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U.S. DEPARTMENT OFHOME!,AND SECURITY 
TllANSPORTATION Sl~ClJIUTY ADMINISTllATION 

OFFICE OF HUMAN CAPITAL POLICY 

HUMAN CAPITAL MANAGEMENT POLICY 

To c11h11nce nlission pcrfor1nancc1 ·rsA is coJ1uuittcd to proruotiug n cult11l'c founded on its 
values ofl11tcgl'ity1 lnnov~tlon and 'fea1n SpJ1•lt. 

iVOTE: P111w11a11r to Seorio11 JOJ of the A~iafio11 (1111f '1J·ar1Spor1afio11 Sw111'ify Act (49 U.S.C. 114(11)), thi.s doc11n1e11f, 
and ull ndaled Hf1ndbookt, Aflach111eJ1ts, and App~ndlcea, eslab!lsh Tra11sporlo/fon Sec111'il)I Ad11rl11/slrC//1011 (ISA) 
policy a11d 1n11st be applied aacordi11gfy, 

HCM LETTER NO. 771·4 DATE: J•UU«l'Y 6, 2-013 

SUBJECT: Nntionnl Resolution Centel' 

I. PURPOSE: This HCM establishes the National Resollltion Center (NRC) and p1·ovides TSA 
policy and p1·0cedures fol' the Unitary Dispute Resolution Systen1 (UDRS), Integrated Conflict 
Managc1ncnt Syste1n (ICMS)1 and Jnediation and alternative dispute resolution processes not 
covered by the Civil !lights Division (CRD). 'fhis HCrvt is applicable to rnattcrs that occurred 
011 01· aftel' Nove1nber 1, 2012, Fol' put'poscs of chtdlenglng \vo1·kplace disputes1 disciplinary 
nnd adverse actionsi the date of the n1attet' is the date on 'vhich the e1nployee's conduct at 
issue occurred. This policy cancels and supersedes TSA Management Direclivc (MD) 
1100.00~5, lnlegl'ated Conjlfct Manage111cnt Sy.vte1ni HCM 771 ~?,Peer J?evieiv, and 'l'SA MU 
1100.77~2, Grievance Ptocedure.s upon completion of all outstanding matters, 

2, SCOPE: 'fhis HCM applies to all '!'SA organizational ele1nonts nnd to all '!'SA e1nployees, 

3. AUTHORITIES: 

A. The Avh1tion and 'frunsporlalion Security Act (A'rSA), Pub I,, 107-71 

D. Admi11islrator1s Detcrminntion on Tt'ansporlftlion Security Officers and Collective 
Bargaining, dated Feb1'uin'y 4, 2011 

C. Administrative Dispute Resolution Act of 1996, Pub. L. I 04-320; S U.S.C. 571-584 

4. DEFINITIONS: Refer to the Hondbook to HCtv1 771-4, National R<.i!rolution Center. 

5. RRSPONSIBILITIES: 

A. 1'he Assistattt Ad1ninistrator for lhe Office of I-h1mftn Capital (AA/OHC) Oi' his/her 
designce is responsible for: 
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TllANSPORT ATIQN S£C~lITY ~DMINlSTIIA TIO~ 
GUIDELIN!S ON usrnG rm; TA ILE OF OFFENS'ES AND PENAL ms FOR APPR01'RIA1l n!SCll'!J!ll' FOR CO~!MON OFFENSES 

!. The Table of Offcnsei and Penalti.:s is intended to pro1ide guidance for determining appropriate corrective. disciplinary, or adverse actions for SQ!lll: i:o!llJl\on otlinses. ~ do11 not 
replace supervisol)' judgment for dett!mining appropriate penaltie1 in individull ca.111. These guidelines !p])ly Ql\\y to i:iatters involvillg misconduct; they do not cow;1 petfoim~ce 
bised mlllagllllerit actions. 

2. These guidelines should be u!!d in oonjunl:tion with TSA MD 1100.75-3, Addressill'l U11:1r1:eptcille Pel,or/TJllnCll and Conduct. i1S ~lated Jmlbook. and all ollior applit3ble TSA 
policies. 

3. The la:iguage 1ll'd in lhe "Nalure of Offenses' oolillllll provid!S a genm! iksaiption of =in~ ol misconduct The offi;ns(s listed below do not cover all possible offll!Ses. 
Offenses not oovered in tbi$ guide c;lll bo sePat11ely ideritified iii1d rnay beoolllt the bas~ of disciplilwy action es long as there is a nexus betw~ then\iseonduct llld the ellicioncy of the 
seriice. The off= listed should be eon~deitd as general e:llegories of offenses and should not necessarily bl 111ed as the specific language for a charge. A li~ of possible eilatgtS for 
the ~ed offlllSes hlS been added to the Tab!= of Oifense.1 as additional guidance. The possible eb!rges are only sug,,oestions. The sekction of a cbi.rge labcl should be• based on 
the sp1eific facts of taeh matter. 

