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Types of Separation fobions 6o  irocassing Tnstructions

AL R Y
DELERSL

Thle Tnstruction governs the sesmration of hronoy smployees Jor ald roasons
cxoept reduction in foive; enbry inte odal Mr;/ service and separabion basced
on adverse findiogs of the Loyalby ‘eview Dosrd or the :knpmymam Reviey

PULIG!

#e 1t 13 sssential vhat sach marber of the fpency sontribube hies full
ghare toward the accomplishmont of the Agency’e missicn., Although
avery eifort will be made to mivimize the loss of campetont personnel,
propmt sction must bs taken to relesse those individuals who fail to
periom sffcotively; who denonstrabe wndesirable parsonal characters
jstics, or who do not neet secuwxity or lovalby requirenenty.

B.  separations will be effected in o upiform and equitabls nanncr with
due regerd for the neads of the Agency, the welfare of individual ame
ployess and the requirements of law and regulations. Smployecs wfll
be informed of the reasons for all actions daken to separate them.
Those who have eampioted their trial period will not o soparated for
wnsatisfactory performance wiless there is a prior notice informding
the porson concerned in wvhat respect nis sorvices are wasatisfactory,
audt he bas Leen plven a reasopable cpportunity to improve or to
coprrest objoctionable traits or porfommancs,

TLPOE OF SLPARATION AUTIONS

This section deseribes each type ol soparatict: action amgd presasrives
gpecial wpdnsiples or procodwrnl roguizemonts spplicable in each case,
Gemeral princdples and procodures are presercibed in sections 5 amd & of

hie Tastroection.

2, AEoblong Based on Imployesis Requost or leoss of Sldgibdlity
This growp of acbtions includes thoss which are taken ia responge to
reguesty by aployess and those whdch the sgeney is requdred to take

vesavee the employse sweerned has loat eliglibiiity for continued
amploysnent .
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by meisnation

{a) W lamgmt.i o la geparation at tiw empiuyos's reguast,
withar vortel or wrilbton.

(b Carsful cougideration will be piven to the reasme olforad
by an empdayee for his preposged resignation. nlsas the
wipioves s wnavaeilable, hw wild be intervieved oy ds
superviser indtlally ard tho Porsomwel fice subpequently

Lo determing whethor cne of the fallowing steps is ape

J.«.U;:}I'fl.amﬁ

{41 Xf the proposwd resigruuicn is the result of falluwre
T ol s petentialldy valuable employee to adjust himsels
e a gpecifie work situatico, appropriate actian
chould be taken to improve such adjuwstment by in-

aervice placement, counaslling or othioy meuns.

€77 It the reason offerad is ill heaitlyy tis amplovoers

T @lissuility tor sepammm, sacauze of diszatility
ghouli be deterndrel., If tuls actian is proper, tic
anployec Wwill be advised that he may wmmm*m his
ragiomation and sxieguard .,.Liﬂ interests through
separation sction bosed oo disabllity.

fe; An employwe wiil not e rogucotad or advised to suedt a

rusignation in lisu of ancilhwe noers appropriate action.

He will,; however, e wivised of pis right to resign prior
50 the eaupletion of ancther Lype of separation and, if
he ohooges 0 resign, Lds wvesignation will be accepted.
“he dpency will not refuse the resionztion of an aaploys:
nor will it tale any setion bo conpeld hils to remain in tie
aervice bayond the date he bas gpacitied.

) hen an individunl contemplatos volunmtary ssoparatior. frd:
v Agenty, he shoddd give ons scath's advancs notice of
bizis Lacky if pos.;ibleag or ot logst twn weokst notlcs,
Hrever, ftallure to fuwnish sach motice will not afisct
e parsamnel sction involved dn any way and, althowh it
sy refloct wnfavorably o the individual's employment
racord, it is not ordinuueily rogavded 45 3 basis for
barring ndm fron furtieor Federal 2epioymont.

{1} oCral nobice conpiitudes 3 vasid vesignation but etford
= will be made to obtain written confirmation whemaver

o
oo o
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TIELATN INSTRUST FEItS, :

(2} lLettoers of maﬁgm,tmm fran abgent erployecs should

T be addressod to the rerscenncl Uirector. Howaver,
whon guch lobtbers arce received by othar Agency of-
ficials, they will bo forwardod :izzmediately to tha
Fargamel Office for action.

