote of a majority of members of Council, this Resolution 

shall become immediately effective. 

 

SECTION 3.  It is found and determined that all formal actions of this Council 

concerning and relating to the adoption of this Resolution were adopted in an open 

meeting of the Council, and that all deliberations of this Council and of any of its 

committees that resulted in such formal action were in meetings open to the public, in 

compliance with all legal requirements, including Section 121.22 of the Ohio Revised 

Code. 

 

 

On a motion by __________ seconded by __________, the foregoing Resolution 

was duly adopted. 

 

Yeas:  

 

Nays:  

 

 

 

           

_________________________ __________ 

County Council President  Date 

 

       

           

_________________________ __________ 

Clerk of Council    Date  

 

 

First Reading/Referred to Committee: September 13, 2022 

Committee(s) Assigned:  Human Resources, Appointments & Equity 

 

Journal ______________ 

______________,20____ 
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County Council of Cuyahoga County, Ohio 

 

Ordinance No. O2022-0009 

 
Sponsored by:  Cuyahoga County 

Executive 

 

 

An Ordinance providing for modifications to 

and adoption of, certain sections of the 

Cuyahoga County Employee Handbook; and 

declaring the necessity that this Ordinance 

become immediately effective.  

   
WHEREAS, the County Executive has reviewed the current Employee Handbook 

and, in consultation with the Cuyahoga County Department of Law, determined that 

various amendments are required; and  

WHEREAS, pursuant to Section 9.01 of the County Charter it is County 

Council’s authority to establish personnel policies by ordinance, and Council has 

previously approved prior versions of the County’s Employee Handbook which is 

amended herein and may be amended in the future by Council; and 

 

WHEREAS, it is necessary that this Ordinance become immediately effective in 

order that critical services provided by Cuyahoga County can continue and to provide 

for the usual, daily operation of a County entity.  

 

NOW, THEREFORE, BE IT ENACTED BY THE COUNTY COUNCIL OF 

CUYAHOGA COUNTY, OHIO: 

 

SECTION 1.  Adoption of Revised Employee Handbook:  Council hereby adopts 

the amended sections of the County’s Employee Handbook as set forth in Exhibit A 

attached hereto, to remain in full force and effect, to be applicable to all County 

employees under the authority of the County Council and the County Executive.  The 

Department of Human Resources shall disseminate the amended handbook to all 

employees subject to the handbook, in accordance with the Department’s usual method 

of dissemination.   

 

SECTION 2.  Policies applicable to bargaining employees shall be effective as 

permitted under state law and the Collective Bargaining Agreements. 

 

SECTION 3.  It is found and determined that all formal actions of this Council 

relating to the adoption of this Ordinance were adopted in an open meeting of the 

Council, and that all deliberations of this Council and of any of its committees that 

resulted in such formal action were in meetings open to the public, in compliance with 

all legal requirements, including Section 121.22 of the Ohio Revised Code. 
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On a motion by ___________, seconded by ____________, the foregoing Ordinance 

was duly enacted. 

 

Yeas:  

 

Nays:  

 

 

 

     _________________________ __________ 

     County Council President  Date 

 

 

     _________________________ __________ 

     County Executive   Date 

           

 

     _________________________ __________ 

     Clerk of Council    Date  

 

 

 

First Reading/Referred to Committee:  September 13, 2022 

Committee(s) Assigned: Human Resources, Appointments & Equity 

  

Journal ________________ 

_________________, 20__ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Page 57 of 67



 3

EXHIBIT A 

 

 

1.01 Profile of the County 

 

…The County Executive is the chief executive officer of the county and, with the approval of the 

Council, appoints the heads of various agencies that carry out the functions of the County 

Executive.  following: (i) a Fiscal Officer who has the duties of an elected county auditor, an 

elected county recorder and an elected clerk of courts (other than those related to the operations 

of the County Courts); (ii) a Medical Examiner who performs the duties of an elected county 

coroner; (iii) a Clerk of Courts to carry out the duties of an elected clerk of courts related to the 

operations of the courts; (iv) a Director of Public Works who performs the duties of an elected 

county engineer and a sanitary engineer; (v) a Director of Law who serves as the legal advisor 

and representative to the County Executive and Council; (vi) a Treasurer who performs the 

duties of an elected county treasurer; (vii) a Sheriff who performs the duties of an elected county 

sheriff; (viii) a Director of Health and Human Services who manages the administration of the 

