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Overview 
The District government’s progressive discipline system allows for a comprehensive and impartial 
review of the facts associated with a proposed or summary removal action.  The Administrative 
Review, performed by a Hearing Officer, entails an evaluation of the notice, supporting materials, 
and any employee responses to the action.  The review yields a written report and recommendation 
that the Deciding Official must consider when issuing a final decision on the matter in question.  
This instruction outlines the general procedures for the Administrative Review process and the 
responsibilities of the Hearing Officer. 
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Ad m i nistrotive Reviews
Emploltees rvho have been notihed that they may be or have been removed from their position are
entitled to an administrative review of the facts associated with the removal. The Administrative
Review process is initiated once an agenc)¡ issues a proposed or surrrmâr)/ removal notice.

'/ An ogency tokes o proposed or summory removol oction ogoinst on employee
,/ Agency heod (or designee) oppoints o Heoring Officer,

,/ The employee sttbmits his or her response to the proposeci or slrmmory removol
oction to the Heoring Officer within ì 0 doys of receipl of the notice.

./ The Heoring Officer reviews oll of the documentotion reloting to this motter,
including the notice ond the employee's response

,/ Within 30 doys of receipt of employee's response (or upon expirotion of the time
limit in which to respond) the Heoring Officer prepores o written report ond
recommendotion for submission to the Deciding Officiol ond o copy to the
employee,

/ The Heoring Officer officiolly tronsmits his or her report ond recommendotion to the
Deciding Officiolfor review ond finol decision.

Appointment o he Heoring Officer
V4ren 

^n ^gency 
decides to take a proposed or sulnmârT removal action against an employee, the

agency head (or his ot her desþee) must appoint a Hea:irng Officer to conduct a review of the
relevant documents associated with the action. The Headng OfFrcer must meet the following
cítefla:

7. Be a gtade level DS-13 and above or equivalent;

2. Be A licensed attomey (if available);

3. Must work outside of the superwisory chain of comrnand of the ernployee and the deciding
offtcial and must not be a subotdinate of the proposing ofhcial; and

4. Flave no direct or personal knowledge of the rnatters contained in the proposed or surilnary
temoval action, aside from hearsay that does not affect impartrality.

Once an agency head has identified a Hearing OfFtcet, the name and contact information of the
persorl must be provided to the emplo)ree in the proposed or sumllrary notlce.

o Duol Appointment of Heoilng Officer/Deciding OfÍiciol: ln no instances shou/d lhe individuol
seruing as lhe Heoring Officer olso be designofed os the Deciding Officlol. When an agency hos
o limited number of employees such lhqf if is improcticol to have o seporole Hearing Officer
ond Deciding Officiol, they should contact another ogency or consult with the personnel
outhorily for guidance.

Administrotive Review Process At-o-Glonce
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Ernployees who have been sen'ed a proposed or sumÍìar)¡ remor.¿l action have 10 days to subrnit a

written response to the Heating Ofhcer. The emplo¡'ee response should include all er.idence that he
ot she believes mây significantly impact the agenc¡"s final decision on the matter. Evidence tray
include written statements ftom witness, affltdavits, and other documents pertinent to the mattet, ot
any other form ol represeutation of information. If ân employee does not submit a response, the
Hearing Ofhcer will only teview any d6.nto"ntation or other evidence provided by the agencl, in
support of the action.

Review Officer Responsi bilities
The Hearing Officer must teview the ernplo¡'ee response and weigh the infounation with the notjce
and othet supporting documentation received b)'tl-re agency. The Heating Ofhcet revierv process is

outüned below.

HEARING OFFICER REVIEW PROCESS

Step 1

Step 2

Step 3

{

{

{

Step 4

Each Hearìng Ofhcet must follow the above process for perfonning administrative reviews. In
addition, the Heating Ofhcet must ensr-lre that no substantir.e oral or written comr¡unications
pertaining to the case occur between hirnself or hetself and onll, one of the parties involved in the
administrative teview process (t.e. ex þarte cornmunication). -A coplr qf any substantive inquiq' or
information sent bv ot to the heating ofhcer shall be sen'ed on the emplol,ee, the emplolree's
reptesentative (if an1), and the agency representative.

