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1. Purpose. To provide instructions and guidance concerning
discipline, conduct, and adverse actions as they apply tc civil
gervice emplcoyees.

z. Cancellation. BO 12752.1.

3. Information

a. This Order applies to all Department of the Navy employ-
eeg ag defined in paragraph 3 of enclosure (1) except for the
following:

(1) An employee of a nonappropriated fund instrumentality
paid from nonappropriated funds.

{2) Schedule B excaepted service employees without
competitive status.

b. Actions taken against unit employvees must also be in
conformance with the applicable negeotiated agreement.

¢. Disciplinary and adverse actions shall be taken against

an employee only for such cause as willl promote the efficiency of
the service.
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d. Disciplinary and adverse actions may not be taken against

an employee on the basis of any prohibited personnel practice (&
U.s8.C. 2302).

4. Action. All organizations employing civil service personnel
shall comply with the instructions contained herein.
Organizational commandasrs, heads of command staff sections, and
department heads will ensure that all gubordinate managers and
supervisors (military and civilian) are thoroughly familiar with
the contents of this Order and that the Order is made available
to the emplovees upon reguest.

5. Concurrence. Thisg Order has been coordinated with and

concurred in by the Commanding Officer, Marine Corps Alr Station,
New River.

‘GOMBAR
of Staff

DISTRIBUTION: (€ less CAT IIT
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DEFINITIONS

1. Adverse Action. A removal, suspension for more than 14 days,
reduction in grade or pay, or furlough for 30 days or less.

2. Day. Calendar day.

3. Employee

a. For purposes of adverse acticns, an individual in the
competitive gservice who is not serving a probationary or trial
period under an initial appointment or who has completed one year
of current continuous employment under other than a temporary
appolntment limited to one year or less; and a pr@f@rence
eligible: in ‘the excepted gervice who has completed cne vyear of

-.current c&ntlrzuous %@rvs.ce ll’l the same or s:Lm:Llar pOSlthl’lS

o "*b For gurpeses of- dlsc&pilnary actiocn, an 1n&1v1dna1 pald
through appropriated funds regardless of carser status or work
schedule.

4. PFurlough. A temporary status without duties and pay because
of lack of work or funds, or other nondisciplinary reasons.

5. Grade. A level of classification under a position
claggification system.

5. Dlsc;pizna:y_Acﬁlon. A letter of reprimand or a suspension -
fcx 1% days or less. ' B :

7. Letter of Admonlshment A written correction by a superior
official of an employee's improper conduct.

8§, Letter of Reprimand. A written remedy by a superior official
for an employee's improper conduct.

9. (Corrective Action. An oral admonishment or a letter of
admonishment /caution, i.e., an action not recorded in an
emplovee's Official Personnel Folder.

10. ©fficial. A person who has been delegated authority to
propose or decide an adverse or disciplinary action under this
Order.

11. Oral Admonighment. An oral {unwritten) correction by a
superiocr official of an employee's improper conduct.

12. Pay. The rate of basic pay fixed by a law or administrative
action f£or the pogition held by an employee.

ENCLOSURE (1)
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13. Removal. The involuntary separation of an employee from the
activity except when taken as a reduction-in-force acticn.

14 . Suspension. The placing of an employee 1in a temporary
nonduty, nonpay status for disciplinary reasons.

15, Letter of Reguirement. A nondisciplinary, written notice
which levies an employment-related reguirement upon the
recipient.

ENCLOSURE (1)
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ACTIONS EXCLUDED FROM COVERAGE

1. A suspensgion or removal taken in the interests of natiocnal
security (5 U.S.C. 7532).

2. A reduction-in-force action.

3. A reduction in grade or removal based on performance under 5
U.8.C. 4303.

4. The reduction in grade of a supervigor or managey who has not
satigfactorily completed the probationary period if such
reduction is to the grade held immediately before becoming such a
Sup@rvisor o manager {5 U.8. C 3321)

5L An actlon &nitzated under authmrzty of the Specxal Counsel or
taken at the dzrectzoncof-the Merlt.
f@'S C 1205 1206 126?){' S o

“é Aﬁ actlcn taken unéer prov131on @f statute) ‘other than one

codlfled in 5 U.S.C., which excepts the action from subchapter II
of Chapter 75 of 5 U‘S.C.

7. An action which entitles an employee to grade retention and
an action to terminate this entitlement (5 U.8.C. 53§2).

8. A voluntary action initiated by the employee.

9. An action taken oxr directed by the Office.of Personnel .
i anag@ment for sultabllzty r@asans (5 CFR Paxts 731 and 754)

'1Gﬁ Involuntary retirement b@causa of dlsablllty

il1. Termination of appcocintment on the expiration date specified
as a basic condition of employment at the time the appointment
wag made.

12. An action which terminates a term promotion and returns the
employee to the position from which promoted or to a position of
equivalent grade and pay, 1f the employee was informed that it
was to be of limited duration.

13. Cancellation of a promotion to a position not classified
prior to the promotion.

14. Placement of an emplioyee sgerving on an intermittent,
part-time, or seasonal basis in a nonduty, nonpay status in
accordance with conditions established at the time of
appointment.

ENCLOSURE (2)
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15. Reduction of an emplovee's rate of pay from a rate which is
contrary to law or regulation to a rate which ig reguired or

permitted by law or regulatiocn.

16. An action against a reemployed annuitant.

Ty

ENCLOSURE (2)

N
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DELEGATION OF AUTHORITY AND RESPONSIBILITIES

1. Delegation of Authocrity

a. The authority to propose or effect adverse actions may be
exercised by anofficial "acting" in the abgsence of the official
to whom the respective authority has been delegated, but it may
not be exercised "By direction.”

L. First line and higher supervisors are delegated authority
o) glve oral admenishments; and issue. letters of admonishment,
. _.xequlrememt, xeprlmand and propcsed suspen81on$ of 14 days or
”Q;Lless R S : : :

_ £ . h@reby delegate
o y to propase and effect élscipllnary and adverse actions!
Cas folliowst

{1} Marine Corps Rase

{a) Effect Digciplinary Actions and Propose Adverse
Actiong. Division heads and designated subocrdinates of
organizational commanders and command staff section heads.

(b} Effect Adverse Actions. Assistant Chiefs of
- o.8taff, . organizational commanders, and command staff section

(2} Marine Corps Air Station

RERER (a; BEffect Digciplinary Actions and Propose Adverse
‘Actions: Department heads, designated subordinates of Commanding
“0fficer, Headquarters and Headguarters Sguadron, and deésignated -
subordinates of command special staff heads.

(b) Effect Adverse Actions. Heads of staff
sections, Commanding Officer, Headquarters and Headquarters
Squadron, and command special staff heads.

(3) Naval Hospital

{a) Effect Disciplinary Actions and Propose Adverse
Actions. Department heads.

{b) Effect Adversge Actions. Commanding Officer,
Executive Officer, and directors.

ENCLOSURE (3)
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(4) Naval Dental Center

(a) Bffect Disciplinary Actions and Propose Adverse
Actions. Branch directors and Director, Dental Clinic
administration.

