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12-1-46

D.C. FERSONNEL REGULATIONS

1271.6

1271.7

1272

12721

1272.2

12723

1272.4

1272.5

1272.6

duty.

An employee who requests and is granted leave at any time afier the receipt of the notice of
early dismissal shall be charged leave only for that period when leave commences to the hour
that early dismissal is authorized.

An employee who requests and is granted leave prior to the notice of early dismissal, but who
otherwise makes known his or her intention of returning to duty status at a time that precedes
the end of his or her regular tour of duty shall be charged leave only for the period of time
specified.

DECLARED EMERGENCIES—LATE ARRIVAL, UNSCHEDULED LEAVE, OR
UNSCHEDULED TELECOMMUTING POLICY

The Mayor may, whenever he or she deems it to be appropriate and in the public interest,
authorize one or all of the following:

(a) A late arrival policy authorizing up to two (2) hours of excused absence;
(b) An unscheduled leave policy; or
(c) An unscheduled telecommuting policy.

Whenever the Mayor authorizes one of the policies set forth in subsection 1272.1 of this section,
he or she shall make every reasonable effort to ensure that such decision is disseminated by the
media as widely and as promptly as possible.

Each employee shall be responsible for reporting for duty and for making every possible effort to
do so, even upon the occurrence of conditions beyond the control of an employee, such as
inclement or hazardous weather or transportation disruption.

Whenever the Mavor determines that an unscheduled leave policy is in effect, an employee, other
than an essential or emergency employee subject to the provisions of section 1270 of this chapter,
shall be permitted to utilize annual leave, compensatory time, exempt time off, or leave without
pay, for all or part of that day, up to a maximum of eight (8) hours or hours worked under a
compressed work schedule. if applicable, without obtaining advance approval or providing
detailed justification. The use of sick leave must be approved in accordance with section 1243 of
this chapter.

Whenever the Mayor determines that a late arrival policy is in effect in accordance with
subsection 1272.1(a) of this section, a non-essential and non-emergency employee shall be
granted up to two hours of excused absence. The late arrival period shall not extend beyond 10:00
am.

Whenever the Mayor determines that an unscheduled telecommuting policy is in effect in
accordance with subsection 1272.1(c) of this section, an emergency employee previously
approved in writing to telecommute by his or her supervisor and agency head, may telecommute
if directed to do so.

Transmittal MNo. 219, November 28, 2014 District Personnel Manual
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D.C. FERSONNEL REGULATIONS

1279.4 Paid leave accrued under this section may be used by a covered employee for any of the
following:

(a) An absence resulting from a physical or mental illness, injury, or medical condition of the
employee;

(b) An absence resulting from obtaining professional medical diagnosis or care, or preventive
medical care, for the employee;

(©) An absence for the purpose of caring for a family member who has any of the conditions
or needs for diagnosis or care described in paragraphs (a) and (b) of this subsection; or

(d) An absence if the employee or the employee’s family member is a victim of stalking,
domestic violence, or sexual abuse, provided, that the absence is directly related to
medical, social or legal services pertaining to the stalking, domestic violence, or sexual
abuse, an employee seeking leave under paragraph (d) of this subsection, may do so to:

(1) Seek medical attention for the employee orthe employee’s family member to treat
or recover from physical or psychological injury or disability caused by the
stalking, domestic violence, or sexual abuse;

2) Obtain services from a victim services organization;

3) Obtain psychological or other counseling services; temporarily or permanently
relocate;

4) Take legal action, including preparing for or participating in any eivil or criminal
legal proceeding related to or resulting from the stalking, domestic violence, or
sexual abuse; or

(5) Take other actions to enhance the physical, psychological, or economic health or
safety of the employee or the employee’s family member or to enhance the safety
of those who associate or work with the employee.

1279.5 Pursuant to D.C. Official Code § 32-131.05, and notwithstanding the provisions of subsection
1279.2 of this section, an employer with a paid leave policy providing paid leave options shall not
be required to modify such policy if it offers employees the option to accrue and use leave under
terms and conditions that are at least equivalent to the paid leave prescribed in this section.

1279.6 Applicability only to “Intermittent” appointments.

(a) Because the District government currently has paid leave policies, as specified in this
chapter, that provide leave options to eligible District government employees at higher
accrual rates than those provided in this section, the provisions of this section shall only
apply to “covered employees,” that is, temporary employees serving under “When
Actually Employed” (WAE) (also known as Intermittent) appointments who have been
continuously employed under a WAE appointment for at least one (1) year.

Transmittal MNo. 219, November 28, 2014 District Personnel Manual
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Office of the Chief Medical Examiner - 401 E Street, S.W., Washington DC 20024

Time Entry - PeopleSoft HCM 9.0

DC Government

Self Service Timesheet
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Ix * kK Instructor Manual-Standard Operating Procedure (SOP)
-gOV [ Self Service Timesheet — Time Entry

Enterprise Time and Labor (TL) 9.0

Self Service — Time Entry
Use the ESS Timesheet to report your time worked and not worked. It is recommended that time should be entered weekly.
This page also can be used to view the status of your reported time and your leave balances.

Note: Once time is submitted, your approver can immediately approve time.
Procedure:
This lesson describes the process for entering time in PeopleSoft 9.0 through Employee Self Service (ESS). Atthe end of the
lesson, you should be able to:
- Navigate to the ESS timesheet
- Understand the page features and options on the Timesheet
- Enter time for a pay period
- Submit time for approval

In this exercise, you are going to enter 80 hours of Regular Time and submit that time for a pay period.

Note: Supplementary tutorials are available for specific scenarios such as entering leave, overtime and premium pays.

Step Action
1. Begin by navigating to the Timesheet page.
Click the Time Reporting link.

Pagel 3 5




Ix * & K Instructor Manual-Standard Operating Procedure (SOP)
gOV — Self Service Timesheet — Time Entry
—
Step Action
2. Click the Timesheet link.
O
o™
i
Q
o0
T
(a9
Step Action
3. Use the Timesheet page to report your time.

'You can also use this page to track the status of your time and view your current leave
balances.




Ix * & Kk Instructor Manual-Standard Operating Procedure (SOP)
gOV 1 Self Service Timesheet — Time Entry
Step Action

4, The top section contains your employee information:
Employee ID: A uniqgue number assigned to every employee in PeopleSoft.
Job Title: The title of your job listed in the PeopleSoft Human Resources Module.
Employee Record Number: A number assigned in HR to identify when an employee has
more than one job at the District.

5. The Timesheet page defaults to show two weeks. If you like, you can change this view, click
the View By list.

6. In this example, we will enter 80 hours of Regular time for this pay period.
'To enter in time for a day click in the box below that day.
Click in the top Monday box.

7. Note: All hours entered on this line should correspond to the TRC that you select on this line.
Enter the desired information into the Mon 7/14 field. Enter "8".

8. Enter the desired information into the Tue 7/15 field. Enter "8".

9. Enter the desired information into the Wed 7/16 field. Enter "8".

10. Enter the desired information into the Thu 7/17 field. Enter "8".

11. Enter the desired information into the Fri 7/18 field. Enter "8".

12. Enter the desired information into the Mon 7/21 field. Enter "8".

13. Enter the desired information into the Tue 7/22 field. Enter "8".

14. Enter the desired information into the Wed 7/23 field. Enter "8".

15. Enter the desired information into the Thu 7/24 field. Enter "8".

16. Enter the desired information into the Fri 7/25 field. Enter "8".

17. To select the TRC that is associated with this line click the Time Reporting Code list.

Pagel 3 7
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Instructor Manual-Standard Operating Procedure (SOP)

Self Service Timesheet — Time Entry

Step

Action

Click the scrollbar.

All TRCs that you are eligible to select are displayed. Please remember that the TRC that you
select on this line only corresponds to the hours that are entered on this line.

Regular Pay - REG

Click the Regular Pay - REG list item.

Pagel 3 8

Step

Action

20.

Click the

Once you have entered the time you have two options "Save for Later" and "Submit".

Save for Later: Use this button to partially enter a timesheet and to complete at a later date. You
can enter information on the page each day and submit at the end of the reporting period.

Submit: Use this button to submit this Timesheet to your manager.

Note: Every time you submit your timesheet an email notification is sent to your manager.

button.




Ix * kK Instructor Manual-Standard Operating Procedure (SOP)
gOV 1 Self Service Timesheet — Time Entry
Step Action
The Validate Worked Time page is displayed.
21.
Use this page to confirm that you want to save your timesheet.
22. Click the Yes button.

Pagel 3 9



Ix * kK Instructor Manual-Standard Operating Procedure (SOP)
gOV 1 Self Service Timesheet — Time Entry
Step Action
Once you have "Saved" your time the Reported Time Status grid is populated with the time
23. entered. The Reported Time Status displays the stage the time in.
The "Status” field for each line will display "Saved" until further action is taken.
24, Also populated are the Reported Hours field and each TRC line Total. g
—{
Once your timesheet is complete click the Submit button. E
25. &
END OF PROCESS
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Self Service Timesheet — Time Entry

End Document
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m * * * Instructor Manual-Standard Operating Procedure (SOP)
SS Timesheet — Overtime
.gov

Enterprise Time and Labor (TL) 9.0

DC GOV 9.0 TL Training

SS Timesheet — Overtime
Use the Employee Self Service (SS) Timesheet to report your time worked and not worked.

Purpose
The objective of this document is to show the end user how to enter Overtime.

Please review "SS - Detailed Timesheet Overview" tutorial for further information on:
- Navigating to the SS Timesheet.
- Details on SS Timesheet page features and options.

All overtime must be reported as Regular Pay. PeopleSoft will calculate the total number of hours worked
for each day/week and apply pay rules to determine the correct number of hours for Overtime and if the
employee is eligible.

Note:

Some agencies have their employees and timekeepers use a separate "Time Reporter" overtime code
when entering overtime. For these employees please see the tutorial "SS Timesheet Overtime Code
Entered by Time Reporter".

e This example depicts an employee who works 8 hours a day Monday through Friday. In addition to
his 40 hour tour of duty, the employee works 2 hours of overtime each day on 4/1, 4/2, 4/5 and 4/6.

Step Action
1. Enter Regular and Overtime hours.

Note:
All overtime hours are entered as Regular Pay.

Page14‘3



m .*, * * Instructor Manual-Standard Operating Procedure (SOP)
I

SS Timesheet — Overtime

ew Wiindow | Help | Custom,

Timesheet

Last00000345 FirstO0000345 Emplovee ID: 00000345
Job Title: STAFF ASSISTANT Employee Record Mumber. 0

Li ]

Click for Instructions

View By: IT\ma Period = Date: |03/28/2010 [H m) == Pravious Time Period Mest Time Period ==
Workgroup:  COMP 1&2 Schedule:  Standard
Reported Hours: 0.00 Hours Scheduled Hours:  0.00 Hours

Tue Vved TI Sat  Sun Mon Tue Wel Thu Fri Sat

o e o ot o e e e -
o r—r—r—r—r—r—@— @ @—@—@"“ I = e =
l_l_l_ll_l_l_l_ll_l_l_l_l_l_l_ I =l L=

® Reporied Time Status - clickto hide

© Roportad Hours Summary - clck o view
€ Balances - clickto view
Step Action

2. Click in the Mon 3/29 field.

3. Enter the desired information into the Mon 3/29 field. Enter "8".

4. Press [Tab].

5. Enter the desired information into the Tue 3/30 field. Enter "8".

6. Press [Tab].

7. Enter the desired information into the Wed 3/31 field. Enter "8".

8. Press [Tab].

9. Two hours of overtime was worked on Thursday, Friday, Monday and Tuesday.
Since overtime hours are entered as regular hours, simply enter the total hours worked for
each day.

10. Enter the desired information into the Thu 4/1 field. Enter "10".

11. Press [Tab].

12. Enter the desired information into the Fri 4/2 field. Enter "10".
13. Click in the Mon 4/5 field.
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m .*, * * Instructor Manual-Standard Operating Procedure (SOP)
I SS Timesheet — Overtime

JOV mummmm

Step Action

14. Enter the desired information into the Mon 4/5 field. Enter "10".
15. Press [Tab].

16. Enter the desired information into the Tue 4/6 field. Enter "10".
17. Press [Tab].

18. Enter the desired information into the Wed 4/7 field. Enter "8".
19. Press [Tab].

20. Enter the desired information into the Thu 4/8 field. Enter "8".
21. Press [Tab].

22. Enter the desired information into the Fri 4/9 field. Enter "8".
23. After all the Regular and Overtime hours have been entered select the appropriate TRC.

Mew Window | Help | Gustomize Page | &

Timesheet

Last00000345 FirstD0000345 Employee 1D 00000345

Job Title: STAFF ASSISTANT Employee Record Number: 0

oCI\ckmr\nstruntmns

View Bv: |Tima Perind ;l Date: |E|312812E|1 0 [ (% Refresh == Previous Time Periad Mesd Tirme Periad ==

Workgroup:  COMP 182 Schedule:  Standard
Reported Hours: 0,00 Hours Scheduled Hours:  0.00 Hours

From Sunday 03/28/2010 to Saturday 04/10/2010

Timesneet

Sun  Mon Tue Wed Thu Sat Sun  Mon Tue Wed Thu Fri Sat
328 329 330 331 an 42 4/3 4i3 4/5 4i6 47 48 49 410 Total Time Reporting Code Combo Code
s Jg s [ic [0 [ e[ 1o E E 8] | aQ =
e [ =] a =
N | | | | | N | | ) — | = a B
Save far Later | Submit |

@ Reported Time status - clickto hide

=
=

Date Status Time Reporting Code Comments
ooo

i} Renorted Hours Summary - click (o view

@ Balances - click to view

GoTo:  Manager Self Service
Time Manacement
Punch Timesheet
Eeturn to Select Employee

Step Action

1. Click the Time Reporting Code list.

| =)
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Instructor Manual-Standard Operating Procedure (SOP)

SS Timesheet — Overtime

Timesheet

Lasti0000345 FirstDO000345 Employee D! 00000345

Job Title:  STAFF ASSISTANT Emplovee Record Mumber: 0

Click for Instructions

View By ITlmePennd | Date: 03f2812010Eﬂ 2 Retresh

== Previous Time Period

Mext Time Period ==

Workgroup: COMP 182 Schedule:  Standard
Reported Hours: 0.00 Hours Scheduled Hours:  0.00 Hours

From Sunday 03/28/2010 to Saturday 04/10,2010
Timesheet Overrides

Sun  Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
328 320 330 331 4N 4/2 413 414 415 416 47 48 419 410 Total

A I O ) EE T . wl [ e[
R Y e YN
Y e

Save for Later | Submit I

i ] Repotted Time Status - clickto hide
Date Status

-
2
2

Time Reporting Code Comments

0.00

@ Reported Hours Summary - click to view

€ Balances - click o view

GoTo:  Manager Self Service
Time Manaderent
Bunch Timesheet
Beturn to Select Ernplovese

Time Reporting Code Combo Code

Admin Closing Pay Scheduled
Admin Closing Pay Unschedul
Admin Leave Pay - ADLUS
Admin Leave with Pay Schedul
Annual Leave Advance - ALADY
Bereavernent - BEY

Call In 2 Hour Min-MotWorked
Call In 2 Hour Min-Worked - CI2
CallIn 4 Hour Min- MotYaorked
CallIn 4 Hour Min- Worked - C|
Comp Time Earned - COMP
Cornp Time Payout- CTP b
Cormp Time Taken-Scheduled
Comp Time Taken-Unschedul
Continuation of Pay - COP
Court Appearance-Strainht OT
DPW Route 1 Hours - RT1
DPW Route 2 Hours - RT2
EDP Regular 10% - EDR10
EDF Regular 10% Mot vWorked
EDP Regular 27% - EDR27
EDF Regular 279% Mot Worked
EDF Regular 5% - EDRS

EDP Regular 5% Mot Worked -
Family Leave WD Pay - FMLWY
Holiday Pay Union - HOLZ2

Holiday Worked - HLW hd

a =
bsantwithout Lo - oL | | o =
AbsentWithout Pay - AWOP I a =

Step Action

24. Click the scrollbar.
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m * * * Instructor Manual-Standard Operating Procedure (SOP)
SS Timesheet — Overtime
.gov

