
 

 13-1 HPM 10.2 

CHAPTER 13 

STUPULATED ADVERSE ACTION PROCESS 

REVISED JUNE 2024 

TABLE OF CONTENTS 

INTRODUCTION ........................................................................................................ 13-3 
POLICY ...................................................................................................................... 13-3 
 Commander Responsibility ...................................................................................... 13-3 
 Employee Responsibility ......................................................................................... 13-3 
INITIATION OF A STIPULATED ADVERSE ACTION................................................ 13-4 
COMPLETION OF THE CHP 7S, STIPULATED ADVERSE ACTION ....................... 13-4 
 Factual Summary .................................................................................................... 13-4 
 Applicable Policy ..................................................................................................... 13-4 
 Prior Progressive Discipline ..................................................................................... 13-4 
 Mitigating Factors .................................................................................................... 13-4 
 Aggravating Factors ................................................................................................ 13-5 
 Penalty .................................................................................................................... 13-5 
 Administrative Violations ......................................................................................... 13-5 
 Admission of Misconduct and Waiver of Appeals .................................................... 13-5 
TIMEFRAMES FOR SUBMISSION ............................................................................ 13-5 
 Command ................................................................................................................ 13-5 
 Division .................................................................................................................... 13-5 
 Office of the Commissioner ..................................................................................... 13-6 
 Office of Internal Affairs ........................................................................................... 13-6 
SERVICE OF THE CHP 7S, STIPULATED ADVERSE ACTION, AND NOTICE 

OF ADVERSE ACTION ........................................................................................... 13-6 
 Division .................................................................................................................... 13-6 
 Command ................................................................................................................ 13-6 
 Employee ................................................................................................................ 13-6 
DEPARTMENTAL CONVERSION TO/FROM THE STIPULATED ADVERSE 

ACTION PROCESS ................................................................................................ 13-7 

ANNEX 

A – CHP 7S, STIPULATED ADVERSE ACTION ....................................................... 13-9 



 

HPM 10.2 13-2 

THIS PAGE INTENTIONALLY LEFT BLANK 
  



 

 13-3 HPM 10.2 

CHAPTER 13 

STUPULATED ADVERSE ACTION PROCESS 

1. INTRODUCTION.  The purpose of the Stipulated Adverse Action Process (SAAP) 
is to expeditiously resolve employee discipline issues when employees accept 
responsibility for their misconduct.  This will prevent unnecessary delays and mitigate 
the negative impact on departmental employees resulting from prolonged investigative 
processes.  The SAAP also minimizes disruptions to command operations while 
permitting the Department to take timely corrective action to address acts of employee 
misconduct. 

2. POLICY.  The SAAP may be used when an employee is the subject of an 
Adverse Action and the facts are straightforward and undisputed (e.g., negligent 
discharge, at-fault patrol vehicle crash).  The SAAP shall not be used when the 
circumstances involve one (1) or more allegations of serious misconduct, as defined in 
Section 13510.8 of the California Penal Code, without direct approval from the 
Commissioner or Deputy Commissioner. 

a. Commander Responsibility.  The Area commander should be reasonably 
confident no new, relevant information or facts would be revealed by conducting a 
full administrative investigation. 

b. Employee Responsibility.  It shall be the responsibility of the departmental 
employee to be forthcoming with all information concerning the incident(s) at 
issue.  This policy is intended for cases wherein the employee accepts 
responsibility for the alleged misconduct, and is willing to waive all appeal rights, 
as outlined in Section 3304 of the California Government Code (GC). 

Utilization of the SAAP is at the sole discretion of the Department.  If information 
develops at any time during the SAAP, prior to the service of the Notice of Adverse 
Action (NOAA) (which may suggest the SAAP is not the appropriate process for the 
investigation), the Department may move forward with the standard Adverse Action 
investigation as outlined in this manual.  It is incumbent upon the commander to 
understand the facts, as well as the potential mitigating or aggravating circumstances, 
before requesting approval to use the SAAP. 

