	(
	

	
	




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 escalate with students by becoming angry, yelling, making demeaning statements and other inappropriate behavior:

· On DATE, you told a student her poor behavior choice was not because she had ADD, but because she was a “bad student” and had her call her parents in front of the whole class to tell on herself.  
· On DATE, you stated in a parent-teacher conference, “You got really angry at student X because she was off task constantly one day”.  
· On DATE, you took away a student’s desk, threw away the student’s learning tools, and humiliated the student by reprimanding her in front of peers and other staff.
·   During our conversation on Monday, DATE,  you admitted that you sometimes get angry and yell at students.  
· On DATE, during a parent meeting you named other students and their specific behavior issues during another student’s parent meeting by saying, “Student Y is a vacuum for attention, you should probably stay away from her” and “stay away from student Z, he is a real distraction.”
Your actions are unacceptable and do not meet the following expectations:
(List specific Board, District Policies, or CITE Standards that apply.)
· CITE Standard 4, Culture and Climate: Teacher models and collaborates with students to create a respectful and restorative culture and climate

· Teacher models and collaborates with students to create an environment that is safe

· Teacher facilitates opportunities for students to construct, understand, and practice a restorative classroom environment

· Teacher models and establishes positive relationships with all students

· CITE Standard 5, Professionalism: Teacher demonstrates professional growth and development, leadership and professionalism

· Teacher demonstrates professional and ethical conduct including following all laws, district policies and school procedures

· Colorado State Law 22-1-123 Protection of Student Data-Parental or Legal Guardian Consent: In accordance to the provisions of FERPA, a school district shall not release the education records (personally identifiable information including, printed, emailed or other electronic media) of a student to any person, agency or organization without the prior written consent of the parent or legal guardian. 
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.)

· You have exposed the district to potential legal liability.

· You have created an unsafe learning environment for students.

· You have placed a student at risk of harm by releasing confidential information.
· One student’s parents requested a class change because their child is fearful of you.

I am also directing you to:
(List your expectations going forward.)

· Use classroom management approaches that model positive and respectful interactions, align with restorative practices, and support our school PBIS system as outlined in the PLE Staff Handbook. 
· Professionally and respectfully communicate with students without raising your voice.
· Professionally and respectfully communicate with parents about student needs.
· Demonstrate professionalism and demonstrate ethical conduct including following all laws, district policies and school procedures, including RTI and special education

· When a situation occurs where student issues need to be communicated, handle the situation in a confidential way and only with school professionals. Do not to speak about other students; you have been trained to maintain student confidentiality. 
· Attend a professional development session on effective collaboration and communication in the workplace.  
· Should you have any question, you must raise them in a timely manner with me or other designated building resources.
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 dismissal. A copy of this letter will be placed in your personnel file with Human Resources. 
Principal:___________________




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


Director of Schools