T T T e T ST
Timesheet

Last00000345 First00000345 Ernployee |D: 00000345

Job Title: STAFF ASSISTANT Employee Record Mumber: 0

L]

Click far Instructions

View By: ITlme FPeriod > Date: IDSJEBIQEH 0 % Rafrash == Previgus Time Period Mext Time Period ==

Workgroup: COMP 182 Schedule:  Standard
Reported Hours:  0.00 Hours Scheduled Hours:  0.00 Hours

From Sunday 03/28/2010 to Saturday 04/10/2010
Timesheet

Overrides

Sun  Mon Tue Wed Thu i Sat
F28 329 330 331 an 42

Sun Mon Tue Wed Thu Fri
473 4/4 475 46 47 48 49 Time Reporting Code

[ kb bk [k fho o [ [ [ wl wl sl sl s _ _ a B
el el | ] et el | | st o — e oo a B
l—l_l—l_l—l_l_l—l—l—l—l—l_l— Might Differential - NITP I a, =

Might Differential Mot Worked -

Save for Later | Submit I Mo Hours Worked in Feriod - M

OPRS Only - Cormp Earned Adj

OPRE Only - Comp Taken Adju
125 25

@ Repored Time Status - clickto hide
Date Status

cheduled - URI
Time Reporting Code Comments Restored AL- Unscheduled - U
0.00 Restored Leave Used - RSV
Schd Sick Leave Incent Pgm T
Scheduled Annual Leave - ANE
Scheduled Family Annual Leay
Scheduled Family Restored Le
el " Scheduled Family Sick Leave -
[ ] Reported Hours Surmmary - click to wiew Scheduled Jury Duty - JURYS
€ Balances - click to view Scheduled Military Pay - MILIS
Scheduled Sick Leawe - SKP
Sick Leave Advance - SLADY
Sunday Pay - SUNP
Sunday Pay MNotYorked - SUMN
Susgpended W/O Pay- SWOP
Go To: Manager Sell Service sSuspended With Pay - SiWP
Unsch Sck Leave Incent Pgm 1
Unscheduled Annual Leave - A
Punch Timesheet Unscheduled Farmily Ann Leay |
Return to Select Employee Unscheduled Family Sick Leaw
Unscheduled Flv Bestored Loz

-
2
e

Time Management

Step Action

25. EG list item.

26. Once you have entered the time you have two options "Save for Later" and "Submit".
Save for Later: Use this button to partially enter a timesheet and to complete at a later
date. You can enter information on the page each day and submit at the end of the
reporting period.

Submit: Use this button to submit this Timesheet to your manager.

Note:
Every time you submit your timesheet an email notification is sent to your manager.
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m .*, * * Instructor Manual-Standard Operating Procedure (SOP)
I

SS Timesheet — Overtime
JOV

Timesheet
Last00000345 First00000345 Ernployee |D: 00000345
Joh Title:  STAFF ASSISTANT Ermplayee Record Mumber: 0

Click for Instructions

View By: | Time Period 'I Date: [0328/2010 [3) m} == Previous Time Period et Tirne Period ==
Workgroup: COMP 182 Schedule:  Standard
Reported Hours: 0,00 Hours Scheduled Hours: .00 Hours

From Sunday 03/28/2010 to Sat

Sun  Mon Tue Wed Thu Fri Sat  Sun Mon  Tue Wed Thu  Fri Sat
328 320 330 IH MM 42 43 44 4i5 4ii 47 48 49 410 Total

[k T B Tho Tho [ [ [ o[ e[ e[ &[

Time Reporting Code Combo Code

a H
I ] e e ) - _— <5
s e e e ) | e ) ) — -

Save for Later | Submit |

[i] Eeported Time Status - click to hide

-
2

Date Status Time Reporting Code Comments
0.00

[i] Reported Hours Surnmary - click to view

o Balances - click to view

GoTo:  Manager Self Serice

Time Managernent
Punch Timesheet

Return to Select Employee

Step Action

27. Click the Submit button
Submit

A0 surevouwart o sulnttie Tinasheat?

M Canee
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Instructor Manual-Standard Operating Procedure (SOP)

b i
I SS Timesheet — Overtime
JOV

Step Action

28. Click the OK button.

o |

Timesheet
Submit Confirmation

V The Submitwas successfil.
Time forthe Time Period of 2010-03-28to 2010-04-10is submitted

Step Action
29. Click the OK button.
30. ¥bufhave successfully submitted a Timesheet with Overtime for a Pay Period.
End of Procedure.
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Holiday NOT Worked

DC Government

Self Service Timesheet
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Enterprise Time and Labor (TL) 9.0

DC GOV 9.0 TL Training

SS Timesheet - Holiday Not Worked
Use the Self Service (SS) Timesheet to report your time worked and not worked.

Purpose

The objective of this document is to show the end user how to enter a holiday where the employee does
not work on the Timesheet.

Please review "SS - Detailed Timesheet Overview" tutorial for further information on:
- Navigating to the SS Timesheet.
- Details on SS Timesheet page features and options.

* In this example, there is a holiday on 3/29/10. The employee does not work on this day and all other
time is reported as Regular Time.

Step Action
1. Enter holiday hours.

Note:

If you are using the same Time Reporting Code (TRC). All the hours associated with that
TRC should be reported on the same line.

A URALLIC LK LI B L
Timesheet

Last00000005 FirstD0000005 Employes ID: 00000005

JobTille:  Program Manager Employee Record Number. 0

i)

ViewBy. |TimePeriod ¥|  Date: [03/2812010 3 (2 Refiesh 2= Provious Time Period et Tirne Period =»

Workgroup:  C11EXEMPT Schedule: Standard
Reported Hours:  0.00Hours  Scheduled Hours:  0.00 Hours

From Sunday 03/28/2010 to Saturday 04/10;2010
{ Timesheet Y Overides

Sun Mon Tue Wed Thu Fi  Sat Sun Mon Tue Wed Thu Fii Sat
328 320 350 ¥ 41 42 43 44 4B 46 47 48 49 410 Total Time Reporting Code

Frrrrrrr
R A v I A aQ B
NN O A K| a H

Bave for Later | Submit |

Combo Code
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Step Action

2. Click in the Mon 3/29 field.

Enter the desired information into the Mon 3/29 field. Enter "8".

After all the holiday hours have been entered.

Select the appropriate TRC.

Timesheet

Last00000005 First00000005 Emplayee ID: 00000005
JohTitle:  Program Manager Employee Recard Nurber: 0

Li]

View By: |Time Period = Date: |03I2812010Eﬂ 2 Refrech == Previous Time Period Mest Time Period ==

Workgroup:  C11EXEMPT Schedule: Standard
Reported Hours:  0.00 Hours Scheduled Hours:  0.00 Hours

From Sunday 03282010 to Saturday 04/10,2010

Timesheet _Overr\des

Sun Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri Sat
328 329 330 331 41 42 43 44 115 16 7 118 419 4110 Total Time Reporting Code Combo Code

N O | | Ml Q =
I O | v | Al Q H
Y | v | ] Q =

Save for Later | Submit |

Step Action

5. Click the Time Reporting Code list.
6. The TRCs displayed are based on employee's position information. This means that

different employees may see different codes. For example, union employees will see
"Holiday Pay Union".

EUF REQUIED L7 - ELFAT
ECF Regular 27% Kot Worked

@ Reported Hours Surmmany - clickto view EDP Regular 5% - EDRS
: o EDF Regular 5% Motwoarkead -
ﬂ Balances - click to view Executive Universal Leave Tkn

Family Annual Leave - FMAL |
Farnily Leawe Wi Pay - FMLW
Family Restared Leave - FMRE
Family Sick Leave - FM3K
Furlough FUR

GoTo:  Manager Self Service | v

Time Management

Hiolinay iorked - HLW
Jury Duty - JURY

Punch Timesheet Leave WD Pay - LWOP
Return to Select Employees Wilitary Pay - MILI

Minht Differential - BITE -

Page]_ 5 2



Step Action

7. In this example the employee is a non-union employee.

Click the Holiday Pay - HOL list item.

From Sunday 03/28/2010 to Saturday 04/10:2010

Timesheet | Overrdes

S Mon Tue Wed Thu Fri  Sat Sun  Mon Tue Wed Thu Fri @ Sat
328 320 330 IM 41 42 43 44 4B A6 47 48 49  4M0  Total Time Reporting Code Combo Code

TR m—m

L O ]

rrrrerorrrrrr T ]

Save for Later | Bubmit |

Step Action
8. Enter Regular Pay for the rest of the Pay Period.
Note:
Do not enter Holiday Pay hours for the same hours that you have Regular Pay Hours.
Click in the Tue 3/30 field.
9. Enter the desired information into the Tue 3/30 field. Enter "8".
10. Press [Tab].
11. Enter the desired information into the Wed 3/31 field. Enter "8".
12. Press [Tab].
13. Enter the desired information into the Thu 4/1 field. Enter "8".
14. Press [Tab].
15. Enter the desired information into the Fri 4/2 field. Enter "8".
16. Click in the Mon 4/5 field.
17. Enter the desired information into the Mon 4/5 field. Enter "8".
18. Press [Tab].
19. Enter the desired information into the Tue 4/6 field. Enter "8".
20. Press [Tab].
21. Press [Tab].
22. Enter the desired information into the Thu 4/8 field. Enter "8".
23. Press [Tab].
24, Enter the desired information into the Fri 4/9 field. Enter "8".
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Timesheet

Last00000005 Firstd0000002 Ermployee 1D:

Joh Title:  Program Manager

00ononos

Emplovee Record Mumber: 0

i}
View By | Time Period ~

Workgroup:  C11EXEMPT
Reported Hours:  0.00 Hours

Date: [03/282010 [ (2 Refresh

Schedule:  Standard
Scheduled Hours:  0.00 Hours

From Sunday 03:282010 to Saturday 04/10;2010

Timesheet

Sun  Mon Tue Wed Thu Fri Sat  Sun  Mon  Tue
328 329 330 331 44 42 43 44 45 46

== Previous Time Period

Mewt Time Period ==

Wed Thu  Fri Sat

7 A8 40 4110 Total

Y O R R |

T kT [T e[ e[ [ s d[
NN N ) ) | |

Time Reporting Code

Combo Code

[ Haliday Pay - HOL =l

a =
B a =
a =

| =

Save for Later | Submit |

Step Action

25. Click the Time Reporting Code list.
K i

Gun Mon Tue Wed Thu Fi S Sun  Mon Tue
P O O T R T

[ETTTTTTTT
EREANENNEE

Wed Thu Fi Sl
i 48 49 40 Tota

T
EEEN

Titte Reporting Code

Combo Code

Holiday Pai- HOL

L= |

QHH

L= |

QEH

IS

I_I_I_I_I_l_l_ | | | AheantWithant | aave . BANL _| Q E

Step Action

26. Click the scrollbar.

TR T T
) ) ) Family Leave WO Pay - FRMLA

0 Reported Time Status - click to hide Family Restored Leave - FMRE
Date Status Total Time Reporting Code Comments Farnily Sick Leave - FM3K

0 Feported Hours Summary - click to view

€) Dalances - click to view

GoTo,  Manager Self Service

Time Manadement

0.0a

Futlough - FUR

Haoliday Pay - HOL

Holiday Worked - HLW

Jury Duty - JURY

Leave WO Pay - LWOP

hiilitany Pay - MILI

Might Differential - MITP

Might Differential Mot Worked -
OPRS Only- Comp Earned Adj
OPRS Only- Comp Taken AdjL
OnCall2a% - OCP25

‘Reqular Pay- REG

Festared AL- Unscheduled - U
Restored Leave Used - REU
Sick Leave Advance - SLADY

Cirl | oove Inrantive P Tale
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Step Action

27. Click the Regular Pay - REG list item.

Fegular REG

28. Once you have entered the time you have two options "Save for Later" and "Submit".

Save for Later:
Use this button to partially enter a timesheet and to complete at a later date. You can
enter information on the page each day and submit at the end of the reporting period.

Submit:
Use this button to submit this Timesheet to your manager.

Note:
Every time you submit your timesheet an email notification is sent to your manager.

Workgroup:  C11EXEMPT Schedule:  Standard
Reported Hours:  0.00Hours  Scheduled Hours: (.00 Hours

From Sunday 03:28/2010 to Saturcay 041102010

Timesheet'( Overrides | [F

Sin Mon Twe Wed Thu Fi Sat Sun Mon Tue Wed Thw Fi  Sat
3286 320 330 IM 41 42 43 44 45 46 47 4B 49 40 Total Time Reporting Code Combo Code

TR LTI LT[ s Q B
|_|_|8_|8_|8_|8_|_|_|_8|_8|_8|_8|_8|_ Renilar Pay- REG || Q [
rrrrrrrrrrrrrirT | Q=

Save for Later | Submit |

Step Action

29. Click the Submit button.
Subrmit I

Are ol sure you swant to submit the Timesheet?

oK | Cancell

Step Action

30. Click the OK button.
Ok
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Timesheet

Submit Confirmation

¢ The Submitwas successiul.

Time far the Time Period of 2010-03-28 to 2010-04-10is submitted

Step Action
31. Click the OK button.
32. You have successfully submitted a Timesheet with Holiday Pay for a Pay Period.

End of Procedure.
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Office of the Chief Medical Examiner - 401 E Street, S.W., Washington DC 20024

Holiday Worked

DC Government

Self Service Timesheet
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m * * * Instructor Manual-Standard Operating Procedure (SOP)
| ESS Timesheet -Holiday Worked
OV mmmm

Enterprise Time and Labor (TL) 9.0

DC GOV 9.0 TL Training

ESS Timesheet - Holiday Worked
Use the Employee Self Service (ESS) Timesheet to report your time worked and not worked.

Purpose
The objective of this document is to show the end user how to enter a holiday on the Timesheet where
the employee works on the holiday (and is entitled to receive a premium for working on the holiday).

Please review "ESS - Detailed Timesheet Overview" tutorial for further information on:
- Navigating to the ESS Timesheet.
- Details on ESS Timesheet page features and options.

e In this example, there are holidays on 4/12/10 and 4/23/10. The employee works all day on 4/12 and
5 hours on 4/23. All other time is Regular Time.

Step Action
1. Enter holiday hours that the employee worked.
Note:

If you are using the same Time Reporting Code (TRC). All the hours associated with that
TRC should be reported on the same line.

View By: ITime Perind v| Date: Igmmmn E{J 2 Refresh | == Prewious Time Period Mext Time Period ==

Workgroup:  ClJ 33 LA Schedule: UDC
Reported Hours:  0.00Hours  Scheduled Hours:  0.00 Hours

From Sunday 04/11/2010 to Saturday 04:24,2010
‘( Timesheet \( Owertides \‘

Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
412 413 414 45 46 M7 418 4119 4200 4 422 423 424 Total Time Reporting Code

- | 5

N O | B

0
O I ! I | L Ve
Save for Later | Subimit | H@
&
[
Step Action
2. Click in the Mon 4/12 field.

3. Enter the desired information into the Mon 4/12 field. Enter "8".




m * * * Instructor Manual-Standard Operating Procedure (SOP)

| ESS Timesheet -Holiday Worked
OV mmmm
Step Action
4. Click in the Fri 4/23 field.

1

Enter the desired information into the Fri 4/23 field. Enter "5".

Once all the holiday hours worked have been entered the next step is to select the
appropriate TRC.

ViewBy: [TmePernd ¥|  Date: (041172010 (2eesn|  cxPreiousTimePorod et Tire Ferod =»

Workgroup:  CU 33 LAW Schedule: UDC
Reported Hours:  0.00Hours  Scheduled Hours: (.00 Hours

From Sunay 0411112010 to Saturday 04:24:2010

{ Timesheet ! Ovettices

Mon Tue Wed Thu Fi Sat Sum Mon Tue Wed Thu Fi Sat
412 413 444 415 46 A7 418 49 420 4 422 4 424 Total Time Reporting Code Combo Code

R | il
5 e e e e o el
I e e e e e o 1

Save for Later | Submit |
Step Action
7. Click the Time Reporting Code list.
8. The TRCs displayed are based on employee's position information. This means that
different employees may see different codes.