(b} Effect Adverse Actions. Executive Officer.
2. Responsibilities
a. Supervigorg. The immediate supervisor 1s regponsible for
maintaining discipline and morale among the employees supervised

and for inmitiating approyrlate action when warranted. In
initiating: dlSClpllnary; tions, Superv1sors will' be guided by

'[f.@nclesure (4) ... To ‘ensure that supervisors exercisé maximum
”~xespon81biilty aver suberdlnaies, employees. will. g@nerally

T instruct&@ns for sl élsc1pllne from or through 1mmed1at@
CUsupervisors. This does not ‘preclude dzsclpllnaxy action being
initiated by higher levels of gupervision. When this is done,
the higher level superviscr should consult with, and to the
extent practicable, work thrcugh the immediate supervisor. When
a supervigor observes an infraction of rules and the lmmediate
supervigor cof the employees concerned ig not available, this
person may take such steps on the spot ag appear warranted.
‘Thereafter, this superviscr will locate the gupervisor concerned,
fully explain the circumstances, and place further respongibility
for action in the hands. .of the. immediate superv&sor When-

. military persounel serve as immediate supervisors of civilians, =

" they . will exercise the same responsibilities as are exercised by
civilian supervisors.

k. Human Resources Office Site Manager. The Human Resources
Office Site Manager, through the Employee Labor and Relations
Staff, ig responsible for the followlng:

(1} Asgisting supervisors and management officials at all
levels in disciplinary and adverge actlion matters.

(2) Providing technical review of investigations.
(3) Drafting all adverse actions and disciplinary actions
involving suspensions, ensuring consistency and conformance to

prescribed regulations and procedures.

(4) Upon request, advising employees against whom adverse
action ig taken, concerning grievance/appeal rights.

ENCLCOSURE (3)
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{(5) Monitoring disciplinary procedures and recommending
changes as appropriate.

{8§) Maintaining a record which, at a minimum, will
contain copies of:

(a} The proposed action.
{b} The employee's written answer, if any.

{c) A gummary of the employee's cral reply, 1f one is
made .

(d) The notice of decision and the reasons therefore. -
(e3~Th§fsu§§Qrtiﬁg material.
(f) Any ofﬂef affecting the.deéision.
(7) Providing a copy of the record to the Merit Systems
Protection Board (MSPR) upon its request and to the employee

affected or employee's designated representative upon the
employee's written reguest.

ENCLOSURE (3)
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GUIDANCE IN EFFECTING DISCIPLINARY ACTIONS

1. Purpcge. The purpose of this enclosure is to provide advice
and guidance to gupervisors and managers in effecting
digciplinary actions. It should be understood to constitute
minimum acceptable procedure and followed under normal
digeiplinary situations.

2. Department of the Navy Philogsophy of Discivpline. Discipline
is a managerial tool intended to correct deficiencies in employee
behavior and attitude, correct situations which interfere with
efficient operations, maintain high standards of government
service, and maintain public confidence in the Department of the
Navy {(DON). It is not the philosophy of DON to utilize
disciplinary measureg for the scle purpose of punishing
employeeg. An employee whose behavior is not acceptable to
management, but whose behavior is not corrected is quite likely
to persist in that unacceptable behavior in the erroneocus belief
that it is correct, or at least condoned. Supervisors and
managers have an obligation to such employees to correct
behavicral deficiencies while they are still minor and before the
behavior becomes habit and a bad example to others. It is easier
to correct a first instance of deficient behavior than to ignore
the situation and later try to correct the third, fourth, or
fifth instance. It is easier and better management to corract a
minor case of deficient behavior than to ignore the situation and
aliow the problem to become a major one.

3, QGuidance in Selecting a Proper Course of Disciplinary Action

a. Choose the Minimum Disciplinary Action Likely to Correct
the Improper Behavior. Most pecple would not use an elephant gun
in hunting rabbite and this analogy holds true in choosing
digciplinary actiong. For example, i1t would be foolish to
attempt to correct an employee's first instance of tardiness by
imposing a 1-day suspension. Such an action could create a
gignificant amount of resentment in the employee and do more
damage than gocod. Determining the minimum action likely to
correct the problem is extremely important and a responsgibility
which freguently lies with the firgt line supervisor.

b. Disciplinary Acticong Must be Fair and Just. This is
another way of saying that there must ke similar actiong for
gsimilar offenses. Thig does not mean that all similar actions
muet bear identical remedies gince there are other factors such
as mitigating circumstances which should be considered. It is
important that managers have good reascons for imposing

ENCLOSURE (4)
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significantly different remedies for gimilar offenses. A good
place to start in determining a proper remedy is to look at
enclosure (6). While this schedule of corrective actions is not
mandatory, mosgt actions within the DON fall within its limits and
there should be good reasonsg for deviation from the guide when it
ocours.

¢. Diggiplinary Actionsg Should be Timely. Being timely does
not mean that disciplinary actions should be taken in haste,
Digciplinary actions should not be taken precipitately because
important facts might be ignored. However, the corrective
influence of a suspensicn, for example, is greatly diminished if
it follows the offense by six months or a year.

d. Mitigating, Unusual, or Aggravating Circumstances Should
be Congidered in Determining a Proper Digciplinary Action. Such
congiderations as the employee's positicon, length of service, or
prior disciplinary acticns should be taken into consideration.
If at all possible, obtain the employee's version of the events
before initiating a disciplinary action. It may be that the
employee will have an acceptable explanation or be able to
present mitigating circumstances.

e. Consider the Emplovee as_a Unigue Individual. What is
fthe employee's attitude? Doeg the emplovee fully understand the
nature of the offense and why the manager is troubled? Is the
offense part of a continuing behavioral pattern or does it
represent an isolated action? Has the employee besern led to
believe that the behavior in guestion is appropriate?

4. Alternative Couyses of Action. While it is a generally bad
idea to ignore instances of employee misconduct, all misconduct
deoes not warrant formal disciplinary action. There are other
forms of correction available.

a. Explanation or Training. If the ewmployee is unaware of
the proper performance or conduct, it may be that training, or
perhaps a sound explanation, will be sufficient to correct the
problem. Thig alternative is particularly likely to be
appropriate when the employee is new or working in an unfamiliar
environmant,

b. Civilian Fmployee Aggigtance Program (CEAP)]. As a
general rule it is in the best interest of DON to rehabilitate
rather than remove an employee. Misconduct is not always
willful. It may stem from alcoholism, misuse of drugs, or from
other personal problems which may be helped through the CEAP. A

ENCLOSURE (4}
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manager should seek guidance and advice from the Human Resources

Office on whether to refer an employee to a CEAP counselor or
take disgciplinary action.

c. Performance Ratings. Most employees are aware of the
importance of performance ratings and want to receive favorable
ratings. A discussion about performance and/or a low performance
appraisal should have a positive effect in improving employee
performance. If an employee's performance becomes unacceptable,
that employee may be demoted or removed in accordance with BO
2430 .4A.

d. Withholding Within-Grade Increases. If an employee 8
performance does not warrant a within-grade increase, it is
__approprlat@ ‘to. give the employ@e a nhegative determlnatlon This
- procedure is available to defer or deny unsarned- incremental
Csalary 1;creases and to ‘motivate the emploveé to improve current
performahce.

