	(
	

	
	




MEMO TO:


FROM:


DATE:


SUBJECT:
WRITTEN WARNING

 You are receiving this written warning for the following:
(List specific incidents and include dates.)
· You continue to have attendance issues after having conversations with your supervisor about this behavior.
· On DATE, your supervisor met with you and informed you that you have missed 10 days during the first half of the school year.
· On DATE, you called in sick after the work day had already started.  
· On DATE, you did not arrive to work and did not call your supervisor explaining why.
· On DATE, you called in sick, and it was reported that you told your co-workers that you went to Disneyland for a long weekend.
Your actions are unacceptable and do not meet the following expectations:
(List specific Board, District, or Department Policies that apply.)
· Per Department policy you are required to call your supervisor prior to your start time if you plan to be out sick.
· Per District policy, you have used more than the number of sick days that you have accrued, and the time you have taken is excessive.
It is also important to point out the impact your actions have had on the District, students, and parents:
(Identify how the behavior impacts others.)

· Your inability to be at work during your scheduled hours puts your co-workers in a position where they have to fill in on your behalf, which does not allow them to fully focus on their job duties.
I am also directing you to:
(List your expectations going forward.)

· You may not take any sick time in advance of accrual.
· Between now and the end of the school year, you may not take any more than two sick days.
· Demonstrate professionalism and demonstrate ethical conduct including following all laws, district policies and school procedures.
With this letter, 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 letter, may result in further disciplinary action, up to and including termination of employment.   A copy of this letter will be placed in your personnel file with Human Resources. 
Manager:___________________




Date:


Employee:







Date:


(Employee’s signature indicates employee has read and understands but does not necessarily constitute agreement with the contents of this letter. The employee further understands his/her contractual right to file a rebuttal to this letter within five working days of its receipt)

CC: 
Director of Human Resources