ATTTIIET LEGVE TARETT- ALT
Attorney Saturday Pay - ASAT
Bereavermnent- BEY
Comp Time Earned - COMP
Date Status Total Time Reporting Code Comments Comp Time Payout - CTP
o0 Cornp Time Taken - COMPT
Continuation of Pay - COP
Family Annual Leave - FMAL
Family Leave W0 Pay - FMLW
Family Restored Leave - FMRE
Family Sick Leave - FMSK
Furlough - FUR
0 Balances - click o view Haoliday Pay - HOL

i ] Eeported Time Status - clickto hide

0 Eeported Hours Summary - click to view

Step Action

9. Click the Holiday Worked

HLW list item.

10. Next enter 3 hours of Holiday Pay (holiday hours not worked) 04/23/10.
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m * * * Instructor Manual-Standard Operating Procedure (SOP)
| ESS Timesheet -Holiday Worked
OV mmmm

AL

ViewBy: |TimePeriod *|  Date: 04;11;2010@ 2 Reresh =« Previous Time Period  Net Time Petiod ==

Workgraup: L) 23 LAW Schedule: UDC
Reported Hours: 000 Hours  Scheduled Hours: 0.0 Hours

Frath Sunday 04/112010to Saturday 04242010

{ Timesheet | vetices

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fi @ Sat
411 412 413 414 415 416 447 418 419 4200 421 422 423 44 Total Time Reporting Code Combo Code

CE T T T s iy Woree1- LY Q [
Crorrrrrrrr T T il Q B
Step Action

11. Click in the Fri 4/23 field.

12. Enter the desired information into the Fri 4/23 field. Enter "3".

Timesheet

Last00000078 Firstdnoooo7a Employee IC: 00000079

Joh Title:  TRIALATTORMEY Employee Record Mumber: 0

(1]

ViewBy. |TimePeriod ¥|  Date: 041172010 ) (2 Refresh | == Previous Time Period  Mext Time Period ==

Workgroup:  CLJ 33 LaW Schedule: UDC
Reported Hours:  0.00 Hours Scheduled Hours:  0.00 Hours

From Sunday 04/11/2010 to Sa 04/24,2010
‘f Timesheet Y Crverrides \I

Mon Tue Wed Thu Sat  Sun Mon Tue Wed Thu Fri Sat
M2 443 4M4 45 416 4117 448 4M9 4720 4721 422 423 424 Total Time Reporting Code

6L [ [ [ [ [ [ [ [ T3 [Foiceyviorted 1Y
[ Y Y O | e | | -]
] N e ) ] | ) | | -, | =

Save for Later | Submit |

Step Action

13. Click the Time Reporting Code list.
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Instructor Manual-Standard Operating Procedure (SOP)

ESS Timesheet -Holiday Worked

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
411 412 413 4114 4115 416 4MF 418 4M9 4/20 4/21 422 423 424 Total

e I s
I [
o ()

saveforLater | Subrmit |

(i ] Eeparted Time Status - click to hide

Time Reporting Code

Holiday Worked - HLW |

-

Absentwithout Leave - AWOL |
AhsentWithout Pay - AWOP
Administrative Closing Pay- Al
Administrative Leave With Pay -
Annual Leave Advance - ALADY
Annual Leave Taken - ALT
Aftorney Saturday Pay - ASAT

Date Status Total Time Reporting Code Comments Bereavermnent - BEY
000 Comp Time Earned - COMP
: Comp Time Payout- CTP
Comp Time Taken - COMPT
Continuation of Pay - COP
Farnily Annual Leave - FMAL
) ) Family Leave Wi Pay - FMLYY
(i ] Eeported Hours Summary - click to wiews FamiI: Restorad Lea:e . FMRS
€ Balances - click to view Family Sick Leave - FMSEK
Furlough - FUR
Jury Dty - JURY
Step Action
14. j item.
15. Enter Regular Pay.

Note:

Holiday Worked hours should always be matched with Regular Pay hours.

=< Pravious Time Period ~ Wext Time Pariod ==

Vewby: [TimePerod ¥|  Date: 31720105 B

Workgroup:  CL 33 LMW
Reported Hours: 0,00 Hours

Schedule: 1DC
Scheduled Hours: 0,00 Hours

From Sunday 04111:2010 to Saturday 04:2412010

{ Timesheet | Overies

Sun Mon Tue Wed Thu Fri St Sun Mon Tue Wed Thu Fi Sat
411 412 4N3 48 415 M6 47 4B M9 420 41 422 423 4 Total

Tite Reporting Cocle

Combo Cote

CETL L L LTI [Folgaywores- w3 q H
T rrrrrrrrrrrasr— Haliday Pay- HOL Q E
I_FFITI_TI_|I_I_I_I_I_I_I_ | 1 18
Step Action

16. fﬁw the Mon 4/12 field.

17. Enter the desired information into the Mon 4/12 field. Enter "8".
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Instructor Manual-Standard Operating Procedure (SOP)

ESS Timesheet -Holiday Worked

o
»*
»*

Step Action

18. Press [Tab].

19. Enter the desired information into the Tue 4/13 field. Enter "8".
20. Press [Tab].

21. Enter the desired information into the Wed 4/14 field. Enter "8".
22. Press [Tab].

23. Enter the desired information into the Thu 4/15 field. Enter "8".
24, Press [Tab].

25. FHTET'THP desired information into the Fri 4/16 field. Enter "8".
26. Click in the Mon 4/19 field.

27. Enter the desired information into the Mon 4/19 field. Enter "8".
28. Press [Tab].

29. Enter the desired information into the Tue 4/20 field. Enter "8".
30. Press [Tab].

31. Enter the desired information into the Wed 4/21 field. Enter "8".
32. Press [Tab].

33. Enter the desired information into the Thu 4/22 field. Enter "8".
34. Press [Tab].

35. Again, all Holiday Worked hours should have matching Regular Pay hours. We therefore

have to match the 5 Holiday Worked hours on Friday with Regular Pay hours.

Enter the desired information into the Fri 4/23 field. Enter "5".
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m * * * Instructor Manual-Standard Operating Procedure (SOP)
| ESS Timesheet -Holiday Worked
OV mmmm

Timesheet

Last00000079 First00000073 Ermployee D: 00000079
JobTitle:  TRIAL ATTORMEY Employee Record Number. (

0

ViewBy: |TimePeriod *|  Date: (0411172010 [l | Refresh =«Presious Tirne Period  NewtTime Petiod ==

Workgroup:  CL 33 LAW Schedule: UDC
ReportedHowrs: 000 Hours  Scheduled Hours: 000 Hours

From Sunday 04/11/2010to Saturday 04/24/2010

{ Timesheet Y Ouerrices

Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fi Sat
M2 413 44 415 a6 447 48 419 420 41 422 423 424 Total Time Reporting Code Combo Code

|e_|_|_|_|_|_|_|_|_|_|—|—5|_ [Haligey worked - HLUW =] | Q =
1 I R O O TR | 4=
B kB B T[T s e[ s[ & &[ [ Al L

saveforlster | Submit |
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Instructor Manual-Standard Operating Procedure (SOP)

ESS Timesheet -Holiday Worked

Step Action

36. Click the Time Reporting Code list.

|

Mon Tue Wed Thu Fri Sat Sun

Tue Wed Thu Fri Sat
4 413 414 4115 416 417 4118 4520 4521 422 4523 4524 Total Time Reporting Code
| [ ] | | | | | | | | | | Holiday wiorked - HLiY -
[ Y Y Y Y B I | | Y [Holiday Pay - HOL d
N XN I I R CH sl s8] 8] s8] s M
EEID AP LEIET I SN I AbsentWithout Leave - MAOL |
AbsentWithout Pay - AVWOP
Administrative Closing Pay - AC
o . ) ) Administrative Leave With Pay -
Reported Time Status - click to hide Annual Leave Advance - ALADY
= = Annual Leave Taken - ALT
Date alatus Nime Reporting Lode
Date Status Total Time Reporting Code Commernts Attorney Saturday Pay - ASAT
0.00 Bereavement - BEY
Comp Time Earned - COMP
Comp Time Payout- CTP
Comp Time Taken - COMPT
o ) ) Continuation of Pay - COP
Reported Hours Summary - click o view Farnily Annual Leave - FMAL
) Balances - click to view Family Leave W0 Pay - FML
Family Restored Leave - FMRE
Family Sick Leave - FMSK
Furlough - FUR
Haoliday Pay - HOL
Holiday Warked - HLYY
. ; FJury Duty - JURY
GoTo:  Manager Self Service i) ;
Leawve WO Pay - LWOP
Time Management military Pay - MILI
Punch Timashest Might Differential - MITF —
Step Action
37. Click the scrollbar.
38. 1y - REG list item.
39. Once you have entered the time you have two options "Save for Later" and "Submit".

Save for Later:
Use this button to partially enter a timesheet and to complete at a later date. You can
enter information on the page each day and submit at the end of the reporting period.

Submit:

Note:

Use this button to submit this Timesheet to your manager.

Every time you submit your timesheet an email notification is sent to your manager.
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Instructor Manual-Standard Operating Procedure (SOP)

DC

.gov

ESS Timesheet -Holiday Worked

Timesheet

Last00000079 First0000007Y Employee ID: 00000079

Joh Title:  TRIALATTORMEY

Employee Recard Mumber: 0

View By: ITime Petiod v[ Date: |04r1 112010 [31 [ Refresh | == Previous Time Period
Workgroup:  CLU 33 Law Schedule: UDC
Reported Hours:  0.00 Hours Scheduled Hours:  0.00 Hours

Mexd Time Period ==

From Sunday 04/11;2010 to Saturday 04:24,2010

{ Timesheet { Crverrides |

Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Sat

12 413 413 416 416 M7 4M8 419 4720 421

| 422 24 Total Time Reporting Code
N N N [

5 | [ Holiday worked - HLw =l
| | [ | | | | | | | | EL [ Holiday Pay- HOL =l
| E I R EE | I8l & 8] =&l 4] Fequiar Pay - REG

SaveforLater | Submit |
Step Action
40. Click the Submit button
Submit

Are you sdre yvoud want to submit the Timesheet?

Ol Cancel
Step Action
41. Click the QK button.
]
Timesheet

Submit Confirmation

“ The Submitwas successtul.

Time far the Time FPeriod of 201 0-04-11 to 2010-04-24 is submitted
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Step

Action

42.

Click the OK button.

43.

You have successfully submitted a Timesheet with Holiday Worked for a Pay Period.
End of Procedure.
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Sick Leave
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m * * * Instructor Manual-Standard Operating Procedure (SOP)
| ESS-Timesheet — Sick Leave
OV mmmm

Enterprise Time and Labor (TL) 9.0

DC GOV 9.0 TL Training

ESS Timesheet - Sick Leave
Use the Employee Self Service (ESS) Timesheet to report your time worked and not worked.

Purpose
The objective of this document is to show the end user how to enter Sick Leave on the Timesheet. Please
note that the steps covered can be applied to different TRCs including:

Family Sick Leave

Sick Leave Bank - Taken
Personal Sick Leave - Taken
Scheduled Sick Leave

e Unscheduled Sick Leave

e Bereavement

Please review "ESS - Detailed Timesheet Overview" tutorial for further information on:
- Navigating to the ESS Timesheet.
- Details on ESS Timesheet page features and options.

e In this example, an employee takes 8 hours of Sick Leave on 3/29/10 and 4 hours on 4/5/10. All other
time is reported as Regular Time.

Step Action
1. Enter leave hours.
Note:

If you are using the same Time Reporting Code (TRC). All the hours associated with that
TRC should be reported on the same line.

Timesheet

Last00000018 Firstl0000018 Emplayee ID: 00000013
JohTitle:  TRIAL ATTORMEY Ermplayee Recard Mumber. 0

i ]

Click for Instructions

ViewBy: |Time Period »|  Date: [03r28/2010 3] (2 Refresh 22 Previous Time Period  Mesxt Time Period ==

Workgroup:  C33 LAWPT Schedule:  Standard
Reported Hours: 000 Hours Scheduled Hours:  0.00 Hours

From Sunday 0:3/28/2010 to Saturday 04/10/2010

Timeshost

Page 1 68

Sun Mon Tue Wed Thu Fri Sat Sun  Mon  Tue Wed Thu Fri Sat
328 320 330 331 41 42 43 4 45 46 47 48 49 410  Total Time Reporting Code Combo Code

NN N ) | | | | [ = L
] N | Y A | | [ = « =
] I ) N N | | | [ =l L

Sawe for Later | Submit |




m * * * Instructor Manual-Standard Operating Procedure (SOP)
ESS-Timesheet — Sick Leave
.Jov

Step Action
2. Click in the Mon 3/29 field.
3. Enter the desired information into the Mon 3/29 field. Enter "8".

Click in the Mon 4/5 field.

[

Enter the desired information into the Mon 4/5 field. Enter "4".

After all Sick Leave hours have been entered - select the appropriate TRC.

From Sunday 03282010 to Saturday 04102010

| Timesheet | (vetrides

S Mon Tue Wed Thu Fi St Sun Mon Twe Wed Thu R Sat
308 320 30 3N 4 42 43 4 46 46 47 4B 49 410 Total TimeReporting Code Combo Code

0 A O O 1 =
crrrrrrer T rrr | ol “e
(TTrrrrrerrrrrr 1 S L

Save for Later | Submit |
Step Action
7. Click on the Time Reporting Code list.

| =

From Sunday 03/28:2010 to Saturday 04/10/2010

Sun Mon Tue Wed Thu Fri  Sat Sun  Mon Tue Wed Thu Fii Sat
28 320 330 I 41 42 43 4 45 416 Lir 48 49 4110  Total Time Reporting Code

Combo Code

N N A A O 2l S
l_l_l_l_l_l_l_l_l_l_l_l_l_l_ AnsemWilhuutLeave-AWOLiI a H
l_l_l_l_l_l_l_l_l_l_l_l_l_l_ AhgentWithout Pay - AWOP I a [=

Administrative Closing Pay - AC
Save for Later | Submit | Administrative Leawe With Pay -
Annual Leave Advance - ALADY
Annual Leave Taken - ALT
Attorney Saturday Pay - ASAT

 Reported Time Status - elickto hid Bereavement - BEY
B—— Comp Time Eamed - COMP
Date Status Total Time Reporting Code Comments Comp Time Payout- CTR
0.a0 Comp Time Taken - COMPT

[Cantinuation of Pay - COF
Family Annual Leawe - FMAL
Family Leave WiT Pay - FMLYY
Family Restored Leave - FMRE
Family Sick Leave - FMSK
Furlough - FUR

) Balances- clickto view Haliday Pay- HOL

Holiday Worked - HLA
Iure Cuihe. | IEY

(i) Renorted Hours Summary - elick to view
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m * * * Instructor Manual-Standard Operating Procedure (SOP)

| ESS-Timesheet — Sick Leave
OV mmmm
Step Action
8. Click the scrollbar.
9. Note:

The TRCs displayed are based on employee's position information. This means that
different employees may see different codes. For example, union employees will see
"Scheduled Sick Leave" and "Unscheduled Sick Leave".

In this example the employee is a non-union employee.
Click the Sick Leave Taken - SLT list item.

10. Enter Regular Pay hours for the rest of the Pay Period.

Note:
Do not enter Regular hours for the same hours that you were on leave.

From Sunday 03/28/2010to Saturday 041072010
| Timesheet | (verrides

S Mon Tue Wed Thu Fi Sat S Mon Tue Wed Thu Fi Sat
328 329 330 3 4 42 43 M 45 46 47 48 49 M0 Total

Time Reporting Core Comho Code

CE T T T T T I T ronri Sk LeaeTeen- o1 q H

Crrrrrrr e rrT | ] Q B

N E— ] A B
Baie for Later | Subrrit |

Step Action

11. Click in the Tue 3/30 field.

12. Enter the desired information into the Tue 3/30 field. Enter "8".

13. Press [Tab].

14, Enter the desired information into the Wed 3/31 field. Enter "8".

