CONFIDENTIAL

[image: image8.emf](DEPARTMENT LETTERHEAD)       TO:     (EMPLOYEE’S NAME)   FROM:   HR Partner   DATE:     (ENTER DATE)   RE:     NOTIFICATION OF ULTIMATE DECISION LEAVE       This memo is to confirm our discussion on (date) about (describe problem).       This problem was previously discussed with you  informally on (date) .   You  received  a Letter of Verbal Support on (date) ,   a Performance Improvement  Discussion on (date) ,  a Commitment Discussion on (date)  and a Written  Reinforcement on (date) .   Each  time  we met , we discussed what was expected  of you and  you agreed to correct the problem.  Since then, (describe ongoing  problem).     Because this problem has gone uncorrected, you have arrived at an Ultimate  Decision Leave, the  final  step in the formal disciplinary process at Illinois State  University.    Your pa id leave will start immediately and continue through the  following full workday.  While you are paid for this day, you are expected to  consider your options with regard to the issue noted on the suspension form,  and return to work with a  final  decision.  Y our options are:        Return to work and commit to fully acceptable performance in all aspects,  including the correction of the immediate and ongoing problem.      Return to work with no commitment to correcting the problem and face  termination.      Voluntarily resign  from the University.     When you return to work, following the one - day leave, you are to report to the  Human Resources Office to discuss your decision.       CC:   Department file /Supervisor     Human Resources     Union     (Next Level Supervisor)    




[image: image1.emf](DEPARTMENT LETTERHEAD)       TO:     (EMPLOYEE’S NAME)   FROM:   (SUPERVISOR’S NAME)   DATE:     (ENTER DATE)   RE:     ENCOURAGEMENT SESSION       This memo is to confirm our discussion on (date) about (describe problem).     Because this problem has a serious effect on (co - workers , safety, business), it  must be corrected immediately.  I expect you to make the following change in  your performance as we discussed in the meeting:  (expected performance).   In addition, I expect you to commit to fully acceptable performance in all  areas  of your work, including following our rules and procedures.     During our discussion, you (indicate employee’s agreement and plan of  action).  I’m counting on you to solve this problem.     As I explained during our meeting, this discussion is not a step of fo rmal  disciplinary action.  I will, however, be retaining a record of our conversations  regarding this problem.  This record will not be placed in your pers onnel file.   Please note that if  we are forced to discu ss this problem in the future, it  may  be in th e form of a formal disciplinary action.     CC: Department file    



[image: image2.emf](DEPARTMENT LETTERHEAD)       TO:     (EMPLOYEE’S NAME)   FROM:   (SUPERVISOR’S NAME)   DATE:     (ENTER DATE)   RE:     LETTER OF VERBAL SUPPORT       This memo is to confirm our discussion on (date) about (describe problem).     This problem was previously discussed with you inform ally on (date).  At that  time, we discussed what was expected of you and you agreed to correct the  problem.  Since then, (describe ongoing problem).     Because this problem has a serious effect on (co - workers, safety, business), it  must be corrected immediat ely.  I expect you to make the following change in  your performance as we discussed in the meeting:  (expected performance).   In addition, I expect you to commit to fully acceptable performance in all  areas of your work, including following our rules and p rocedures.     During our discussion, you (indicate employee’s agreement and plan of  action).  I’m counting on you to solve this problem.     As I explained during our meeting, this discussion is  the first  step of forma l  disciplinary action.  I will  be retaining  a record of our conversations regarding  this problem , and this record will be placed in your personnel file.   Please note  that if  we are forced to discuss this problem in the future,  it will be  in the form  of a  Performance Improvement Discussion, the next  step of formal disciplinary  action.       CC:   Department file     Human Resources     Union     (Next Level Supervisor)    