(4} VUhen an employee absent on maternitys; eduwcational oc
T other extended leave fails either to return to duty

: or Lo gend notice al the end of the period of
: auvihorized absence, the Peraonnel Office will send
; a letber to the employeo's last hkoam address rs~
: questing thet hs notily the Persoamel IMrector
: whethor he intonds to roturm or resign. The lstter
i will request reply withdn a specifisd reazsomabls
1 period (not logs than S calendar days) and will in-
form the aployes that, if he doss not retwm, the
Agency will be conpelied to censider him as resignods
{fin employee eligible for veteran preference will
alzpo bo advisaed that the letter comstitutes 30 days?
agvance notics of proposed sction in camplianca with
the provisicns of Soetion 1 of the Veterans
Fraferonce Act.)

(8} The effective date of a vosignation wilil be the close of
buginecs on tho last day the empleyes is present for duty
exeept in the follewing circwastances:

B L TR TG bl ot S T B e A

o

1) Uhen an empluyes resigns during, or at the expira-
tion of an approved leave pericd, the date of
saparation will be fixed as the closing dats of the
pay period during which his resignation is receivad :
by the Personnel Office and the intorvening perioad
will be covsred by leave with or without pay,

(2} When an employee resigms in cirvumstances umder whjsh .
' it is proper to grant any scoruod glek leave to uls ;
eredit, the dato of resignation will be extendsd to
persdt pranting vnused gick leave. Such cases res
quire the gspecial approval of the Assistant Director
(Tergsennel} or his designes.

() separation to Accept Cther Federal imployment

{a} The action to be talmn to aliow appuintment of an empioyae
by another Federal agency without z brsak in servies of
onae workday is Pleparation®, unless the eawployee elscts
to resipn or is eligitle for "Separation (Transfar)®.

o 3:9
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(b fa agployee will net be refused rolease for Lus purross f

aszontirg 2 position in snother Yederal agoncy.

(1) te effective dato of seraration will be deterdnsd vy
sjotiation Lulwecn the ‘crsomnel Office and the other
aEngy soncesrned.  Lvery stfort uill e made to arvsnge ¢
date gprecatde to the amslayests suporvisor.

Failuey to Yeet ‘inimm 51iribidity Standards for Appointment

{a) &1 employee wiil Lo scparated by the action "Laparation
{fipgualification)” won a detemination that he waa
inelirible wndsr the miniwmw: standards of eligitility
preseribed at the time of his appodintment. This determi-
aavbion may result from 1nformation obtained by the Agency
t°; in appropriate capes. by the U. 3. Civil Service
Sumission, '

(L) This sctdon will not be uBed to separate trial poriod ems-
gioyees who £ail to demcistrate their qualifications or
olierrise manifest unsuitalility for Agency enployment.

L will not be used to efect soparation 2s a resull of

action by the Loyaity feviow Doard or the Lisployment,

Lyviow Loard, or when tha esployce's application cortaing

algvepresentations not conwerning miniman eligibility

stardards.

P

{el  Phe Assistant Ulrector {‘ersennol) or his desigree will
detemine the approprists sction to ba taken in thewse
sazes in accordance with applicable laws, rogulations
and Agerey policy.

separabion Upon ietermination of legal Incompateras

{e; An empleyee who has Leen declored mantally incoaupatont Ly
@ sourt, of ecmpetant Juriadiction will be separated by the
aetion "Separation (ieval Incompotencs)”, This action i
Lo ba distingudshed froam "Separstion (Jdsability)" which
may be taken vpon an admindstrative determinstion that
the enployse is mentally incapable of perfoiming tha
dubies of his position.,

{b) do empleyec will be separated for legal incompetence wntil
authoritative evidencs 1= received which supports thds
action. Upon receipt of such avidence, tio Assistant
Freobor (Csrsonmel) or his designes will determine
whether the employeo ig aligible for disabiitity retiremeont

@3 14 E2
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and, if so, will prompily advisc tho igpal guardian ap-
pointed by the court of such eiigivility. If application
for disability retiremont is made, astion will be taken
i1, acsordance with paragraph 3-aib) below.

f¢l The effective date of the goparation will be the dats of
reeadpt by the Acency of court sohtion as extended by ary
musal sick ioave o the erployesis exedit, Tha TErsOancl
CPfice wiill advice the legal grardian to subeit o clain
for unpald salary since payments cannot Lo mado bo i
employec after the dabte of tha coumt action daclaring ndm
incompetenta

Tisability Retirement

(3} An amployec who is eligible for aatirement (Disability)®
will be separatod by this action upon approval of his ap-
plication by the U J. Civil Service Commission, Applica=
tion for disability retiremont may be submittod by the
enployee, ids guardlan or otler intorosted party {if he
is mentally incompetont), or by the Agencye The Personnad
Office will fumish advice amd assistance as to sligibility
requirersmts and necessary steps in processing the applica-
tion.

