pre-disciplinary meeting memo

TO:

[Name of Employee]

FROM:
[Name of Supervisor]

DATE:
[Date]

SUBJECT:
Pre-disciplinary Meeting

A meeting has been scheduled for [time] on [day and date] in [room] of the [building].  This is a pre-disciplinary meeting regarding your work performance, specifically as it relates to [list reason].  Your attendance is required.

You are entitled to bring a representative of your choice, but you must make those arrangements yourself.  If you have any questions regarding this meeting, please contact me.
[if a DML is being considered, add: The results of this meeting could include Formal Corrective Action, including Decision Making Leave."]

[if discharge is being considered, add:  The results of this meeting could include a recommendation for your discharge from employment at the University of Illinois at Urbana-Champaign.]







 Supervisor’s Signature






__________________________






Date of Notification

cc:
[Department ]


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


SHR – Labor Rep


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

F&S Employee File


F&S HR Specialist
