
Predisciplinary Conference 
Policy 11.04 

Personnel Policy Manual 
 

ACCS Personnel Policy Manual              

Applies to: All Agency Staff 
 
POLICY 

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

A. Whenever the Executive Director or his designee, determines that an employee may be disciplined 
for cause (suspensions, reductions, fines, last chance agreement or removal), the employee will be 
notified of the allegations and supporting evidence and a pre-disciplinary conference shall be 
scheduled to give the employee an opportunity to offer an explanation for the alleged misconduct. 
The employee will receive a written notice of the allegations, the specific offense, supporting 
evidence, and the date, time, location of the pre-disciplinary hearing, and the name of the 
convener.  

 
B. The employee has the right to: 

  
1. Be represented by counsel; 
2. Appear at the conference to present an oral or written statement in his/her defense;  
3. Appear at the conference and have a chosen representative present an oral or written 

statement in the defense of the employee; or  
4. Present testimony, witnesses, or documents which explain whether or not the alleged 

conduct occurred; 
5. Elect, in writing, to waive the opportunity to have a pre-disciplinary conference, which will 

move the process to the disciplinary phase; 
 

C. If the employee presents witnesses, their witness list must be presented to the convener no later 
than one (1) hour prior to the pre-disciplinary conference. It is the employee’s responsibility to 
notify witnesses that their attendance is desired.  
 

D. No conference will be delayed more than twenty-four (24) hours to enable the employee’s 
representative to attend. 
 

E. The employee or their representative will be permitted to question witnesses. 
 

F. The convener is responsible for the decorum and integrity of the pre-disciplinary conference. He 
or she may also independently investigate facts alleged by the responding employee or the 
employee’s witnesses, may limit the number of witnesses, and may reconvene the conference if 
necessary to get additional information or to allow the employee opportunity to respond further, 
or to respond to new matters 
 

G. The convener shall concisely and in writing, report the allegations, the testimony/evidence 
presented, and the employee’s response, to the Executive Director, unless the Executive Director 
conducted the conference. The report should state whether the person conducting the 
conference believes the allegations were supported by the evidence and explanations presented. 
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The person conducting the conference may state whether he or she found one person’s 
explanation or evidence more convincing and for what reason, especially when stories or 
evidence conflicts. The convener shall not make a statement regarding discipline. 
 

H. The convener’s report shall be provided to the employee within five (5) days of its completion. 
 
I.     If discipline is warranted, the Executive Director shall follow the agency disciplinary policy and 

procedures. 
 

Any recommendation by the Executive Director from a twenty-four (24) hour suspension to termination, 
must be approved by the Athens County Children Services Board. 
 

GUIDELINES 

 
 
Definition: 
 
 
PROCEDURES 
 

I. Prior to the Conference 

A. Whenever a supervisor has cause to believe that an employee under his or her direction should be 
disciplined, the supervisor using the Recommendation for Disciplinary Action (ACCS11.3.1-08),  
will document the following: 

1. A detailed, but concise description of the employee’s behavior which warrants disciplinary 
action, 

2. The specific violation(s) relating to the employee’s behavior, 
3. Any previous instruction through the supervisory process, or previous disciplinary actions 

relating to the behavior, and  
4. The nature of or seriousness of the behavior. 

B. The completed form should indicate in sufficient detail alleged violation, and the behavior or 
conduct which is the basis for the supervisor's belief that discipline is necessary. 

C. The form should next be sent up the chain of command to the Executive Director or designee for 
review and direction. 

In the Notice or at any time in the process, the Executive Director may assure the employee that 
his or her statement will not be used in any criminal proceeding, nor will evidence found as a 
result of those statements.  The Executive Director must confer with the Prosecutor before 
offering such assurance and before questioning any classified employee about conduct of the 
employee that may have been criminal. 

D. If the Executive Director or their designee determines that an employee may be disciplined for 
cause, a pre-disciplinary hearing is scheduled. The supervisor and employee will be notified by the 
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Executive Director or designee of the time, location, and convener of the conference through use of 
the Notice of Pre-disciplinary Conference. (ACCS11.3.2-08)  

1. The employee will be notified of the allegations and supporting evidence. 
2. The employee will be offered the opportunity to schedule a pre-disciplinary conference in 

which he or she will have the opportunity to offer an explanation for the alleged 
misconduct, or may be offered the opportunity to resign. 

3. If the employee elects resignation, the employee must sign an agreement waiving any and 
all claims, before any Agency, Board, court or other reviewing authority, arising from the 
employee’s employment. 