4. P:oposing and Deciding Officials ~~~need to oo~der applicable mitigating and t@':l'l!ling fuctors in detetmining an !\lPropriate pm!!)'. Such ful:tors c:m dm:nc whelher a 
penalty should be at the uppa or lower eod of the guidelille range provided in the ·R~rnmeoded Pelillty Rlnge'' column. In SOltle ~the mitigating or aggmvating t'aclors 111.1y be 
strong enoni:h to Wlllllnt using the ''Mitigated Penzlty fuuige' or "Aggravated Penalty Range" column. 

5. Examples ofl'llitigating fuclors indude: st:lf·l'lporling; efforts to romcly wrongdoing; timely ai:kwwledSlllent of wrongdoing; and long period with no pril)f disciplin<i. bples of 
'®al'lling fact.or1 include: type of position (fur !'Xlllnpl~ SllP«'lisO!S and law don:ement oh axe ~Id to a blgher ~:prior disciplinary =d; prior waroii?efiadl'is~tnot 
to conu»it iniscondue1; nottiriel)' and impact on reputation of ~ellC'f, public awareness; and failure to rqior, See TSA MD 1100. 7S.l, Add!essing UlltllXl!ptllb/1 Peiforman:e a11d 
Con:i\lci, and its rclatedliand\J<IQ1' for additiooal guidance. 

6. Man~ent ofli;lW have the discretion to go ou~ide the !arlgtS lisred iii this guide if they ~ermine that circumst1lnces wammt. Allhougli TSA policy iilors progr~ve dilciplin~ 
where appropriate, if the misconduct is egiegiOlll enough or is ac.:o~e4 b'j si:fficiently ~ng ~progressive @pline rnay be intpproprlile and rtn10v~ or other 
sev~ adion would be wmi:cd on the tlrst offlllle. 

7. \Vhcre indici!ed. wtain o~ rCl]Uir: removal. Appendix A of 1le Ha.idb-Ook to TSA MD 1100.15-3, Addressing U~tllble Per[orrwa aiui CCl!duct, conlains o!L"ltS¢! for 
which TSOs !llllltor may be removed on the first incideot 

~ A demotion may alwa~ be collSideied as an option when the applicab~ pe:iaJty range includes 1imo11lL Dettiotion !ll3Y ailo be Qlllliillred in appropriate cirCllllls= when the 
appliclblepen!l!ty ~! ooes not iru:hideiemoVll. 

Final Octob!r 29, 2012 

---...-..... ~~- .. ----................... "' 
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TSA MANAGEMENT DIRECTIVE No, 1100.75·3 
ADDRESSING UNACCEPTABLE 

PEllFORMANCE AND CONDUCT 

To e11Ju111ce 111/ssion JJerfor11u111ce1 TSA is C(}ll/Jnilted to 1n·o111otl11g a culturefou11tled on ill; 
v1t111es nf lutegl'lfy, 1,,nnvat/011 a11d Tea111 S)J/J'/f, 

REVISION: Thi' •~vised directive supersedes TSA MD 1100.75-3, Addressing Unacccptab/a 
Pe1;for1na11ce an<l Conduct, dated June 8, 2011, 

SUMMARY OF CHANGES: In Section 5, the Administr11tor1s responsibility to <letcl'n1inc the 
nlattcrs that ::;hould be rcvic,vcd by the Office of ProtCssionul Responsibility (<JPR) has been 
assigned to the Assistant Ad1nlt1istl'ator (AA) fol' OPR. Ilefel'enccs to HCM 752-4, Office of 
Professional Responsibility, have been reploeed with TSA MD 1100.75-7, Office ofl'rofessio11al 
Res11onsiblll!y, in Sections 5 aud 6. 

l. PURPOSE: This dit•cctive provides 'I'SA policy and procedures for the use of non~ 
discipJina1·y, corrective, disciplin11ry, and adverse actions. to address unacceptable employee 
perfoi'mancc and conduct. 

2. SCOPE: 1'his directive applies to rill 'fSA e1nployccs, including 1nc1nbers of the TSRS. 
Additl01rnl provisions applieable lo TSES employees are found in TSA MD 1100.30-24 
Trm1s1Jorlalio11 Sqcurltv Executive Progt(/JJ.l, 

3. AUTHORITIES< 

A. 1'he Aviation and 'l'ranspoi1ation Secu1·lty Act, Pub. L. to·1~71 (A'l'SA) 

B. Sections 403(2) and 423, oflhe Homeland Security Ac! of2002 

4, DEFINITIONS: See the J:ifludbook to .. ISA.1112JJ00.75~3 .. 4<idl'essjng Unaqceplable 
Perf0r111a11ce aud Conduct. 