Documentation for the SAAP is designed to be brief, with an expense of minimal 
resources. 
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3. INITIATION OF A STIPULATED ADVERSE ACTION. 

a. When a commander becomes aware of alleged misconduct, notification 
protocol shall be followed in accordance with Chapter 1, Introduction and 
Notifications; Paragraph 6., of this manual. 

b. When the Area commander believes the facts are straightforward and 
undisputed, the employee is willing to accept full responsibility for the act(s) or 
omission(s), and the commander is reasonably confident no new relevant 
information or facts would be revealed by conducting a full administrative 
investigation, the commander may consult with the Division commander to 
ascertain the appropriateness of utilizing the SAAP.  Upon approval of the Division 
commander, with concurrence of the appropriate Assistant Commissioner, the Area 
commander shall initiate a preliminary investigation.  Administrative interrogations 
may not be necessary in these investigations, as the facts will already be known 
and undisputed. 

c. The Office of Internal Affairs (OIA) advisory program will be available to assist 
the command with preparation of the CHP 7S, Stipulated Adverse Action. 

4. COMPLETION OF THE CHP 7S, STIPULATED ADVERSE ACTION.  The CHP 7S 
(refer to Annex A) serves as the investigative documentation, as well as the employee’s 
waiver, for the SAAP.  The command assigned to conduct the investigation will initially 
complete the form’s header and the following sections: 

a. Factual Summary.  Used to document the incident(s) and relevant facts which 
form the basis for an allegation(s) of misconduct. 

b. Applicable Policy.  Identifies any/all relevant departmental polices which 
provide directives and/or recommendations relevant to the circumstance(s). 

c. Prior Progressive Discipline.  This section is to be completed if there is relevant 
progressive discipline in the employee’s personnel file.  Guidelines provided in 
Chapter 7, Investigation Documentation, Paragraph 4., of this manual, should be 
followed when determining if progressive discipline should be included on the CHP 
7S.  For all progressive discipline listed, a brief summary should be included. 

d. Mitigating Factors.  May be used to document any relevant mitigating factors 
the Area commander believes applicable to the incident(s).  A summary of the 
employee’s performance appraisals or commendations may also be included when 
appropriate. 
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e. Aggravating Factors.  May be used to document any relevant aggravating 
factors the Area commander believes may influence the severity of the misconduct, 
such as the overall impact to the command 

f. Penalty.  This section will include the appropriate penalty as determined by the 
hiring authority or appropriate designee.  The OIA may be consulted for comparable 
penalties related to the misconduct. 

g. Administrative Violations.  To be completed by the OIA and documents the 
relevant authoritative sections of the GC which pertain to the documented 
misconduct. 

h. Admission of Misconduct and Waiver of Appeals.  Contains approved language 
which shall not be altered.  The language states the employee has read, 
understands, and agrees with the content of the CHP 7S in its entirety.  The 
employee acknowledges they have had sufficient opportunity to confer with, and 
seek advice from, individuals inside and outside of the Department, and their 
admissions and waivers are made freely, voluntarily, and without coercion, undue 
pressure, or reservation.  As part of the SAAP, the employee agrees to waive all of 
the following: 

(1) The right to appeal to the State Personnel Board as outlined in  
GC Section 19575, and/or departmental policy. 

(2) The right to make a pre-disciplinary hearing response to a departmental 
representative pursuant to Title 2, California Code of Regulations 52.6; and/or 
GC Section 19590 (b); and/or departmental policy. 

(3) Any claims in federal or state court, or any other administrative forum that 
may arise out of the matter. 