County's various human service agencies, programs and activities; The County Executive has 

powers and duties of an administrative nature, including overseeing most personnel and 

collective bargaining matters, executing contracts, conveyances and indebtedness on behalf of 

the County, introducing ordinances and resolutions for Council's consideration and submitting 

tax and operating budgets, capital improvement plans, a five-year financial forecast for County 

operating funds and a related written message annually. 

 

 

6.04 Pay, Direct Deposit of Pay and Payroll Deductions 

 

Employees are paid bi-weekly and must participate in the County’s Direct Deposit program. A 

direct deposit form entry must be completed as part of the employee’s new hire paperwork 

process or when the employee experiences any changes to their applicable financial account(s). 

Employees are responsible for notifying Human Resources if their direct deposit bank(s) and/or 

account(s) change. Any questions regarding direct deposit or deductions should be directed to 

Human Resources. 

 

Human Resources publishes an annual payroll calendar that notes each pay day. The payroll 

calendar is available online or by contacting Human Resources. 

 

Various payroll deductions will be taken out of each employee paycheck. These deductions fall 

into two (2) categories, mandatory and voluntary.  

 

 Mandatory Deductions. Mandatory payroll deductions are mandated by statute. They 

include federal, state, city and school district taxes, OPERS contributions, support orders, 

Medicare, bankruptcy, garnishments and other applicable obligations. 

 Voluntary Deductions. Voluntary payroll deductions are authorized by the employee. 

These include health, accident, disability and life insurance, charitable contributions, 
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optional retirement plans, flexible spending accounts, credit union deductions, parking and 

transit costs and union dues. 

 

Deductions can be pre-tax or post-tax depending on the nature of the deduction. 

 

Employees are responsible for reviewing their pay statements after each pay period to ensure 

there are no discrepancies in pay.  Should an employee become aware of an overpayment, the 

employee must report the overpayment directly to Human Resources as soon as the error is 

discovered.  An employee or former employee must repay all overpayment amounts regardless 

of how or why the overpayment occurred.  The period and method of repayment shall be 

determined by the Director of Human Resources.  If an employee terminates employment before 

the overpayment has been fully recovered, the County may deduct the outstanding amount of the 

overpayment from the employee’s final paycheck, including from any accrued vacation leave, 

sick leave, or compensatory time that would be paid to the employee.  The County reserves the 

right to begin or continue the recovery process through all legal means for any unpaid amount.   

 

 

6.05 Timekeeping  

 

The County must comply with applicable laws that require records to be maintained of the hours 

worked by employees. To ensure that accurate records are kept of an employee’s work hours and 

that employees are paid in a timely manner, employees and their supervisor are required to 

maintain accurate time and attendance records. Attendance or use of leave should be recorded in 

the County’s timekeeping system daily. for non-exempt personnel or within the actual pay period 

for exempt employees.  Employees must enter their time into the timekeeping system at the time 

they start their work period, and again at the time they end their work period, and not at some 

other time during their shift.  Employees should not record non-worked time such as, but not 

limited to, arriving unnecessarily early and waiting for their shift to begin or a delayed exit from 

the workplace that is unrelated to work duties.  Employees who fail to record their attendance or 

use of leave in the County’s timekeeping system may be subject to disciplinary action up to and 

including termination. 

 

Time entry for non-exempt employees must be completed daily and accurately by employees. 

After reviewing and resolving any discrepancies, the supervisor (or department designee) must 

approve authorize the number of hours worked or on leave in the County’s timekeeping system 

weekly.  Supervisors (or department designees) who fail to review employee time entries, 

resolve any discrepancies, and authorize the number of hours worked or on leave in the County’s 

timekeeping system may be subject to disciplinary action up to and including termination. 