[image: image3.emf](DEPARTMENT LETTERHEAD)       TO:     (EMPLOYEE’S NAME)   FROM:   (SUPERVISOR’S NAME)   DATE:     (ENTER DATE)   RE:     PERFORMANCE IMPROVEMENT DISCUSSION       This memo is to confirm our discussion on (date) about (describe problem).   This problem was previously discussed with y ou informally on (date) , and  formally as a Letter of Verbal Support on (date) .   Each  time, we discussed  what was expected of you and you agreed to correct the problem.  Since then,  (describe ongoing problem).     Because this problem has a serious effect on ( co - workers, safety, business), it  must be corrected immediately.  I expect you to make the following change in  your performance as we discussed in the meeting:  (expected performance).   In addition, I expect you to commit to fully acceptable performance in  all  areas of your work, including following our rules and procedures.     During our discussion, you (indicate employee’s agreement and plan of  action).  I’m counting on you to solve this problem.     As I explained during our meeting, this discussion is  the  se cond  step of forma l  disciplinary action.  I will  be retaining a record of our conversations regarding  this problem , and this record will be placed in your personnel file.   Please note  that if  we are forced to discuss this problem in the future,  it will be  in the form  of a  Commitment Discussion , the next step of formal disciplinary action.       CC:   Department file     Human Resources     Union     (Next Level Supervisor)    



[image: image4.emf](DEPARTMENT LETTERHEAD)       TO:     (EMPLOYEE’S NAME)   FROM:   HR Partner   DATE:     (ENTER DATE)   RE:     COMMITMENT  DISCUSSION       This memo is to confirm our discussion on (date) about (describe problem).       This problem was previously discussed with you informally on (da te) , and  formally as a Letter of Verbal Support on (date)  and a Performance  Improvement Discussion on (date) .   Each  time, we discussed what was  expected of you and you agreed to correct the problem.  Since then, (describe  ongoing problem).     Because this pr oblem has a serious effect on (co - workers, safety, business), it  must be corrected immediately.  I expect you to make the following change in  your performance as we discussed in the meeting:  (expected performance).   In addition, I expect you to commit to  fully acceptable performance in all  areas of your work, including following our rules and procedures.     During our discussion, you (indicate employee’s agreement and plan of  action).  I’m counting on you to solve this problem.     As I explained during our mee ting, this discussion is  the  third   step of forma l  disciplinary action.  I will  be retaining a record of our conversations regarding  this problem , and this record will be placed in your personnel file.   Please note  that if  we are forced to discuss this prob lem in the future,  it will be  in the form  of a  Written Reinforcement , the next step of formal disciplinary action.       CC:   Department file /Supervisor     Human Resources     Union     (Next Level Supervisor)    



[image: image5.emf](DEPARTMENT LETTERHEAD)       TO:     (EMPLOYEE’S NAME)   FROM:   HR Partner   DATE:     (ENTER DATE)   RE:     WRITTEN REINFORCEMENT       This memo is to confirm our discussion on (date) about (describe problem).       This problem was previously discussed with you informally on (da te) , and  formally as a Letter of Verbal Support on (date) .  You also received  a  Performance Improvement Discussion on (date)  and a Commitment Discussion  was held on (date) to discuss the same problem .   Each  time, we discussed  what was expected of you and y ou agreed to correct the problem.  Since then,  (describe ongoing problem).     As indicated in the meeting the continuation of  this problem has a serious  effect on (co - workers, safety, business)  and  must be corrected immediately.  I  expect you to make the fol lowing change in your performance as we discussed  in the meeting:  (expected performance).  In addition, I expect you to commit  to fully acceptable performance in all areas of your work, including following  our rules and procedures.     During our discussion,  you (indicate employee’s agreement and plan of  action).  I’m counting on you to solve this problem.     As I explained during our meeting, this discussion is  the  fourth  step of forma l  disciplinary action.  I will  be retaining a record of our conversations re garding  this problem , and this record will be placed in your personnel file.   Please note  that i f  we are forced to discuss this problem in the future,  it will be  in the form  of  an Ultimate Decision Leave which is  the  final  step of formal disciplinary  actio n.       CC:   Department file /Supervisor     Human Resources     Union     (Next Level Supervisor)    