Insufficient Evidence to Support Adverse Action
The ptoposing ofhcial is responsible for securing and providing sufFrcient evidence to support the
proposed advetse action. In the er¡ent the Hearing Ofhcet concludes that the agenqr has supplied
insuffìcient evidence, the Hearing Officet should Lecomr¡end that the action be rescinded for lack of
evidence.

The Hearing Officet should not engage in his ot her own investigation oÍ reqlrest additional matedals
directll' ftom either the employee or the agenq/.

3

.Review the proposed or summory oction notice ond ony
supporting moteriols received from the ogency,

.Review the employee's response, if ony

.Rev¡ew ony odditionol orguments ond evidence submitted by
the employee.

.Submit o written report ond recommendotion to the Deciding
Officol ond employee outling the recommendotion reloting to
eoch chorge in the proposed or summory oction.
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Time Limit for Submission of Report

Nú'ithln 30 da1's of receipt of an employee's fesponse to the proposed or sufiünaÐ' action, or
upon the expiration of the emplol,ee's time to respond, the Hearing Ofhcer must submit his or
her wtitten response and recommendation to the Deciding Ofhcial.

o Deciding OÍficiol: Defoiled informolion addressing the role ond responsibilifies of fhe Deciding
Officiol is confained in DPM lnsfruction No, ló-13, Discipline, doted Februory 23, 201ó.

Con identiolity ond Recordkeeping
The Hearing OfEcer is responsible for ensuring that all documentation, information, and evidence
submitted as part of the administtative revierv process is safeguarded and maintained in a conhdential
mânner. Âs ptovided in General Records Schedule 1 (Personnei Records) (item 26(b)), all records
relating to the adrninistrative teview ate to be rnaintained for a pedod of for"rr (4) )'.^t. following
closute of the case. These docurrrents must be n-raintained separate from the employee's Ofhctal
Petsonnel Foldet. The Genetal Recotds Schedule is accessible on the Ofhce of the Secretafl¡'s
rvebsite at rvwrv.os.dc.sov under the "Public Records Center" link.

o Note: The Hear¡ng Officer's reporf and recommendafion should cife fo and include as
altachmenfs oll documents received qnd reviewed during the course of the odministrotive
review. ln turn, this full report should be issued to the Deciding Officiol ond the employee, This

ensures Thqt o complete record is mointoined by the Heoring Officer ond lhe employing
ogency.

Legol
Authorities

l. Statutory Authority: D.C. Official Code S 1-606.04 et. seq.; and

2. Regulatory Authority: 68 DCÀ4R S 1622 - Adruini¡tratiae Rauiew.

Aonlicabilitv

-

The information in this instruction is not applicable to ernployees sen'ing in a probationary
period or temporarT appointment in the Career Service; employees under the Office of the Chief
Financial Officer; Attorneys in the Legal or Senior Executir.'e ,\ttorney Services; employees in
the Executive Service; emplo¡,ees in the Excepted Sen'ice; employees of the Board of Trustees
of tlre University of the District of Columbia;and employees in the Management Supenisory
Service, except as provided in 6B DCMR $ 1600.3.

Collective Bcrgoining Agreement
In the event of a conflict between an)r of the provisions of this E-DPM instruction and any
collective bargairung agreemeflt (CBA), the ptovisions of the CB-A shall control to the extent
there is a difference.
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Additionol I nformotion
Fot additional information concetning this instruction, please contâct the Department of Fluman
Resources, Policy and Compliance Administration, by calling Q02) 442-9700 or by sending an e-m¡il
to dchr.oolicvfôdc. sov.

Sr\lCg,
enttls C.