e. Voluntary Action by Emplovee. An employee who is
confronted by management with a potential disciplinary situation
may volunteer to accept a lower grade, a reassignment, or
resignation in lieu of disciplinary action. However, management
must not coerce the employee into taking such an action. It is
permisgsible to tell an employee that a removal action is
.contemplated and that if the employee resigns before an action is
_ proposed, no record will be made in the Official Personnel File:
LIt deenot p@xm1581bl@ fo tell the empl@yee that “the employee must
“res;gn o face& a removal attion. The latter example ig coercion,
and must be avoided.

f. Oxal Admonishment. Oral admonishments or warnlngs are
informal actions and usually constitute the first step in
progressive discipline. As a rule, they are taken by the
immediate supervisor for minor violations of a rule or
regulation, or to call the employee's attention to certain
deficiencies in conduct. Incidents for which an employee is
orally admonished will not be counted as prior offenses or
infractions when determining a remedy under the Schedule. They
may ke used in subsegquent actions, however, to show that certain
agpects of conduct have been brought to an employee's attention.
The supervisor should retain personal notes of any cral
admonishment for a periocd of one year. An oral admonishment will
not be made a matter of record in the Official Personnel Folder.
Oral admonishments may not be grieved under the Administrative
Grievance Procedure or appealed.

ENCLOBURE (4)
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g. Letters of Admonishment/Caution. A letter of
admonishment is a nondisciplinary, written correction of an
employee's improper conduct. It may be issued to an individual
employee or to a group of employees by an immediate supervisor or
by a higher level management official. It advises the
recipient (s) of the acceptable standards of conduct and provides
notificaticn that conduct is failing to meet those standards.
Incidents which form the basis for the isgsuance of letters of
admonishment will not be counted as pricr offenses when
determining the range of remedies for a subsequent infraction
under enclosure (6). Such incidents may, however, be included in
the specifications of such infractions when it is appropriate to

deseribe a patterm of conduct. . Such letters will not be filed in

”'fﬁgthe employee =3 Offl01al Pexsonnei Foldex, but will be retalned bijggj
= ' ' “They will be

- 3aut©ma "Galiy canceled one. y@az from the date of issuance., They ggﬁ**
Colomist be reviewed: by the Human: Resources fol@@ for. conformarnce

with preseribed procedures pricr to issuance to ah employee.

h. Letters of Reguirement. A letter of reguirement ig a
nondisciplinary, written notice which levies an employment -
related requirement upon the recipient. It may be issued to an
individual employvee or to a group of employees by an immediate
supervisor or by a higher level management official. A letter of
reguirement may levy a requirement on an employee which is over
-and - above that expected of other employees; e.g., one which
requlres a doctor!s certificate to support . futuxe reguests: for

; osed ‘on -other employees . S Incidents which form. the basis
for the issuance of a letter of xequ;rement will not be counted
as prior offenses when determining the remedy for a subseguent
infraction under enclosure {(6). Such letters will not be filed
in the employee's Official Personnel Folder and will be regcinded
in writing at such time as improvement in the employee's record
warrants. Letters of reguirement may be used during their
retention period to show that a particular matter has been
officially noted and brought to the employee's attention.
Letters of reguirement are grievable through the appropriate
grievance procedure and must be reviewed by the Human Resources
Office for conformance with prescribed procedures prior to
issuance to an employee.

5. Formal Digciplinarvy Actions

a. Letter of Reprimand. A letter of reprimand ig the
minimum formal disciplinary action that may be counted as a priovr
offenge when determining a remedy under the Schedule. It is

ENCLOSURE (4)
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appropriate when a breach of the emplcoyee-employer relaticnship
is of such nature as to warrant the temporary inclusion of a
record in the employee's Official Perscnnel Folder. It
constitutes a falr warning that the employee has failed or is
failing to meet the prescribed standards of behavior of the
organization. A reprimand is the first in a possible series of
formal disciplinary actions, each more progressive in nature, if
the reprimand does not serve its purpose. Incidents which form
the basig for the issuance of a reprimand may be counted as prior
offenses when determining the remedy for a subseqgquent infraction
under enclosure (6). In certain types of offenses, when a
guspension may not be the correct remedy, a series of reprimands,
progressively more severe in tone would carry the same weight as
suspensions in justifying a subseguent removal action.

b. Suspension of 14 Calendar Davs or Less. A suspension is
a formal disciplirnary action that may be the final warning step
in the progresgive disciplinary process before removal action.
It igs a placing of an employee in one or more days of nonduty
status, without pay. A suspengion is appropriate where other
nonformal and/or formal actions have failed to correct
unacceptable conduct. Most suspensions fall within a one-to-
five-day period. Rarely should a suspension in excess of 10 days
be appropriate. The financial impact upon the employee should be
carefully congidered in decisions to suspend, and the number of
days set at a point within the recommended range which will serve
to be corrective rather than punitive.

c. Suspengions for More than 14 Calendar Days. A suspension
for more than 14 calendar days should not, generally, be imposed.

Seme circumstanceg which justifv such remedies are: (1} when
required by law; (2) when directed by the 0ffice of Personnel
Management; {3) when the particular circumstances of the case

justify, e.g., an indefinite suspension pending an investigaticn
or disposition of a criminal actien; or {4) in conjuncticon with a
removal action where circumstances preclude retaining the
employee in a duty status.

d. Removal. Removal should be taken only after less severe
measureg have failed to correct the offending employee, or when
the firgt offense is of guch a serious nature that removal action
is clearly warranted. A removal action may be based on an
employee's conduct off the job as well as on the job. It may
also be based on action occcurring before appointment, =.g9.,
falgification of an application. Removal action will be
initiated only after it hasg been clearly demonstrated that the
employee does not conform to the accepted ruleg of conduct, and
where such action will promote the efficiency of the service.

ENCLOSURE (4}
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e. Reduction in Grade or Pay. A demotion is not neormally an
appropriate action since it is usually related to matters of
performance. However, in situations of misconduct which appear
to warrant removal, demotion to a position of lesser responsi-
bility and authority may be appropriate and serve as a more
moderate remedy; e.g., demotion from a supervisory to a nonsuper-
visory position, and withdrawal of contract approval authority.
An employee's previous emnployment record and the prospect for
satisfactory performance in another position should be primary
considerations in making this determination.

6. Special Digciplinary Situations

a. Leave Abuge. Leave Without Pavy (LWOP) 1is an approved
abgence. Do not attempt to impose disciplinary action based on
instances of LWOP. If an employee is absent without permission,
carry that employee as Absent Without Leave (AWOL). A charge of
AWQL will support a disciplinary action. However, an instance of
AWCL does not demand a disciplinary action. It does reguire
conducting an investigation. An employee who is AWOL is not paid
for the period of unapproved absence. AWOL is charged for the
exact amount of time the employee is absent.

. Indefinite Suspengion. If there ls good reason, such as
an indictment, to believe that an employvee is guilty of a crime
for which a prison sentence may be imposed, 1t is possible to
place the employee on an indefinite suspension pending resolution
of the mattexr. Though an indefinite suspension is of unspecified
duration, the same rules apply as to any type of suspension. If
it is expected thait the indefinite suspension will last for more
than 14 days, the employee must be given 30 days' notice (7 days
if the crime provision is invoked), and the employee has the
right to appeal to the Merit Systems Protection Board (MSPB) or
grieve under the appropriate grievance procedure. "Emergency”
guspensions without giving employees the proper notice periced and
appeal rights are not permitted.