[image: image6.emf](DEPARTMENT LETTERHEAD)       TO:     (EMPLOYEE’S NAME)   FROM:   HR Partner   DATE:     (ENTER DATE)   RE:     NOTIFICATION OF ULTIMATE DECISION LEAVE       This memo is to confirm our discussion on (date) about (describe problem).       This problem was previously discussed with you  informally on (date) .   You  received  a Letter of Verbal Support on (date) ,   a Performance Improvement  Discussion on (date) ,  a Commitment Discussion on (date)  and a Written  Reinforcement on (date) .   Each  time  we met , we discussed what was expected  of you and  you agreed to correct the problem.  Since then, (describe ongoing  problem).     Because this problem has gone uncorrected, you have arrived at an Ultimate  Decision Leave, the  final  step in the formal disciplinary process at Illinois State  University.    Your pa id leave will start immediately and continue through the  following full workday.  While you are paid for this day, you are expected to  consider your options with regard to the issue noted on the suspension form,  and return to work with a  final  decision.  Y our options are:        Return to work and commit to fully acceptable performance in all aspects,  including the correction of the immediate and ongoing problem.      Return to work with no commitment to correcting the problem and face  termination.      Voluntarily resign  from the University.     When you return to work, following the one - day leave, you are to report to the  Human Resources Office to discuss your decision.       CC:   Department file /Supervisor     Human Resources     Union     (Next Level Supervisor)    



[image: image7.emf](DEPARTMENT LETTERHEAD)       TO:     (EMPLOYEE’S NAME)   FROM:   (SUPERVISOR’S NAME)   DATE:     (ENTER DATE)   RE:     RETURN FROM  ULTIMATE DECISION LEAVE       This memo is to confirm our discussion on (date) about (describe problem).     When you returned from your Decision Makin g Leave, you told me (state the  employee’s exact agreement)>     As I advised you during our meeting, you must immediately correct this  situation.  In addition, you must maintain fully acceptable performance in  every area of your job, as an infraction of any  type may result in your  discharge.     I am counting on you to live up to your commitment.       CC:   Department file     Human Resources     Union      
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(DEPARTMENT LETTERHEAD)


TO:

(EMPLOYEE’S NAME)


FROM:
HR Partner

DATE:

(ENTER DATE)


RE:

WRITTEN REINFORCEMENT

This memo is to confirm our discussion on (date) about (describe problem). 

This problem was previously discussed with you informally on (date), and formally as a Letter of Verbal Support on (date).  You also received a Performance Improvement Discussion on (date) and a Commitment Discussion was held on (date) to discuss the same problem.  Each time, we discussed what was expected of you and you agreed to correct the problem.  Since then, (describe ongoing problem).


As indicated in the meeting the continuation of this problem has a serious effect on (co-workers, safety, business) and must be corrected immediately.  I expect you to make the following change in your performance as we discussed in the meeting:  (expected performance).  In addition, I expect you to commit to fully acceptable performance in all areas of your work, including following our rules and procedures.


During our discussion, you (indicate employee’s agreement and plan of action).  I’m counting on you to solve this problem.


As I explained during our meeting, this discussion is the fourth step of formal disciplinary action.  I will be retaining a record of our conversations regarding this problem, and this record will be placed in your personnel file.  Please note that if we are forced to discuss this problem in the future, it will be in the form of an Ultimate Decision Leave which is the final step of formal disciplinary action.

CC:
Department file/Supervisor


Human Resources



Union



(Next Level Supervisor)
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(DEPARTMENT LETTERHEAD)


TO:

(EMPLOYEE’S NAME)


FROM:
(SUPERVISOR’S NAME)


DATE:

(ENTER DATE)


RE:

RETURN FROM ULTIMATE DECISION LEAVE

This memo is to confirm our discussion on (date) about (describe problem).  When you returned from your Decision Making Leave, you told me (state the employee’s exact agreement)>

As I advised you during our meeting, you must immediately correct this situation.  In addition, you must maintain fully acceptable performance in every area of your job, as an infraction of any type may result in your discharge.