15. Press [Tab].

16. Enter the desired information into the Thu 4/1 field. Enter "8".

17. Press [Tab].

18. Enter the desired information into the Fri 4/2 field. Enter "8".

19. Click in the Mon 4/5 field.
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m * * * Instructor Manual-Standard Operating Procedure (SOP)

| ESS-Timesheet — Sick Leave
OV mmmm
Step Action
20. 4 hours of Sick Leave was reported on 4/5, The 4 hours worked should be entered as
Regular Pay to make up the 8 hour work day.
Enter the desired information into the Mon 4/5 field. Enter "4".
21. Press [Tab].
22. Enter the desired information into the Tue 4/6 field. Enter "8".
23. Press [Tab].
24. Enter the desired information into the Wed 4/7 field. Enter "8".
25. Press [Tab].
26. Enter the desired information into the Thu 4/8 field. Enter "8".
27. Press [Tab].
28. Enter the desired information into the Fri 4/9 field. Enter "8".

From Sunday 03282010 to Saturday 041402010

[ Timesheet | Qveties

Sun Mon Tue Wed Thu Fi St S Mon Tue Wed Thu Fi Sat
308 320 350 3M M 42 43 4 45 46 47 4B 49 440 Total  TimeReporting Code Comho Code

CF T T T T I [eickLemeToen-57 7] Q &
R0 0 O e O K 4
TI_I_ITI_TW_!_!_!_!_I_I_ | | =

M|

Farnily Leave W0 Pay- FMLW
Family Restored Leave - FMRE
) Balances - tlickto view Farmily 3ick Leae - FM3K
Furlaugh- FUR

Holiday Pay - HOL

Haliday Worked - HLW

Jury Duty - JURY

Leave WO Pay - LWOP

0 Renortad Hours Burirmary - elick to view

GoTo;  Managet Belf Sarvice ilitary Pay - MILI
) Might Differential - MITR -
Time Managermant Might Diferential Not Worked -
Punch Timesheet OPRS Only- Comp Eamned Adj
OPRS Cinly- Comp Taken Adj

Return to Select Emplayes

Reqular Pay- REG
Restored AL- Unschaduled - U
Restored Leave Used - REU =
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m * * * Instructor Manual-Standard Operating Procedure (SOP)

| ESS-Timesheet — Sick Leave
OV mmmm
Step Action
30. Click the Regular Pay - REG list item.
R
31. Once you have entered the time you have two options "Save for Later" and "Submit".

Save for Later:
Use this button to partially enter a timesheet and to complete at a later date. You can
enter information on the page each day and submit at the end of the reporting period.

Submit:
Use this button to submit this Timesheet to your manager.

Note:
Every time you submit your timesheet an email notification is sent to your manager.

Timesheet

Last00000018 FirstDOOO0018 Employee ID: 00000018
JohTitle:  TRIAL ATTORMEY Ermplayee Recard Mumber. 0

i ]

Click for Instructions

View By: | Time Period » Date: |0m28/2010 E:‘] 2 Refresh == Presious Tirne Petiod Mest Time Petiod ==

Workgroup:  C33 LAWPT Schedule: Standard
ReportedHours: .00 Hours  Scheduled Hours: (.00 Hours

From Sunday 03/28:2010 to Saturday 04/10/2010

Sun Mon Tue Wed Thu Fri  Sat Sun  Mon Tue Wed Thu Fii Sat
28 320 330 I 41 42 43 4 45 416 Lir 48 49 4110  Total Time Reporting Code Combo Code

I_Is_l_l_l_l_l_l_l_al_l_l_l_l_ |SickLeave Taken-5LT x| | Q [
|_|_|8_|8_|8_|8_|_|_|_4|_8|_8|_8|_8|_ Regllar Fay- REG -|| a [E
|_|_|_||_|_|_|_||_|_|_|_|_|_|_ [ Ml Q =
Step Action
32. Click the Submit button.

Submit |

Are youd sure yvou wantto submitthe Timesheet?

(0134 Cancel
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Step Action

33. Click the OK‘ button.
Ok

Timesheet

Submit Confirmation

¢ The Submitwas successiul.

Tirme for the Time Period of 2010-03-28 10 2010-04-10 05 submitted

Step Action
34. Click the OK button.
35. You have successfully submitted a Timesheet with Sick Leave for a Pay Period.

End of Procedure.
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DC Government
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m * * * Instructor Manual-Standard Operating Procedure (SOP)
I SS Timesheet — Annual Leave

JOV m—

Enterprise Time and Labor 9.0

DC GOV 9.0 TL Training

SS Timesheet - Annual Leave
Use the Self Service (SS) Timesheet to report your time worked and not worked.

Purpose
The objective of this document is to show the end user how to enter Annual Leave with Pay Time
Reporting Code (TRC). Please note that the steps covered can be applied to different TRCs including:

Scheduled Annual Leave
Unscheduled Annual Leave
CFO Universal Leave
Donated Leave Taken
Family Annual Leave

Please review "SS - Detailed Timesheet Overview" tutorial for further information on:
- Navigating to the SS Timesheet.
- Details on SS Timesheet page features and options.

¢ Inthis example, an employee takes 8 hours of Annual Leave on 3/29/10 and 4 hours on 4/5/10. All other
time is reported as Regular Time.

Step Action
1. Enter leave hours.

Note:
If you are using the same Time Reporting Code (TRC), all the hours associated with that
TRC should be reported on the same line.
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m * * * Instructor Manual-Standard Operating Procedure (SOP)

] SS Timesheet — Annual Leave
JOV
Home Add to Favarites
[ED
New Window | Help | Customi
Timesheet
Last00000078 First00000078 Employee ID: 00000078
Job Title:  FACILITY MGR Emplovee Record Mumber. 1
oClickmrInstructions
View By: |T\me Periad j Date: |031281201D [l [ Refresh <« Previous Time Period  Ne Time Period =»
Workoroup:  C11EXMI0 Schedule: Standard

Reported Hours:  0.00Hours  Scheduled Hours: 0.0 Hours

From Sunday 03/28/2010 to Saturday 04/110/2010
Timesheet | Overtides

Sun Mon Tue Wed Thu Fi Sat Sun  Mon Tue Wed Thu Fii Sat

328 329 330 33 41 42 43 1 45 ai a7 418 19 410  Total Time Reporting Code Combo Code

R O I | A o
R O | I | A o E
R Y I | [ Q

saeforlaer | suomit |

0 Repored Time Status - click to hide

Date Status Total Time Reparting Code Comments
0.000000
Step Action
2. Click the Mon 3/29 field.
3. Enter the desired information into the Mon 3/29 field. Enter "8".

Click in the Mon 4/5 field.

5. Enter the desired information into the Mon 4/5 field. Enter "4".

After all the Annual Leave hours have been entered the next step is to select the
appropriate TRC.
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m * * * Instructor Manual-Standard Operating Procedure (SOP)
] SS Timesheet — Annual Leave
JOV

ORACLE
Elr
Mew Window | Help | Customizy
Timesheet
Last00000078 FirstOOO00D 78 Ernployee 1D: 00000073
Jok Title:  FACILITY MGR Ermplayee Record Nurmber: 0
oClickforImstructiones
ViewBy: [TimeFeriod ]  Date: [032872010)[5) (2 Renesn ) == Previous Time Period Mext Tirne Period ==

Workgroup:  C11ExM10 Schedule:  Standard
Reported Hours: (.00 Hours Scheduled Hours: .00 Hours

From Sunday 03/28:2010 to Saturday 04102010
Timesheet _Ovemdes
Sun  Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat

328 329 3080 331 41 42 43 4/4 45 46 47 48 49 410 Total Time Reporting Code Combo Code

S N Y O | ) N | Ml

Y N Y ) ) N _— | =l
o | =l

Save for Later | Subrmit I

Jeaeaye
00 o0 07
F F B

[i] Reported Time Status - click to hide

Date Status Total Time Reporting Code Comments
0.000000

[i] Reported Hours Summary - click to view

o Balances - click to view

GoTo: Self Senvice

Time Reporting

Eunch Timesheest
Step Action
6. Click the Time Reporting Code list. I jl

[The TRCs displayed are based on employee's position information.
[This means that different employees may see different codes.

For example, union employees will see "Scheduled Annual Leave" and "Unscheduled
Annual Leave".
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Instructor Manual-Standard Operating Procedure (SOP)

* %k %
] SS Timesheet — Annual Leave

JOV mummmm

=13
New Window | Help | Custo
Timesheet
Last00000078 First00O00O7E Employee ID: 00000078
Job Tl FACILITY MGR Employee Record Number: 0
ochckfor Instructions
ViewBy: [TimePeriod =]  Date: [03rz8rz010 [5) (2 Retsn =< Previous Time Petiod  Next Time Period ==
Workgroup:  C11E=M10 Schedule:  Standard

Reported Hours: 000 Hours Scheduled Hours: 0,00 Hours

Mon Tue Wed Thu Fr at Sun  Mon Tue Wed Thu F it
1 1 12 i3 7 418 49 410 Total Time Reporting Code Combo Code

N Y I ) ) | ) )
l_l_l_l_l_l_l_l_l_l_l—l_l_l_ AbsentW\thoutLeave-AWOL;I
l_l_l—l—l—l—l—l—l—l—l—l_l_l_ Absent Without Pay - AWOP I

Administrative Closing Pay - AU
Save for Later | Submit | Administrative Leave With Pay -

R oL
|
HHH

@ Roported Time Status - click to hid CFO Universal Leave - CFOLY
B — Comp Time Payout- CTP
Date Status Total Time Reporting Code Comments Comp Time Taken - COMPT
0.000000 Continuation of Pay - COP

EDP Regular 10% - EDR10
EDP Regular 10% Mot Worked
EDP Regular 27% - EDR2T
EDP Regular 27% MotWaorked

@ Reported Hours Summan - click to view EDP Regular 5% - EDRS
L W EDP Regular 8% NotwWorked -_|
 Balances - clickto view Executive Universal Leave Tkn

Exempt Time Off Earned - ETE
Exempt Time OF Used - ETU
Family Annual Leawe - FMAL
Farmily Leawe W0 Pay - FMLWY
Family Restared Leave - FMRE
GoTo:  Manager Self Service Family Sick Leave - FMSK
Furlough - FUR

Time Management Holiday Pay- HOL
Punch Timeshest Haliday Worked - HLYY
Return o Select Employee ury Doty - JURY
Leave WO Pay - LWOP p7
Step Action
7. In this example the employee is a non-union employee.

Click the Annual Leave Taken - ALT list item.

8. Enter Regular Pay for the rest of the Pay Period.

Note:
Do not enter Regular hours for the same hours that you were on leave.
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] SS Timesheet — Annual Leave
JOV

Home

[E[3
Hew \Window | Help | Custo

Timesheet
Last00000078 Firstd0000078 Emplayes ID: 00000078
Joh Title:  FACILITY MGR Emplayee Recard Murnber: 0
oClickfurlnstrucliuns
ViewBy: [TimePeriod v|  Date: [03/28/2010 5 (@ Retiesn) <= Pravious Time Period  Met Time Period ==
Workgroup:  C11ExM10 Schedule:  Standard

Reported Hours:  0.00 Hours Scheduled Hours:  0.00 Hours

From Sunday 03/28/2010 to Saturday 04/10:2010

Timesheet _Overrides
Sun Mon Tue Wed Thu Sat S Wed Thu Fn t

i o e e e e s o s e A ] Q B
[/ = ) £l =

Save for Later | Submit |

(i} Reported Time Status - click to hide

Date Status Total Time Reporting Code Comments
0.000000

(i} Eeported Hours Summary - click to view
o Balances - click to view

GoTo:  Manager Self Service
Time Management
Punch Timesheet
Retumn to Select Employee

Step Action
9. Click in the Tue 3/30 field.
10. Enter the desired information into the Tue 3/30 field. Enter "8".
11. Press [Tab].
12. Enter the desired information into the Wed 3/31 field. Enter "8".
13. Press [Tab].
14. Enter the desired information into the Thu 4/1 field. Enter "8".
15. Press [Tab].
16. Enter the desired information into the Fri 4/2 field. Enter "8".
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SS Timesheet — Annual Leave
.gov

Step Action

17. Click in the Mon 4/5 field.

|

18. Since 4 hours of Annual Leave was reported on 4/5, The 4 hours worked should be
entered as Regular Pay to make up the 8 hour work day.

Enter the desired information into the Mon 4/5 field. Enter "4".

19. Press [Tab].
20. Enter the desired information into the Tue 4/6 field. Enter "8".
21. Press [Tab].
22. Enter the desired information into the Wed 4/7 field. Enter "8".
23. Press [Tab].
24. Enter the desired information into the Thu 4/8 field. Enter "8".
25. Press [Tab].
26. Enter the desired information into the Fri 4/9 field. Enter "8".
ORACLE’ ; :
Add to Favorites
(=13
New Window | Help | Customn
Timesheet
Last00000078 First0O00007E Ermployee 1D 00000078
Job Title:  FACILITY MGR Ernployee Record Mumber: 0
oClickforlnstructmns
ViewBy: [TimePeriod |  Date: [03/28/2010 ] (% Retiesn == Previgus Time Petiod ~ Nest Time Period ==
Workgroup: C11ExM10 Schedule:  Standard

Reported Hours: 0,00 Hours Scheduled Hours: 0,00 Hours

From Sunday 03/28/2010 to Sar )
Timesheet _Overr\des

Sun  Mon Tue Wed Thu F Sat Sun Mon Tue Wed Thu Fri Sat
328 329 330 331 4A 42 43 4/4 415 46 a7 4.8 49 410 Total Time Reporting Code Comhbo Code

T T T T T T T < T T 77T} | Annual Leave Taken - ALT x| |
T B [ [« s [ [ d[ | | ]
[ e A e e El

SavaforLater | Submit |

Feiy eyl
0o 0ol [
E3IEIREY

[i] Repaoted Tirme Status - click to hide

Date Status Total Time Reporting Code Comments
0.000000

(1] Reported Hours Summary - clickto view

@ Balances - click toview

GoTo:  Manader Self Senice
Time Managerment
Punih Timesheet
Return to Select Emplovee
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] SS Timesheet —
JOV

Annual Leave

Instructor Manual-Standard Operating Procedure (SOP)

Step Action

27. Click the Time Reporting Code list.

| =)

Timesheet

Last00000078 First0000007E Employee 1D: 00000078

Jok Title: FACILITY MGR Employee Record Mumber: 0

i)

Click for Instructions

View By |T\me Petiod j Date:  |03028/2010 [ |2 Refresh == Previous Time Period MNext Time Period =

=

Workgroup:  C11EXMA0
Reported Hours:  0.00 Hours

Schedule: Standard
Scheduled Hours: 000 Hours

Tue Wed Wed Th Fri Sat
z 330 3 47 Lirg 48 49 4/10 Total

N NI O A I O
[k T Tk 1 [« s[ s[ e[ [
| Y ) | N | )

Save for Later | Submit |

Li] Reported Time Status - click to hide

Date Status

-
=

Time Reporting Code Comments

0.000000

o Reported Hours Sumrmary - click to view

0 Balances - click to view

GoTo:  Manadger Self Senice

Time Managerment
Punch Timesheet

Return to Select Employee

Time Reporting Code

Combo Code

Mew Windaw | Help | Customn

|Annual Leave Taken-ALT =] |

AhsentWithout Leave - AWOL
AhsentVWithout Pay - AWOP
Administrative Closing Pay - Al
Administrative Leave With Pay-
Annual Leave Advance - ALAC
Annual Leave Taken- ALT
Bereavernent- BEY

CFO Universal Leave - CFOLY
Comp Time Payout- CTP
Comp Time Taken- COMPT
Continuation of Pay - COP
EDP Regular 10% - EDR10
EDP Regular 10% Mot ¥orked
EDP Regular 27% - EDR27
EDP Regular 27% Kot Warked
EDP Regular 5% - EDRS

EDP Regular 8% MotWorked -
Execut iversal Leave Tkn |
ed - ETE!
Exernpt Tire Off Used- ETU
Farnily Annual Leave - FMAL
Family Leave WO Pay - FMLY
Family Restored Leawve - FMRE
Farnily Sick Leave - FMSK
Furlough - FUR

Holiday Pay - HOL

Holiday Worked - HLW

Jury Duty - JURY

ajl
Al

Leave W0 Pay- LWOP hd

R L L
D
HHMK

Step Action

28. Click the scrollbar.

Click the Regular Pay - REG list item.
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SS Timesheet — Annual Leave
.gov

Step Action

Once you have entered the time you have two options "Save for Later" and "Submit".