Dìrector, Departrnent of Human Resources
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Acknowle gement of Receipt

[Begins on Next Page]
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GOVERNMENT OF THE DISTRICT OF COLUMBIA
Dcporlmonl ol Goods ond Sorvico¡

Policy ond Complioncc
Adminisholion

Februory 2.2Ol6

Mr, Vee H¡ckle
iO0 Disirict Avenue NW
Woshingfon. DC 2O?01

Subjeci: Nolificolion ol Admin Review ProcGs3

Deor Mr. Hickler

On Jonuory 2E,2O16, you we/e isued o nolice of proposed removol, This lelter serves os oificiol
notìficolion lhot on odministilrotive review hos been initioied concerning the obove-mentioned
odverse ociion.

The odminiskotive review process involves o comprehensive review of oll of the moteriols
submitled concerning this motter, inclusive of lhe proposed notice of removol, supporling
documenloiion, ond oll orgumenis ond evidence which you submitted,

Your response lo this oction wos received on Fcbruory l,2Ola, As the l-leoring Officer oppointed
lo review lhis motier, I om odvising you lhol o writlen reporl ond recommendotion will be sent lo
the Deciding Otficiol, Jimmy Krickel. within thirty (3Ol doys for review ond finol decision.
However, ií necessory, the time limii for isuing ihe Heoring Offlcer repod moy be extended by
lhe personnel outhority for up lo on oddilion 30 doys.

lf you hove queslions relot¡ng lo the odminisirotive review process, pleose contoct me by colling
202-555-2345 or vio emoil ot hering.ophiser@dc.gov,

Sincerely

//"rry 2plrøn
Hering Ophiser
Direclor of Goods ond Services

441 4th Skeel NW, Suile 30O South, Woshington, DC 2000ì | Telephone (2021 442-97OO
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Attochmen 2
Somple Heoring Officer Report

[Begins on Next Page]
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GOVERhIMENT OF THE DISIRICT OF COLUMBIA
Dcpodmcnl ol Good¡ ond Scrviccs

Policy ond Complioncc
Adminislrolion

}IEARING OTTICER REPOTT

TO:

FROM:

DATE:

SUEJECI:

Jimmy Kricket, Vehiculor Services Adminiskolion

Heríng Ophiser, Heoring o¡ficer

Fridoy, Augusl 21 ,2C15

Rcporl ond Rccommcndolion - Proposed Rcmovol ol Vec lliokh

I, SUAAMARY

Mr, Vee Hickle is o Porking Enforcemenl Officer with the Deportmenl ol Vehiculor
Services ["DVS" or "lhe ogency"), On July 24,2015, DVS issued M/, H¡ckle o Proposed
Seporoiion Notice ("Nofice"l. Mr. Hickle seni o response to lhe Noiice doted August ì,
2015, which wos stomped os received by the ogency on August 3,2015. Bosed on o
preponderonce of lhe evidence, it is recommended thol the ogency proceed wiih lhe
proposed removol of Vee Hickle.

il. stAltMtNl 0¡ ft{E cAsE

On July 1,2015, Mr. Hickle wos ossigned lo monitor ond eniorce porking regulolions ot
the Grondberry Po& grounds. According lo o polìce report submitted by Ms. Resideni,
while performing his porking enforcement duties, Mr, Hickle encountered o visitor iVisiior
A) of the pork who wos upsel she wos unoble lo occess her driver's side door becouse
Ms. Res¡den'l hod porked loo close to her vehicle, Visilor A wos heord by two olher
persons in ihe pork ielling Mr. Hickle "l should slosh her iires" to whìch he responded "l
would. There's piece of gloss right lhere. I oin't see nolhing" while issuing Ms, Residenl o
lickel. visiior A wos loier onested by lhe Mekopoliion Police Deporiment (MPD) íor
destruclion of properlyr, Ms, Residenl conlocied OVS to reporl lhe incidenl ond MPD
loler conlocîed DVS to follow up with lvlr, H¡ckle obout his involvemenl in ìhe incideni
ond he hos since been chorged with inciting o ihird-porly to commit o crim¡nol offense¡.
the nolice idenlifies one couse for lhe bosis ol Mr. Hickle's removol: On-duly conduct
thol on employee should reosonobly know is o viololion of low or regulotions, The bosis
of lhis oction ore lhe reports received ftom Ms, Resident, MPD, ond photos provided by
AllSloie insuronce on beholf of Ms. Resideni.