5. TIMEFRAMES FOR SUBMISSION. 

a. Command.  Once approval for the SAAP has been given, the Area commander 
has 10 business days to draft and submit the CHP 7S to Division for review.  
Submission of the CHP 7S should be made electronically, via e-mail. 

b. Division.  Upon receipt of the CHP 7S, the Division commander has ten 
business days to review and submit the CHP 7S to the Office of the Commissioner 
via the appropriate Assistant Commissioner.  Submission of the CHP 7S should be 
made electronically, via e-mail. 

c. Office of the Commissioner.  Within 10 business days of receipt, the 
Commissioner, or their designee, will review the facts and determine the 
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appropriate final penalty.  Once the CHP 7S is approved by the Office of the 
Commissioner, the CHP 7S will be forwarded to the OIA for preparation of the 
NOAA. 

d. Office of Internal Affairs.  The OIA will have five (5) business days to complete 
the NOAA and forward it electronically, via e-mail, along with the CHP 7S, to the 
appropriate Division for service.  Directions for the service of both the CHP 7S and 
NOAA will be provided to the affected Division and command at the time of 
transmittal from the OIA. 

6. SERVICE OF THE CHP 7S, STIPULATED ADVERSE ACTION, AND NOTICE OF 
ADVERSE ACTION. 

a. Division.  Once the Division commander receives the CHP 7S and the NOAA 
from the OIA, both documents shall be immediately forwarded to the appropriate 
command for service.  The Division commander or designee will contact the 
appropriate Area commander to coordinate service of the documents. 

b. Command.  After the Area commander is notified by the Division commander or 
designee that the CHP 7S and NOAA have been approved and transmitted for 
service, the Area commander shall serve the CHP 7S to the affected employee as 
soon as possible.  The Area commander shall ensure the employee has access to 
a representative from the employee’s bargaining unit for consultation.  The 
employee shall be provided a reasonable deadline from the Area commander, not 
to exceed five (5) business days, to review the CHP 7S and decide whether to 
agree to the stipulated terms.  Absent reasonable mitigating factors, if the employee 
fails to return the CHP 7S within the timeframes specified, the standard 
administrative investigation process will proceed forward. 

c. Employee.  The employee shall decide whether to agree with the terms of the 
CHP 7S within five (5) business days. 

(1) Employee Agreement.  If the employee agrees to the terms and conditions 
of the CHP 7S, initials as required, and signs the document as requested, the 
employee shall present the signed CHP 7S to the Area commander or 
designee.  The Area commander or designee will then provide the employee 
with the completed NOAA.  It is critical the Area commander or designee 
coordinate the service of the NOAA with the OIA to ensure the effective dates 
on the NOAA are completed properly, in accordance with Chapter 8, Review, 
Approval, and Closing Documentation, of this manual.  The terms of the 
stipulated agreement shall not be binding on the Department until the employee  



 

 13-7 HPM 10.2 

is served with the NOAA.  The employee does not waive the right to request  
the use of leave credits to satisfy an assessed penalty by completing the 
CHP 7S, as outlined in Chapter 9, Predisciplinary Hearings, Leave Credits, and 
Appeals, of this manual. 

(2) Employee Disagreement.  In the event the employee disagrees with, 
refuses to sign, and/or fails to return the CHP 7S within five (5) business days, 
the Area commander shall immediately notify the Division commander and the 
OIA.  The Division commander shall make notification to the appropriate 
Assistant Commissioner.  The standard administrative investigation process will 
then be followed to conclusion in accordance with this manual. 

7. DEPARTMENTAL CONVERSION TO/FROM THE STIPULATED ADVERSE 
ACTION PROCESS.  If, at any time during the SAAP, it is determined the misconduct 
does not rise to the level of Adverse Action, the investigation shall be completed as a 
miscellaneous investigation in accordance with this manual.  Conversely, if a full 
investigation is initiated and it is later determined the SAAP is appropriate, a 
commander may convert the investigation to the SAAP after consulting with the 
appropriate Division and Assistant Commissioner. 
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ANNEX A 

CHP 7S, STIPULATED ADVERSE ACTION 



ANNEX A 

CHP 7S, STIPULATED ADVERSE ACTION (continued) 
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ANNEX A 

CHP 7S, STIPULATED ADVERSE ACTION (continued) 
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