Save for Later: Use this button to partially enter a timesheet and to complete at a later
date. You can enter information on the page each day and submit at the end of the
reporting period.

Submit: Use this button to submit this Timesheet to your manager.

Note:
Every time you submit your timesheet an email notification is sent to your manager.

Hatne:
[E3
Mew Window | Help | Custamizi
Timesheet
Last00000078 FirstO000OO7A Ernployee ID: 00000078
Job Title FACILITY MGR Employee Record Number: 0
oClickfclrIﬂslrucliuns
View By |T\me Period =]  Date: |03128J‘201D [5 ( Refresh | =< Previous Tirme Period  Mext Tirme Period ==

Workgroup:  C11EXM10 Schedule: Standard
Reported Hours: 0,00 Hours Scheduled Hours: .00 Hours

From Sunday 03/28:20101t

Mon Tue Wed Thu Fri Sat
an 42 4/ I 4/5 47 48 419 410 Total Time Reporting Code

T L T O O
B F BB [ [« s[ 8 s[ 8[
N N ) |

Save for Later | Submit |

o 0 0
M M@ 0]
H & H

(] Reported Time Status - elick ta hide

Date Status Total Time Reporting Code Comments
(.000000

@ Reporied Hours Summary- click to view
@ Balances - click to view

GoTo:  Manager Self Senice
Time Manadernent
Punch Timeshast
Return o Select Emploves

Step Action

29. Click the Submit button.
Submit

Page182



Areyou sure you want to submit the Timesheet?

Ok | Cancel |

Step Action

30. Click the OK button.
Ok

ORACLE" —

=

Timesheet
Submit Confirmation

“ The Submitwas successful.

Time forthe Time Period of 2010-03-28 to 2010-04-10 is submitted

Step Action
31. ick the OK button.

You have successfully submitted a Timesheet with Annual Leave for a Pay Period.
End of Procedure.

Pagel 8 3



Office of the Chief Medical Examiner - 401 E Street, S.W., Washington DC 20024

District Policy on Performance
Management

The Performance Management Program is a cornerstone of the Administration’s effort to create a
productive and accountable workforce. The DC Department of Human Resources has an ongoing
commitment to promote the continuous professional development and growth of its employees.

The Performance Management Program provides a framework for developing the skills of our
workforce, defining employee goals and objectives and supporting employee growth through
meaningful performance evaluations.

The ePerformance module in PeopleSoft, the comprehensive training program, coupled with Chapter
14 of the District Personnel Manual will support managers and employees in this process.

Phase I - Planning Performance

The performance planning phase is a formalized process for identifying and communicating the
organizational, agency, and individual goals expected of the employee. The performance plan consists
of performance expectations (i.e. Competencies and S.M.A.R.T Goals) and an Individual Development
Plan.

Performance planning is a collaborative process that consists of the supervisor and employee working
together to determine the performance expectations and development objectives to be accomplished
during the review period.

The ePerformance System open for plan creation and finalization. All Performance Plans must be in
place and finalized by Jan 31

Phase II - Managing Performance

The Managing Performance Phase of the performance management cycle begins February 1st -May
31st it consists of:

[. the mid-year progress discussion;

[I. Documentation of performance and plan modifications;
[1I. Performance Improvement Plan (If necessary) and

V. Feedback.
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I. Mid-year progress discussion - A formal meeting between a supervisor and employee to discuss
the employee’s performance and development.

SUPERVISOR’S ROLE EMPLOYEE’S ROLE
Provide feedback to the employee | Provide the supervisor with information
and identify performance on her/his accomplishments, obstacles that
deficiencies that need to be may be preventing her/him from meeting
addressed prior to the end of the performance expectations, and ask for
review period. feedback on her/his

How to Prepare for and Conduct a Mid-year Progress Discussion
SUPERVISOR

Step 1: Gather your observations, notes, documentation, and any other materials in regards to the
employee’s performance.

Step 2: Compare actual performance to the performance expectations.

Step 3: Meet with your employee, be sure to state the purpose of the meeting in clear and direct
terms.

Step 4: During the meeting use appropriate examples of behavior to ensure the employee understands
what you are trying to communicate to her/him.

Step 5: After the meeting write a summary of the discussion in ePerformance.

*The Mid-year Progress Discussion is a dialogue between the supervisor and the employee. Ratings should
not be assigned to the performance expectations during the Mid-year Progress Discussion.

EMPLOYEE

Step 1: Gather information on your accomplishments and any obstacles preventing you from meeting
performance expectations.

Pagel 85

Step 2: Compare actual performance to the performance expectations.

Step 3: Meet with your supervisor to discuss your performance. Be sure to ask your supervisor for
performance-related feedback.



W
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The ePerformance System will only open for exceptions (e.g. propose re-open dates the 15th and
30th of each month to capture all new hires, transfers, rehires, etc.).

Evaluating Performance Phase III

The Evaluating Performance Phase of the performance management cycle consists of 6 steps.
They are:

Employee creates and submits a self-evaluation to her/his supervisor.

Supervisor creates and submits the official evaluation to the reviewer.

Reviewer approves and submits the official evaluation to the Agency Director.

Agency Director approves the agency’s rating distribution and submits the evaluations to the City
Administrator.

City Administrator approves the agency’s rating distribution and ePerf Admin sends the official
evaluation to the supervisor.

Supervisor makes the evaluation available to the employee and holds the year-end discussion with the
employee. The supervisor and employee acknowledge that the year-end discussion was held, and then
the supervisor completes the evaluation.

I. Self-Evaluation

Self-evaluation is the process in which the employee provides a self-assessment of his/her
performance

based on the performance expectations established in the performance planning phase.

The purpose of a self-evaluation is to:

Allow the employee an opportunity to document his/her accomplishments during the review period;
Serve as a reminder to the supervisor of his/her employee’s accomplishments during the review
period; and

Provide the supervisor with a sense of how the employee view’s his/her performance prior to the
year-end discussion.

II. Year-end Discussion
The year-end discussion enables the supervisor and employee to discuss the official evaluation.

How to Prepare for the Year-end Discussion
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SUPERVISOR

a) Ask the employee to do a self-evaluation. (Optional)

b) Review the employee’s self-evaluation (if applicable).

¢) Gather your observations of the employee’s performance documented during the performance
management period.

d) Compare the employee’s actual performance to the performance expectations.
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e) Review the rating category definitions and assign a rating to each performance expectations, and
write a narrative justification.

f) Write an overall summary of the employee’s performance.

g) Discuss the evaluation with the Reviewer.

h) Await the approval of your Agency Director and the City Administrator.

i) Schedule the year-end discussion with the employee.

The ePerformance System will be open for employees to create and finalize self-evaluations and
for supervisors to finalize official evaluations. The evaluation period ends Dec 30.

Performance Rating Appeals

The District Personnel Manual’s (DPM) Chapter 14 “Performance Management” includes revisions to
the performance rating appeal procedures. The committee responsible for review and disposition of
performance rating appeals (Reconsideration and Resolution Committee) will be housed at the agency
level. Independent agencies may establish a review process for their employees. The following forms
and documents provide guidance in this area. For specific regulatory information, please refer to the
DPM Chapter 14 “Performance Management,” § 1415 “Employee Request for Review.”
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District of Columbia Policies on Discipline

Per the District Personnel Manual (DPM)

DC Personnel Regulations, Chapter 16, Part I
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D.C. PERSONNEL REGULATIONS

16-1-1

Section

PART I
D.C. PERSONNEL REGULATIONS
CHAPTER 16
GENERAL DISCIPLINE AND GRIEVANCES
CONTENTS

Page

1600

1601

1602

1603

1604

1605

1606

1607

1608

1609

1610

1611

1612

1613

1614

1615

1616

1617

1618

1619

1620

APPLICABILITY: GENERAL DISCIPLINE ......coooiiiiiiiiiiinii i s s st s ss s s an s s

GENERAL: GENERAL DISCIPLINE ..ot i s s s s st s s s s an e s

ADMONITION: GENERAL DISCIPLINE ...ttt et e

DEFINITION OF CAUSE: GENERAL DISCIPLINE ... e

CORRECTIVE ACTION: GENERAL DISCIPLINE ..o s s s s sns

ADVERSE ACTION: GENERAL DISCIPLINE ....oooiiiiiiiis it s s s s e ass s s

AGENCY RESPONSIBILITY: GENERAL DISCIPLINE ... e

DUTIES AND RESPONSIBILITIES OF PROPOSING OFFICIAL: GENERAL DISCIPLINE ...................

ADVANCE WRITTEN NOTICE: GENERAL DISCIPLINE ..ottt s

OFFICIAL TIME: GENERAL DISCIPLINE .....cociioiiiiiiiiiiis i s s s s seassns s s s sn sass

EMPLOYEE'S REPRESENTATIVE: GENERAL DISCIPLINE ..ot

EMPLOYEE'S RESPONSE: GENERAL DISCIPLINE. ..o s

ADMINISTRATIVE REVIEW OF REMOVAL ACTIONS: GENERAL DISCIPLINE ..o,

DUTIES AND RESPONSIBILITIES OF DECIDING OFFICIAL: GENERAL DISCIPLINE......cccccveinnnn.

FINAL DECISION NOTICE: GENERAL DISCIPLINE ....cooiiiiiintiss i ss s s s s

SUMMARY SUSPENSION: GENERAL DISCIPLINE .....cc.ociiiiiiiinii i iessn s

SUMMARY REMOVAL: GENERAL DISCIPLINE......cocooiiiiiiiiiiniis s e is s s sns e

DISCIPLINARY GRIEVANCES: GENERAL DISCIPLINE .....cvoviiiiiini s s

APPEALS TO THE OFFICE OF EMPLOYEE APPEALS......cooiiiii s

TABLE OF APPROPRIATE PENALTIES: GENERAL DISCIPLINE ..o

10

10

11

12

14

14

14
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1630

1631

1632

1633

1634

1635

1636

1637

1699

APPLICABILITY: GRIEVANCES ..ottt it vt s s b s s s s s s s an s

MATTERS GRIEVABLE: GRIEVANCES. ...ttt s s s

GENERAL: GRIEVANCES e et ettt et s e e e

AGENCY RESPONSIBILITY: GRIEVANCES .ot ss s saassens

TIME LIMITS FOR FILING: GRIEVANCES ..o ss s s

PROCEDURE: GRIEVANCES ..t et e e st s et s e e e

DISMISSAL: GRIEVANCES e et et st s e s e e e

DEFINITIONS: GENERAL DISCIPLINE AND GRIEVANCES (oo

D.C. REGISTER UPDATES FOR CHAPTER 16 OF THE

D.C. PERSONNEL REGULATIONS, GENERAL DISCIPLINE AND GRIEVANCES ... 2
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D.C. PERSONNEL REGULATIONS

1600

1600.1

1600.2

1600.3

1601

1601.1

1601.2

D.C. PERSONNEL REGULATIONS

APPLICABILITY: GENERAL DISCIPLINE

The rules for the adverse and corrective action system specified in sections 1601 through 1619 of this
chapter are established in accordance with the provisions of sections 604 and 1651 of the District of
Columbia Government Comprehensive Merit Personnel Act of 1978 (CMPA), effective March 3, 1979
(D.C. Law 2-139; D.C. Official Code §§ 1-606.04 and 1-616.51) (2006 Repl.).

Sections 1601 through 1619 of this chapter shall apply to:

(a) A Career Service employee who has completed a probationary period; and

(b) An Educational Service employee in the Office of the State Superintendent of Education who has
completed a probationary period.

The following employees are excluded from coverage under sections 1601 through 1619 of this chapter:
(a)  An cmployee serving under a Carcer Service appointment (Probational);

(b)  Anemployee serving on a term appointment during the period in which he or she is completing the
required probationary period;

(¢)  An cmployee given a tlemporary appointment in the Career Service;

(d)  An employee of the Board of Trustees of the University of the District of Columbia;

(¢)  Anemployee in the Legal Service;

(f)  Ancmployee in the Excepted Service:

(z)  An employee in the Management Supervisory Service; and

(h)  Any 905 series altorney not in the Legal Service.

GENERAL: GENERAL DISCIPLINE

An employee covered by section 1600.2 of this chapter may not be suspended, reduced in grade, removed,
given an official reprimand, or placed on enforced leave except as provided in this chapter or in chapter 24
of these regulations.

Any procedural system for the review of adverse actions negotiated between the District of Columbia and a
labor organization shall take precedence over the provisions of this chapter for employees in a bargaining
unit represented by a labor organization, to the extent that there is a difference. A contract, memorandum of

understanding, or collective bargaining agreement cannot modify the standard for cause as defined in
§ 1603.

Transmittal No. 206, August 27, 2012 Dhstrict Personnel Manual
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1601.3

1601.4

1601.5

1601.6

1601.7

1601.8

1601.9

If an employee is authorized to choose between the negotiated grievance process set forth in a collective
bargaining agreement and the grievance or appellate process provided in these rules, the employee may
¢lect, at his or her discretion, to do one (1) of the following:

(a) Gricve through the negotiated grievance procedure; or

(b) Appeal to the Office of Employee Appeals or file a disciplinary grievance, each as provided in these
rules.

An employee shall be deemed to have elected his or her remedy pursuant to § 1601.3 when he or she files a
disciplinary grievance or an appeal under the provisions of this chapter or files a grievance in writing in
accordance with the provisions of the negotiated grievance procedure applicable to the parties, whichever
event occurs first. This section shall not be construed to toll any deadlines for filing.

(a) Any procedures for handling corrective or adverse actions involving uniformed members of the
Metropolitan Police Department, or of the Fire and Emergency Medical Services Department (FEMSD)
at the rank of Captain or below provided for by law, or by regulations of the respective departments in
effect on the effective date of these regulations, including but not limited to procedures involving trial
boards, shall take precedence over the provisions of this chapter to the extent that there is a difference.

(b) The provisions of this chapter shall apply to uniformed members of the FEMSD at the rank of Battalion
Fire Chief and above who are in the Career Service.

Except as provided in § 1601.7, the final decision notice on a corrective or adverse action shall remain in the
employee’s Official Personnel Folder (OPF) for not more than three (3) years from the effective date of the
action. The official personnel action document effecting the corrective or adverse action is a permanent
record and shall remain in the employee’s OPF.

Documentation placed in an OPF pursuant to § 1601.6 may be withdrawn earlier than stipulated therein if so
ordered by the official issuing the corrective or adverse action, that official’s superiors or successor, the
Office of Emplovee Appeals, a court of competent jurisdiction, an arbitrator of competent jurisdiction, the
appropriate personnel authority, or the Office of Human Rights.

A deciding official may not dismiss a proposed disciplinary action solely on the basis of error in the
application of the agency’s procedures which did not cause substantial harm or prejudice to the employee’s
rights.

Notwithstanding any other provision of this chapter, and in accordance with the provisions of section 502 of
Title V of the Omnibus Public Safety Agency Reform Amendment Act of 2004 (D.C. Law 15-194; D.C.
Official Code § 5-1031) (2005 Supp.), the following will apply to all corrective and adverse actions against
any employee, uniformed and non-uniformed, of the Fire and Emergency Medical Services Department
(FEMSD) or Metropolitan Police Department (MPD):

(a) No corrective or adverse action against any employee, uniformed and non-uniformed, of the FEMSD
or MPD will be commenced more than ninety (90) days, not including Saturdays, Sundays, or legal
holidays, after the date that the FEMSD or MPD knew or should have known of the act or occurrence
allegedly constituting cause for the corrective or adverse action.

(by If the act or occurrence allegedly constituting cause for the corrective or adverse action is the subject of
a criminal investigation by the MPD, the Office of the United States Attorney for the District of

Columbia, or the Office of the Attorney General for the District of Columbia, or an investigation by the
Office of Police Complaints, the ninety-day (90-day) period for commencing a corrective or adverse
action under section 1601.9 (a) of this section shall be tolled until the conclusion of the investigation.