5. RESPONSIBILITlllS: 

A. The Assistant Adtninis!riitor for I1un1an Cf!pital (ANOI·IC) is responsible for: 

( J) Ilevle\vlng requests for delegation of authority related to this directive nnd 
rendering a decision. 

(2) A<lministed11g this policy and ensuring that it suppo1is the 1nis~ion of the agency. 

R, The (lffice of Professional Responsibility (OPR) ls responsible for: 

(1) Reviewing Reports ofl11vestigation (ROI) issued by the DJIS Office of Inspector 
Genernl (OIG) or by the TSA Office of Jnspectlo11 (001), as well as any other 
ntattcr the AA fbr OPR, or hls/her deslgncci detern1ines should be revie\ved by 
OPR. 
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TSA MANAGEMENTDII!ECTIVE No.1100.73-5 
EMPJ.OYEE llF:Sl'ONSillJLITIES AND CONDUCT 

To enftruzce nilsslou pe1fornu111ce1 T.S'A Is co111111/ffed to JH'Ot11otl1tg a ctrlturefo1111ded 011 its Vffft1e~· of 
/11fegrlty, I1111orutlo11 and Tcant Spirit. 

i\IOTE: Purs11t111t to Sect/011101 qf l!Je Alliallan a11d Tta11sporlaf/u11 Sec11/'//y Act (49 U.S. C. 114~1)), !Ills 'lir<!cfive and (II/ 
relaled Handbooks, Allachmenls, llttd Appendices cs/ab/lsh 1lansporfalfo11 Security Ad111/11/s/1'(1/fot1 (ISA) po/fey and 
s11ptrsedes t//e Federal Aviat101t Ad111//1!sfr4/fo11 (J1AA) ordit!'s, pa/fcli:s, g11/dat1ce, a11d b111lc!lns ;·egtll'di11g Employee 
Rcsponslblflf/er; and G'o1id11c1lss11ad111rdcr Ille l 1'Ad Pe:rso1111ef /lfa11age111e1U Systc1n '111/s ,/ircc/Jve Is 'ISA policy and 11111st 
be <1pp/led accordi11gfy. 

REVISION: This revised directive supersedes TSA MD t 100,73-5, E111pfoy~c Responsibilities and 
Conduct, dated August 16, 2006. 

SUMMARY OF C.HANGES: Revised exlstillg definitions section1 added ne'v terius. nnd 
converted Section 7, Procedures to an acco1npa11ying hnndbook. 

1. PURPOSE: This directive provides TSA policy and procedures for employee responsibilities 
and co11duot, ns defined i11 this dh'eotive and the acoo1u1)iHtying handbook, which confonn to 
generally accepted standurds of behavior and ethical conduct for Federal e1nployees. 

2. SCOllE1 'fhis direotlve opplies to all 1'SA ol'ganizational elc1nents and all TSA etnployees, 

3. AU'l'HOR!TIES: 

A. Sections 403(2) and 423, of the Homclall<l Scc"rity Act of2002. 

B. The A vial ion nnd Transpo1tatio11 Security Act, Pub L. 107-71 (ATSA). 

4. DEFJNl'fIONS; See TSA I:Iandbook Q_t! E111plove§._l?csoonsibillties {Ut<I Conduct, 

s. R!<:SPONSllllLITIES: 

A, 'fSA en111loyees nre responsible for behaving in a way 1hnt does not bring discredit upon 
the Fede1·al Government or TSA, and for observing the following basic on-the-job l'Ules: 

(1) Reporting to ,vork 011 tilne nnd t·eady, \Villlng and able to perform the duties of their 
position. This n1eans repo1ting for duty free f1·0111 any effects of tilcohol and/ol' dt•ugs 
that rnay impairjob pe!'fu1·1nnnce 01·conduct; physically and mentally capable of 
perfonnhtg his or her job requirenlents and in appropriate clothing and/or outfitted 
\Yith required tools or equipnlcnt. 

(2) Responding pl'omptly to and f\lily cotnplying \Vith dkcctions and instroctions 
received fro1n thch' s:uperviso1· 01' othc1' :na11age1nent officials. 

(3) Exercising cotntesy and tact in de::iling 'vith fello\V \VOrkers, supervisors, contract 
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Wlt1111eltJ µursu~nt to exe111ptlo11 

(b)t6) 

of '.he Freedom of Information and Privacy Act 




