ADMINISTRATIVE COUNSELINGS, ADMONITIONS, AND REPRIMANDS

Commanders, supervisors, and other persons in authority can issue administrative counselings, admonitions, and reprimands.  These actions are intended to improve, correct, and instruct subordinates who depart from standards of performance, conduct, bearing, and integrity, on or off duty, and whose actions degrade individual and unit missions.  

ORAL COUNSELINGS AND LETTERS OF COUNSELING (LOC) 

· Counseling is an indispensable rehabilitative tool for commanders.  The wisdom and maturity of the supervisor, first sergeant, or commander frequently provides the guidance needed to improve job performance or off-duty behavior before more serious action is required

· Counseling should be initiated to correct habits or shortcomings which are not necessarily criminal or illegal, but which can ultimately affect job performance and good order and discipline

· An airman should be counseled as soon as possible after displaying substandard duty performance or behavior in an effort to assist the individual in developing skills, attitudes, and behaviors that are consistent with maintaining Air Force readiness.  Generally speaking, the closer the counseling follows the deficiency, the more effective the counseling will be in correcting the behavior.  A formal counseling is normally recorded on an AF Form 174, Record of Individual Counseling (RIC)

LETTERS OF ADMONITION (LOA) AND LETTERS OF REPRIMAND (LOR)
· An admonishment is more severe than a written or oral counseling, but less severe than a reprimand.  The appropriate response is a product of the seriousness of the misconduct.  A reprimand indicates a stronger degree of official censure than an admonition.  A more serious administrative response may be appropriate in cases of minor misconduct or deviation from standards if previous rehabilitative efforts have failed

· Misconduct XE "Misconduct"  or a deviation from standards should be handled at the lowest possible level, but our step-tiered administrative system is designed to increase the response to continued misconduct by properly documenting and increasing the unit’s response to misconduct.  This achieves two goals.  First, it stresses to the individual the significance placed on his or her misconduct and provides an opportunity for rehabilitation.  Second, it provides a clear documented pattern of misconduct, which may be needed for further actions should the individual fail to adhere to Air Force standards      

ADMINISTERING A RIC, LOC, LOA OR LOR

-  Counselings, admonitions, and reprimands may be administered orally or in writing.  If written, the letter of counseling, admonition, or reprimand states

-- What the member did or failed to do, citing specific incidents and their dates

-- What improvement is expected

-- That further deviation may result in more severe action

-- That the individual has 3 duty days to submit rebuttal documents for consideration to the initiator, and

-- That all supporting documents received from the individual will become part of the record (AFI 36-2907, Chapter 3)

-- The document must include a Privacy Act statement.  Consult the legal office with any questions.  Failure to follow the required procedures could curtail the use of the document in a subsequent proceeding

REFUSAL TO SIGN     

· If the service member refuses to acknowledge receipt of the letter, then the individual who administered the document should write, “Member refused to acknowledge” on the letter, then sign and date the document.  The individual who administered the document should then serve it on the service member in the presence of witnesses

DISPOSITION

· There are detailed rules on how specific documents need to be disposed of or filed.  The rules often vary depending on whether the member is an officer or enlisted member.  For further guidance, consult the UIF section in this publication as well as the references below 
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