Transmittal No. 206, August 27, 2012 District Personnel Manual
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1602

1602.1

1602.2

1602.3

1602.4

1602.5

1603

1603.1

1603.2

1603.3

ADMONITION: GENERAIL DISCIPLINE

An admonition shall not be a corrective or adverse action under this chapter, and shall not be made a part of
the official personnel folder, but shall be retained by the agency for not more than three (3) vears unless
sooner ordered withdrawn by the official issuing the admonition, that official’s superiors or successor, a
court of competent jurisdiction, an arbitrator of competent jurisdiction, the appropriate personnel authority,
or the Office of Human Rights.

An admonition may be considered in determining the penalty for a corrective or adverse action when the
admonition was issued not more than three (3) years prior to the date of the proposed corrective or adverse
action, and has not been ordered withdrawn as provided in § 1602.1.

The admonition shall inform the employee that he or she may respond in writing, within two (2) workdays

of receipt of the admonition, to the person issuing the admonition to clarify, expand on, or take exception to
the statements or conclusions it contains, and any response shall be filed and removed with the admonition.

The employee against whom an admonition is issued shall be asked to acknowledge its receipt. If the
employee refuses to acknowledge receipt, a brief descriptive written statement, signed by a witness, may be
used as evidence of service.

An admonition issued in accordance with this section may be grieved as provided in § 1631.
DEFINITION OF CAUSE: GENERAL DISCIPLINE

There must be full accountability for managers and supervisors for all disciplinary actions taken under
section s 1601 through 1619 of this chapter. Therefore, no corrective or adverse action may be imtiated
under those sections unless the action is first authorized by a manager or supervisor who the Mayor or an

agency head may remove from his or her position at will.

In accordance with section 1651 (1) of the CMPA (D.C. Official Code § 1-616.51 (1)) (2006 Repl.),
disciplinary actions may only be taken for cause.

For the purposes of this chapter, except as provided in section 1603.5 of this section, cause for disciplinary
action for all employees covered under this chapter is defined as follows:

(a) Conviction of a felony;

(b) Conviction of a misdemeanor based on conduct relevant to an employee’s position, job duties, or job
aclivities;

(¢)  Any knowing or negligent material misrepresentation on an employment application;

(d)  Any knowing or negligent material misrepresentation on other document given to a government
agency;

(&)  Any on-duty or employment-related act or omission that an emplovee knew or should reasonably have
known is a violation of law;

(f)  Any on-duty or employment-related act or omission that interferes with the efficiency and integrity of
government operations, to include:

(1) Unauthorized absence;

Transmittal No. 206, August 27, 2012 District Personnel Manual
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6)
3)
@
)
©)
)

(3)

®)

Absence without official leave;
Neglect of duty;
Insubordination;
Incompetence;

Misfeasance;

Malfeasance;

Unreasonable failure to assist a fellow government employee in carrying out assigned duties;
and

Unreasonable failure to give assistance to the public;

(g) Any other on-duty or employment-related reason for corrective or adverse action that is not arbitrary
or capricious;

(h)  Any act which constitutes a criminal offense whether or not the act results in a conviction; and

(1)  Usc ofillegal drugs, unauthorized use or abuse of prescriplion drugs, use of alcohol while on duty, or
a positive drug test resull.

1603.4  The causes specified in section 1603.3 of this section shall include but not necessarily be limited to the
infractions or offenses under each cause contained in the Table of Appropriate Penalties in section 1619 of
this chapter.

1603.5  Cause for disciplinary action under this chapter shall also mean the following for the five (3) categories of
employees described in subsection 1603.5 (b)(1) through (5) below, whether on or off duty:

(a)  Any act or omission which constitutes a criminal offense, whether or not such act or omission results
in a conviction; and

(b)  Any credible evidence of use of an illegal drug, unauthorized use or abuse of prescription drugs
including, without limitation, the results of any drug test:

(1
(2)
(3)
4

All emplovees of the MPD;
All employees of the Department of Corrections, including correctional officers;
Any commissioned special police officer employved by the District government;

Any employee of the Department of Youth Rehabilitation Services covered by the law
enforcement retirement provisions of the Civil Service Retirement System or the detention
officer provisions of the District government’s retirement benefits program established in
accordance with sections 2605 through 2614 of the CMPA (D.C. Official Code §§ 1-626.05
through 1-626.14) (2006 Repl); or
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1603.6

1603.7

1603.8

1603.9

1603.10

1604

1604.1

1604.2

1604.3

(5) Any other District government employee authorized to carry a firearm while on duty, including
employees of the Office of the Inspector General covered by this chapter.

The authority to adopt corrective or adverse action penalty guidelines or requirements is held exclusively by
the Mayor and independent personnel authorities covered under this chapter, except that with regard to the
MPD, such authority is held by the Mayor and the Chief of Police.

Notwithstanding the provisions in sections 1603.3, 1603.5, and 1603.6 of this section, the Director, D.C.
Department of Human Resources (DCHR), or independent personnel authorily may, on a case-by-case
basis, approve the use of penalty guidelines or requirements developed by an agency head for employees of
the agency covered under this chapter. The Director, DCHR, shall publish in the District Personnel Manual
any such guidelines or requirements approved for a subordinate agency.

Unless otherwise required by law, in sclecting the appropriate penalty to be imposed in a disciplinary action,
consideration will be given to any mitigating or aggravating circumstances that have been determined to
exist, to such extent and with such weight as i1s deemed appropriate.

In any disciplinary action, the District government will bear the burden of proving by a preponderance of the
evidence that the action may be taken or, in the case of summary action, that the disciplinary action was
taken for cause, as that term is defined in this section. A criminal conviction will estop the convicted party
from denying the facts underlying the conviction.

All notices issued in conneclion with an adverse or corrective action under this chapter shall conform to all
requirements of the Fifth Amendment Due Process Clause of the United States Constitution.

CORRECTIVE ACTION: GENERAL DISCIPLINE
A corrective action shall be an official reprimand, or a suspension of less than ten (10) days.

Except as provided in section 1604.3 of this section, a corrective action may be contested as a disciplinary
grievance pursuant to section 1617 of this chapter.

(a) Notwithstanding the provisions of section 1604.1 of this section or any other provision of this chapter,
a proposing official may attempt to resolve a proposed corrective action of a suspension of less than
ten (10) days by conducting a Resolution Conference with the employee subject to the proposed
suspension and his or her union representative (unless representation is voluntarily waived by the
employee), if applicable. The following conditions shall apply:

(1) Resolution Conferences shall be limited to proposed suspensions of less than ten (10) days
proposed under this chapter;

(2)  Any Resolution Conference shall be conducted immediately afier the issuance of the advance
written notice;

(3) A successful Resolution Conference shall result in a written agreement between the proposing
official and affected employee to a suspension less than originally contemplated, or an official
reprimand in licu of a period of suspension without pay;

Page19 5

(4) A lesser suspension or official reprimand penalty shall not be instituted unless the proposing
official and affected employee reach mutual agreement in writing and the emplovee voluntarily
waives his or her right to file an administrative grievance under section 1617 of this chapter or
to appeal under a negoliated grievance procedure, as applicable;

Transmittal No. 206, August 27, 2012 District Personnel Manual



16-1-6

D.C. PERSONNEL REGULATIONS

1605

1605.1

1605.2

1605.3

1606

1606.1

1606.2

1606.3

1606.4

(5) Ifan agreement is not reached, normal procedures to effect the suspension action originally
proposed shall be followed; and

(6) Statements concerning an agreement resulting from a Resolution Conference shall not be used
by either party as evidence or precedent in another disciplinary action, except that the outcome
of a Resolution Conference may be considered in the future for purposes of progressive
discipline.

(b)  The personnel authority shall set forth procedures for Resolution Conferences under this section.
ADVERSE ACTION: GENERAL DISCIPLINE

An adverse action shall be a suspension of ten (10) days or more, a reduction in grade, or a removal.

An adverse action may be appealed to the Office of Employee Appeals pursuant to § 1618. In licu of
appealing to the Office of Employee Appeals, an employee may elect to contest an adverse aclion as a
disciplinary grievance pursuant to § 1617.

An employee ¢lecting to contest an adverse action as a disciplinary grievance as provided in § 1605.2 shall
sign a statement acknowledging that this ¢lection constitules a waiver of his or her right to appeal to the
Office of Employee Appeals.

AGENCY RESPONSIBILITY: GENERAL DISCIPLINEError! Bookmark not defined.
In taking disciplinary actions under this chapter, each agency head shall ensure the following:
(a) That actions covered by this chapter are taken in accordance with the provisions herein;

(b)  That each employee covered by this chapter is afforded fair and equitable treatment, as well as the
rights and protections provided herein; and

(c) That the employee, the employee’s representative, and witnesses, have freedom from restraint,
coercion, interference, or reprisal by any official of the agency.

In determining the penalty for a disciplinary action under this chapter, documentation appropriately placed in
the OPF regarding prior corrective or adverse actions, other than a record of the personnel action, may be
considered for not longer than three (3) years from the effective date of the action, unless sooner ordered
withdrawn in accordance with section 1601.7 of this chapter.

When a disciplinary action is proposed for cause as provided in section 1603.3 (b) of this chapter, the agency
shall present evidence to demonstrate that the employee engaged in the alleged conduct during duty hours or
off-duty hours, when such evidence is relevant to assessing a penalty.

In showing that an employee’s conduct would affect or has affected adversely the ability of the employee or
the employing agency to perform effectively, the agency must demonstrate nexus, which may include but is

not limited to one (1) or more of the following:

(a) That the agency is less able to carry out its assigned functions;

Page196

(b)  That the employee is unable or unsuitable to perform his or her assigned dutics;
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1606.5

1606.6

1606.7

1607

1607.1

1607.2

1607.3

1608

1608.1

1608.2

(c)  That other employees refuse to work with the employee who engaged in the misconduct;

(d)  That the conduct has been publicized or has gained notoriety which has a deleterious effect on the
operation of the agency; or

(¢)  That there is otherwise an adverse effect on the operation of the agency.

Federal case law, arbitration decisions, or other relevant authorities may be relied upon by the agency in
taking any action for cause or in demonstraling nexus.

Except as provided by sections 1601.2 and 1601.5 of this chapter, no provision in this chapter shall be
interpreted to permit a modification of the corrective action procedures and standards in this chapter by
contract, memorandum of understanding, informal agreement, past practices, or agency order. Any

modification of these corrective action procedures and standards shall be done explicitly by the adoption and
issuance of additional regulations.

In appropriate discipline-related cases, agency heads may utilize the counseling program for troubled
employees as provided under section 2007 of the CMPA (D.C. Official Code § 1-620.07) (2006 Repl).

DUTIES AND RESPONSIBILITIES OF PROPOSING OFFICIAL: GENERAL DISCIPLINE

The proposing official shall issue the advance written notice proposing corrective or adverse action against
an employee, as provided forin §§ 1608.1 and 1608.2.

At any time prior to the deciding official rendering the final decision, the proposing official may withdraw a
proposed corrective or adverse action with or without prejudice and, if withdrawn, shall so notify the

employee and the deciding official.

The proposing official shall not be the deciding official, except the proposing official may be the deciding
official when the proposing official is the head of an agency.

ADVANCE WRITTEN NOTICE: GENERAL DISCIPLINE

Except in the case of a summary suspension action pursuant o § 1615 or a summary removal action
pursuant to § 1616, an employee against whom corrective or adverse action is proposed shall have the right
to an advance written notice, as follows:

(a) Inthe case of a proposed adverse action, an advance written notice of fifieen (15) days; or

(b) In the case of a proposed corrective action, an advance written notice of ten (10) days.

The advance writlen notice shall inform the employee of the following:

(a) The action that is proposed and the cause for the action;

(b) The specific reasons for the proposcd action;

(c) The right to prepare a written response, including affidavits and other documentation, within six (6)
days of receipt of the advance written notice;

Page19 7

(d) The person to whom the written response or any request is to be presented;
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(¢) The right to review any material upon which the proposed action is based;

(D) In the case of a proposed adverse action only, the right to be represented by an attorney or other
representative;

(g) The right to an administrative review by a hearing officer appointed by the agency head, as provided in
§ 1612.1, when the proposed action is a removal; and

(h) The right to a wrilten decision.

1608.3  The material upon which the notice 1s based, and which is relied upon to support the reasons given in the
notice, shall be assembled and made available to the employee for his or her review, upon request. A copy
of the material will be provided to the employee upon request.

1608.4  Material that cannot be disclosed to the employee, or to his or her representative, shall not be used to
support the reasons given in the notice. This rule does not prohibit the redaction of documents so long as
the redacted information is not used to support the reasons given in the notice.

1608.5  The first day of the notice period shall be the day following the date on which service is made to the
employee, either in person, by courier, or by certified or registered mail, or the date on which service was
attempted and refused.

1608.6  For notices delivered in person, the employee to whom the advance notice is issued shall be asked to
acknowledge its receipt. If the employee refuses to acknowledge receipt, a brief descriptive written
statement, signed by a witness, may be used as evidence of service.

1608.7  If the employee is not in a duty status, i.¢., at work, the notice of proposed action shall be sent to the
employee’s last known address by courier, or by certified or registered mail, return receipt requested.

1608.8  An employee against whom a corrective or adverse action 1s proposed may be placed on administrative
leave at the discretion of the agency head.

1608.9  An employee against whom a corrective or adverse action is proposed shall be entitled to be retained in an
active duty status during the notice period, except when the employee has been placed on administrative
leave as provided in sections 1608.8 or 1620.1 of this chapter.

1609 OFFICIAL TIME: GENERAL DISCIPLINE

1609.1  If otherwise in a duty status, each employee against whom an adverse action has been proposed shall be
entitled to a reasonable amount of official time to prepare his or her response, not to exceed ten (10) hours
of administrative leave. Such preparation shall not take place at the employee’s duty station or any non-
public arca of a government office, unless authorized by the agency head.

1609.2  All absence from duty in excess of the time approved in accordance with § 1609.1 shall be charged in
accordance with Chapter 12 of these regulations.

1610 EMPLOYEE’S REPRESENTATIVE: GENERAL DISCIPLINEError! Bookmark not defined.
1610.1  An employee against whom an adverse action is proposed shall have the right to be accompanied,

represented, or advised by an attorney or other representative of his or her choice, except as provided in
§ 1610.2.
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1610.2

1610.3

1611

1611.1

1611.2

1611.3

1611.4

1612

1612.1

1612.2

1612.3

1612.4

The agency head or his or her designee shall have the right to disallow a person chosen by the employee to
represent him or her if:

(a) The person is another District government employee and representation by that person conflicts with a
governmental priority; or

(b) Representation by that person creates a clear conflict of interest or conflict of official position, or the
person is a material wilness to the facts underlying the proposed adverse action.

The decision to disallow an employee’s choice of representative shall not be subject to any further
administrative review.

EMPLOYEE'S RESPONSE: GENERAL DISCIPLINE

The employee’s response shall be in writing and presented to the deciding official, except for a response to a
proposed removal, which shall be presented in writing to the hearing officer.

Extensions of time in which to respond may be granted for good cause by the deciding official or, in the
case of a removal, the hearing officer.

The right to respond shall include the right to present evidence that the employee believes might affect the
final decision on the proposed action. Such evidence may include written statements of witnesses,
affidavits, or documents or any other form or depiction of information.

At the time of the response, an employee shall raise every defense, fact or matter in extenuation,
exculpation, or mitigation of which the employec has knowledge or reasonably should have knowledge or
which is relevant to the reasons for the proposed action, specifications, or proposed penalty.

ADMINISTRATIVE REVIEW OF REMOVAL ACTIONS: GENERAL DISCIPLINE

The personnel authority shall provide for an administrative review of a proposed removal action against an
employee.

The administrative review shall be conducted by a hearing officer, who shall meet the following criteria:
(a) Be appointed by the agency head;
(b) Be at grade levels 12S-13 and above or equivalent;

(c) Not be in the supervisory chain of command between the proposing official and the deciding official,
nor subordinate to the proposing official;

(d) Have no direct and personal knowledge (other than hearsay that does not affect impartiality) of the
matters contained in the proposed removal action; and

(e) Be an attorney, if practicable, or if required pursuant to § 1612.7.