(v) An employes who is physically or mentally disqualified for
' fuprther productive effort will be continued on the roll
an pick leave, ar lsave without pay if necessary, paniing
approval of his application for disability retirement,
In the event he is not eligible for rotiremont, he should
s separated by the action "Separaticn (isability)®,
degeribad in paragraph Jei:(5) belaw,

(pticnal Retirement

“mployesn mooting certain age and lenrth of service requirements
may eisct to retire even thowh they are not eligible Tow
mandatory age rotiremont (paragraph 3-a{7?) below}. The
rersonnel Cffics will fumisl advice and assistance as to
olipibility requirements and necegsary steps in processing the
application.

Age Retirement

‘jhen an employoa bas reached age 10 and has complsted 15 or rore
yoars of credliabls gervice, the Agenty has ne option but to
separate him by the action nRetirement (Age)®. The Personnel

e 5@
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office will assure that the amployee has suf'ficieant advance
aotice of retirenant (not less than &0 calendar days) and w1l
assist him in planning for retirement. The action becomes of=
fectiva at the end of the calendar month during which the ome
ployse has mot both age and length of service requirements.
This date may Le extendod 1f nucessary te provide the rdnimum
& days' advance notice required in thesse actions.

(3} Deallb

(2} lhen an employcs dles or becamw: sericusly i1l on the jub,
the Fersonnel Cffice wiil be immediately advised and will
notify, by the moet expeditious means available, the
smaryency addressee designated by the suployee, If the
emergency addrosses is iocated at a ddstance, he will be
notified vhether the amploywe is on or off the job at the
time.

(b} Uhen death voeurs in the performanse of duty, the Personnel
Gifice will take action to preserve all the employcs’s
rights wnder the Pedeoral Lmployses® Compensation Act.

(e} An employee will not Lo sepsrated Ly the Agency while Lo
is in the status of a misming person as defined in Agency
Hegalations,  In uwnusual cases, when proof of death can~
not Lo obtaired, the amployse may be removed from the rolls
by the action "Death (I'reswsd)¥.

{d) The Persamnel Office will provide all possible assistance
to the docsased employsets next of kin, or energancy ade
dressec, in preparing claim for final salary and lump-
sure loave payments and in filirg a clain for any survivor-
ship bemafits for which he may be eligible under the Civil
Servico Retirement Act. He will sliso be advised to make
elain for any Social Security benefits which may bs dus,

Actions Based on Conduct or Qualifications

This growp of actions includes thoss which are initdated by Apency
officizis on the basis of the employes®s conduct or qualificaticns.
They are distinguished from similar actions doscribed above primarily
in that they requlire advance notice ard, usuvally but not invarisbly,
the right of the saployee to reply before they may be properly of-
facted,

rmlsm
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(1} Irinciplos Covarndng Actions

{2} FAemowel iz mquired Ly stetute for certain offenses; in-
clhuline among obhers,; political, subwersive, fra mlu‘lmw
or criminal setivities., Discretionary authovity 4
separate an euployoe hay be exeruised when guch rmtim
will promote the efficisnsy of the sarvice.

() Deternimtion to separate an ermployee will be based on
corsideration of the following Tactovrss

(1; The employecis service history aml uls wiplanation
{intant, mitigating circumstances, abe.) and the
frequancy of the occuwrrenes for which separation i
proporedy

(2) Previous swervisory atbsupts to roctify the dif-
Tiewltys

{3 Uhethor the situatdon is romedisble by admonition or

T reprimand or obher less drastie action.

(&) roticn wili not o teken in roprisal for petitiam or testi-
mexiy Bo Governmontal awthoritdes.

(d) To tle ertent authorised by existing lagislation and
governdne repulations, employees will be pald retroactive.
ly for pericds of enforeed ebsence upon restoration and
doterminaiion that their separsiticn was wjustifisd or
umsrranted. (This does not apply %o restorations ef-
fected to correcht purely provedural arrovs./ Adverse
aetion must, therefore, be well supporited factusliy and the
virpost cars exsvelsed in selscting appropriate sction on
+the grouwsle provided.