¢. Drug And Alcohol Abuge Qffenges. Any employee who
engaged in misconduct involving drugs and/or alcchol shall be
digciplined according to this Order. Special situations are
descrikbed below.

(1) ¥Yoluntary Referral to the Civilian Emploves
Aggigtance Program (CEAP). An employee who voluntarily refers
himself or herself to the CEAP as a user of illegal drugs under
the "gafe harbor" provision of BO 127%2.3A will be exempt from

ENCLOSURE (4}
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disciplinary action for the admitted acts of illegal drug use,
including possession incident to such use, provided the employee

meets and complies with the requirements of BO 12792.3A,
paragraph 7e.

(2) Agsgertion of a Handicapping Condition in Replv to a
Propogsed Action. Any employee who asserts a physical or mental
impairment (handicapping conditiocn) in connecticn with drug or
alcochol-related unacceptable performance or misconduct shall be
provided reasonable accommodation when the employee:

{a) Establishes by competent medical evidence that he
or she is a quallfled handicapped person, ané

{b) Demonstrates that the unaccaptabie perfermance ot
fmlscanduct is cause@ by the handicapping condztlon mf aicohozlsm D
or . drug dependency

(3} Undue hardship on an Activity. Reasonable accommo-
dation is not reguired when it would impose an undue hardship on
the operation of the program of the employee's activity, such as
continuing an unreliable emplovee in a critical function cor in
duties which could affect the health or welfare of cothers.

{4) Conduct Which Takes an Emplovee Cutgide the
Protection of the Rehabilitation Act. The MSPB has held that
theré are ¥...cértain acts of misconduct which; when committed by
an-employee who ig an alcoholic or drug addict, take that
employee outside the gcope of the protecting legislation because
the misconduct renders that person not a qualified handicapped
individual." Egregious or notorious misconduct that hampers an
employee's ability to perform the employee's duties or to
represent the agency, or which strikes at the core of the job or
the agency's mission, can, standing alone, disqualify a Federal
employee from the employee's position.

(5) Trafficking. Trafficking in drugs is misconduct
which does not normally entitle an employee to reasonable
accommodation. Accordingly, an employee who traffics in drugs
will be subject to remedies ag provided for in the table of
penaltieg.

ENCLOSURE (4)
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7. General Prohibitiong and Problems

a. Use of Government Property, Facilities, and Manpower. An
employee is prohibited from directly or indirectly using or
allowing the use of Government property of any kind, including
property leased to the Government, for other than officially
approved activities. An employee has a positive duty to protect
and conserve Government property, including equipment, supplies,
and other property entrusted or issued to the employee.

b. Misuse of Informaticon. An employee is prohibited from
directly or indirectly using or allowing the use of official
information obtained through or in connection with the emplovee's
Government employment which has not been made available to the
general public, for the purpose of furthering a private interest.

c. Contributions or Presents to Superviscorg. An employee
ghall not solicit contributions from another employee for a gift
to an employee in a superior official position; and an enployes
in a superior official position shall not accept a gift presented
as a contribution from employees receiving less salary than the
employee; and an employvee sghall not make a donation ag a gift to
an employee in a higher official position. This does not,
however prohibit a voluntary gift of nominal value or a donation
in a nominal amount when made on a special occasion such as
marriage, illness, or retirement.

d. Qutside Employvment

(1) Incompatible Activities. An employee is prohibited
from engaging in outside employment or other outside activity not
compatible with the full and proper discharge of the duties and
respongibilities of government employment. Outside employment
which tends to impair the employee's mental or physical capacity
to perform the employee's government duties and responsibilities
in an acceptable manner is forbidden. Other incompatible
activities include, but are not limited to, acceptance of any
favor, pay, gift, payment of expenses, or any other thing of
monetary value in circumstances in which acceptance may result in
or create the appearance of conflicts of interest. Employees who
intend to run for office in nonpartisan elections or who desire
to hold an appointive office with a state or local government,
concurrent with their Federal government position, must obtain
prior apprcoval of such outside employment from the senior command
official. Such approval is contingent upon a determination by
the command that the holding of office is not incompatible with,
and would not interfere with, the regular and efficient discharge
of duties ¢f the employee's Federal position.

ENCLOSURE (4)
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(2} Additiocnal Compensation for Services. An employee is
prohibited from recelving any salary or anything of monetary
value from a private source as pay for the employee's services to
the government.

e. Conduct Preijudicial to the Government. An employee shall
net engage in criminal, infamous, dishonest, immoral, or
notoriocusly disgraceful conduct or other conduct prejudicial to
the government. Employees shall avoid any action, whether or not
specifically prohibited, which might result in or create the
appéarance of using public office for private gain, giving
preferential treatment to any person, impeding governmeﬁt
;eff1c1@ncy or ecoﬁomy; losing complete independence oY
Cimbai : '@:ma zng a. govarnment d@ClSlOﬁ out51§e folClal

'ﬁf;f En&ebt@dness ' Employees are requlred to pay each just
flmaﬂClal obligation in a proper and timely manner, especially
one inposed by law such as state, federal, or local taxes.

g. Reporting for Duty or Being on Duty Undex the Influence
of Intoxicants. An employee suspected of reporting for duty or
being on duty under the influence of intoxicants will be taken by
a supervisor to the Branch Clinic, Building 15, for medical
sevaluation by a medical officer whenever this is practicable
_After normadi:. wwrklng hours. employees will be . seen:in the:

' 312 oﬁ_tha Competence for Duty Examination’ Form, NAVMED 612071

(available through Self-Service), will be completed by the
crganizational commander, command staff section head, department
head; division head, or chief of service, as appropriate, or
“their designated representative, and submitted to the examining
physician for the reqguested examination. Upon completion of the
examination, NAVMED 6120/1 and the employee will be released to
the official who reqguested the examination. If it is determined
that the employvee ig under the influence of intoxicants, the
employee will be placed on sick leave for the remainder of the
day and appropriate action initiated in accordance with this
Order and BC 1279%2.2C.

ENCLOSURE (4)
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PROCEDURES FOR TAKING ACTION

1. Investigative Report

a. Prior to initiating any disciplinary action, management
must ascertain whether there ig sufficient evidence to justify
the contemplated action; a prima facie case that can withstand
all of the following tests musi exist: that the action can be
demonstrated to be for such cause as will promocte the efficiency
of the service; that the evidence has been thoroughly documented
and can be supported by testimony or documentsg in a grilevance or
an appeal; that the proposed action is consistent with other
actions taken by the command.

s *'b{*'znvestzgatlons w1ll be 1n1t1ated 1n a tlmely manner’ after
Wgthe aileged incident orawareness. theraof “Such an’ 1nvestzgatlon
coomayobe ccnducted by the. emplayee g 1mmed1ate ‘supervisor or by any’
‘official ‘so authorlzed ~The" 1nvast1gat19n may include:
documented interviews of witnesses; acquisition and examination
of pertinent evidence, documents, and reports; vigual inspection
of the work or incident site {if relevant); and documentation of
any unusual conditions or special circumstances. An interview
with the employee involved may be especially important to the
inguiry. A copy of any written statements made by the employee
will be provided to the emplovee or the employee's designated
representative. A properly conducted inguiry may disclose
information or mitigating circumstances which otherw1se mlght not
,be br@ught to light mﬂtll a grlevanc@/app@al hearzng

c. An lnvestlgatlon repcrt w111 be praparad as outlined in
enclosure (7}, recording all information, specifically and in
detail, i.e., dateg, times, gpecific instances, and cther datra
necegsary to undersgstand the charge.