 

Time entry for exempt employees must be completed within the actual pay period. After 

reviewing and resolving any discrepancies, supervisors (or department designee) must approve 

authorize the number of hours to be paid for time worked or on approved paid or unpaid leave in 

the County’s timekeeping system. 
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All employees are expected to provide accurate information regarding time and attendance. 

Falsification is an act of misconduct and considered a violation of the County’s policy and 

procedural guideline and may be subject to disciplinary action up to and including termination. 

 

6.12 End of Employment  

 

Final Paycheck 

Upon separation of employment, compensation for accrued vacation leave and compensatory 

time will be included in the last paycheck or may be included in a separate check (provided that 

all County property i.e. laptop, keys, have been returned and all debts to the County have been 

satisfied). There is no compensation for unused sick leave except upon retirement. An employee 

with ten (10) or more years of service may receive payment for one-fourth (1/4) the value of 

accrued, unused sick leave, not to exceed 240 hours (30 days).  

 

 

7.04 Attendance 

 

Occurrences 

An occurrence is defined as an unapproved absence, two (2) tardies, two (2) early departures, 

two (2) excessive breaks, or two (2) missed time clock punch-ins/outs. The total number of days 

or partial days that an employee is unavailable for work due to unapproved absence are 

considered when applying discipline, as outlined in the table below.  

 

Unapproved Absences 

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

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

 

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

 

Tardy Arrivals, Early Departures, Excessive Breaks 

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

 

 failure to report to work on time, as scheduled 

 failure to remain at work, as scheduled 

 taking an extended meal or break period without prior approval 

 
Definition of an Occurrence Occurrences Disciplinary Action 

An occurrence is equal to any of the following: 

 2 tardies 

 2 early departures 

 2 excessive breaks 

 2 missed clock punch-in/outs 

 1 full or partial day unapproved 

absence 

 

2 Verbal reprimand 

3 Written reprimand 

5 1-day suspension 

7 3-day suspension 

9 Termination 
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 Day of no call/no show (i.e., without 

prior notice) 

1 1-day suspension 

2 3-day suspension 

3 Termination 

 AWOL (3 or more consecutive days of 

no call/no show) 

1 Employee subject to 

separation as a voluntary 

resignation 

 

 

7.07 Progressive Discipline 

 

The County in general subscribes to a policy of progressive discipline.  Unclassified employees 

serve at the pleasure of the Appointing Authority and can be removed from their position at any 

time, without application of progressive discipline.    

 

Progressive discipline is not intended to be punitive. The goal of progressive discipline is to help 

the employee recognize and correct unacceptable behavior before it becomes serious enough, or 

frequent enough, to warrant termination of employment.  Certain offenses and misconduct may 

be severe enough to warrant immediate removal from employment without applying progressive 

discipline.  These include, but are not limited to, egregious or willful neglect of assigned duties 

or failure to supervise; disregarding safety or security regulations; destruction of County 

property; falsification of records; dishonesty in application for benefits; unauthorized time 

entries; soliciting or accepting a bribe; assault; fighting; theft; using obscene, abusive or 

threatening language; egregious sexual harassment; egregious hostile, intimidating or offensive 

work environment; unauthorized possession of dangerous items or weapons; use, possession, or 

distribution of alcohol or illicit drugs; refusal or failure to submit to mandatory alcohol or drug 

testing; failing or tampering with an alcohol or drug test; committing a felony; a felony 

conviction; absence without leave (AWOL) as defined by the attendance policy…   

 

Prohibited Conduct 

The County considers the following to be a non-exhaustive list of unsatisfactory conduct that 

may be considered grounds for progressive disciplinary action or removal without progressive 

discipline when appropriate:  

 

 Absence from duty without reasonable cause 

 Absence without leave 

 Being away from assigned work area without permission of supervisor 

 Conduct that might endanger the safety of others 

 Conduct unbecoming an employee of the County 

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

characteristic 

 Excessive absenteeism 

 Excessive tardiness 

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

 Failure to cooperate in a workplace investigation 

 Failure to follow call in procedures 
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 Failure to follow the orders of a supervisor 

