ORAL ADMONISHMENTS

Oral admonishments are the mildest form of a disciplinary action and are used to correct minor misconduct or delinquency or to motivate employees to improve their work habits, work methods, or behavior.  Oral admonishments may be done in writing, but it is highly recommended that they remain oral!  An oral admonishment is different from a performance discussion in that performance discussions are non-disciplinary. 

Steps in taking an oral admonishment:

· Advise employees of their right to representation immediately

· If the employee requests representation, reschedule the meeting for a reasonable time

· Gather available facts from all sources/parties involved as applicable

· Interview employees privately (see first page)

· Clearly state the purpose of the interview (i.e. you are proposing an oral admonishment)

      You must issue a proposal first

· State the problem and the facts clearly

· Give the employee an opportunity to answer and express their views on the matter

· Give them a reasonable amount of time to respond (the employee may request a day or two 

      to think of their answer - allow it)

· Do not argue with the employee - you are weighing both sides of the story

· Objectively consider employees' answers and any explanations offered

· Resolve any outstanding questions before making a decision

· Advise employees you will make a decision as soon as possible and that you will tell them 

      when you do.  If the employee does not request additional time, you may render a decision 

      immediately; however, do not give the employee the impression that you have come to a pre-

      disposed decision prior to their opportunity to respond.

· If the discussion satisfactorily resolves the issue, tell the employee.  Take no further action

· If the discussion does not resolve the matter and you decide to render an admonishment, tell 

      the employee and explain why.  Again, do not argue with the employee.  Tell them clearly 
      they are being discipline by receipt of an oral admonishment.  Identify areas where they   

      need improvement, suggest how they may do so, and offer to help.  Also tell them that any 

      further violations could result (not will) in more severe disciplinary action.

· Advise the employee of the right to appeal the matter (Advise them to contact Civilian 

      Personnel for appropriate appeal procedures and give them time to do it).

· Document the oral admonishment in the employees AF Form 971

· Include the words oral admonishment to distinguish the action from nondisciplinary actions

· Provide a brief description of the admonishment and the effective date

· A note that you advised the employee of the admonishment

· Ask the employee to initial the AF Form 971 (if they refuse note that the employee was afforded the opportunity and refused)

· Follow-up on admonishments.  Offer help, suggestions, and encouragement

· Note these follow-ups on the AF Form 971

· Delete the reference to the admonishment NLT 2 years after the effective date