~d. The investigation report with proposed remedy will be
forwarded directly to {(nc via} the Employee Relations
Superintendent, Human Resources Office (HRQO) for technical
review. The guildance contained in enclosure {(6) may be
beneficial in determining the appropriate remedy.

e. For Marine Corps Base and MCAS, New River employees,
disciplinary and adverse actions will normally be initiated
within 30 dayvs after being made aware of the facts and
circumstances of an offense that warrants such acticn. If there
ig to be a delay in making a determinaticon whether or not to take
an action, the concerned employee will be advised in writing that
action is being considered and given an estimated date by which
such determination will be made.

ENCLOSURE (5)
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f. When a letter of admonishment/caution or reprimand is
congidered the appropriate action, it should be promptly prepared
in draft form, using enclosure (8) or (5) as a gulde, attached to
the completed investigation report, and forwarded directly to (no
via) the Employee Relations Superintendent, HRO for review.

After review, the letter will be returned for preparatiocn and
issuance to the employee,

g. When a penalty more severe than a letter of reprimand is
considered necessary, the investigation will be forwarded
directly to (no via) the Employee Relations Superintendent, HRO
by the appropriate official authorized to initiate such action,
with a statement of the remedy proposed, 1.e., number of days of
guspension, removal, or demotion. The HRO will prepare, in draft
form, the advance notice letter for the cognizant official's
approval. The cognizant official will issue the proposed letter
and effect delivery to the employee. Delivery will be by such
means as to ensure that a copy of the issued letter, with a
gsigned receipt or certification of delivery, is transmitted to
the HRO for retention and follow-up.

2. Corrective Actions (See enclosure (4) for discussion)

a. OQral Admonishment.

b. Letter of Admonishment/Caution. (See enclosure {8) for
example). A letter of admonighment/caution will:

{1} Specify the reasons for ite issuance.

(2) State the letter will not be placed in the employee's
Official Personnel Folder.

{3) State it will not be counted as a prior offense when
determining a remedy for a subsequent offense.

3. Discivliinaryvy Actions (See enclogure (4) for discussion)

a. Letter of Reprimand. {(See enclogure (9) for example.} A
letter of reprimand will:

(1} Specify the reasons for its issuance.

(2) State it will be made a matter of record in the
employee's Cfficial Personnel Folder for a period of cne year
from the date of the letter.

{3) Specify the employee's right to file a grievance
under the appropriate procedure.

ENCLOSURE (5)
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(4) State that it may be counted as a prior offense when
determining a remedy for a subsequent offense.

. Suspensions of 14 Davs or Legs. An employee against whom
a suspension of 14 days or less is proposed, is entitled to:

(1) An advance written notice stating:
{a) The specific reascns for the proposed action.

{b} The name and title of the official degignated to
hear an oral reply and/or receive the written reply {the official
so designated must have authority teo either make or recommend a
final decision on the proposed action].

(¢) The amount of time (10 days except for the Naval
Hogpita} which is seven davs) the employvee is allowed to answer
crally and in writing..

(d) The right of the employee or the employee's
repregsentative to review the material which is relied upon to
support the reasong given in the notice.

{2) A copy of the material, i1f any, relied on to support
the reasonsg given in the notice,

(3} A reagonable amount of officizl time to review the
material relied upon to support the proposal and to prepare an
answer and to secure-affidavits, if the employee is otherwise in
an active duty status.

{4) Ten days (except for the Naval Hospital which is
seven days) to present an oral and/or written reply to the
proposed action.

(5) Be represented by an attorney or other
representative.,

(6) A written decision, normally within 10 days, after
expiration of time allowed for the response wnich:

(a) Considers only the reasons specified in the
notice of proposed action.

(b} Specifies the reasons for the decigion.
(c) Considers any answer of the employvee and/or the

employee'’s representative made to a designated official.

ENCLOSURE (%)
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(d) Is signed by an official in a higher position
than the official who proposed the action (if the activity head
signed the advance written notice, the next higher level of
management in chain of command must sign the written decision).

(e) Specifies the emplovee's right to file a
grievance under the appropriate grievance procedure.

(f} Is delivered to the employee prior to the
effective date of the action.

(7) Employees in receipt of an advance notice may
reguest, 1in writing, additional time to respond orally and/or in
writing. The official designated to accept response may make a
dec1sxon regardlmg such request

: (8) Employe@ repres&atation is subject to challenge in
Naccordance with- paragraph & of this enclosure

4. Adverse Actloﬁs

a. An employee against whom an adverse action is proposed,
is entitled to:

{1) At least 30 days advance written notice {except in
those cases where there is reasonable cause to believe the
employee hag committed a crime for which a sentence of
imprisonment may be imposed), stating:

(a) The specific reasons for the proposed action.

{b) The name and title of the official designated to
hear an oral reply and/or receive a written reply (the official
go designated must have authority to either make or recommend a
final decision on the proposed adverse action).

(¢) The number cof days, but no less than 15 days,
that the employee is allowed to answer orally and/or in writing.

(d) If appropriate, the basig of gelecting a
particular emplovee for furlough, when some, but not all
employees in a gilven competitive level are being furloughed, and
the reasons for the furlough.

(2) A copy of the material relied upon to support the
reasons given in the notice.

(3) A reasonable amount of official time to review the
material relied upon to support the propesal and to prepare an
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answey and to secure affidavits, 1if the employee is otherwise in
an active duty status.

{(4) At least 15 days to answer orally and/or in writing
and to furnish affidavits and other documentary evidence in
support of the answer, including medical documentation if the
employee wisheg the deciding official to consider any medical
condition alleged to contribute to the reasons for the proposed
action (except in those caseg where there 1s reasonable cause to
believe the employee hasgs committed a crime for which a sentence
of impriscnment may be imposed).

{(5) Be represented by an attorney or other
repr@sentatlve

[ (6) A wrltt@n notice.of flnai decision, normally within-
15 days after the expiration of the tlme allowed for the
Lemp}oyee = response,.which ' _

(a) Considers only the reasons specified in the
notice of proposed action.

(b} Specifieg the reasons for the degision.

(c} Considers any answer of the employee and/cr the
employee's representative made to a degignated official and any
medical documentation furnished undexr 4a(4) above.

- T {d). Is signed by an official in a higher position
than the official who proposed the action unless the activity
head/commander issued the advance notice, in which case the
activity head/commander may issue the written declgion.

{e) Specifies the employee's right of appeal to the
MSPB and right, when applicable, to file a grievance under the
appropriate negotiated grievance procedure, but not both.

(f) Provides the time limiteg for filing a grievance
or an appeal to the MSPB, the address of the appropriate Board
Office for filing the appeal, a copy of the Board's regulations,
and a copy of the Board's appeal form.

