SAMPLE WARNING/COUNSELING LETTER

Date

MEMORANDUM FOR Name


Position







From: 



First Line Supervisor






Position

Subject: 


 Warning on Leave Usage

You began work here at NIST as a position on October 9, 1999.  At that time, you were notified that your appointment was subject to the completion of a one - year probationary period. A review of your leave record reveals that between the start of your employment and January 29, 2000, you have used a large amount of leave.  You have used all of the leave you earned during this period, a total of 36 hours annual leave and 36 hours of sick leave.  During this same time period, you also used 22 hours of leave without pay.  Additionally, you have been charged with being absent without approved leave (AWOL) on x occasions, totaling 24 hours. (Describe why he was charged AWOL).  Most of your absences have been unscheduled and has fallen on Mondays, Thursdays, or days following a holiday.

I have talked with you concerning your use of leave many times. I have explained to you that you are responsible for being at work as scheduled and planning your leave in advance to the greatest extent possible.  I have explained the hardship your unexpected absences have on our ability to complete our assigned tasks.  However, I have failed to see any improvement.  Therefore, I feel that it is necessary to issue you this written warning to impress upon you the seriousness of this situation.

As I noted above, you are currently serving a one-year probationary period, the purpose of which is to determine your fitness for continued Federal Service.  This determination is made based on your performance and/or conduct on the job, including your pattern of attendance and use of leave.  If improvement is not shown on your leave usage, you may be terminated during your probationary period.  I am hoping to see immediate and lasting improvement so that termination will not be necessary.  

If you are experiencing problems that may be impacting on the difficulties I have noted, you may contact the Employee Assistance Program (EAP).  This is a confidential and cost free referral service for NIST employees.  The EAP is located in Room C-33 of the Administration Building.  To set up an appointment, you can contact the EAP coordinator, xxx, on extension xxxx.

For additional information, or questions regarding the content of this letter, you may wish to contact xxxx of the Human Resources Management Division on extension xxxx.