{o) The effective date of action will not La established priov
o the 9xpﬁ.mt«im of the advance noties prescribeld in
section § of thiz Instruction ¢r, if appliceble; %o the
dute th:a guployee hag received notice of the adverse
docision,

{(2) Failuwrs o Qualify During Trdal DPordod

(a) The trial pericd chould he fully whilized as a final waed.
ingeout pericd to detormine the capacity of a new omploysd.
supervisors should pay particular sttention to thy s
ployes’s performamce, progress and growbh potential dwxdng

o ? Lt
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fids onrlod and rerort these itome 4n dotail on tie
wreannoel Smlmtion wvort nrepared rrior to corplotion of
L Lelal vordale 0 caployoe vho Tails to dunonsteste
Tieations Jor hic positien or othervise manifesis wi-
s for Pzoncy ampicyient during his trial poriod
o semaratod Gy the action “ieparation (Disqualivice-

LAt o is eldsible for vebsznn sreforenco s )

ks e nletod o orraitionsry er belal poriod in
riceeny continuous Sedera) sorvice will e soparated Ly
L actdon “leparation (Inc idciancy)?, paragreaph J<bf ')
belewr, owen though he has not canpicted the wmifor 32
AoLtha? Lrdsl peried inm this Ag Yo :

P20 Coperution for unsatisfactory rorformarcs

&) “lepsretdion (Inefficiency)t is soparation action based an
unsatisfactory performance of an employes who has complotod
s trial jericd. Tds action myy ke taken whon doe
ficlencies in performance warrant, evan thouch the erplopects
last Fersornnel valuation Jgport dndicatoen satistactory pors
Fertanco .. Howover, it nav be talon onty after tiys aaployoo
hag baen officlally notiii.ud in writing of the dsficienciss
in his performance and has boon givon a specifiod reasonable
pariod of time (generally not lsss than 20 calondar days)

with prover supervision and an=job training in which to improve.

(b} In ecases whore a conselentious erployee occupdes a poaition
beyond lis actual or potential capacity; ha should o ro-
asgigned to dutios camensurate with his abilities, hen,
never. the swervisorls offorts to bring about mors
satisfactory perforance howe bson wavailing and lsase
drastie action iz not poscille or desgirable; he will re-
cormnd separation action. Ris reconmndation, sontainiag
rertinamt, facts concorning the irvdvidualra wsatisfactory
rerformnnce and sumarizing the supervisorts afforts to bring
about, isprovenent.; will bs forwaried Lo Lhe Persouncl Uffics
threush approprists administrotive: channeds,

iy Tomoval,

“lamoval is tie asction talen to separate an amployoc on coarves
of delinquancy or miscorduct, Jritten charges must be profarrsd
arainst the offending momber with an oppertunity for reply.
Thais action is appropriats {or use when the growsls are hased

- an anployee's willful actiors or uwpom carelessness o

o § =
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negligence beyorxi reascnatle ovcuse, It should be used when
warrantod whether or not the erployee has completed & triak

poriod. ‘emoval action ia not appropriate for separation on
grounds of unsatisfactory performancs unless there has been

gross noglirence cr carelessnocss on the part of the employee
nor is it appropriate for separation for physical or montal

deficiencies.

Separstion for Disability

(a) An employee uho is physically or memally incapatls of
satisfactorily perfoming the duties of his position and
who is ineligibls for disability retirement will be
gseparated by the acticn BSeperation (Idsebility)®. In
ro case will an amployse be requestod or advised to re-
slrn in Jdeu of this action. '

(b) Vhem 1t appears that an employse is physically cr mentally

incapable of porfoming his duties by reason of a cone.
tinuing dissbtdlity, his suparvisor will be assisted by the
Tersonnel Cffice in preparing a nemorandum to the ledical
Office stating the facts and cliroumstances. The ledical
Office will promptly srrange with the amployee, throwgh
his superviscar, for intorview and examnation, A written
statement based upon the examination and observed facts
end recommonding separatior or retention of the amployee
will be preopared by the Medical Office and forwarded to ths
Torsonrel Cffice. The Assistsnt Director (Personnel) or
kis designee will detarmine final action to be taken.

(o) If the amployee refuses to present himself for axamination,
the Assistant Director {Persomnsl) or his designee wdll
reach a decision upon such facts as are otherwiso available,
with the advice of the Chier, lodical Office, and the ap=-
propriate supervisor:

(d) EImployses will be permittod tc use sick lsave to their
credit prior to separation for dieability.

Abandonment of | Peeition

(a) Prompt aotion should be taken to determmine the cause of any
maunthorigsed absence from duty. If it has been imposaible
to contact the employee otherwise, the Persomel Office
will send a letter Ly registered majil, return recedpt ro-
quested, to the employce at nis last known address after
not loss than 5 working days of unauthorized absence.

