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Dale: January 08, 2013
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From: Mark Moser

SPOT Transportation Security Manager
Bast TN Region TYS, CHA, TRI

Subjeet: Leave Restrietion

Qn April 17, 2012 you were put on leave restriction for 6 months for excessive and/or uhscheduled
absences which expired October 17, 2012,

On September 20, 2012 you were given a Letter of Reprimand for calling owt on Wednesday
September 12, 2012 not in conjutietion with RDOs, for fatlure to follow leave restriction procedures.

I released you [rom leave restriction on Oetober 25, 2012,

Alter reviewing your monthly atteidanee record with you for Cet/Nov 2012 on December 04, 2012,
Iinformed you that any futwre unscheduled call-ing may result in moving forward with the next step
of diseiplinary action. [ asked you if you understood the next step and you said, yes, 1 understand.
On Sunday December 10, 2012 you called out again in conjunetiont with your RDOs, I have
determined that a pattern of excessive usage of unscheduted leave existy in conjunetion with your
RDOs. Bxeessive and/or unscheduled absences are dismptive and adversely affect the terminal’s
daily operation. By addressing your leave and atiendaice record, we hope you will use this
opportumily to better manage your use of eamed sick andfor annvat leave. Below is your anscheduled
leave ysage record since November 2012,

You were absent for unscheduted leave on the following dates:

Monday November 12, 2012 not in conjunetion RDOs

Tuesday November 20 to Thursday November 22, 2012 in conjunction with RDOs
Sunday November 25, 2012 inconjunction with RIXOs

Sunday December 30, 2012 in conjunction with RDOs

* & a »

As you can see, just b the pust 2 months you have used 6 ﬁlll days of wnscheduled leave. 3 out of 4
of mischeduled leave were in conjunction with your RDOs. During this period you have used a total
of 48 hours of unscheduled sickMoliday leave,
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1t is impottant that you understand the expectations regarding attendance. Chronic and ongoing
altendance issuos will rosult in propgressive disciplinary action. Repular attendance at work is a
condition of your employment, Therefore, it has beon decided to impose the following Hmilations on
you to prontote the officiency of TSA. These limitations are effective iInnmediaely.

1, Requests for leave due to sudden illness or a bona fide emergency must be called in a
minfinum of one hour before (he beginning of your scheduled time to report to work
divectly to the East TN Caordination Center 863-474405)5)|Chatlanooga checkpoint
supervisor 423-240-5474, SPOT TSM Mark Moser 865.243.1, wmd you must provide
all requested informion.  You must request leave on ¢ach day of abisence, [fyou are
incapacitated, a responsible person may call for you. This responsible person must be
able to provide pertinent information regarding your iliness or bona fide cmergency.
Failure to follow the catl in procedure may result in disciplinary action up to and incloding
removal from federal service.

)6

vau must provide medical dactmentation frow a licenged medieal praclitioner, clearly
stating that you have (liad) a medical condition which prevented you from reporting for
dutv. The documentation st cover ilie entive periad of your scheduted shifi(s} von were
abgent, tor the day(s) in quesion, The deenmentation must include the medical
practitianer”s fettedhead coaining histher nae, address, and felephone munber, This
medical dacumentation must be presewted W management immedintely upon your veturn
1o duty. Your failure Lo properly request leave ot to provide the required docments will
resultin the disapproval of your leave request and you will be churped with Absenee
Without Leave (AWOL,) While not itaelf a disciplinary action, AWOL may form the
basis fou disciplinary action, up w and including removal from the Fedevel Service,
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30 Leave will only he approved far those ingtauees where it is deemed to be a hona fide
veason for wissing wark. Bach eaquest will be looked af on a cuse-by-case basis. You are
veguined to provide proof of your veason for nussing, work, such s o receipt (ar
cmergency voad service, care for a funity member, bereavement, o laxi receipt, cte,
imediataly upon retumn fo duty. A decision regardiog your request for keave will be
Yooked at on a case-ty-case hasis, 1 you fail to follow these procedures, or it is conlinned
thad you did not have a legitimate eeason for the request, youe vequest will ba disapproved
and you may be sabjeet to nelarge of AWQL,

4, Your curvent sehedule is 0430-1300 Sunday through Thursday with Friday/Satnrday
RDAOs. You are expected to be a1 work and be ready 10 begin at your schedided shifl st
time doily. Lf yow are tardy, you must infonn youy supervisor of the reason for your
wrdiness immediately wpon reporting to work. 16will then be decided EEyou have
aeceplable reason for your tardiness. 1FiCEs determined you do not have tn seeeptable
o, you will be charged AWOL for each ingrement ol 15 minutes you were late, 10
leava is approved Tor tardiness, it will be chacged in ineremems of 13 mimites,

i

While on Leava Resteietion any overtime mvst bo pre-appraved by SPOT TSM Mark
Muoser via TSA form 1107, Overtinie will only be approved whera it is opsrationstly
required,
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You e highly encouraged Lo manage your feave will more cave, This leave restriction will remain
in effect for six (6) months (180 days). [ will review your leave record during, fhe next six (6) months
{180 davs) lo determine i these restrictions should remain in effect, be modified, or be withdrawn, |
will ndvise you in writing if this restrietion is extended or withdrawn,

You may seek review of this Leave Restriction tetter under the TSA Grievance procedures.

I¥ youw elect to grieve (his matter under the grievance procedures in TSA Managemend Birgetive (MD}
1100.77-2, Grievance Procedires, your prievance must be subruitted in writing to me within fifteen
{13} catendar days of teceipt of this latter, A copy of M 1100.77-2, Grievance Frocedures is
attuched. '

As your supervisor/manager T am available to give you assistance in this matter, Additionally, if you
feel you nay huve other personal problems, which s{fects your ability (o attend work repularly, you
are encouraged (o use the Employee Assistance Program (EAP), they con be reached to]l free at
1-888-222.0364,

S
fM M

Mark Moserd

STOT Tiansportation Security Manager

Please sign the acknowledgement of receipt below. Yow signature betow dogs not denote agreement
with this rction; it only represents receipt of 1his notice on the date signed.

(B)(6)
O - 13
Date
(b)(6)
d’/éé’ 22
Hand Delivered by: Date
(b)(6)
Wilness Name ¥ Date ‘7

Attachments: TSA MD 1100.77-2 Grievance Procedures and TSA Form 11135 Grievance Request
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