{g} Ts delivered to the employee on or before the
time the action will be effective.

b. Since a hearing shall be made available at an emplovee's
request after an action has been effected, a hearing in lieu of
or in addition to the opportunity for written and oral answer
will not be conducted.
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o. When the crime provigion is invoked, activities may
effect an action in lessg than 30 days following the advance
written notice. Activities may reguire the employee to furnish
any answer to the proposed action, affidavits, and other
documentary evidence in support of the answer within such time as
under the circumstances would be reascnable, but not less than
seven days. When the circumstances reguire immediate action, the
activity may place the employee in a nonduty status with pay for
such time, not to exceed 10 days, as necesgary to effect the
action.

d. The advance written notice and opportunity to answer are
not necessary for furlough without pay due te the unforeseen
circumstances such as sudden breakdcown of eguipment, acts of God,
or sudden emergencies reguiring immediate curtailment of
activities.

e. Employees in receipt of an advance notice may request
additional time to resgpond orally and/or in writing. The
official designated to accept the response may make a decislaon
regarding such regquest.

f. Employee representaticon is subject to challenge in
accordance with paragraph 6 of this enclosure.

5. Probationary, Excepted Appointment, and Indefinite Emplovees
Serving a Trial Period, and Temporary Emplovees with legs than
One Year of Continuous Service. The procedures in paragraphs 1
through 4 above do not apply to these employees. Prior to
initiating disciplinary or separation actions on such employees,
the HRC (Employee and Labor Relations section) should be
contacted as to the appropriate procedure. Those officials
delegated authority to effect disciplinary actions in enclosure
(3) are hereby delegated the authority to separate probationary,
excepted appointment, and indefinite employees serving a trial
period and temporary employeeg with less than one vyear of
continuous service.

6. Expedited Procedure for Determining Choice of Representative

a. An employee's choice of an employee representative in any
of the procedures described in this Order may be disallowed if
such representative would result in a conflict of interest or
pogition, conflict with the priority needs of the activity, or
would give rise to unreasonable costs to the government. Such
matters of dispute over employee representation will be decided
by the level of official delegated authority in enclosure (3) to
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render a final written decisgsion for the contemplated action. All
such matters will be reviewed by the Employee and Labor Relations
Superintendent, HRO, prior to referral to the official.

Referral of the representatiocon issue will be in writing.

b. An employee whose representative is disallowed may
request a review of that decision by the immediate superior in
command of the official who rendered the decigion within five
days of the disallowance determination.

c¢. The reviewing official will review the reascns for
disallowance as well as information submitted by the employee and

will make a final decision in writing within five days of the
reguest.

d. Processing of the original action will be held in
abevance pending resolution of the representation issue.

ENCLOSURE (5)
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GUIDELINE SCHEDULE OF DISCIPLINARY
OFFENSES AND RECOMMENDED REMEDIES

(Greater of Lesser Remedies may be Assessed Depending Upon
Circumstances)

INSTRUCTIONS FOR USE OF THE SCHEDULE

1. This schedule is not intended to cover every possible
offense. Remedies for offenses not listed will be determined
consistent with the guidelines contained herein.

2. When specifying an offense not listed on the schedule, the
use of terms such as "theft" or "fraud," which require
establishing the element of intent, should only be used when the
element of intent can be proven.

3. Many of the items listed on this schedule combine several
offenses in one statement connected by the word "OR." Usage of
the word "OR" in a charge makes it nongpecific. Therefore, use
only the items which describe the employee's actual conduct and
leave out parts which do not apply.

4. Remedies for disciplinary offenses will, in general, range
from the minimum to the maximum indicated. Depending on
mitigating or aggravating factors, a remedy outside the general
range may be imposed.

5. Suspension remedies on this schedule refer to calendar days.

6. In consgidering past offenses in determining a remedy, the
following limitations must be observed:

a. Oral and written admonishments may not be counted as
prior offenses in determining a range of remedies (however, they
may be considered when determining an appropriate remedy within a
range for any subsequent offense);

b. A letter of reprimand may be counted as a prior offense
provided the letter of reprimand is dated nc more than one vear
before the date of the proposed notice of disciplinary or adverse
action in which it is cited (otherwise, it may be considered when
determining an appropriate remedy within a range for any subse-
gquent offense);

¢. In utilizing past offenses in determining a corrective

action, the notice of proposed adverse action gshouid cite
specifically the past offense in sufficient detail to allow the

ENCLOSURE (%)




BC 12752.1A
O ROV 1359

employee to respond.

employee was disciplined in writing,

Past coffenses may only be counted if the

to dispute the action to a higher level,
a matter of record in the Official Personnel Folder.

the employee had the right
and the action was made

d. Any past offense may form the basis for proposing a
remedy from the next higher range of remedies for a subsequent

offense.

The offenses need not be identical or similar.

7. For information concerning other offenses for which employees
may be digciplined by removal,
offenses which require minimum mandatory remedies (such as misuse

of government wvehicles,

fine,

or impriscnment, including

Hatch Act violations, and giving gifts to

superiors), contact the Human Resources Office.

OFFENSE AND RANGE OF

RANGE OF REMEDIES

REMEDILES

SCHEDULE OF OFFENSES AND RECOMMENDED REMEDIES

OFFENSE
ALCOHOL ABUSE

Unauthorized possession,
sale or trangfer of
alcohol on duty or on a
military ship, aircraft,
or installation

Use of, or being

under the influence of
alcohel on duty or on a
military ship, aircraft,
or installation

ATTENDANCE

Excessive unauvthorized
absence (more than 5
consecutlve workdays!

ENCLOSURE (&)

FIRST
QFFENSE

14-day
gsuspension
to removal

i14-day
suspension
to removal

Reprimand
to removal

SECOND
OFFENSE

3Cc-day
guspension
to removal

36-day
guspension
to removal

1C~day
suspension
to removal

THIRD
QOFFENSE

Removal

rRemoval (R)

Removal




Leaving Job to which
assigned or Department
of the Navy premisges ati
any tTime during working
hours withcut proper
aurhorization

Unﬂ%hugﬁd or
Inauthorized absence on
one or more scheduled
days of work or
assigned overtime

3

Inexcused tardiness

DISCRIMINATION
Biscrimination against
an employes or applicant
based on race, co?or,
religion, sex, handicap,
national origin, or age,
Qr any ‘”e‘CIL:«aL ar
retaliation action
agalnst a complainant,
representative, witness,
or cther person involived
in the EEO complaint
Drocass

Sexual harassment

BRUG ABUSE

Unlawful use or
possession of drugs or
drag par p ernalla on
or off dut

sal@, T traASLez oF

eprlmanu
o b-day
hSpLﬁalCD

Eeprimand
Lo
removal

Reprimand

Reprimand
to removal

Reprimand
to removal

Reprimand
to removal

Hemoval

Reprimand
to 10-day
suspension

S-~day
SUSpension
Lo removal

Reprimand
to 5~day
suspension

l4~day
suspensicn
te removal

ld-day
guspension
Lo remova.