I am counting on you to live up to your commitment.


CC:
Department file



Human Resources



Union
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(DEPARTMENT LETTERHEAD)


TO:

(EMPLOYEE’S NAME)


FROM:
(SUPERVISOR’S NAME)


DATE:

(ENTER DATE)


RE:

ENCOURAGEMENT SESSION


This memo is to confirm our discussion on (date) about (describe problem).


Because this problem has a serious effect on (co-workers, safety, business), it must be corrected immediately.  I expect you to make the following change in your performance as we discussed in the meeting:  (expected performance).  In addition, I expect you to commit to fully acceptable performance in all areas of your work, including following our rules and procedures.


During our discussion, you (indicate employee’s agreement and plan of action).  I’m counting on you to solve this problem.


As I explained during our meeting, this discussion is not a step of formal disciplinary action.  I will, however, be retaining a record of our conversations regarding this problem.  This record will not be placed in your personnel file.  Please note that if we are forced to discuss this problem in the future, it may be in the form of a formal disciplinary action.


CC: Department file
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(DEPARTMENT LETTERHEAD)


TO:

(EMPLOYEE’S NAME)


FROM:
HR Partner

DATE:

(ENTER DATE)


RE:

NOTIFICATION OF ULTIMATE DECISION LEAVE

This memo is to confirm our discussion on (date) about (describe problem). 

This problem was previously discussed with you informally on (date). You received a Letter of Verbal Support on (date), a Performance Improvement Discussion on (date), a Commitment Discussion on (date) and a Written Reinforcement on (date).  Each time we met, we discussed what was expected of you and you agreed to correct the problem.  Since then, (describe ongoing problem).


Because this problem has gone uncorrected, you have arrived at an Ultimate Decision Leave, the final step in the formal disciplinary process at Illinois State University.  Your paid leave will start immediately and continue through the following full workday.  While you are paid for this day, you are expected to consider your options with regard to the issue noted on the suspension form, and return to work with a final decision.  Your options are:

· Return to work and commit to fully acceptable performance in all aspects, including the correction of the immediate and ongoing problem.

· Return to work with no commitment to correcting the problem and face termination.


· Voluntarily resign from the University.


When you return to work, following the one-day leave, you are to report to the Human Resources Office to discuss your decision.


CC:
Department file/Supervisor


Human Resources



Union



(Next Level Supervisor)
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(DEPARTMENT LETTERHEAD)


TO:

(EMPLOYEE’S NAME)


FROM:
HR Partner

DATE:

(ENTER DATE)


RE:

NOTIFICATION OF ULTIMATE DECISION LEAVE

This memo is to confirm our discussion on (date) about (describe problem). 

This problem was previously discussed with you informally on (date). You received a Letter of Verbal Support on (date), a Performance Improvement Discussion on (date), a Commitment Discussion on (date) and a Written Reinforcement on (date).  Each time we met, we discussed what was expected of you and you agreed to correct the problem.  Since then, (describe ongoing problem).


Because this problem has gone uncorrected, you have arrived at an Ultimate Decision Leave, the final step in the formal disciplinary process at Illinois State University.  Your paid leave will start immediately and continue through the following full workday.  While you are paid for this day, you are expected to consider your options with regard to the issue noted on the suspension form, and return to work with a final decision.  Your options are:

· Return to work and commit to fully acceptable performance in all aspects, including the correction of the immediate and ongoing problem.

· Return to work with no commitment to correcting the problem and face termination.


· Voluntarily resign from the University.


When you return to work, following the one-day leave, you are to report to the Human Resources Office to discuss your decision.


