Letter 1:  Investigatory meeting notice
[date]
Private & Confidential
[employee name]
[employee home address]
Oshkosh, WI 54904

[name]:

I am currently investigating two issues with regard to your performance.  First, that your timesheet of   [date]   appears to be incorrect, and secondly that you disobeyed my instructions by   [action]   on   [date].  

I request your assistance in this investigation and therefore ask that you attend an investigatory meeting on    [date and time]       in my office.   You have the right to have a representative accompany you to the meeting.
The purpose of the investigatory meeting is simply to gather facts and/or evidence in respect of these issues.  At this meeting, I would like to discuss with you your recollection of events, and request that if you have information which you believe is relevant to this issue, to make it available at the meeting.
I will be conducting the meeting and will be accompanied by   [name of intermediate supervisor].

If you have any questions, please do not hesitate to contact me.

Sincerely,

[direct supervisor]
NOTES FROM INVESTIGATORY MEETING WITH  [name] on [date]
[Intermediate supervisor]   and I met with   [employee and employee’s representative]   in my office.  I explained that we are investigating the observations that his time sheet appeared to be incorrect and that   [action]   on   [date].    I explained that the purpose of the investigation meeting was to gather facts and any evidence that supports or refutes these issues.  I also advised    [employee]   at this time that this investigation could result in discipline up to and including discharge.

I reviewed the attached Chronology  prepared describing the actions and we were in agreement that these things did happen.  I did mention that I had staff intentionally watch for his actions on   [date]  based on his comments to    [co-worker]   on [date].    [employee]   disagrees with the report that his time sheet was inaccurate on  [date].  He said   [explanation].  He asked whether   [possible reason for misunderstanding].  I told him we would look into this possibility.

When asked why he   [action and date].   He replied    [explanation for action].

I asked him how information reported could have been misconstrued and if staff may have a reason to make false accusations.  He replied he did not know.

I then asked him if there was anything else he would like to add or if he has other information he would like to provide and he said that he did not.

He was informed that he will be notified at the completion of the investigation and that a pre-disciplinary meeting will then be scheduled.

Attending:
direct supervisor

   

intermediate supervisor



employee 



employee’s representative

[direct supervisor’s name & signature]
Chronology
Separate page listing dates and times of events and actions leading to this point.

Letter 2:  Pre-Disciplinary meeting notice

[date]
Private & Confidential
[employee name]

[employee home address]

Oshkosh, WI 54904

[name]:

The investigation concerning the observation that your time sheet appeared to be incorrect and that [action]    on     [date] is complete.  Your attendance is requested at a pre-disciplinary hearing on    [date and time]       in   [Library Director’s]    office.    You have the right to have a representative accompany you to the meeting.  The purpose of the meeting is to report and discuss findings of the investigation.

The meeting will be conducted by   [Library Director].      [intermediate supervisor]  and I will also be in attendance.

Sincerely,

[direct supervisor]
Letter 3:  Disciplinary notice

[date]
Private & Confidential
[employee name]

[employee home address]

Oshkosh, WI 54904

[name]:

Your attendance is requested at a meeting on    [date and time]       in   [Library Director’s]    office.    You have the right to have a representative accompany you to the meeting.  The purpose of the meeting is to report and discuss disposition of your case.

The meeting will be conducted by   [Library Director].      [intermediate supervisor]  and I will also be in attendance.

Sincerely,

[direct supervisor]
Notice of Suspension
[date]

Private & Confidential

[employee name]

[employee home address]

Oshkosh, WI 54904

[name]:

On   [date]  , you met with  [direct supervisor]  and  [intermediate supervisor]  to discuss, among other things,   [actions].  At that time, you signed a Memorandum of Understanding that stated you understood that   [correct behavior].   You continue to defy this policy, having   [action].     We see by these records that you have clearly not done what you said you would do.  Because this is now the 3rd  time we are addressing this issue , you will be suspended for 3 work days as follow:

[dates of suspension]
When you return to work on [date]:

[specific instructions for how employee is to act]
Understand that any future violations of library policy will result in further disciplinary action up to and including termination.

Signed:

________________________________

_______________________________________

[Library Director]



[direct supervisor]
I understand that I am   [proper behavior]
________________________________________
______________________________________

[employee]





Date

Attachments:


[supporting documentation]
Notice of Termination
[date]

Private & Confidential

[employee name]

[employee home address]

Oshkosh, WI 54904

[name]:

This letter confirms our discussion today that your employment with the library is terminated for cause, effective immediately.

Since [date],  you have received counseling, verbal warnings, written warnings and suspensions regarding continued performance problems that include not following work rules and not filling out your time sheet factually.  In each of these warnings and suspensions, we informed you that further issues may result in progressive discipline up to and including termination.

Since our last discussion concerning your job performance, you have shown that you are unwilling to follow supervisory direction and to correctly complete your time sheet.   [latest infractions]

Payment for any accrued Paid Time Off will be included in your final paycheck which you will receive on our regular payday, [date].  Please turn in your [keys and other library property].

You will need to keep the library informed of your contact information so that we are able to provide information you may need in the future such as your W-2 form.

Regards,

[library director]