-9 e
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Thds letter will stato that, 4f the amployes docs nat
MLy within a spoeified masonable tims {not lese than

L days) after rocoipt of tie lettor, setion will Lo fuken
W separate m for abandonmont of position, If the am-
ployes iz elipibile for vetersn vrsference, the lottee will
Stave that be 18 boing miven 0 days® advanes notico of
proposed sttion in acoondance with Section 1) of the
Yotarars Dreforence ok,

T

1 I8 the spldevst rotume te duby or advises of s ine

T bantien to rabirn, the action will not be procas L
ng abenderiad of position. llowavar, if b yotums
to duty and fails to provids gatislactory explanation
Tor the abseree, appropriate diselplinary action, in-
cluding removal, may e talwn,

(&) If the waployos fails to roturn 4o 4 aty or to provide
" resson for his continusd absence; action will be taken
to soperate bin wder the procedures {or " ilommmll

(ses paragraph J=-UL) abova.)

(b If sdwequont to the procassing of senaration for abardop-
ment of position, the arployee notifisd tho Porsorel
Cffice tlad he dd net shandon his pegition and that he
wishee to retwrn to duty, he will be restored by the
action "Restoration from Separatio® and decision made as
te wlwther the clrowstances warrant ramoval action.

(¢ If subsaquent to the procasging of separation for abandon-
uent of position, it is shown that the enployos did in
fact resim, the actiom will be amended to show ®llesisnation®
48 the mature of actien.

he  AUPVIORITIES AND FEOPORSIBILITITES

3.  Jupervisors bear prinary responsibility for determintry the alvquacy
of the performance ard condnet of persomnel under their jorisdiction
and for initiating corrective action whers recegsary. While uitimats
acbhority for taking personmel actions rests generally with the
Apsistant Diirector (Fersonnel), this fact does not reliove suporvisory
afficials of their responsibility for diseipline and proper navre-
nent of personnol.

o The Assistant Direstor {fersonnel) is responsgible for reni@:ffmg
advice and assistance at all supcrvisory lewels in these problems
and for reviewing recommerded actions to assure that they conform to

cx\mtxb
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regulatery and procecural requirerents and are not wmreasonabhic or
arbitrary. Lxeept as specificaily provided slsewhore, the Aascistant
Jdrector (Ferscnnel) or his desiznee wili taim or recamend final
action to gsoparate an cmployoe.

5. HOTICES, DECISIONE AU AFIBALS
8, Oaneral

mmﬁmmﬁmmwmedbytmmmquﬂremmﬁwm
the employes concermed and usually, if the action 4s based on his

The amount of notico and the form and contenta of the notice depend
upari tho type of action,; the ciroumstanoces of the individual case,
thaetatud‘meuplayeeaﬂtmtypeofq:podmmtmcumchm
is serving.

be  Apount of Hotdce - Right to Teply

gpociiie roquirvensnts for notice preriods and right to reply are sham
in Apperdix A. Gonerally, emplayzes serving in a trial period will
reccdve two weale® notlce of proposed soparation. In most cases,
enployoes who have completod uxeirt.rialper:lodswmmunmdm!
notice, Important exceptions are as follawss

(1) An aaployee who 1s eligible for 'ateranpreferamouﬂuhohac
comploted a trlal or probationary period in current continuous
Fedoral sarvice will e ocomsidered as having complsted his
trial perdiod aven though he may not have served ths full 12
months® trial period in this Agency. ‘

{(2) In ranovol cases, unloass the cmployes concernad is eligible for
votoran preference and muet therefore be givem 3 dayst advanoe
notice, tho time allowsd batwaen the notice axi final decision
will be determdred by the circumstances of tie individual case
but sufficiant to 21low for the reply pericd, oma:l.daratiax of
reply and issuancs of final deciacion.

(3) Time requiremsnts for advance notice and mqalydo.notlpplyin
tho following casas, although the amployeo will be given such
advmnnot&mandoppctmitytomrmvﬁlbmmm
uxier tle circunstances:

mua
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{2} hen the vessors or charmec are of suel nature that the
i requires fnvedisbe revoval 4¥ tue chayres are i
guantlated,

Ly hasn there o peasenablo s
Zullty of a erite for whioh
143 irpesod,

Jopn of Yetlen

Leticn of proposad seneration wili nermadldy e fanaed e the form aff
A detbiT.  uowavar, notice of temmirmtion setiom ek ages not irne
Ghuie the rigid Mo reply may be plven in the forn of g dettor or an
Llandard Forme M, ¥eliflcation of [ersonnel letiown.,

Computation of fetles Period

S st of notice roguired for the verieus typea of aotiong is
sdvon 1o Apperkiix A.  n conputing the notice reriod, ondy {01
salondar days w111 b couned, The count will start the deger nfter
i omplovee roseivs Ry uotice. The saparation wiil not e of-
foctad aarijor tian tie close of the erployvestn yeaular aoues of
Uty Giv B day oo il the full notdes poricd is complobad.  Uhan
b0 salandar days are ircivded in the same verk albdfhy ke affoctiva
date Will not to sariio) than tho complistion of the work shift for
the day altor the notice period ie anrpletod .

