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[Date]
Delivered Via: [Mail, Hand Delivery, E-mail]
[Employee Name]
[Employee Classification]
[Home Street Address]
[City, State ZIP]

RE: Disciplinary Action Response regarding [Incident] on [Date of Incident]

Dear [Name]:

Please take notice that you are issued this disciplinary letter that equates to a [thirty] (30) day suspension. Although you will not miss work or have your pay reduced, this non-punitive disciplinary action carries the weight, in terms of progressive discipline, as if you had been actually suspended without pay. The grounds upon which this disciplinary action is being taken are in accordance with [Charter Section, Ordinance Section, or Administrative Directive] as follows:

[Charter Section 2.2, Ordinance Section 2.2, or Administrative Directive # 314 Section 2.2] [Word for word copy of language of violation] 

On [Date (Day, Month, Date, and Year)] at approximately [Time] [and on Date (Day, Month, Date, and Year) at approximately {Time} – if there was more than one Pre-D Hearing], I conducted (a) pre-disciplinary hearing(s) as outlined in [insert specific article per either applicable collective bargaining agreement or Administrative Directive # 318]. Attendees at [both] [the] hearing(s) included you, [insert the name of every attendee]. *If more than one hearing, state the following: “[(Attendee names) attended the hearing on (Date) and (Attendee names) attended the hearing on (Date)]”. * 

At the hearing(s), [Union representatives of (UNION)] and you were provided an opportunity to describe the circumstances of [incident] and your actions on [Date of incident]. 

At the Pre-Disciplinary Hearing on [Date of Hearing], I asked you a number of questions related to the events of [Date of incident]. Your responses to my questions [did] [did not] provide me with a reasonable explanation for your actions on [date of incident]. 

[Specifically state why the responses did not provide a reasonable explanation or how the responses did provide a reasonable explanation]. 

 Based on the foregoing, I find that your actions constituted a violation of [City Ordinance if applicable] and a violation of [Administrative Directive #, Title, Specific Section/ Paragraph/ Subparagraph]. Copies of [City Ordinance and Administrative Directive] are attached. 


Summary
In taking this disciplinary action, the following factors were taken into consideration:

1. The nature of the offense
2. The degree of severity and cost of the offense
3. Your length of service
4. The number, nature, and time interval between previous offenses
5. Conferences, warnings, and other corrective actions for previous offenses
6. Your pattern of conduct and work history
7. Your statements during [both] [the] pre-disciplinary hearing(s)
8. Statements by Union Representatives at [both] [the] pre-disciplinary hearing(s)
9. Written/Verbal statements by [Name] and [Name]

Upon review of all the facts involved in this matter, I conclude that your actions warrant [# of days] suspension of record.   

I want to make it clear that any further instance of misconduct will lead to disciplinary action, up to and including dismissal from City Service.

Respectfully, 


[Department Director’s Name]
[Title]

CC:  [Civil Service and Personnel Director]
       [Director of Human Resources]
       [City Manager]
       [Assistant Law Director]
       [Union Business Manager, Union] 
       [Union President, Union] 
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