M E M O R A N D U M
TO:

[Name of Employee]     


FROM:
[Name of Supervisor]

DATE:

[Date]
SUBJECT:
Decision Making Leave
This memo is to confirm our discussion on [date] about [describe performance problem].

(This problem or Your overall performance) was previously discussed with you informally on (date/s of previous informal discussions.)  You received a Work Performance Reminder, the first step of our formal discipline procedure, on (date).  You received a Written Reminder, the second step of our discipline procedure, on (date).  (At this time or Each time) we discussed what was expected of you and you agreed to correct the problem.  Since then, (describe continuing problem).

Because this (continued poor performance or problem or violation) has a major effect on (safety or our business or your fellow workers), I placed you on Decision Making Leave (directly or date).

During our discussion, I advised you that the Decision Making Leave was a disciplinary suspension from work and the final step of our discipline procedure.  I also told you that while you would be paid for the day you were on Decision Making Leave, you were required to use that day to make a final decision –  to solve the immediate problem and commit to maintaining fully acceptable performance in every area,  return to work and face further disciplinary action up to and including discharge, or voluntarily resign and find more suitable employment elsewhere.

When you return from your Decision Making Leave, we will discuss the decision you have made.


___________________________________
                                                                              


[Type supervisor’s name here]     

cc:
[Department ]


Angela Reggans, PPP Coordinator (52 E Greg, MC-562)


SHR – Labor Rep


SHR – Records 


Campus Legal (258 Henry Admin, 506 S Wright)

Union Chief Steward, if applicable (unless requested not to do so in writing by the employee)

F&S Employee File


F&S HR Specialist