4. If the employee declines resignation, a pre-disciplinary conference will be scheduled. 
5. The employee will receive a written notice of the allegations, the specific offense, 

supporting evidence, and the date, time, and location of the pre-disciplinary hearing, and 
the name of the convener. (See also Section 11.3 Pre-disciplinary Conference, ACCS Policy 
Manual) 
 

II. At the Conference 

A. The person convener will 

1. Recite the allegations,  
2. Summarize the evidence that is the basis of the allegations, and  
3. Ask the employee or their representative to respond to the allegations outlined. (see Pre-

disciplinary Conference format ACCS11.3.4-08) 

B. Failure of the employee or their representative to respond, or respond truthfully, may result in 
further disciplinary action. 

C. The Executive Director may require witnesses at the conference to be sworn by a notary public, 
and may record their testimony, in which case the responding employee may also record their 
testimony.  The Executive Director may also ask the person conducting the conference to follow a 
more elaborate procedure on a case-by-case basis, for example, requiring the supervisor to 
present the witnesses, allowing limited cross-examination, etc., but these should be exceptions. 

D. The person conducting the conference shall determine when the conference is concluded and will 
adjourn the meeting.  He or she may also independently investigate facts alleged by the 
responding employee or the employee's witnesses, may limit the number of witnesses, and may 
reconvene the conference if necessary to get additional information or to allow the employee 
opportunity to respond further or to respond to new matters.  For example, if the employee 
provides an explanation that involves facts unknown to the supervisor, the person conducting the 
hearing may continue the hearing to investigate.  As another example, if the employee or a witness 
provides information that indicates that the employee committed additional infractions, the 
person conducting the conference may continue the conference to investigate, or to allow the 
Employer to issue a revised notice before concluding the pre-disciplinary conference.  This is 
proper procedure if no discipline has yet been issued. 

E. Meeting protocol – The convener is responsible for the decorum and integrity of the conference.  

1. Statement of allegations 
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2. Summary of evidence 
 

3. Ask for employee’s response to the allegations 
 

4. Submission of documentation by employee or their representative 
 

5. Witness statements  

The convener may independently investigate the facts alleged by the responding employee or 
the employee’s witnesses, may limit the number of witnesses, and may reconvene the 
conference at a later date, if necessary, to get additional information or to allow the employee 
opportunity to respond further, or to respond to new, additional infractions.  
 
If additional infractions are found, a new Notice of Pre-disciplinary conference must be issued, 
but the Pre-disciplinary conference can be considered as a reconvening of the first. However, 
the protocol above must be followed in addressing the new allegations. The information from 
both sessions of the conference can be noted and addressed in the convener’s report as 
described below. 

 
6. Adjourn the meeting 

 

III. After the conference 

A. The convener shall concisely and in writing report the allegations, the evidence, and the 
employee's response to the Executive Director, unless the Executive Director conducted the 
conference.  The report should state whether the person conducting the conference believes the 
allegations were supported by the evidence and explanations presented.  The person conducting 
the conference may state whether he or she found one person's explanation or evidence more 
convincing and for what reason, especially when stories or evidence conflict.  However, he or she 
should not recommend whether the Executive Director should issue discipline, nor what level of 
discipline is appropriate, unless the Executive Director specifically requests such a 
recommendation. 

B. Within a reasonable time following receipt of the report, the Executive Director shall determine 
what discipline, if any, is warranted, based upon the facts found by the convener. 

C. If discipline is warranted, the Executive Director shall follow the Agency disciplinary policy and 
procedures. 

D. Any recommendation by the Executive director from a twenty-four (24) hour suspension to 
termination, must be approved by the Athens County children Services Board. 

IV. Convener’s report 

A. At the conclusion of the hearing, the convener shall in their report;  

1. Concisely and in writing report the allegations, the employee’s response, and the 
testimony/evidence presented,   
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2. State whether they believe the allegations were supported by the evidence and explanations 
presented, 

3. State whether he or she found one person’s explanation or evidence more convincing, and 
why, especially when stories or evidence conflicts. 

4. Shall not make a statement regarding discipline, unless the Executive Director requests such a 
recommendation.  

5. The report shall be submitted to the Executive Director upon its completion. 

B. The report shall be provided to the employee within 5 days of its completion. 

 

REFERENCES 
 

ORC 124.34 
Section 11.03 of the Personnel Policy Manual (Progressive Discipline) 
Form: Employee Waiver of Pre-disciplinary Conference Form 
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http://codes.ohio.gov/orc/124.34
http://www.athenschildrenservices.com/upload/documents/Policy_Procedure/Forms/Chapter_11_Waiver_of_Pre-disciplinary_Conference_Form.pdf

