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Adverse Action Reply Meeting Worksheet
	Basic Information:

	Nature of Proposed Action:



	Employee Information 
	Name:

Position (Organization Title): 

Classification Title:

Classification Series:

Grade/Step:

	Status During Notice Period:  on duty  □   off duty □

	If off duty,

Is access to workspace and equipment denied at all times yes  □   no  □ 

Is escort needed to and from meeting?  yes  □   no  □ 

Is security presence required ? yes  □   no  □ 

Notes:



	On Duty 

Contact Info:
	Duty Location:

Phone:

Cell:

Email:

Immediate Supervisor:

Phone:

Cell:

Email:

	Off Duty 

Contact Info:
	Address:

Phone:

Cell:

Email:

	Employee has designated a representative?  

yes  □   no  □ 

Agency has written designation?

yes  □   no  □ 


	Union  □   Attorney  □ Other □

	Representative

Contact Info:
	Name:

Firm Name (if Atty):

Address:

Phone:

Cell:

Email:

	Has employee requested oral reply? yes  □   no  □ 

Date:    /     /     

Time:               am□  pm□
Location:



	Attendees for Agency in addition to deciding official
	1. Name:

a. Title:

b. Duty Location:

c. Phone:

d. Cell:

e. Email:

f. Notified: yes  □   no  □
2. Name:

a. Title:

b. Duty Location:

c. Phone:

d. Cell:

e. Email:

f. Notified: yes  □   no  □


	Meeting Preparation:

	I understand that I have been designated as the official who will make a final decision to take, not take, or reduce the severity of the proposed adverse action. □

My designation is based on: (Specify Authority (generally Agency policy)

________________________________________________________________

I understand that as the deciding official, my function is to review all the evidence of record, give full consideration to any reply the employee makes, and determine the validity of the proposed action. □
I understand that there are some important procedural concerns which, if violated, may result in the final decision being overturned on appeal: 

□No decision should be made until I have given full consideration to any and all replies made by the employee. 

□I must keep an open mind and be careful not to give the appearance of having made up my mind prematurely. 

□That the employee has a right to review all material relied on in proposing the action. 

□That there can be no material which influences my decision that the employee was not informed of or allowed to review.
□ That the burden of proof rests with the Agency to support its reasons for the action. 

I have completed the Proposal Review Worksheet. □

I understand that the reply meeting is the employee’s opportunity to reply to the charges and to hear the employee’s side of the case. □
I understand that the oral and written replies may be presented at different times and there may be more than one written and more than one oral reply. □
I understand that my Agency policy does □ does not □ permit me to designate another individual to hear the employee’s reply and prepare a report and recommendation for me.

I understand that the employee may request to extend the period to make a response and that such a request, if reasonable, is generally granted□

I understand that an employee request for an extension of the time period allowed should be in writing and state the reasons why more time is needed. If the request is approved, my approval of the extension should also be in writing and specifically indicate the length of the extension. □
I understand that, in ay event, the employee is entitled a minimum period of thirty (30) calendar days from service of the proposal to implementation of the decision, if adverse to the person. □
I understand that when an employee's past disciplinary record is to be considered as part of the basis for the proposed adverse action, a statement was in the proposal that specifically cites and identifies the previous infractions and penalties, and advised the employee that he or she may reply orally or in writing, or both orally and in writing, with respect to those previous infractions.  □
I understand that the statement also advised the employee that he or she may submit supporting evidence, including affidavits, and may make a statement concerning the consideration to be given to the past record in determining proper action: □
I understand that the employee must be permitted to plead extenuating circumstances or make any other arguments he or she deems proper; that a written summary of the oral reply must be made and placed in the adverse action file; and that if a designee hears the oral reply, the summary may include a recommendation on the proposed action. □
I understand that there is no requirement that I justify the proposal or defend it. □

I understand that, in the reply meeting, I should not indicate that I have made a decision. □
I understand that an employee's failure to reply is not to be considered an admission of the charges.  □
I understand that the employee may designate a representative who may do all, none, or some of the talking in the meeting on the employee’s behalf.□

Notes: 
1. The representative may not disrupt the meeting nor change its purpose.
2. If the representative speaks for the employee for all or part of the time, at the end of the meeting, ask the employee directly whether everything said represents the totality of his/her reply.

3. If a union representative represents the employee, the scope of the meeting is still limited to the employee’s reply to the proposed action.

I understand that I may deny the employee’s selection of a representative.□

If representative is denied, explain reasons below:

I understand that in making a reply, the employee may allege:

□discrimination based on alcohol or drug abuse or other disabling medical condition.

□discrimination based on race, color, religion, national origin, gender, or age.

□discrimination based on whistleblowing.

I understand that when an employee raises a medical condition during the advance notice period but fails to provide supporting evidence, or to submit medical evidence after being given an opportunity to do so, I must base the final decision on the reasons in the notice of proposed adverse action.  This is also true when it is determined by appropriate medical authorities that, despite medical evidence submitted by the employee, there is no causal relationship between the employee's medical condition and the reasons for the proposed adverse action. □
I understand that in any case where an employee raises a medical condition and is eligible for disability retirement, the employee may be counseled regarding disability retirement application procedures.  However, an employee's application need not preclude or delay the final decision on the proposed action. □
Notes:


	At the Meeting:

	Attendees:



	Time Started:                □ am□ pm
	Time Ended:       □ am□ pm

	Opening the Meeting:

1. Introduce yourself

2. Introduce other Agency representatives present

3. Ask employee to introduce him/herself

4. Ask employee to introduce representative

5. Advise the employee that the purpose of the meeting is to hear his/her reply to the proposed action

6. Advise the employee he/she or the representative may begin the reply

	Notes:

Use more space if needed

	Charge #1
	Employee Admitted □ Denied  □ Did Not Address □

Employee Comments:

Use more space if needed

	Specification #1
	Employee Admitted □ Denied  □ Did Not Address □

Employee Comments:

Use more space if needed

	Specification:
	Employee Admitted □ Denied  □ Did Not Address □

Employee Comments:

Use more space if needed

	Charge #2
	
	

	Charge #3
	
	

	The employee may suggest other persons to be interviewed, documents to be reviewed, alternate theories, avenues of inquiry.  List below:

Use more space if needed

	Other Employee Comments:

Use more space if needed

	Employee Comments on Penalty Determination/ Douglas Factors

Use more space if needed

	Employee Discrimination Allegations (if any):

Disability □
EEO □
Whistleblower □
Other □

Notes:

Use more space if needed
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