Documented Coaching or Verbal Warning (send as an email)
Thank you for meeting me on DATE to discuss several behavior concerns.  This email will serve as a follow-up to the concerns discussed:
· Leaving the building without following proper protocol, required to obtain approval from building administrator and notifying the school secretary
· Arriving late to meetings without notice or explanation
· Failure to participate with fellow teacher collaboration
· Leaving meetings early or failing to attend
These behaviors have an effect on (student/staff/parent/organization; culture/student learning/classroom management/communications/leadership; etc.)
With this email, the following professional behaviors need to be met and sustained:
· Arrive on time to professional development meetings as determined by leadership team
· Be present and engaged for the duration of grade level collaboration meetings
· Let the office know when you leave the building
· Participate as an active team member during professional development
[bookmark: _GoBack]Employee Name, with this email, I am giving you an opportunity to take responsibility and correct your behavior.  Immediate and sustained improvement is required.  Please be aware, failure to comply and sustain the expectations of this email, may result in further disciplinary action, up to and including dismissal.