Preparation of Notbice

“hen separation for uneitisfoctery conduct o perfarmanes: of an omne
ployes who has comploted his trial pertod is proposed, the potdes
wiil be prepaved and & pned by the supervisor, with assgistance and
xneurrenes of the Personnel Offiecs. n other cases s the Porsonnal
Difice will propars thoy notice for the siznature of the Asristant
ulrector (Persomrel) cr his dosignes. Supervisory offiecials wiil
be requested to provice sueh information as may be mecagsary in
iretividual caseg,

Contonts of Notiee

{3} Ali notices will specdfy ths action propoged, the dato of pro-
pused action will become effvetive, and the ressons for tha
sition, stated ssecifically and in detail. TIf appropriste to
the setion, the notics will also include a yevierr of the ade
mirdgbrative ud suparvisory actions widch bave bocrn taken L
corract the s tustion,

- 32 -
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{e} Al motiess will apocify shiether tio arpdayse vill revedn in e
vork statue snd whetlor e will reawndin 4 s prosont. vositicn
durdyy; e notdse perfods (Lo parsgraph Seh, [ T

{2} & sbuboreut en the enployeets right to rpdy Wiid e dnelored
wien 1% 16 appadeablo.  (Soo fppaddx A.d Thls statarewt wisnl
Ineluwie the follarin. informotions

{2} Toat the eplouo bas 4 richh 4o YOndyy personallr ard in
writing, and te Cwrndsh oflidavits and evidonce 4n fuport
of big anmwor,

(b) That the arpleyes must make any reply within the tirg
specificd in the notics. (Jes paragaph Sei, bolew.)

{2 That the waployos mey mail or brine o written mply Lo tho
sorsowel Office oyl that ho may contaet the indd idunl
degi mated in the lotter to deliver a wristen rapiy or bo
ke arrargenopts for an appearance bafore Advisgeny
LGeremitton. (See poragraph S5-3. belaw.)

(3) That the employse may appear before an Sdvisory Coruss bhae
to presant an oral reply.

(g) Ghat no Pinil decisiom hos besn madc or will Lo nade wntil
tivs amployests reply has bwon consldemuxl orp if Ix onhooses
not be reply; until the time specified for reply hus nassod .

(£} That the anployes will be notiffod of the final declaien
A8 goon sy practicable (nomially within 10 calendar days)
ind prior to the affoctivs date of action, (Ses parasrapi
Selte Delow, )

o belivery of Hotice

(1) If tho asploywe is avadlanls, the notico wiil be delfvore to
o persorally Ly a roprosantative of the Forsormel (Ffiss op by
his supervisor, as aepropriate, and be will be roguasted o Arn
a resolpt therefor,

L

When the eaploywe is not available for porsonal deddvery, e
aotice wild Wo sent bto Lin Ly the Persoruel OfPice to hds lust
imovn. address by rogistared nail, retum receipt sl nad by
addressee only” requoated, The return receipt or the anvelops
buaring the post office nobation of na-delivery wiil bo filed
in the anployee's offieial personnel foldar as ¢wWidoncs o
conpliancs with rogulations,

=
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Be Lhatus of mpleve Herdiys Tntdes Corfed

thl The ermlops. will nornaddy o robadned 1o i pocition in a wor:
hatue durine tho notden period. Upon recomendation oy Lo
wUiios Glder coneorrd, excoption my be authorizad Ly th
famlotand Uimsctar (Fersommel? or Ms desi moey wion retontion
uE Ll anolerec aay be conmiderod to reswit in damags e
HnUrTERnt ooty Lo dotrimental bo the interests of tho
Gevernment, or to tnjurlous to 4o amplayes, his followr vortses .
o e someral public. '

‘witn o of 1ha above sonditions sxisls, the employes Y D3 10
snstimed to & position whers the corciition would not exigt,
thorulze, b may be plaesd ong

T

oy
-y

1 snmand lesve, with or withowl, bis covsent, provided ks has
suiticiont leave to his cradit to covor the roodead nerdod,

o) Isave without pay, witu uls conawnt,

s peszibla to correct tho copyid-
wligty She ampleves nay w saspendeds  Chargsa nust bo prafervod
A0l the amloyes mivon an apnortunity to answor and gubidt
alfidevits thoveto, The tire to to ailowsd Tor agwer oy be
vot dess tlen 2 howrs 4n @iorponey cadoes,  An splopoo
2ioible for voteran reaforeres may not b susperded Cor piore
than 31 days unior this ONSESHCYT Procacure .

