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District Government Vaccination Policy 
Disciplinary Guidelines for Agencies 

For more information, please refer to issuance 2021-28. 

General 
This guidance provides HR professionals and managers with step-by-step guidance on how to discipline an employee 
who fails to comply with the vaccination policy through each step of the enforcement guidelines. This guidance will 
make numerous references to the attached disciplinary templates. Agencies should make the following considerations 
when utilizing the disciplinary templates: 

• While templates have been created to assist agencies in enforcing the policy, it is essential that disciplinary 
documents reflect the unique facts and circumstances of each case. The templates contain suggested and 
potentially applicable charges. If an agency utilizes these suggested charges, they should ensure that they have 
the appropriate supporting evidence. 

• The disciplinary templates are summary actions in nature. Therefore, it is essential that agencies satisfy the 
criteria in 6-B DCMR § 1616.3 prior to taking summary disciplinary action. 

•  Agencies should determine what additional disciplinary charges may apply and whether a CBA may apply. For 
example, if the employee reported to work without providing their record of full vaccination or test result, the 
agency may consider whether this is an aggravating factor or separate charge.   

• The templates are structured as notices of proposed summary action and final agency decisions of summary 
action. These templates may not evenly apply to each circumstance. For example, an agency may decide to reduce 
a 5-day summary suspension to a lesser penalty based on an employee’s response or other mitigating 
circumstances. In these cases, agencies should modify the final agency decision summary action templates to 
reflect the final agency decision that the agency determines is appropriate.  

• Agencies should also do a final review of the finalized letters before issuing to ensure that each required and 
relevant element of Chapter 16 has been incorporated.  

• While the summary suspensions in this policy are each for 5-day periods, agencies may impose longer suspension 
periods on a case by case basis if warranted.  

• The templates also contain additional potentially applicable authority such as Mayor’s Order 2020-109. If agencies 
include other authorities such as Mayor’s Order 2020-109, they should amend the template language to reflect 
the actual requirements of Mayor’s Order 2020-109 (for example, it is not designed to explicitly apply to DC 
government employees, though it may, it is designed to cover adults regularly working in schools or child care 
facilities).   

Talk to the Employee to Avoid Disciplinary Action 
Agencies should not immediately resort to discipline once they initially discover an employee has failed to comply with 
the policy. Instead, agencies should have an informal, but documented, discussion with the employee. The discussion 
should advise the employee of the vaccination/testing requirement and inform the employee how their action or inaction 
does not comply with the policy. If the employee has not completed the My COVID-19 Vaccination tile, the agency should 

https://edpm.dc.gov/issuances/covid-19-vaccination-requirements/#header5
https://coronavirus.dc.gov/page/mayors-order-2021-109-covid-19-vaccination-requirement-adults-regularly-schools-or-child-care
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order the employee to immediately complete the tile, and inform them that further violations of the policy could result in 
discipline. 

Agencies should also determine if the employee’s lack of compliance with the policy is due to reasons outside of their 
control. For example, if an employee has been getting tested weekly at a D.C. “Test Yourself” location, but their results 
have not been arriving within 7 days, the employee should not be subject to discipline. Even so, employees who experience 
delays with receiving their test results must communicate the delay to their manager and be able to provide proof that 
they underwent testing that week. Even if an employee fails to communicate that they experienced a delay in receiving 
their test results, the employee should not immediately be subject to discipline in accordance with the policy guidelines. 
The manager should first meet with the employee to remind them of the importance of providing such updates moving 
forward. Talking to the employee before taking formal disciplinary action is critical to keep enforcement fair to the 
employee and keep the impact to agency operations minimal.  

Step 1 – Issue Proposed Notice of 5-Day Summary Suspension and Final Agency Decision of 
5-Day Summary Suspension  
If the employee fails to comply with the policy (which includes reporting their status in PeopleSoft) after the initial 
conversation, the agency should start formal discipline as outlined in our disciplinary guidelines. The first official 
disciplinary action under the guidelines is a 5-day summary suspension with the option to reduce the penalty to a verbal 
counseling through a resolution conference.   

Agencies should: 

1. Serve the employee an initial proposed 5-day Summary Suspension notice (Attachment 1). 

2. Submit a notice to the employee’s union of the proposed summary suspension, if applicable (Attachment 1). 

3. Immediately offer a resolution conference with the employee to provide the employee an opportunity to reduce 
the penalty of the disciplinary action to a verbal counseling. At the resolution conference, verbally counsel the 
employee and offer the employee the opportunity to agree to comply with the vaccination policy by testing 
weekly and providing a negative result, or by using their own leave for up to 4 weeks to get fully vaccinated and 
report full vaccination status in PeopleSoft.  

a. If the employee agreed to comply with the policy, rescind the notice of proposed 5-day summary 
suspension, and issue the employee a letter of verbal counseling (Attachment 2) for the employee to 
immediately sign. (For expediency, have both the notice and letter in hand before meeting with the 
employee.) To be valid and binding, any agreement reached between the employee and official who 
issues the notice of summary suspension must be reduced to a written agreement pursuant to 6-B 
DCMR § 1613.3(c).   

b. If the employee does not agree to comply with the policy, the notice of proposed 5-day summary 
suspension remains in effect, and the employee may respond to the 5-day summary suspension as 
outlined in the notice.  

4. Keep a record of the employee’s acknowledgement of the notice of 5-day summary suspension. 

5. Once the employee has submitted their response, the agency must review the response and issue a final agency 
decision (Attachment 3) in accordance with District Personnel Manual § 1623.  

 

https://coronavirus.dc.gov/page/mayors-order-2021-109-covid-19-vaccination-requirement-adults-regularly-schools-or-child-care
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If an employee fails to comply with the policy after agreeing in writing to comply with the testing requirement after 
being served the new notice of summary action, the agency should reinstate the 5-day summary suspension.  

Step 2 – Issue Second Proposed 5-day Summary Suspension and Final Agency Decision of 5-
Day Summary Suspension 
If an agency learns that an employee violates the policy again after serving their first 5-day summary suspension or after 
receiving the verbal counseling letter, the agency should again issue a notice of proposed 5-day summary suspension and, 
after the employee’s opportunity to respond, issue a final agency decision. If the employee states they will become fully 
vaccinated, the agency may place the suspension on hold while the employee utilizes up to four weeks of their own leave 
to become fully vaccinated. The employee’s agreement to become vaccinated should be memorialized in writing and 
signed.  

If the employee fails to become fully vaccinated at the conclusion of their leave, the agency may proceed with issuing the 
second 5-day summary suspension. 

Step 3 – Issue Notice of Proposed Summary Removal and Final Agency Decision of Summary 
Removal 
If the employee fails to comply with the policy after Step 2, the agency should initiate the process for separating the 
employee using the notice of proposed summary removal (Attachment 4). The agency must assign a hearing officer to 
review the matter. (Should an agency need assistance with assigning a hearing officer, contact Giavanna White at the 
Mayor’s Office of Legal Counsel at giavanna.white@dc.gov. After fully considering the matter and the hearing officer’s 
report and recommendation, the final deciding official must issue a final summary removal decision using the approved 
template (Attachment 5), in accordance with Chapter 16 of the DPM. 
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