ln his response to lhe noiice, Mr. Hickle does nol dispuie the incident. However, he
cloims thoi he did nol inlentionolly iell Visilor A to domoge Ms. Resident's cor ond thot,

ì D.C. Officiol Code S22-303
â D,C. Ofäciol Code 522-1E05
3 óB DCMR S t607.2[o)(4)
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Rcpod ond Rccommcndolion - Proposcd Removql ol Vcc I'lickle

when he lold Visilor A obout lhe gloss on the ground, he wos "jusl joking" ond d¡dn't
believe she would octuolly slosh lv'ls, Resident's lires,

The following documents in supporl of the nolice were provided to lhis Heoring Otficer:

. Proposed Seporolion tlolice doted July 24, 2016

. Employee Response doted Augusl 1,20,l5

. Sup€rvìsor's lncidenl Reporl

. Stotemeni by Ms. Resìdent

. Photos fProvided by Ms. Residenl]

. AllSlote Insuronce Cloim

ilt. F|ND|NGS Ot tACl

Mr, vee Hickle is cuÍently employed os o Pork¡ng Enforcemenl Oificer wilh DVS. On July
1,2015, Mr, Hickle wos ossigned to monilor ond enforce porking regulolions ot the
Grondberry Pork grounds where Ms. Resident's properiy wos domoged ofter Mr. Hickle
encouroged Visitor A lo slosh Ms, Residenl's lires usìng o piece ol gloss loying on Ìhe
ground. As o resull, OVS ¡ssued iis notice lo Mr. Hickle. Bosed on the evidence, it is

reosonoble for DVS to find thoi Mr. Hickle incited o third porty io commii o criminol
offense ond for him to be removed from employment with DVS.

tv. coNctustoN

As outlined ìn óB DCMR Sl607,210){41. on employee moy be subjeci lo discipline for
engoging in on duty conducl thol on employee should reosonobly know is o violotion of
lhe low. Mr. Hickle does not deny his involvemenl in the incident lhot resulted in ihe
domoge of tr,ls. Residenl's cor. Bosed on lhe locls ond his siotemenl, he should hove
reosonobly known lhoi his remork could incite Visiior A to corry ouf on unlowful oct.
Thereiore. th¡s Heoring Officer finds thol Mr. Hickle did engoge in on-duty conducl ihoi is

o violotion of Ihe low ond thot the proposed removol is oppropriote.

Heorin g Offlcer Signoture
3/24120t6
Dole

FINAT DECISION

I The recommendotion of ihe Heoring Officer is ACCEPIED.

-ì The recommendolion ol the Heoring Officer ¡s D!N|!D,

Jimmy Kricket, Deciding Officiol
312512016
Dote

Poge2ol 2
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A tochment 3 -

[Begins on Next Page]
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GOVERNMENT OF THE DISTRICÍ OF COLUMBIA
Dopodmcnl ol Goods ond Soryico¡ ffi

Pollcy ond Complioncc
Adminisholion

MEMORANÞUM

TO:

FROM:

DATE:

SUBJECT:

Jimmy Kricket

Hering Ophiser. Associote Director of Goods ond Services

Thursdoy, Morch 3, 20 ì ó

Conlidonliol Ropod ond Rocomm¡ndolion I Vor Hicklo

As you ore owore, I hove been oppointed os ihe xeoring Officer in the odverse oclion cose of
Vee Hickle, Altoched for your review is my writien reporl ond recommendoiion concerning lhe
proposed removol. Specilicolly, the following documenls ore oltoched:

Heoring Oificer Reporl ond Recommendolion

. Copy of the proposed removol nolice

. Supporiing documenlotion ond evidence submitled by Vee Hickle

Upon your review. if you hove questions or concems, pleose conloct me by colling 202-555-5555,
or vio emoil oi hering.ophiser@dc,gov.

Aitochmenls

CC: Mr. vee Hickle

44ì 4th Skeet NW, Suite 300 South, Woshington, OC 20001 | Telephone (202l' 442-97æ
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