 Failure to properly report work status 

 Failure to report known safety hazards 

 Failure to wear required safety equipment 

 Falsification 

 Fighting 

 Harassment, discrimination or retaliation against another 

 Insubordination 

 Intimidation or threats 

 Misfeasance, malfeasance or nonfeasance 

 Neglect of duty 

 Offensive language or conduct toward another 

 Poor job performance 

 Possession of weapons on County premises without authorization 

 Reckless operation and/or misuse of County vehicles and equipment 

 Reporting for or being on duty in an unfit condition to work 

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

 Sleeping while on duty 

 Theft 

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

 Destruction of County property 

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

 

 

9.07 Exempt Employees: Exchange/Straight Time 

 

Exchange Time  

…Exchange time is accrued in increments of one-minute after the first 30 minutes over 40 hours.  

 

In order to qualify for Exchange time employees must designate the hours must be designated as 

exchange time in the County’s payroll system.  The County will not recognize exchange time 

beyond an accrual of 40 hours except as otherwise set forth below.  

 

Exchange time not used within six (6) months of accrual shall expire. If a critical or 

extraordinary operational need exists, the Director of Human Resources may authorize an 

employee to accrue up to two hundred (200) hours of exchange time and may extend the 

expiration timeframe up to one (1) year. At no time shall exchange time be paid out to the 

employee. 
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11.01 Paid Vacation Leave  

 

…To receive service credit, employees must provide Human Resources with a signed letter from 

the former employer(s), on each employer’s letterhead, with qualifying start and end dates of 

employment, number of days worked if any of the service was less than a full year, number of 

hours worked if any of the service was less than full-time, and verification of any unused 

accumulated sick leave. 

 

…An employee who has retired in accordance with the provisions of any retirement plan offered 

by the State of Ohio shall not have prior service that was completed prior to retirement 

considered for the purpose of computing vacation leave.   

 

 

11.02 Paid Holidays 

 

… Employees who are in an unpaid status on the regular workday immediately preceding or 

following the holiday are not eligible for holiday pay.   

 

Eligible employees who are not required to work on a County-recognized holiday that falls on 

their regularly scheduled workday and are in a paid status on the regular workday immediately 

preceding and following a holiday are entitled to holiday regular pay for their regularly 

scheduled work hours. Employees who are in an unpaid status on the regular workday 

immediately preceding or following the holiday are not eligible for holiday pay. If the 

employee’s work schedule is other than Monday through Friday, and the holiday falls on the 

employee’s day off, the employee is entitled to a floating day off, to be used within ninety (90) 

calendar days and with prior approval. 

 

 

11.03 Paid Sick Leave 

 

Sick Leave Credit 

Employees who have a balance of sick leave earned while employed by another political 

subdivision of the State of Ohio within the past ten (10) years may have the unused sick leave 

balance credited to their current sick leave balance with the County.   To receive sick leave 

balance credit, employees must provide Human Resources with a signed letter from the most 

recent qualifying former employer, on the employer’s letterhead, with qualifying start and end 

dates of employment and verification of any unused accumulated sick leave.  An employee who 

has retired in accordance with the provisions of any retirement plan offered by the State of Ohio 

shall not have sick leave balance that was accrued prior to that retirement credited to their 

County sick leave balance.    
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11.04 Paid Bereavement Leave  

  

All full-time employees who experience the loss of a spouse, mother, father, step-parent, child, 

step-child, or persons to whom they stand in loco parentis or who stood in loco parentis to them, 

will be granted up to five (5) days of paid bereavement leave.  

  

Full-time employees are entitled to up to three (3) days of paid bereavement leave for the loss of 

a brother, sister, half-brother, half-sister, step-brother, step-sister, mother-in-law, father-in-law, 

brother-in-law, sister-in-law, son-in-law, daughter-in-law, grandparent, grandchild, uncle, aunt, 

first cousin, niece or nephew, or any relative residing with the employee (proof of residency 

required). 

 

 

11.07 Family Medical Leave 

 

The Family and Medical Leave Act (FMLA) and its amendments provide employees with the 

right to take job-protected unpaid time off for various identified reasons.  