1o Time Lipdt fer Hondy

wT
Pn-‘
.. 2

The amployee will be alloged o reagarable tino in wdslh to P
P2 hie ansver and obtain affidavits and evidanss, Thoe deryrbh
of time alleersd will dapand upon tho facts and s rcumstaness of
individuml eeger lut 1911 not b2 less than sewvan aglondy dava,

@Y e apleyssis raquest for an extonsion o +ime withdn which 4o
1y may b3 pranted at tho discretion off the iszistant Praotor
{Fersonnel

kL3

Yo Consideration of qeniy

{1) Therouh consideration to Ay wply, written or ciml, ressived
feon an emploves will e glven Uy an Advisery Camittec e
poirted by the Aselistant Diecatos Wersormel) .

T
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JWTERTY INSTRUCTION PERSONNEL

(a) Tho Advisory Cormittec will be composed of three responsible
and impartial officlals of the Agency who are not members of
the Office; or comparable organizotional slement, to which
the employse is assigned. The Fersomnel Director or his
dasignated representative will serve as non-voting chairman
of the Commitiee.

(b) Tho Advisary Cowdttos may secure tha technical advise and
guidance of appropriate spscialists,

(c) The employos may roques’ the appeavance before the Committee
of other Agency amployses in possession of pertinent facts,
Individuals who are not members of the Agenay will not be
permitted to participate in the Advisory Comdttects
activities, '

(2) After considering the individuslls reply, the Advisory Committee
will recommend final action to the Assistant Director (Persormsl).

(3) 1If a writien reply is received from an employes whose notioca
did not include a statemont on right to reply, full consideration
will be given the reply. The Assistant Director (Fersormel) may
in kds discretion appoint an Advisory Committes for this purpose.

ke Hotles of Decigion

(1) A notdee of final decislion, whether favorable or unfavorable,
will be sent the employse at the earliest practicable date.
This notioe sust be sent even though the advanee notice was re-
turned wmdelivered or the smployss made no reply. The instruo-
tions in peragraph S-h. shove for delivery of advence notieo
a

o

(2) If it 45 determinsd that the proposed sotiom is not to be
talen, the employec will be informed of the withdrmmal and of
the reasons therefor.

(3) The notico must comtain information om the following:

(2) TNature of astion decided uwpon and the date on which it will
becoms effective. (The effective date will be recomputed
if for any reason the employse has not had the required
length of notiee,)

(b) BReforencs to the procedural authority if the action is
talpn wdsy Port 22 oy section 9.102(a) (1) of the Civil
Servies Regulations.
A3 15 ~
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INTERTM INSTRUCTION FURSONNEL

(¢) Reference to ths advance notice,; including dats of
delivery or circumpbances of non-delivery; and a brief
ghatemsnt of the reasons given in the advance notice.

{d) teference to any replics made by the employee, including
dates, or to his fallure o reply; and statement concerns
ing consideration given the reply.

{e) Tnformation cn appeal rights. (3ee paragraph 5-l. belav.)

(£) Wams, title and lccation of individual in the Perscanel
Office to whom the employee may direct questions or re-
quests for assistance.

1. Ayp@ﬁl&

(1) For employees generally, separation may be appealed on the record
only t¢ the Director of Central Intelligence within 30 days after
the effective date of tho separation. For other than employees
eligible for veteran proference, the decision of the Dirsctor of
Cenbral Intaugeme will be final,

{(2) 4n employea who is elig,:!.bla for veteran preference and who has
complobted a trial or probationary period may al to the
e 8. Civdl Services Comisslon under section ﬁpgf the
Veterans' Freference Act not later than 10 days after the af-
fective date of separation.

(a} If the employes's appeal is accepted by the Commission,
action on any appesl under paragraph 5-1(1) above will
coage and no fubure sppeal of the separation may be made
wder this provision.

{(b) The Persomnsl 0ffice will assist the employee by furmish-
~ ing hin upom specific request information recorded in
the Persannal Office which is not otherwiss readily

svaileble to hime

{c) The Aseistont Director {Personnsl) or his dezignes will
repregent the Agsncy in connection with ths appeal, He
will bs given necessary advice ard assistance by ap-
propriste Agemey officials in developing the Agencyt's
cess and parilidipating in the hearings, if amy.

- 3.6-
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o lelection of Appronviate Action

mach of the setiong deseribed in this instruction has dstingdshing
cvharacteristics whick rnaterially affoct the rights or intersct o
the Agency and thoe Government and of the arployeo, Careful ceme
gideration nust te Aven to any preposed action to dsterming whether
fuch action could be construsd as adverse and whethor it will 4n
Vact praote the efficioney of the servico. Alter pralip y
doterndnation that the facte and cirewstances in an individual

©186 gppear to warrant action, selcetion will be made of the
spacific type of personnol action nost apnropriate to the individuzl
TN,

tin Irditiation

(1} Standard Form 52, dequest for Persamwi Actiong will be mre-
pered Ly tlw appropriate opereting office to initiate resima-
vion or separation to sccept other Federal ermloymant.