CC:
Department file/Supervisor


Human Resources



Union



(Next Level Supervisor)


C:\Documents and Settings\jbjenso\my documents\word\VIP\letters\Ultimate Decision Leave.doc




_1180165873.doc
CONFIDENTIAL




(DEPARTMENT LETTERHEAD)


TO:

(EMPLOYEE’S NAME)


FROM:
(SUPERVISOR’S NAME)


DATE:

(ENTER DATE)


RE:

PERFORMANCE IMPROVEMENT DISCUSSION

This memo is to confirm our discussion on (date) about (describe problem). This problem was previously discussed with you informally on (date), and formally as a Letter of Verbal Support on (date).  Each time, we discussed what was expected of you and you agreed to correct the problem.  Since then, (describe ongoing problem).


Because this problem has a serious effect on (co-workers, safety, business), it must be corrected immediately.  I expect you to make the following change in your performance as we discussed in the meeting:  (expected performance).  In addition, I expect you to commit to fully acceptable performance in all areas of your work, including following our rules and procedures.


During our discussion, you (indicate employee’s agreement and plan of action).  I’m counting on you to solve this problem.


As I explained during our meeting, this discussion is the second step of formal disciplinary action.  I will be retaining a record of our conversations regarding this problem, and this record will be placed in your personnel file.  Please note that if we are forced to discuss this problem in the future, it will be in the form of a Commitment Discussion, the next step of formal disciplinary action.

CC:
Department file



Human Resources



Union



(Next Level Supervisor)
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(DEPARTMENT LETTERHEAD)


TO:

(EMPLOYEE’S NAME)


FROM:
HR Partner

DATE:

(ENTER DATE)


RE:

COMMITMENT DISCUSSION

This memo is to confirm our discussion on (date) about (describe problem). 

This problem was previously discussed with you informally on (date), and formally as a Letter of Verbal Support on (date) and a Performance Improvement Discussion on (date).  Each time, we discussed what was expected of you and you agreed to correct the problem.  Since then, (describe ongoing problem).


Because this problem has a serious effect on (co-workers, safety, business), it must be corrected immediately.  I expect you to make the following change in your performance as we discussed in the meeting:  (expected performance).  In addition, I expect you to commit to fully acceptable performance in all areas of your work, including following our rules and procedures.


During our discussion, you (indicate employee’s agreement and plan of action).  I’m counting on you to solve this problem.


As I explained during our meeting, this discussion is the third step of formal disciplinary action.  I will be retaining a record of our conversations regarding this problem, and this record will be placed in your personnel file.  Please note that if we are forced to discuss this problem in the future, it will be in the form of a Written Reinforcement, the next step of formal disciplinary action.

CC:
Department file/Supervisor


Human Resources



Union



(Next Level Supervisor)
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(DEPARTMENT LETTERHEAD)


TO:

(EMPLOYEE’S NAME)


FROM:
(SUPERVISOR’S NAME)


DATE:

(ENTER DATE)


RE:

LETTER OF VERBAL SUPPORT

This memo is to confirm our discussion on (date) about (describe problem).


This problem was previously discussed with you informally on (date).  At that time, we discussed what was expected of you and you agreed to correct the problem.  Since then, (describe ongoing problem).


Because this problem has a serious effect on (co-workers, safety, business), it must be corrected immediately.  I expect you to make the following change in your performance as we discussed in the meeting:  (expected performance).  In addition, I expect you to commit to fully acceptable performance in all areas of your work, including following our rules and procedures.


During our discussion, you (indicate employee’s agreement and plan of action).  I’m counting on you to solve this problem.


As I explained during our meeting, this discussion is the first step of formal disciplinary action.  I will be retaining a record of our conversations regarding this problem, and this record will be placed in your personnel file.  Please note that if we are forced to discuss this problem in the future, it will be in the form of a Performance Improvement Discussion, the next step of formal disciplinary action.

CC:
Department file



Human Resources



Union



(Next Level Supervisor)
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