
Progressive Discipline 
Policy 11.03 

Personnel Policy Manual 
 

ACCS Personnel Policy Manual              

Applies to: All Agency Staff 
 
POLICY 

Issued: 4/23/01 
Revised:  
Revision being considered: 
 

A. Athens County Children Services follows a system of progressive discipline when addressing work 
performance issues. The first and primary opportunity for guiding employee practice and 
behavior is through structured supervision. When a problem persists after having been addressed 
through the supervisory process, disciplinary action may ensue.  

 
Typical disciplinary action may include reprimands, written referrals to EAP (Employee 
Assistance Program), suspensions, demotions (reductions), “last chance agreements” and 
removals. Working suspensions have the same effect as suspensions from work without pay for 
purposes of recording disciplinary actions and demonstrating progressive discipline. 
 
A “last chance agreement” means an agreement signed by both the Executive Director and an 
Agency employee that describes the type of behavior or circumstances that, if it occurs, will 
automatically lead to removal of the employee. ORC 124.34(E) A pre-disciplinary conference must 
be held prior to signing a last chance agreement.  

 
B. The Agency has adopted the progressive discipline concept as a guideline for the administration of 

discipline. It is not, however, to be construed as a delegation of or a limitation upon the Executive 
Director's right to impose a different level of discipline when circumstances warrant.  

 
C. This discipline policy provides standard penalties for specific offenses; however, the examples of 

specific offenses given in any grouping are not all inclusive, and, as noted, merely serve as a 
guideline.  

 
D. The purpose of disciplinary action is to encourage corrected performance or behavior, except 

where the employee is removed. To that end, an employee may request, and the Executive 
Director may agree, to remove disciplinary action from an employee's general personnel file after 
two (2) years, where the employee shows marked improvement. The record of discipline will be 
kept in a separate "dead" file for at least seven (7) years. The Agency is required to maintain such 
records by the Ohio Civil Rights Commission.  

 
E. The disciplinary policies contained herein shall be applicable to all employees of the ACCS.  

 

GUIDELINES 

 
 
Definition: 
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PROCEDURES 

 
 
 
 

REFERENCES 

 

ORC 124 
 
Form: Recommendation for Disciplinary Action Form 
 Verbal Reprimand Record 
 Employee Disciplinary Record Form 
 

http://codes.ohio.gov/orc/124
http://www.athenschildrenservices.com/upload/documents/Policy_Procedure/Forms/Chapter_11_Verbal_Reprimand_Record_Form.pdf
http://www.athenschildrenservices.com/upload/documents/Policy_Procedure/Forms/Chapter_11_Rec_for_Disciplinary_Action.pdf

