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NOTICES OF PROPOSED REPRIMAND FOR NON-BARGAINING UNIT EMPLOYEES

Supervisors have the option of giving non-bargaining unit employees either an oral or written Notice of Proposed Reprimand.  Non-bargaining unit employees are those employees who are not covered by a negotiated agreement between the Union and Management.

The supervisor has gathered available facts and determined that a Reprimand is appropriate.
An oral Notice of Proposed Reprimand should include a discussion of the following items:

1.  The specific reason(s) and detail(s) why the supervisor is proposing to reprimand the employee.

2.  The employee’s right to reply orally and/or in writing.

     a.  No minimum advance period is required for a reprimand.

     b.  If the employee requests a reasonable period of time to respond, the supervisor should

          honor the request, if possible.

3.  The employee’s right to representation.

     a.  Representative may be an attorney or person of the employee’s choice.

     b.  Representative may be disallowed if:

         (1)  A conflict of interest or position exists.

         (2)  The release of the individual from his/her duties results in unreasonable costs

                to the Government or
         (3)  The individual’s priority work assignments preclude his/her release to serve.

    c.  A Designation of Representative must be in writing and include the representative’s

         name, address, telephone number, and employee’s signature.

4.  The employee’s and representative’s right to official time.

     a.  Amount of official time authorized.

     b.  Procedures for requesting the use of official time.

     c.  Procedures for requesting more official time and/or an extension to reply.

5.  The employee should be notified to inform the supervisor of any medical condition causing

     the misconduct.

     a.  The employee is responsible for notifying the supervisor of any medical condition

          he/she wishes the supervisor to take into consideration.

     b.  The employee is responsible for providing supporting medical documentation.

     c.  The employee is responsible for all costs associated with obtaining the medical

          documentation.

6.  The employee’s right to review any evidence used to support the proposed reprimand.

7.  The employee’s right to review any pertinent regulations.

8.  The name and telephone number of the assigned Employee Relations Specialist.

9.  Any previous corrective action(s) considered when selecting the proposed penalty.

     (OPTIONAL) 

If a proposed reprimand is given orally, supervisors should prepare a written summary of the conversation.  The summary should include each item discussed above and the employee’s response.  Since such a detailed summary is necessary, the supervisor may want to consider giving the employee a written Notice of Proposed Reprimand.

If a supervisor chooses to give an employee a written Notice of Proposed Reprimand, he/she should contact the Employee Relations Specialist assigned to their organization for assistance and a sample written notice.  Each organization, serviced by the Peterson Air Force Base Civilian Personnel Flight, is assigned an Employee Relations Specialist.  This individual is the primary local source of authoritative information and interpretation of policy and procedures concerning civilian discipline and adverse actions and shares in management’s responsibility to ensure that actions have merit and comply with governing requirements.  

All written notices of proposed disciplinary and/or adverse action must be coordinated with appropriate personnel in the Civilian Personnel Flight before delivery to employees.  Contact extension 6-4737 for the Employee Relations Specialist assigned to your organization.

REFERENCE:  AFI 36-704, Discipline and Adverse Actions
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