- OFFICER OR NON-OFFICER LETTER OF Counseling -
- GENERAL ISSUES -

U8, Deparinient of [fomeland Secuvity
Adington, YA 22102

{g, o 'I‘ransportatlon
% Security
o “,,f Admmlstratlon

Date: Septamber 13, 2041

To: LM
aster Behavior Detection Gfficer (M-BDO)
CHA
From: |7
BDO Manager {(STSM)
TYS/CHA

Subject: Letter of Counssling

| conducted a leave audit from January to September 2011, You have excessive
use of ungcheduled sick feave. Your assigned shiff is 0430 to 1300 with Friday
and Saturday RDOs.

You were absent or left work early for unscheduled leave on the following dates:

' Sunday 017092041 in conjunction with RDOs

Sunday 01/16/2011 in conjunction with RDOs

Monday 01/17/2011 not in conjunction with RDOs

Sunday 01/30/2011 in conjunctlion with RDOs

Monday 02/28/2011 went home early sick (6 hrs)
Wednesday 03/16/2011 not in canjunction with RDOs
Thursday 03/17/2011 in conjunction with RDOs

Thursday 04/28/2011 in canjunction wilh RDOs (Due to weather Tornado)
Menday 05/09/2011 went home early child sick (5 hrs)
Tuesday 05/10/2011 no record of call in to ETRCG
Thursday 05/12/2011 in canjunction with RDOs {Child sick)
Sunday 07/24/2011 in conjunction with RDOs

Tuesday 09/06/2011 not in conjunction with RDOs
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| also note ihat in March of 2010 you were given a lefter of counseling for low
leave balance issued by TSM Hoppes.
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As your manager, | am Issulng you (hig letter of counsaling regarding your
excesslve use of unscheduled sick leave In acsordance with TSA policy.

Ag TEA HANDROOK TO MANAGEMENT DIRECTIVE No, 4100,63-1

States:

11, Excesslve Use of Unseheduled Stels Leave

{a) Supervisors or other aviborized management officials are vesponsible for monitoring
wscheduled use of sick leave, Excessive ugs of unscheduled leave should be addvessed
immediately.

{b) Excessive nse of unschaduled siek leave could serve as the basis for vequiring an
enmployee o substantiate all sbetnces with administratively sceeptable documentation,

47, Meleal Docwnentaflon:
(@) An emiplovee suspected of abusing stek leave privileges through the use of exeessive
unscheduled stek leave may be placed on leave restriction.

Please be advised ihat any future excessive unscheduled leave may rasult in
leava rastriclion or disciplinary action, up le and including removal from the
Federal service. Now that you are on notice of these issues 1 expect
impravement in these areas,

Whan employess fail to report for duly ag scheduled, It adversely affects our
ability to schedule BDOs necessary to provide efficlent and affective security at
our alrports,

Proper attenctance is a condltion of your smployiment,

This {efter of counseling is not a formal discipiinary action and may not be
grievad through agency grievance procedures, |t will not be placed in your
Officlal Persannal File. Howevaer, | wiil retain a copy of this letter indefinitely in
the ovent it is necessary to demonsirate that you have been piaced on notice
regarding this type of behaviar.

I am avallable to help you if you nead guidance on this matter. Additlonally, if
you need assistance in dealing with any personal matters, the Employee
Assistance Program (EAP) s avallable to provide confidential counseling
services. EAP can be reached by calling 1-800-222-0384.
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Please sign the acknowladgament of recelpt below. Your signature doss not
indlcate agreemant with this action; If anly represents receipt of fhis notica on the
date signed,

. Date Z Iy

BDO WManager (STSM) ~TYS/CHA East TN Reglon

Date G - 1220/

E-BDO-POC/CHA

: Acknowledgemeant of Recaipt:

(B NE)

M-BDO-CHA
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