Informal Disciplinary Action Format

To:
Employee’s Name

From:
*

Date:

Re:
**

1. State the facts of the issue and described exactly what is unacceptable.  Be sure to give examples with dates, times and any verbal comments made by employee or supervisor.  

2. (Summarize any verbal or written counseling which has occurred to this point, if applicable.)

3. Briefly explain how this behavior affects the mission of the unit and/or others.  

4. Specifically state your goals and expectations of the employee.  Include timelines, if appropriate.
5. You may need to offer suggestions on how the employee may correct a behavior.  

6. In closing, state that if additional incidents occur,  more severe disciplinary action, including dismissal may be taken.

7. Have the employee sign and date the document to verify that it was presented to the employee.  Give the employee a copy.

8. At the bottom of the page put a “cc” showing who will be receiving a copy and where the document will be maintained. (i.e. “cc  supervisory file” or “cc personnel file.”)

*  Immediate supervisor if it is being placed in the supervisory file or a counseling memo to the personnel file.

    Division Director or Worksite Manager, if it is a Letter of Reprimand being  placed in  the personnel file.

** Counseling Memo or Letter of Reprimand


Sample

TO:
May Johnson


Worker Bee
FROM:
Bob Beck


Worksite Manager
DATE:
June 21, 1998

RE:
LETTER OF REPRIMAND

This letter of reprimand is being placed in your personnel file for tardiness.  Despite receiving verbal and/or written counseling on December 22, 1997, February 24, 1998, March 2, 1998, March 6, 1998, and May 1, 1998 there has been no demonstrated improvement in reducing your tardiness.  Since the beginning of the year there has been at least 12 documented incidents of tardiness and one day of “no call - no show.”  The late times vary from 4 minutes to 1.25 hours.  This is not acceptable and can no longer be tolerated at this worksite.  .  

Any further incidents of tardiness will be without pay.  We will no longer approve use of leave or rearranged time to cover the tardiness.

Your tardiness detracts from the work and places an undue burden on your supervisor and co-workers.  It is my desire that you reduce your incidents of tardiness to zero for the next three months and become a more productive member of our staff.  

Please understand this is the last informal step in the progressive discipline process.  Further incidents of unacceptable work habits, may result in more severe disciplinary actions being taken by The Adjutant General, up to and including dismissal.

I am available to discuss this further if you so desire.

cc Immediate Supervisor

    Personnel File
Attachment 2 Sample
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