BO 12752.1A
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Reprimand
o removal

10~
suspenslion
to remcoval

~day
suspension
to removal

30-day
suspension
Lo removal
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Re iy L to provide a2
urine sample when
regulred

ed or actual
state-

Attenmp
;a;$¢ilcat¢on, mi

ment or concealment of a
material fact, record,
correspondence, or obher
communication prepared
in coennection with the
collection, hanaling,
bran 5povta*1on O
testing of urine samples

MISCELLANEOUS OFFENSES

Betting, gambling, or
the promotion therecf on
duty or on Department

cf the Navy premises

areless workmanship
resulting in delay in
production or spoilage
or waste of materials

Crimin
infame
rious
condu

chedisnce to
tituted authorities;
erate refusal or

inciu g fal
to follow local or
higher level policy

ENCLOSURE (6)

Reprimand
to remcval

J0-day
suspension
te removal

Reprimand
Yo removal

Reprimand
Lo removal

Reprimand
o removal

Reprimand
Lo removal

Reprimand
to remcval

Removal

Ramoval

1d-day
sugpension
to removal

L\\

er
su&pona on
Lo rem 0vdl

ot

b-day
suspension
to removal

ld-day
suspension

to removal

Lo removal

30-day
suspension

~day
suspension
to removal

30-day
suspension
Lo removal




isrespectful

conduct, use of
insalting, abusive or

chscena language to
or about other
personnel

Falge testimony or
refusal to testify
in an inguiry,
investigation, or
other officiai
proceeding

Making threats to
other Qmp‘ouoes or

* Misuse of a
Government vehicle

Reprimand
to S-day
suspension

Reprimand
to removal

Reprimand
Lo removal

o

Reprimand
Lo removal

-t

S-day
suspension
te removal

li-day
suspension
to removal

S-day
suspension
te removal

30~day
suspensi
o removal

employes 3

zad &s

.N‘A

O-day
suspension
to removal

t

sion

BG—dav
ZUusnens

[

1o-day
auspanslon

4
[e

one

* 31 2.85.C. 134%ib) requires a minimum suspension
firgt offense, 1f the misuse was willful, i.e.,
knowledge that the intended use wcg*a bz character
reckliess disregard cof wheth such use was uncofficial.

Ty
{8 P}

Reckless driving or
improper © ion of

motor vehicl

mg“fk even fo
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Causing personal
injury to self oxr
cthers or dnwﬁae Eo

damage Lo government
property

utherized possession,
;. loss, or damage t
roamant proeperty or
property cf cthers

Reprimand
Lo removal

Reprimand
to 5-day
suspension

Keprimand
to removal

HIBITED PERSCNNEL PRACTICE

Committing a prohibited

per
{Se

L3

A
Fai

nos
nro

ENC

gonnel practice
e 5 0.8.C. 2302)

FETY

Ilure to observe
ted smoXxing

hibitions

lure To use

tective ciothing or

ipment

lation of safety or

ffic regulations on

vy or on an installa-
n {cn cor off duty):

Causing injury o
gelf or others or
damage to property
cr endangering the
safsty of self or
cthers

Me indury or proper-
ty damage; not
endangering the
safety of self or
others

LOSURE (8)

Reprimand
to removal

Reprimand
Lo removal

Reprimand
to S~day
suspension

Eeprimand
to 1C-day
suspension

l4-day
suspension
L0 removal

lé-day
suspension
to removal

E-day
suspensi
to removal

S-day
suspeansion
to removal

i0-day
suspension
to removal

Reprimand
to 10-~day
suspenslon

30-day
suspension
to remaval

ld-day
suspension
Lo removal

A0-day
suspension
o removal

30-day
suspenslion
te removal

10-day
suspension
to removal

mdav}(y
uspension
Lo removal

‘m w

léd-day
suspensicn
to removal

Reprimand
to remcoval
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SECURITY

ure to salfeguard
classified material

Zecurity compromised Reprimand li-day Removal
to removal suspension

o removal

Security not Reprimand Repriman 30-davy
compromised to b-day to ld-day suspension
suspension suspension Lo removal

SNEUTHORIZED DISCLOSURE

QR _USE OF PROTECTED MATERIAL

Unauthorized disclosur Reprimand ld-day 30-day

or use of information or o removal guspension suspensicn

cther protected material to removal Lo removal

{e.q., records covered

Dj the Privacy Act or

under 42 CFR Part 2

(CEAP records)!
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INVESTIGATION REPORT

1. FORMAT OF INVESTIGATION. The following format is suggssted
for investigation reports:

Employee: {Name, Title, and Organization)
Offense: (See Enclosure (6) Schedule)
Investigator: {(Name, Title, Organization)
Ref: (a) BO 12752.1A

1. Ag reguired by the reference, the circumstances concerning
the above cited offense(s) as related to the named emplovee
has/have been investigated. The following information and facts
were developed:

a. State the circumstances - include all information
gpecifically and in detail, including times, dates, and places,
specific instances, and other data sufficient to explain and
support the offense(s} cited. Include any comments made by the
employee, oral and/or written. If employee requests
representation in connection with the investigation, include who
was present during the guestioning and when questioning wasg held.
If written statements were made, they ghould be signed and
forwarded with the investigation {(the employee or the employee's
designated representative will be provided a copy). If only oral
statements were made, i1nclude a summary in the investigation.
Check perscnnel record to establish vioclation as a first, second,
or third infraction.

b. Complete the investigation and submit to the HRO for
technical review with recommended action teo be taken {(paragraph
2, below) .

SIGNATURE OF INVESTIGATOR
=Y
Date completed:

Telephone:

ENCLOSURE (7)
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2. TRANSMITTAL OF INVESTIGATICON REPORT. The completad
investigation should be transmitted using the following format as
appropriate:

From: (Title of person conducting investigation)
To: Human Resourceg Office Site Manager

Subj: REPORT OF INVESTIGATION, CASE OF (EMPLOYEE'S NAME AND

TITLE)
Ref: (a) BO 12752.1A
Encl: (1) Subject investigation report
(2) Copy of letter of admonishment or reprimand (as
appropriate)
1. In accordance with the provisions of the reference, an

investigation was conducted by the undersigned regarding (state
the offense) of/by the subject employee. In view of the
circumstances and facts developed, as outlined in enclosure {1},
it is considered that (state the remedy, i.e., removal from
employment or suspension of days) is warranted as the
minimum corrective action which will be effective in thig case.
Accordingly, such action is recommendead.

NOTE : {(Enclcosure 2 above, not appropriate in this case) .
Or
1. In accordance with the provisions of the reference, an

investigation was conducted by the undersigned regarding (state
the offense) of/by the subject employee. In view of the
clircumstances and facts developed, as outlined in enclosure (1},
it is considered that a letter of admonishment or reprimand (as
appropriate) will constitute sufficient action. The letter will
be issued upon review and approval of enclosure (2).

/s/

NOTE: In cases of suspension of 14 days or less or adverse
actions, the HRO will draft the proposed action letter and submit
it to the official authorized to propose the action for approval
and issuance.

In cases of letter of admonishment or reprimand, the HRO will

review the draft and return to the igsuing superviscr as
appropriate.
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SAMPLE LETTER OF ADMONISHMENT/CAUTION

From: HNormally, the employee's
immediate superviscr {(one who
approves leave and assigns

performance ratings;).

Circumstance: Para 1. Be specific

and detail as to what deficiencies
in conduct are being brought to
the employee's attention. Explain
what is expected as acceptable
standards of conduct and how the
employee may improve.

Admonigh: Para 2. Explain what may
there is a recurrence of the matter
and the improvement expected. Offer
aggistance.

