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21st Mission Support Squadron

Civilian Personnel Flight


STEPS IN CONSIDERING, PROPOSING, AND SUSPENDING AN EMPLOYEE

It is suggested that the supervisor:

1.  Gather available facts.  (Contact the Work Force Effectiveness Section of the Civilian Personnel Flight and discuss with an employee relations specialist.)

2.  Determine what action is appropriate--Consider the Douglas Factors.

3.  Prepare an advance written notice.  This notice should include:

a.  Specific action proposed.  State specifically the exact number of calendar days suspension proposed.  A proposed action may later be reduced, but a more severe action cannot be taken unless the employee is given a new advance notice to propose the more severe action.  The management official (normally the supervisor) who initiates the action is responsible for identifying and properly stating the cause(s) of action.  The just and substantial current cause of action normally is covered in the first paragraph of the notice of proposed action with supporting reasons (such as prior offenses) addressed in separate paragraphs.

b.  Specific reasons for the proposed action in addition to the current cause(s), if any.  Inform the employee of all the specific reasons relied on to support the proposed action.  Facts and circumstances relating to the causes and reasons, specifically and in detail.

c.  Duration of the advance-notice period.  Normally, the minimum notice period for a suspension of 14 days or less is not less than 7 calendar days.  If the suspension is 15 or more days, the notice period is 30 calendar days.  Additional time should be taken if needed to satisfy all applicable requirements.  It is sufficient to state in the notice of proposed action that adverse action taken, if any, will be made effective “not earlier than (specify the number of days of advance notice) days from the date you receive this notice.”

d.  …that material relied on to support the causes and reasons stated has been assembled and may be reviewed by the employee.  Either a copy of the material is attached to the proposed notice or a statement is included as to what arrangements must be made to review the supporting material.

e.  …that the employee may reply orally, in writing, or both, by an indicated date to the notice; …that affidavits may be submitted in support of the answer; …that no decision to effect the proposed action has been made or will be made until after the time allowed for reply;… indicate the official to whom such reply or replies is to be addressed (deciding official and how to contact them).  Deciding official should be at least one level above the supervisor signing and issuing the proposed adverse notice.  An employee who has received a written notice of proposed adverse action is entitled to answer that notice to the designated official.  Normally, the signer of the notice of final decision receives answers whether they are made orally or in writing.  Employee’s response to the deciding official received before issuance of the notice of final decision should be given thorough and objective consideration.  If the employee raises questions which must be resolved before making a decision or if the deciding official needs time to consider the employee’s answer, additional time should be taken.  When an answer is oral, a summary of the primary points of the interview is made.

f.  …that a reasonable number of duty-time hours will be allowed to secure affidavits, to review the supporting material and to prepare a written reply, in addition to the duty time required for oral reply, and the person with whom arrangements for use of such duty time may be made.

g.  …the employee’s duty status during the notice period.

h.  …full consideration of any reply made before a decision is taken to effect the proposed action.

i.  the right to an attorney or other representative.

j.  The name, location, and phone number of the employee relations specialist in the Work Force Effectiveness Section designated to provide assistance concerning the proposed action and the regulations relating to it.

4.  Assemble the material relied on to support the reason(s) for the proposed action.  Coordinate the package with the employee relations specialist.  The ERS will cordinate the package with the legal office.)

5.  The notice of final decision may not be issued before the expiration of all time allowed for answer.

6.  A written notice of decision is required whether or not the employee provides an answer to the notice of proposed action.

It is suggested that the deciding official:

7.  Consider the employee’s response, if any, and the  Douglas Factors.

8.  Prepare SF 52 for suspension.  

9.  Prepare Notice of Decision to Suspend.  The notice of decision must include:

a.  The decision in specific terms, for example:  “It has been decided to suspend you for __ calendar days.”  ETC.

b.  Specific reason(s) for the decision.  Only reasons specified in the notice of proposed action are considered in arriving at the decision (state findings on each cause and reason cited in the notice of proposal, based on evidence).    If the notice of proposed action informed the employee that his or her past disciplinary record was considered in proposing the action, the notice of decision must inform the employee if the past disciplinary record was relied on in deciding the action to be taken.  Reference to the proposed notice and which reason(s) are sustained is sufficient.

c.  …statement that the employee answered orally or in writing or both and that all answers were considered or that the employee did not answer; reference each oral and each written reply received.

d.  The effective date of the suspension; include the first and last day of the suspension and the date and time the employee is to return to duty.

e.  Information about applicable grievance and/or appeal rights.

f.  The name, location and phone number of the person in the Work Force Effectiveness Section designated to provide assistance.

g.  Signature of official who has authority to decide the action.

h.  The notice of decision date.  The notice is dated before delivery to the employee.

9.  Assemble the material relied on to support the decision to suspend the employee.  Provide the Decision Suspension Package to the employee relations specialist.  (The ERS will coordinate the final package with the legal office.)

10.  Note the suspension on the AF Form 971.

11.  Meet with the employee and deliver the “Decision to Suspend.”  The notice of decision must be delivered to the employee at or before the time the suspension will be effective (or a diligent effort to make delivery must be made and documented).

12.  Send a copy of the “Decision to Suspend” with receipt acknowledgment to the employee relations specialist.
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