The hearing officer shall be responsible for keeping the proposed removal action moving to a conclusion at
the carliest practicable date.
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In conducting the administrative review, the hearing officer shall:

(a) Review the notice of proposed removal action;

Transmittal No. 206, August 27, 2012 District Personnel Manual



16-1-10

D.C. PERSONNEL REGULATIONS

1612.5

1612.6

1612.7

1612.8

1612.9

1612.10

1612.11

1613

1613.1

1613.2

1614

1614.1

(b) Review the employee’s response, if there is one; and
(¢) Conduct an adversary hearing when required in accordance with § 1612.5.

An adversary hearing, including the confrontation of witnesses, shall be conducted only when both of the
following conditions are met:

(a) When the hearing officer determines that a decision based on a preponderance of the evidence cannot
be made because the writlen record is inadequate for this purpose; and

(b) The personnel authority grants approval to the hearing officer to conduct a hearing.

Failure by an employee to respond to a charge or specification raised in the advance written notice shall not
constitute a reason to conduct an adversary hearing.

The hearing officer conducting an adversary hearing pursuant to § 1612.5 shall be an attorney who meets
the requirements of §1612.2(a) through (d).

The procedures for conducting an adversary hearing pursuant to this section shall be as follows:

(a) For agencies subordinate to the Mayor’s personnel authority, except for the Metropolitan Police
Department, the Director of Personnel shall develop and publish appropriate procedures in the District
Personnel Manual, and these procedures shall constitute the internal rules and regulations for those
agencies as required by D.C. Official Code § 1-606.04(a); and

(b) Other personnel authorities and the Metropolitan Police Department shall either develop and publish
appropriate procedures or adopt the procedures published in the District Personnel Manual.

The rules of evidence shall not apply to an adversary hearing conducted pursuant to this section, except that
the hearing officer may, at his or her discretion, be guided by and apply the District of Columbia rules of
evidence to the extent that he or she believes their application would promote the presentation of reliable
evidence.

After conducting the administrative review, the hearing officer shall make a written report and
recommendation to the deciding official, and shall provide a copy to the employee.,

For the purposes of §1612.2 and 1612.7 of this section only, an “attorney” is an individual authorized to
practice law in any jurisdiction of the United States.

DUTIES AND RESPONSIBILITIES OF DECIDING OFFICIAL: GENERAL DISCIPLINE

The deciding official, after considering the employee's response and the report and recommendation of the
hearing officer pursuant to § 1612, when applicable, shall issue a final decision,

The deciding official shall either sustain the penally proposed, reduce it, remand the action with instruction
for further consideration, or dismiss the action with or without prejudice, but in no event shall he or she
increase the penalty.

FINAL DECISION NOTICE: GENERAL DISCIPLINE

Pagez 0 0

The employee shall be given a notice of final decision in writing, dated and signed by the deciding official,
informing him or her of all of the following:
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1614.2

1614.3

1614.4

1614.5

1614.6

1614.7

1614.8

1614.9

1614.10

1615

(a) Which of the reasons in the notice of proposed corrective or adverse action have been sustained and
which have not been sustained, or which of the reasons have been dismissed with or without prejudice;

(b) Whether the penalty proposed in the notice is sustained, reduced, or dismissed with or without
prejudice;

(¢) When the final decision results in a correclive action, the employee’s right to grieve the decision as
providedin § 1617;

(d) When the final decision results in an adverse action, the right to appeal to the Office of Employee
Appeals as provided in § 1618, The notice shall have attached to it a copy of the OEA appeal form;
and

(e) The effective date of the action.

Except as provided in § 1614.3, the final decision shall be rendered at the carliest practicable date.

The final decision in the case of a summary suspension or summary removal action taken pursuant to

§§ 1615 or 1616, respectively, shall be rendered not later than forty-five (45) days from the date of delivery

of the summary suspension or summary removal notice, as appropriale, except that the period may be
extended as follows:

(a)  When the emplovee requests and is granted an extension of time in which to respond under § 1611.2; or
(b) When the employee agrees to an extension of time requested by the agency.

The notice of final decision shall be delivered to the employee, if in a duty status, i.e., at work, on or before
the time the action is effective.

The employee to whom the notice of final decision is delivered shall be asked to acknowledge its receipt. If
the employee refuses to acknowledge receipt, a brief descriptive written statement, signed by a witness, may
be used as evidence of service.

If the employee is not in a duty status, i.c., at work, the notice of final decision shall be sent to the
employee’s last known address by courier, or by certified or registered mail, return receipt requested, before
the time the action becomes effective.

If the final decision is to impose an official reprimand, the official reprimand shall be included in the notice
of final decision itself, since the notice will constitute the official reprimand that goes into the employee’s

Official Personnel Folder, and shall contain a statement to that effect.

If the final decision is to dismiss the proposed action, the notice of final decision must state whether the
proposed action 1s dismissed with or without prejudice.

The decision made by the deciding official, in the case of a corrective action, shall be the final decision for
the purpose of a disciplinary grievance pursuant to § 1617.

The decision made by the deciding official in the case of an adverse action shall be the final agency decision
for the purpose of an appeal to the Office of Emplovee Appeals pursuant to § 1618,

SUMMARY SUSPENSION: GENERAL DISCIPLINE
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1615.1

1615.2

1615.3

1615.4

1615.5

1615.6

1615.7

1616

An agency head may summarily suspend an employee when the employee’s conduct:

(a) Threatens the integrity of government operations;

(b) Constitutes an immediate hazard to the agency, to other District employees, or to the employee; or
(c) Is defrimental to public health, safety, or welfare.

An agency head may summarily suspend an employee under this section only if at the ime the summary
suspension action is taken, a good faith ¢ffort has been made to determine that at least one (1) of the
conditions described in § 1615.1 is met; and only if the action is taken for cause pursuant to § 1603.

Otherwise, an employee shall be entitled to an advance written notice as specified in § 1608.

An employee who is notified by written or oral directive of a summary suspension from his or her position
pursuant to this section shall immediately leave his or her duty station or District government facility.

Within three (3) days of the summary suspension, the agency head or his or her designee shall provide a
written summary suspension notice to the employee that includes all of the following:

(a) The reason for the summary suspension action;
(b) The effective date of the summary suspension action and its duration;

(¢) The right to review any material upon which the summary suspension action was based and to receive a
copy, if requested;

(d) The right to prepare a written response, including affidavits and other documentation within six (6)
days of receipt of the nolice;

(e) The person to whom the written response is to be presented;

() Inthe case of a summary suspension of ten (10) days or more, the right to be represented by an attorney
or other representative; and

(g) The right to a final decision as provided in § 1614.3.

The deciding official shall issue a final decision sustaining, reducing, or dismissing the summary suspension
action with or without prejudice.

When the final decision is to sustain or reduce the summary suspension action, the final decision shall
inform the employee of his or her right to file a disciplinary grievance when the summary suspension is for
less than ten (10) days, or to appeal to the Office of Employee Appeals when the summary suspension is for
ten (10) days or more, as applicable.

When the final decision is to dismiss the summary suspension action or to reduce it to a lesser penalty, any
pay lost as a result of the summary suspension action, to the extent that the pay loss exceeds the pay lost as a
result of the final decision, shall be restored to the employee.
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SUMMARY REMOVAL: GENERAL DISCIPLINE
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1616.1

1616.2

1616.3

1616.4

1616.5

1616.6

1616.7

An agency head may remove an employee summarily when the employee’s conduct:

(a) Threatens the integrity of government operations;

(b) Constitutes an immediate hazard to the agency, to other District employees, or to the employee; or

(c) Is detrimental to public health, safety, or welfare of others.

An agency head may summarily remove an employee under this section only if at the time the summary
removal action is taken, a good faith effort has been made to determine that at least one (1) of the conditions
described in § 1616.1 is met; and only if the action is taken for cause pursuant to § 1603. Otherwise, the

employee shall be entitled to an advance written notice as specified in § 1608.

An employee who is notified by written or oral directive of a summary removal from his or her position
pursuant to this section shall immediately leave his or her duty station or District government facility.

Within three (3) days of the summary removal, the agency head or his or her designee shall provide a writlen
summary removal notice to the employee that includes all of the following:

(a) The reason for the summary removal action;

(b) The effective date of the summary removal action;

(¢)  The right to review any material upon which the summary removal action was based;

(d)  The right to prepare a written response, including affidavits and other documentation within six (6)
days of receipt of the notice;

(e) The person to whom the written response is to be presented;

(f)  The right to be represented by an attorney or other representative;

(g) The right to an administrative review, as provided in § 1612; and

(h)  The right to a final decision as provided in § 1614.3.

An administrative review, as provided for in § 1612, shall be conducted prior to the issuance of a notice of
final decision.

The deciding official, after considering the report and recommendation of the hearing officer pursuant to
§ 1612, shall do one (1) of the following, as appropriate:

(a) Remand the summary removal action to the hearing officer;

(b) Designate a new hearing officer to conduct a review de novo; or

(c) Issue a final decision sustaining, reducing, or dismissing the summary removal action.

When the final decision is to sustain the summary removal action, or to reduce it to a suspension of ten (10)
days or more or to a reduction in grade, the final decision shall inform the employee of his or her right to

appeal to the Office of Employee Appeals, in which case the decision shall have attached to it a copy of the
OEA appeal form.
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1620 ENFORCED LEAVE

1620.1 Notwithstanding any other provision of this chapter, a personnel authority may authorize placing an
cemployee on enforced leave i

(a) A determination has been made that the emplovee utilized fraud in securing his or his or her
appointment or that he or she falsified official records;

(b) The employee has been indicted on, arrested for, or convicted of a felony charge (including
conviction following a plea of nolo contendere); or

(¢)  The employee has been indicted on, arrested for, or convicted of any crime (including conviction
following a plea of nolo contendere) that bears a relationship to his or her position; except that no
such relationship need be established between the crime and the emplovee’s position in the case of
uniformed members of the Metropolitan Police Department or correctional officers in the D.C.
Department of Corrections.

1620.2 Placement of an employee on enforced leave pursuant to this section is not a corrective or adverse action.

1620.3 A personnel authority may propose the placing of an emplovee on enforced leave in accordance with this
section as follows:

(a) For actions based on any of the conditions described in section 1620.1 (a) or (c) of this section, only
if the personnel authority has a good faith belief that any of the conditions described in section
1620.1 (a) or (c) of this section are met after reviewing and considering the information contained in
affidavits, legal indictments, charges or complaints, arrest records, or other documents or other
credible information; and

(b)  For actions based on any of the conditions described in section 1620.1 (b) of this section, only after
the personnel authority has obtained official documentation such as affidavits, legal indictments,
charges or complaints, arrest records, or other documentation, to support the determination that any
of the conditions described in section 1620.1 (b) of this section are met.

1620.4 If the personnel authority determines that the conditions described in section 1620.1 of this section are
met, an employee shall initially be placed on administrative leave for a period of five (5) workdays.

1620.5 The first day of the administrative leave period shall be the first workday that immediately follows the day
on which the employee was placed on administrative leave pursuant to section 1620.4 of this section.

1620.6 The proposing official shall issue a written notice to propose placement of an employee on enforced leave.
The notice shall inform the employee of the following:

(a) The reasons for the proposed enforced leave;

(b)  The specific basis, including affidavits or other documentation, upon which the decision to propose
placement of the employee on enforced leave was based and which establishes that the conditions
described in section 1620.1 of this section have been met. The employee shall be provided with a

copy of the notice;

(¢) The beginning and ending dates of the five (5) workdays of administrative leave;
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1620.7

1620.8

1620.9

1620.10

1620.11

1620.12

1620.13

(d)  The beginning date of the proposed enforced leave;

(e) The right to make a written or oral response, or both, to the notice, and to furnish written statements
of witnesses or other documentation in support of the response, all within one (1) workday of receipt
of the notice of proposal;

(f) The person to whom the response is to be presented,
g)  The right to be represented by an attorney or other representative; and

(h)  The right to a written final decision within the five (5) workdays of administrative leave.

Prior to actual delivery of the notice under section 1620.8 of this section, initial delivery of the notice
proposing placement of an employee on enforced leave may be acomplished by reading the notice to the
employee over the telephone.

During the five-day (5-day) period of administrative leave under section 1620.4 of this section, the agency
shall deliver the notice proposing placement of an employee on enforced leave to the employee personally,
or by leaving a copy at the employee’s home with some person of suitable age and discretion who is
present.

The response period provided for in section 1620.6 (&) of this section shall begin the first workday that
immediately follows the day on which initial delivery of the notice is made, regardless of the method by
which delivery was acomplished.

If a determination is made to place the employee on enforced leave, the written final decision shall inform
the employee of the following:

(a)  The placement on enforced leave as provided in section 1620.12 of this section;

(b) The date the enforced leave 1s to commence; and

(c) The right to grieve the action under the procedure set forth in section 1636 of this chapter, and that if
the enforced leave lasts ten (10) days or more, the employee has the right to file an appeal with the

Office of Employee Appeals within thirty (30) days of the final decision.

The enforced leave period shall commence on the first workday that immediately follows the five (5)
workdays of administrative leave, as provided in section 1620.4 of this section.

During the period in which the employee is in the enforced leave status, cach day of absence is to be
charged against the employee in the following sequence:

(a)  Accrued annual leave, if available, until exhausted;

(b) Compensatory time which is authorized and recorded on time and attendance reports, if available,
until exhausted; or

(¢) Leave without pay when annual leave and compensatory time are exhausted or not available.
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If a determination is made not to place the employee on enforced leave, the written final decision shall so
inform the employee.
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1620.14

1620.15

An employee shall remain on enforced leave until such time as disciplinary action, in accordance with this
chapter and taken as a result of the event that caused the administrative action, 1s effected, or a
determination is made that no disciplinary action will be taken.

If the basis for placing an employee on enforced leave pursuant to this section does not result in
disciplinary action pursuant to the provisions of this chapter, any annual leave, compensatory time, or pay
lost as a result of the administrative action shall be restored retroactively.

1621 - 1629 (RESERVED)

1630

1630.1

1630.2

1631

1631.1

APPLICABILITY: GRIEVANCES

Except for an employee excluded by subsection 1630.2 below, sections 1630 through 1637 of this chapter
shall apply to any of the following:

(a) Anemplovee in the Career or Excepted Services;
(b) An Educational Service employee in the Office of the State Superintendent of Education;
(¢) An applicant for employment; or
(d) A former employee.
The following employees are excluded from coverage under sections 1631 through 1637 of this chapter:
(a) An employee of the Board of Trustees of the University of the District of Columbia;
(b) An employee in the Legal Service;

(¢) An employee in the Excepted Service appointed under the authority of sections 903 or 908 of the
CMPA (D.C. Official Code § 1-609.03 (2006 Repl. & 2011 Supp.) or D.C. Official Code 1-609.08
(2006 Repl.)):

(d) Anemplovee in the Management Supervisory Service; or
(¢) Any 905 serics atlorney not in the Legal Service.
MATTERS GRIEVABLE: GRIEVANCES
Persons covered under § 1630 may grieve any matter except the following:
(a) Any action implemented to comply with a decision by the Office of Emplovee Appeals, the Merit
Systems Protection Board, an arbitrator of competent jurisdiction, the Office of the Inspector General,
the Executive Office of the Mayor, the Office of Human Rights, the Commission on Human Rights, a
court of competent jurisdiction, or any other agency authorized by law to mandate a particular action;
(b) Any action terminating an employee’s temporary promotion that returns the employee to the position
from which the employee was temporarily promoted or to a different position that is not at a lower

grade or level than the position from which the employee was temporarily promoted,

(c) Expiration of an appointment with a specified time limit;
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(d)

(e)

®

(g)

(h)

@

@
(k)

0]

(m

—

(n)

(0)

)

(q)

®

(s)

0]

Forfeiture of position due to failure to maintain bona fide District residency, or to meet the residency or
domicile requirements, respectively, as provided in Chapter 3 of these regulations;

Termination or discipline of an employee serving a probationary period as provided in Chapter § of
these regulations;

The return or assignment to the position from which promoted or to an equivalent position of an
employvee who does not successfully complete a supervisory probationary period pursuant to Chapter 8
of these regulations;

Termination or discipline prior to the expiration date of a temporary appointment;

Voluntary action initiated by, or at the request of, the employee;

Conversion of any position to the Management Supervisory Service or the Excepted Service;
Reduction of an employee’s rate of pay {from an erroneous rate;

Termination of pay retention, as that term is defined in Chapter 11 of these regulations, by action in
accordance with reclassification procedures or reduction-in-force procedures pursuant to, respectively,
Chapters 11 and 24 of these regulations;

A decision declining to waive repayment of an erroncous payment under D.C. Official Code § 1-
629.01.