Retention and Future Use: Para 3.
Reguired in all letters of
admonishment .

From: (Supervisor's Title)
To: {(Name and Title)

Subi: LETTER OF ADMONISEMENT
Ref: {a) BO 12751.1A

1. On 22 March 1998, vyou attended
a meeting with all the emplovses of
yvour section in which the mattexr of
leaving work sites dirty at the
close of business was discugsged. At
this meeting, everyvone was advisged
the supervisor would make daily
inspections prior to the close of
business to ensure all work sites
were left in an orderly condition.
During the inspection at 1623 on 28
March, you were informed your work
site wag not clean and should be
taken care of before 1630. No
further inspecticn was made on 28
Maxrch. At 0800 on 2% March,
however, your work area was again
inspected. At that time, it was
noted the site was still dirty and
it did not appear any effort had
bsen made to clean it ag instructed.

2. 1In accordance with the result if
provisions of the reference, you are
hereby admonished that any further
ocourrence of failure to carry out
instructions of superiors may result
in appreopriate disciplinary action.
You will be gilven reasonable
agsgistance to improve. Special
assistance will be given upon
reguest.

3. This letter is not considered to
be a formal action and will not be
included in vour Official Personnel
Folder., It will, however, be
retained by vour supervisor during
its effective period and may be used
in any future action(s) to describe
a pattern of conduct. This letter
will be automatically canceled one
vear from date of issuance.

ENCLOSURE (8)




BO 12752.1A

Grievance Rightg: Para 4. Required
in letters of Adwmonishment. Specify
the appropriate procedure.

Signature: Pergon authorized to
issue.

Certification of Delivey (On copy
only): Oktain receipt or certify
concerning delivery/mailing.

ENCLOSURE (8)

4. If yvou consider this admonishment
improper, you may grieve through the
rrocedures set forth in the (Navy
grievance procedure or the negotiated
grievance procedure, as appropriate).
If vou exercise this right, vour
grievance must be initliated within (15
to 21, as appropriate) calendar days
from the date of receipt of this
letter.

787

Thig is to certify that I received the
original of this letter on this date.

(Signature)

{(Date)




BO 12752.1A

1 6 NOV 1998

SAMPLE LETTER OF REPRIMAND

CHARGE: Para 1. Cite specific reasons for
issuance of reprimand (use parts of blanket
statement in Guideline Schedule which
describe actual misconduct). Be specific
and detailed as to all circumstances. Cite

all oral and written instructions violated.

Discussion: Para 1. Summarize
discussion(s) with employee. Cite action
employee was advised would be taken or
recommended.

Decision: Para 2. Cite all information
considered--show finding and decision
on each charge.

From: (Title)
To:  (Name and Title)

Subj: REPRIMAND

Ref:  (a) BO 12630.1J
(b) BO 12752.1A

1. You are hereby charged with unauthorized
absence on 15 April 1998. You did not
report for work on 15 April and did not
advise your supervisor of the reason for

your absence as required by reference (a). No
information was received from you until you
reported for work on 16 April. When this
absence was discussed with you on 16 April,
you stated that you asked your neighbor to
call in for you, but he had apparently
forgotten to do it. You were asked if you
were familiar with the leave regulations
outlined in reference (a), which state that
annual leave must be requested and approved
in advance or reported on the first day of
such absence if required for an emergency.
You stated that you knew what was required,
but you thought your neighbor would take
care of it.

2. The charge in paragraph 1 and your reply
thereto have been carefully considered. The
charge has been found to be supported by a
preponderance of the evidence. It has,
therefore, been decided that the charge is
sustained and sufficient to warrant a
reprimand. Accordingly, this letter

ENCLOSURE {9}




BO 12752.1A
6 owgy 1998

Grigvance Rights: Para 3. Required in all
reprimands. Specify appropriate grievance
procedure.

Signature: Person authorized to issue
letter,

Certification of Delivery (On copy only):
Obtain signed receipt or submit

certification concerning delivery/mailing
and forward to HRO with one other copy.

ENCLOSURE (%)

constitutes a reprimand in accordance with
reference (b) and will be made a matter of
record in your Official Personnel Folder for a
period of year. Future disciplinary offenses
may result in a more severe remedy as
warranted by circumstances.

3. If you consider this reprimand improper,
you may grieve through the (Navy Grievance
Procedure or negotiated grievance
procedure, as appropriate). If you exercise
this right, your grievance must be initiated
within (15 or 21, as appropriate) calendar
days from the date of receipt of this letter.

s/

Copy to:
HRO (2)

This is to certify that [ received the original
of this letter on this date,

(Signature)

(Date)




BO 12752.1A
£ O nov gas

SAMPLE LETTER OF REQUIREMENT

From: Normally the supervisor who
assigns performance appraisals and
ratings. Must be reviewed by HRO
prior to issuance.

ggggcumgtances Para 1. Expiam fiilly
asto’ what deﬁc:ancaes m conduct or

- performance are being brought to the
employee's attention. Note counseling
given and date.

Requirement: Para 2. Explain what is being
required and what action may result if the
requirement is not met.

From: (Title)
To:  (Name and Title)

Subj: LETTER OF REQUIREMENT

Ref: (a) BO 12630.1]
(b) Negotiated Agreement as
appropriate

1 In reviemng your past apphcat;ﬁns for
sick leave, it ‘appears in some instanices you -
have abused your sick leave prm!ﬁge Your
leave record shows that in most cases your
sick leave has been taken in intervals of from
one to three days, which did not necessitate
medical certification. From personal observa-
tions and reports from various sources,

I am of the opinion that in many instances
your sick leave was abused. On __(date) this
matter was discussed with you. You were
advised. orally on_. :date . that eonszderatmn.
was being given to requiring medical -
certification for each such absence since the
abuse of sick leave was indicated.

2. Your sick leave record has not improved.
Consequently, it has been determined that in
accordance with the references, your future
applications for sick leave must be supported
by medical certification regardless of the
length of such absence. Failure to provide
medical certification for any absence because
of illness may result in disciplinary action
based on unauthorized absence.

ENCLOSURE (10)




Guidance: Para 3. Explain what is expected
as acceptable standards of conduct or
performance and how the employee may
improve.

Retention and Future Use: Para 4. Required

in all letters of requirement.

Grievance Rights: Para 5. Required in all
letters of requirement. Specify which
grievance procedure.

Signature: Person authorized to issue.

Certification of Delivery (On copy only:
Obtain signed receipt or submit
certification.

ENCLOSURE (10)

3. It is to your benefit to correct any physical
disability which may be causing recurrent
absences. If you have any physical ailment of
any kind, it is also to your benefit to have
such condition medically corrected in order
that your job may not be jeopardized by
repeated absences. You are urged to attend
to this matter promptly by consulting your
private physician.

4. Although this letter is not considered to be
a formal action and will not be included in
your Official Personnel Folder, it will be
retained by your supervisor during its
effective period and may be used in any future
actions to describe a pattern of conduct. This
requirement will be rescinded in writing at
such time as improvement in your sick leave
record warrants,

5. You may grieve this action through the
the (Navy grievance procedure or the
negotiated grievance procedure, as
appropriate).

/sl

Copy to:
HRO

This is to certify that I received the original
of this letter on this date.

(Signature)

(Date)




