ON YOUR LETTERHEAD

DATE
TO:




          


   Employee ID #
FR:

RE:       Final Written Warning
(Provide dates and facts related to policy violation(s). Incident must have happened within last 15 workdays.  Mention date this expectation/behavior was addressed prior to this incident, if applicable.)
This letter serves as a final written warning as outlined in university Policies and Procedures PER 5.01, Disciplinary Action, II. A. 1-2, which states, “Disciplinary actions may take the form of (1) a written warning, (2) final written warning or suspension without pay, or (3) reduction in salary, demotion in grade, or termination. The specific action taken will depend on the nature of the offense, the circumstances surrounding the offense, and the employee's previous record.  In all instances, both for job performance and personal conduct, the University reserves the right to take such action as it deems appropriate, as determined by the employee’s disciplinary authority.  The aforementioned performance/conduct is in violation of the following:

III.A. Time and attendance problems, excessive absences or tardiness, unauthorized absences, or abuse of sick leave. 
In accordance with PER 5.01, a final written warning or suspension without pay shall be of no further effect after three years, provided that no additional disciplinary action was issued for the employee for any reason during the three-year period. 

Outline your expectations moving forward.  Add encouragement sentence here. Future incidents of this nature will result in further disciplinary action, up to and including termination. You have the right to grieve this action in accordance with the provisions of PER 5.03.  A grievance or request for re-consideration must be submitted within 15 workdays of the event (or awareness of the event or working condition) which gives rise to the grievance; else, these grievance procedures shall not apply and the employee shall have no other recourse.   

cc:  Donna Ernst
       File