Termination of a term promotion upon completion or termination of the assigned project, and the return
of the employee to the position from which promoted or to a different position of equivalent grade and

pay;

An action implemented to comply with any law, rules or regulations established under the District of
Columbia Administrative Procedure Act;

Any other matter for which no District government agency has the power or authority to provide the
remedy sought or an equivalent remedy;

Designation as a “management employee” or a discretionary decision to grant or not grant any retreat
from the Management Supervisory Service to another service pursuant to D.C, Official Code
§ 1-609.54;

An allegation of unlawful discrimination, or any other matter within the jurisdiction of the Office of
Human Rights;

An allegation of an unfair labor practice, or any other matter required to be decided by the Public
Employee Relations Board;

A final agency decision which, pursuant to D.C. Official Code § 1-606.03(a), may be appealed to the
Office of Employee Appeals;

A grievance required to be submitted through the grievance procedures contained in a collective
bargaining agreement covering the employee as provided in §§ 1632.2 and 1632.3, or through a
procedure pursuant to § 1632.5;
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1632.2

1632.4

1632.5

1632.6

1632.7

1633

1633.1

(u) Non-selection for any competitive or non-competitive appeintment or promotion from a group of
candidates who were properly qualified, ranked, or certified;

(v) Performance evaluations conducted under the provisions of Chapter 14 of the D.C. personnel
regulations, under which employees may seek review of the performance evaluation;

(w) The application or coverage of the Fair Labor Standards Act;

(x) A pror grievance dismissed with prejudice; or

(v) The disallowance of an employee’s representative pursuant to this chapter; or
GENERAL: GRIEVANCES

The informal presentation by employees of concerns and grievances is encouraged and shall be reasonably
accommodated by management. The provisions of this chapter do not control informal presentation by
employees of concerns and gricvances.

Any grievance resolution process negotiated between the District of Columbia and a labor organization shall
take precedence over the provisions of this chapter for employees in a bargaining unit represented by a labor
organization, to the extent that there is a difference.

If an employee is authorized to choose between the negotiated grievance process set forth in a collective
bargaining agreement and the grievance process provided in these rules, the employee may, at his or her
discretion, do either of the following:

(a) Grieve through the negotiated grievance procedure; or
(b) File a disciplinary gricvance as provided in these rules.

An employee shall be deemed to have elected his or her remedy pursuant to § 1632.3 when the employee
files a grievance under the provisions of this chapter or files a grievance in writing in accordance with the
provisions of the negotiated grievance procedure applicable to the parties, whichever event occurs first.
This section shall not be construed to toll any deadlines for filing.

Any system for grievance resolution involving uniformed members of the Metropolitan Police Department
or the Fire and Emergency Medical Services Department provided for by law, or by regulations of the
respective departments in effect on the effective date of these regulations, including but not limited to
procedures involving trial boards, shall take precedence over the provisions of this chapter relating to
grievances, to the extent that there is a difference.

An employee, former emplovee, or applicant for employment may present a grievance to the agency with
authority to provide the remedy. Emploving agencies, or the Office of Personnel in the case of an applicant
for employment in an agency subordinate to the Mayor, shall be responsible for referring the grievance o
the appropriate agency.

A grievance by an applicant for employment shall be limited to a request for non-monetary relicf in matters
involving the application of the merit staffing process.

AGENCY RESPONSIBILITY: GRIEVANCES

Pagez 09

Each agency head shall:

(a) Ensure prompt handling of grievances of employees, former employees, and applicants for employment
pursuant to this chapter;
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1634

1634.1

1635.2

1636

1636.1

1636.2

1636.3

1636.4

1636.5

1636.6

1636.7

(b) Reasonably make the grievance system known to all employees;

(¢) Provide for mediation or other non-binding alternative dispute resolution mechanism as part of the
gricvance system;

(d) Ensure that copies of the grievance procedures and alternative dispute resolution procedures are made
available upon request to an employee, former employee or applicant for employment; and

(e) Ensure each grievant or witness freedom from restraint, coercion, interference, discrimination, or
reprisal by any official of the agency for the act of filing or supporling a grievance.

OFFICIAL TIME: GRIEVANCES

If otherwise in a duty status, cach employee submitling a grievance under the provisions of this chapter may
be granted a reasonable amount of official time for preparation or presentation of the gricvance.

Each absence from duty in excess of the time granted in accordance with § 1634.1 shall be charged in
accordance with Chapter 12 of these regulations.

TIME LIMITS FOR FILING: GRIEVANCES

Except as provided in § 1635.2, an employee, former employee or applicant for employment filing a
erievance under this chapter shall present the grievance within forty-five (45) days, not including
Saturdays, Sundays, and legal holidays, after the date that he or she knew or should have known of the act
or occurrence that is the subject of the grievance.

An employee may file a disciplinary grievance or a grievance of enforced leave that lasts less than ten (10)
days, within ten (10) days of receipt of the final decision on the corrective action or the enforced leave.

PROCEDURE: GRIEVANCES

A grievance shall be in writing, shall contain sufficient detail to identify and clarify the basis for the
gricvance, and shall specify the relief requested.

Except as provided in § 1636.3, a grievance must be presented to an official (hereinafter referred to as the
“orievance official” who has the authority to grant the relief sought.

A grievance of enforced leave or a disciplinary grievance shall be presented to the grievance official, who
shall be an official who is at a higher administrative level than the deciding official on such actions;
however, when the deciding official was an agency head, the agency head shall designate an official from
another agency as the gricvance official.

The grievance official shall attempt to resolve a grievance through the mediation or non-binding alternative
dispute resolution mechanism, or any other similar procedure. If the grievance is resolved, the parties may
agree to dismiss the action.

In the case of a grievance of enforced leave or a disciplinary grievance, the grievance official shall either
sustain, reduce, or dismiss the penalty imposed by the final decision, but in no event shall increase the

penalty.

The grievance official shall inform the grievant, in writing, of the decision on the grievance.

Pagez 1 0

If the relief requested has been denied in whole or in part, the grievant shall be advised of the basis for the
denial.
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1636.8  'The decision of the grievance official to deny the grievance, in whole or in part, shall be the final
administrative decision, and shall not be subject to further administrative appeal.

1636.9  The decision on the grievance shall be issued not more than thirty (30) workdays from the date the
grievance was filed.

1637 DISMISSAL: GRIEVANCES
1637.1  An agency may dismiss a grievance with or without prejudice at the grievant’s request.
1637.2  An agency shall dismiss a grievance with prejudice in any of the following instances:

(a) Upon termination of the employee’s employment with the agency, unless the personal relief sought
may be granted after termination of employment;

(b) Upon the death of the employee or former employee, unless the gricvance involves a question of
compensation; or

(c) For failure to pursue, if the grievant does not furnish required information or duly proceed with the
advancement of his or her grievance.

1637.3  The procedures used to permit and process a grievance and the dismissal of a grievance of an employee or
former employee under the provisions of § 1637.2(a), (b), or (c) shall be the final agency decision, and shall
not be subject to further administrative review.

1699 DEFINITIONS: GENERAL DISCIPLINE AND GRIEVANCES
1699.1  When used in this chapter, the following terms shall have the meaning ascribed:

Administrative leave — an excused absence with full pay and benefits that is not charged to annual leave, sick leave,
or leave without pay.

Admonition — any written communication from a supervisor or manager to an employee, up to but excluding an
official reprimand, that advises or counsels the employee about conduct or performance deficiencies, and the
possibility that future violations will result in corrective or adverse action.

Adverse action — a suspension of ten (10) days or more, a reduction in grade, or a removal.

Agency — any unit of the District of Columbia government, excluding the courts, required by law, by the Mayor of the
District of Columbia, or by the Council of the District of Columbia to administer any law, rule, or any regulation
adopted under authority of law. The term “agency” shall also include any unit of the District of Columbia government
created by the reorganization of one (1) or more of the units of an agency and any unit of the District of Columbia
government created or organized by the Council of the District of Columbia as an agency, and shall include boards and
commissions as described in D.C. Official Code § 1-603.01(13).

Correclive action — an official reprimand or a suspension of less than ten (10) days.

Covered supervisor — a Career Service employee covered under the provisions of section 1600.2 of this chapter who
ocecupies a supervisory position.

Days — calendar days, unless otherwise specified.
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Deciding official — the individual who issues a final decision on a disciplinary action in accordance with section 1613
of this chapter, or enforced leave action, in accordance with section 1620 of this chapter.

Disciplinary action — a corrective or adverse action taken against an employee.

Disciplinary grievance — a request for personal relief concerning the final decision on a corrective action, as provided
in § 1617.

Enforced leave — involuntary placement of an employee on annual leave, compensatory time authorized and recorded
on the appropriate time and attendance reports, or leave without pay, as applicable, as provided in section 1620 of this
chapter.

Grievance — any matter under the control of the District government which impairs or adversely affects the interest,
concern, or welfare of employees, including but not limited to a request by an employee for relief concerning a final
wrilten decision that involuntarily placed him or her on enforced leave that lasts less than ten (10) days, as provided in
section 1620.10 (¢) of this chapter; or a request by an applicant for employment for non-monetary relief in matters
involving the application of the merit staffing process; or a request by a former employee for relief in a matter of
concern or dissatisfaction that is subject to the control of the District government, and that is related to an employment
condition, as provided in section 1636 of this chapter. This definition does not include adverse actions resulling in
removals, suspension of ten (10) days or more, reductions in grade, or enforced leave actions that last ten (10) days or
more; reductions in force; or classification matters, nor is it intended to restrict matters that may be subject to a
negotiated grievance and arbitration procedure in a collective bargaining agreement between the District and a labor
organization representing employ ees.

Grievance official — the individual who 1ssues a final decision on a grievance, in accordance with § 1636.

Hearing officer — the official, other than the proposing official, who has no direct and personal knowledge (other than
hearsay that does not affect impartiality) of the matters contained in a proposed removal action or a summary removal
notice, and is designated by the agency head who, pursuant to § 1612, reviews the proposed removal action or the
summary removal notice, as applicable, and the employee’s response, if there is one, conducts a hearing where
appropriate, and makes recommendations regarding the proper course of action.

Nexus — a reasonable connection between the conduct of an employee and the ability of the employee to perform his or
her job or the ability of the employing agency to perform cffectively, determined in accordance with sections 1606.4
and 1606.5 of this chapter.

Official reprimand — a final decision letter that is placed in the employee=s Official Personnel Folder, and that
censures an employee.

Personnel authority — an individual or entity with the authority to administer all or part of a personnel management
program as provided in D.C. Official Code § 1-604.01 ¢t seq.

Proposing official — an agency head or an official authorized by the agency head to issuc a written notice of proposed
cotrective or adverse action or enforced leave,

Reduction in grade — an involunlary action that changes an employee, while continuously employed, to a grade level
with a lower representative rate.

Relief — a specilic remedy requested by and directly benefitting the grievant, but may not include a request for
disciplinary action against another employee.
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Removal — the involuntary separation of an employee from District government service.

Summary removal - an action taken to immediately separate an employee pursuant to § 1616.
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Summary suspension — an action to immediately suspend an employee pursuant to § 1615,
Suspension — the temporary placing of an employee in a non-duty, non-pay status.

Temporary appointment — a Career Service appointment effected as provided in Chapter 8 of these regulations that
has a specific time limitation of one (1) vear or less.

Term appointment —a Career Service appointment effected as provided in Chapter 8 of these regulations that has a
specific time limitation in excess of one (1) year, but not excecding four (4) years, unless extended by the personnel
authority.

With prejudice — the withdrawal or dismissal of a disciplinary action that prevents the alleged charge or charges from
being re-filed; or in the case of a grievance, the dismissal of the grievance by the agency that prevents the emplovee
from resubmitting the grievance.

Without prejudice — the withdrawal or dismissal of a disciplinary action that does not prevent the alleged charge or
charges from being re-filed; or in the case of a grievance, the dismissal of the grievance by the agency at the request of
the employee.
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D.C. Register Updates for Chapter 16 of the D.C. Personnel Regulations,

General Discipline and Grievances

The following D.C. Register citations identify when a given section(s) of Chapter 16, General Discipline and
Grievances, of Title 6 of the District of Columbia Municipal Regulations, was amended. Following the publication in
the D.C. Register of subsequent final rulemaking notices, this Addendum will be updated accordingly.

For the convenience of DPM subscribers, the Addendum identifies amendments on a section-by-section basis, as well
as the page in this DPM Transmittal impacted by the amendmeni(s) occurred, and provides brief comments on the
amendment(s) accomplished.

D.C. Register Change(s) Reflected
Date Section(s) on Page(s) Comments

34 DCR 1845 Sections 1601 through Pages 1- 37

(3/20/87) 1618; 1631 through 1641 (DPM Transmittal No. 1

(undated))

37 DCR 8297 Sections 1601, 1603, Pages 3, 5, 6, 19, 22

(12/21/90) 1618 (DPM Transmittal No. 22)
46 DCR 7208 Section 1603 DPM Transmittal not issued | Section 1603, Definition of Cause,

(9/10/99) amended in chapler
47 DCR. 7094 Sections 1600 through Pages 1-19 These rules implemented the new

(9/1/00) 1637; and 1699 Entire Chapler general discipline and grievances

(DPM Transmittal No. 63)

provisions pursuant to D.C. Official
Code § 1-616.51 e seg. Name of
chapter changed from “Adverse Action
and Grievances” to “General
Discipline and Grievances;” Table of
Appropriate Penaltics removed from
the chapter

49 DCR 11781
(12/27/02)

Sections 1601, 1603,
1606, 1612, 1614, 1615,
1616, 1617, 1630, 1631,

1699

Pages 1, 2,3, 4, 7, 8, 9, 10,
11, 12, 13, 14, 15, 18, 19
(DPM Transmittal No. 92)

Deleted provision stating that at-will
employees may be subjected to any or
all of the measures in the chapter, etc.;
added a provision that the final
decision in the case of summary
suspension/summary removal actions
shall be issued not later than 45 days
from the date of delivery of the
summary suspension/summary
removal notice

50 DCR 3185
(4/25/03)

Section 1631

Page 15
(DPM Transmittal No. 97)

Clarifies that the non-adoption of a
suggestion or the failure to receive an
incentive award are not grievable
matters

51 DCR 7951
(8/13/04)

Sections 1600, 1604,
1605, 1608, 1614, 1615,
1616, 1617, 1618, 1619,
1631, 1634, 1635, 1699

Pages 1, 4, 5, 6, 8,9, 10, 11,
12, 13, 14, 15, 17, 19, 20
(DPM Transmittal No. 114)

Among other changes, the rules
informed covered employees of their
right to fil¢ an appeal with the OEA
for any enforced leave that lasts 10 or
more davs

53 DCR 3974
(5/12/06)

Section 1601

Pages 1,2
(DPM Transmittal No. 144)

Amended section 1601.5 of the chapler
to add the provisions of Title V of the
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D.C. Register Updates for Chapter 16 continued

D.C. Register Change(s) Reflected
Date Section(s) on Page(s) Comments
55 DCR 1775 Sections 1600, 1601, Pages 1, 3,4, 5,6, 8, 14-22, | Addition of a new section 1604.3 to
(2/22/08) 1603, 1604, 1606, 1608, and 26-28 the chapter to provide that a proposing

1619, 1620, 1699

(DPM Transmittal No. 161)

official may attempt to resolve a
proposed corrective action of a
suspension of less than 10 days by
conducting a Resolution Conference;
changes to section 1603.3 to modify
the definition of the causes for which
disciplinary action may be taken; and
Table of Appropriate Penalties added
to the chapter (section 1619)

59 DCR 008398
(7/13/12)

Sections 1600.2, 1630.1
and 1630.2

Pages 1, and 22

The rules amended subsections 1600.2,
1630.1 and 1630.2 to add the
Educational Service employees in the
Office of the State Superintendent of
Education.
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Omnibus Public Safety Agency
Reform Amendment Act of 2004
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