{2} Mdverse actions indtdated by supervisory officials will e
iritieted in the Torn of monorends recommending separation action.
{3} GStamdard Form 52, Asquast for lersanil Action, will bs ro-

quasted fran the operating office coicerned or initiated by
the Personnel Offics whon required in other casss,

Soparation actions are comsunated by the preparation of Standard
dorm D, Notitdcation of Parsomnel Action, {or Standard Form §2 2
sagusat for fersonnel Actdon, when anthorized for we in lien of
Standard Form 50), The action is not officlially racornized witil
thls instrwent is exscuted and authentlcated by an official %o whmm
appednting avthority has bean dolegatod and, in certain casss spaci-
fisd in this dmstruction, dolivored to tho AMAPLOyes .,

de  Cancellations and Corrections

{1} Cnoe a scparetion tecancs an sccomplisbed fact, 1t cannot be ;
rescinded by administrative action, 5he action does not, how- :
wver become effective until the individual receives proper ;
notice 1f required, Prepossd separation may be caneollad st
ay time prior to the effective date of the action,

(2} hen subsequent review shows that separation was unjustified or
wmasrranted, the employes may he returned to duty by resciation
or now appointrent action. Under spacified conditions, retro-
active salary peynments may be authorized.

=17 =
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(3) These pwovisions do not prohibit amemi.mg the form of a glven
notice to conform to established facts., For exampla,
fgeparation (Abandonmert of Positlien)” showld be changed to
“Resignstion® if 1t is later found that the emgployee did in
faet rosign.

8. Payment for leave and Final Salary

Execept as provided belas, final sslary paymont and payment, for all
accumulated and sceMad annual leavs to the employse!s crodit at the
timo of his separation from the Government service will be made
prompily. Payments will not be made in the followlng instancess

(1) Vhen the employes is separated to allay employment withoubt s
break in service of one workday in another Goverment ageney
under the same lsave system)

(2) Vhen the employee cancorned sbtrikes, or asssrts the right to
strike,; against the Governmers}

(3) Vhen the employse is separated because of an erronsous deter-
mination that bs mot gll minimum requirements for his position
at the time of appointment, '

fo Refund of Rotircoment Deductions

An employoe vho 1s absolutely separated from the Goveroment servies
or is transferred to a puosition not within the purview of the Civil
Service Retirement Act is entitled to a rofund of retirement
deductions if ho has lass than 20 ysars of creditable service, The
‘Porsonnel Office will advise the amployee; or his beneficiaries or
guardian as appropriate, of any rights to ref\md or armity waich
he may havo.

go Re'burn of Govermment Property and Momey

A check will be made to see that the smployse retuwrns badges and
eredontials and any Government properity which may have bean lssued
to himy, such as books, brisf cases or typswriters. 7This is ag-
camplished by the use of CIA Form 3L~-30; Final Payment Clearsnce
Sheet, Prompt settlement of any indebltedness to the Gcwarmnent will
be raquired before finel selary payment is released.
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APFERDIX mpm

SEPARATICN NOTICZ REQUIREMENTS

Reference 1Type of Action i
— ‘ During Tv4al Period After Trial Poried
s 3 Actions nobt initiateq by
administrati ici
8’-; e ive officialsg
Zo ascept other Fed, smployment NOTICE AGEROY |
&:3 Failwe to meet m:;.gdmma standards o b > (
;
@) lagel Twamparance ARD WO RIGHY 70 REFIY £
{5) Disatdlity retdrement
2 Action not applicabls
6 Optional retirement Action not applieabls
7
(n Age rotiremsnt Action net applicable
Seco 3=b:  Actions based on condnet
qualificationss =
(2) Failure to qualify durine
2 ¥
( y towaalm notiocs; no right Actdon not applicable
3) Separation for wnsatisfae :
tory Action not i
. P appliecable 30 days* notice: right to reggf »
Remowal, Sufficient notice to allew for Vetoran nz,gt
ggraparg.;im and consideration eto g e fioticey righs
rep. ’
Hon-veteran: sufficient notice
to allew for preparation and
{5) Separation for disebdlity 2 weeks! notics et o of
. | 3 right to X0 days' notdce; right o rerly.
Abardomment, of position Usze removal proced:
p_ nre Use removal procedure
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