 

Employees with at least one (1) year of service who have worked at least 1,250 hours in the 

previous year are eligible, and can request up to twelve (12) workweeks (480 hours) of Family 

Medical Leave (FML), during a 12-month period, for one of the following reasons: 

 

 For incapacity due to pregnancy, prenatal medical care or childbirth 

 The birth or placement of a child for adoption or foster care 

 To care for an immediate family member (as defined by this procedure to only include 

spouse, child or parent) with a serious health condition  

 To take medical leave when employees are unable to work because of their own serious 

health condition 

 

Employees may take up to twelve (12) weeks of approved leave within a rolling twelve (12) 

month period. During the twelve (12) month period is measured backward from the 

commencement date of FML, during this time the employee must have worked 1,250 hours. If 

two married employees both work for the County and each wants to take leave for the birth of a 

child, adoption or placement with the employee of a child in foster care, or to care for a parent 

with a serious health condition, the employees may take only a combined total of twelve (12) 

weeks of leave... 

 

Status and Benefits While on FML 

While on paid FML, the County will continue employees’ benefit coverage at the same level and 

under the same conditions as if they had continued to work. All available paid leave must be 

used and charged against the employee’s FML before unpaid FML will be initiated. The 

employee’s accrued time must be used in the following order: Sick, Compensatory/Exchange, 

Vacation, Compensatory/Exchange. Sick and vacation leave will accrue during the employee’s 

paid FML as it normally would. Available time accrued during paid FML must be used in the 
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same order as above.   All usual payroll deductions will be taken during the employee’s paid 

FML.  

 

Leave Donation 

Employees may donate accrued sick or vacation leave to a fellow employee who has a serious 

health condition as defined under the FMLA and are is in critical need of time off due to the 

condition. Donation of leave time is strictly voluntary. FML leave will run concurrently with the 

donated leave time.  
 

An employee may receive donated leave provided that the employee:  

 

 is first approved for FML leave that removes them from the workplace for fifteen (15) 

consecutive workdays for their own serious health condition. Donated leave may be applied 

retroactively to whenever the donee exhausts his or her paid leave balance. Employees on 

intermittent FML leave do not qualify to participate in the program. Any unused donated 

leave will be returned to the donating employee 

 has exhausted all sick leave, vacation leave and compensatory/exchange time 

 has not had any discipline for attendance within the previous year… 

 

12.02 Recording of Conversations Voice and Video 

 

The County has established the following guidelines for the recording of conversations voice or 

video concerning County business. This policy shall not apply to public meetings or any other 

meeting or forum involving the discussion of County business that is open to members of the 

public, including, but not limited to, public hearings. Any violation of this policy could result in 

disciplinary action as well as exclusion of the recording from consideration as evidence in 

proceedings such as workplace investigations, administrative appeals, and grievance arbitrations.  

 County employees shall not record any conversations voice or video involving the discussion 

of County business unless at least one of the following applies:  

 The Director of Law or designee authorizes in writing an employee to record a conversation 

such voice or video;  

 In the case of an in-person meeting, all parties first consent in writing; 

 In the case of a virtual meeting, training or presentation (“virtual activity”), recording is only 

permitted using the recording function available through the virtual activity’s host platform; 

only the County host in charge of the meeting is permitted to initiate and end recording; an 

employee participant is responsible for determining whether the virtual activity is being 

recorded; and an employee’s participation in the virtual activity constitutes acknowledgement 

that the virtual activity is being recorded; or  

 The department director, with the approval of the Director of Law, authorizes recording as a 

standard course of business in the interest of the public (e.g., all telephone calls to the 696-

KIDS hotline, and 911 calls, and calls to-and-from inmates are recorded).  
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12.07 Electronic Equipment and Communications Policy 

 

The County’s Electronic Equipment and Communications Policy defines the acceptable use of 

electronic equipment and the responsibilities of all users. Employees may access the Electronic 

Equipment and Communications Policy electronically from the MyHR system or may request a 

copy from Human Resources 
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12.08 Travel Policy 

 

Employees may access the County’s Travel Policy electronically on the MyHR system or may 

request a copy from Human Resources.   

 

Employees are expected to know and comply with the Travel Policy.  Employees may be subject 

to disciplinary action for failure to comply with this policy.   
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