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	Nature Of Offense
	First Offense
	Subsequent Offenses
	Possible Charges

	An unauthorized absence from duty resulting in AWOL; Excessive tardiness; Leaving work before the end of duty; Taking excessively long
coffee or lunch breaks. 
	Written
Reprimand to
5-Day
Suspension

	Written
Reprimand to
Removal

	Unauthorized absence from duty;
Tardiness; AWOL; Excessive tardiness
Failure to work a full tour of duty.

	Misuse of leave; Failure to adhere to leave usage requirements; Failing to request leave in accordance with regulations; Failing to provide
administratively acceptable medical certification to justify sick leave requests; excessive unscheduled absences. (See Note 1.)
	Written
Reprimand to
5-Day
Suspension

	Written
Reprimand to
Removal

	Misuse of leave; Failure to adhere to proper
procedures when requesting leave;
Unsatisfactory attendance; Failure to supply
proper medical certification.

	Unprofessional or discourteous
conduct toward supervisors, coworkers or the public; Use of foul language; angry outbursts;
disrespectful comments; provoking quarrels; inappropriate
remarks; use of abusive language or offensive language;
quarreling or inciting to quarrel
(See Note 2.)
	Written
Reprimand to
5-Day
Suspension

	5-Day Suspension to removal
	Discourteous conduct; Disrespectful
conduct; Disruptive conduct; Use of foul
(also vulgar, obscene, profane or
abusive) language; Abusive conduct.

	Reporting for
duty or being on
duty while under
the influence of
alcohol or drugs;
Inappropriate
consumption of
alcohol while on
duty (See Notes
5, 5a and 5b).
	Written
Reprimand to
Removal
	14-Day
Suspension to
Removal
see Note 5c

	Drinking alcoholic beverages while on
duty; Performing while under the
influence of intoxicants or drugs; On
duty while under the influence of
intoxicants or drugs







