
INSERT LETTERHEAD

Date:

Employee Name
Address

City, State, Zip Code

Dear (Employee name):

Notice is hereby given that the Agency is considering taking disciplinary action against you.  The disciplinary action could be suspension or termination of employment.  In accordance with Article 24.05 of the Collective Bargaining Agreement, a pre-disciplinary meeting has been scheduled.  The meeting is scheduled to begin at ___________ on _____________.  The meeting will be held in the __________________________________.

You shall be given the opportunity to comment, refute or rebut the allegations and charges made against you and the evidence and facts on which the State is basing this proposed discipline.

You are charged with violation the following work rules:

(INSERT WORK RULE VIOLATIONS)

The basis of the charges is as follows:

(INSERT SUMMARY OF EVENTS)

This letter is your formal notice of the meeting.  If there are any changes, you will be notified by another letter.  You are directed to attend the meeting unless you wish to waive your right to the meeting by signing the attached waiver form.  (If you fail to attend the meeting, your Union representative will speak for you in the hearing.) Copies of known documents that will be used to support the disciplinary action are attached.
Respectfully,

________________________________
Labor Relations Officer

c:
Management Representative


Hearing Officer


Chapter President


File

EXHIBITS

EMPLOYEE WAIVER OF PRE-DISCIPLINARY MEETING
I _____________________________________, voluntarily waive my right a pre-disciplinary meeting.   This waiver is in reference to the pre-disciplinary notice dated __________________. 

__________________________________________

_______________________

Employee







Date

__________________________________________

_______________________

Union Representative






Date

__________________________________________

_______________________

Management Representative





Date 

__________________________________________

_______________________

Labor Relations Administrator




Date

PROOF OF SERVICE
I, ________________________________, did serve _________________________ with a









(Employee Name)
pre-disciplinary meeting notice and attachments on _______________________________.
_________________________________

_______________

Signature





Date

____________________________________
________________

Employee





Date

____________________________________
________________

Witness





Date
PRE-DISCIPLINARY MEETING NOTICE

