	
	




Handout # 11

NOTICE OF ADVERSE ACTION
Name:




Position:



Work Address:


Home Address:



You are hereby notified that, pursuant to Government Code section 19574, adverse action is being taken against you as follows:

I

NATURE OF THE ACTION
You engaged in conduct for which you are being officially reprimanded while employed as                                                            with the _______________________  , Department of General Services, at 

                                            , California.

II
EFFECTIVE DATE

The reprimand shall be effective at the end of your regular workshift on ______________

III

STATEMENT OF CAUSES

This action is being taken against you for causes specified in the following subsections of Government Code section 19572:

(a)
Fraud in securing appointment

(b) Incompetency

(c) Inefficiency

(d) Inexcusable neglect of duty

(e) Insubordination

(f) Dishonesty

(g) Drunkenness on Duty

(h) Intemperance

(j)  
Inexcusable absence without leave

(m) Discourteous treatment of the public or other employees

(o)  
Willful disobedience

(p)  
Misuse of State property

(r) Violation of the prohibitions set forth in accordance with Section 19990

(t)   
Other failure of good behavior either during or outside of duty hours, which is  of such a nature that it causes discredit to the appointing authority or the person’s employment

(w) Unlawful discrimination, including harassment, on any basis listed in subdivision (a) of Section 12940, as those bases are defined in Sections 12926 and 12926.1, except as otherwise provided in Section 12940,  against the public or other employees while acting in the capacity of a State employee

(x) Unlawful retaliation against any other State officer or employee or member of the public who in good faith reports, discloses, divulges, or otherwise brings to the attention of, the Attorney General or any other appropriate authority, any facts or information relative to actual or suspected violation of any law of this State or the United States occurring on the job or directly related to the job.

IV


STATEMENT OF FACTS

The above causes are based upon the following acts or omissions:

1.


2.


V

APPEAL RIGHTS

A.
Right to Respond to Appointing Power. 

As an employee with permanent civil service status you are entitled to five (5) 

working days within which to respond to this notice.  You may respond in less than five (5) working days if you wish. You may respond either orally or in writing to:

Personnel Representative
Office of Human Resources

Department of General Services

707 Third Street, 7th Floor

West Sacramento, CA 95605

(916) 376-5413

You are entitled to a reasonable amount of state time to prepare your response to the charges.  You are not entitled to a formal hearing with examination of witnesses at this stage of the proceedings.  You are entitled to be represented by another person in presenting your response.  The appointing power may sustain, amend, modify or revoke the adverse action in whole or in part.

B.
Right to Appeal to the State Personnel Board.

Regardless of whether you respond to these charges to the appointing power, you are advised that you have the right to file a written answer to this notice with the State Personnel Board, 801 Capitol Mall, Sacramento, California 95814, not later than thirty (30) calendar days after the effective date of this action.  The answer shall be deemed to be a denial of all of the allegations of the notice of adverse action not expressly admitted and a request for a hearing or investigation.  If you fail to answer within the time specified (or if after answering, you withdraw your appeal), the adverse action taken by the appointing power shall be final.

You are responsible for notifying the State Personnel Board and your appointing power of any changes in your address that occur after the effective date of this adverse action.

C.
Right to Inspect Documents.

Copies of all documents or other materials giving rise to this adverse action are attached for your inspection.

Dated:  ___________________

___________________________________

___________________, Chief

_________________________ Branch

_________________________ Division

Department of General Services
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