SAMPLE REPRIMAND

MEMORANDUM TO:



From:

Subject:

Reprimand

The purpose of this memorandum is to officially reprimand you for being absent without leave (AWOL) on (insert date).

Specifically, the facts are as follows:

You did not report to work on Friday, July 7th.  You also did not call the office to report you absence.

On Monday, July 10th, I spoke with you regarding your absence on the previous Friday.  You offered no explanation for your absence; you did not indicate that you were ill (you did not produce any doctor's certificate) or in any way, indicate that you were unable to report for work.  I informed you that you were being reported as AWOL for Friday, July 7th and that appropriate disciplinary action would be initiated. You replied with words to the effect that " I should do what I had to do."  

Absence without leave is a serious offense.  You have been an employee of NIST and of the Office of xxxxxxx for several years, and as such, have been made fully aware of the policies and practices regarding leave usage.  In your case, you have been counseled about your leave usage and since xxxxxxx, you have been on leave restriction.  Furthermore, I spoke to you and warned you about the consequences of your not reporting to work prior to the occurrence in question.  However, despite my warning, you failed to report to work on Friday, July 7 and therefore, I had no choice but to record your absence as absence without leave (AWOL.)

The only acceptable corrective action is for the above type of behavior not to occur again.  In the event it does, further disciplinary action may be taken.  I must also remind you that you continue to be on leave restriction and all the terms set forth in the leave restriction memorandum issued to you on x date remain applicable.  I will continue to periodically review your use of leave and only when I have determined that great improvement has been made, will I rescind the leave restriction.

If you are having personal problems that are contributing to your behavior, I recommend that you seek assistance from the Employee Assistance program by contacting xxx, the EAP Coordinator on extension xxx.  This counseling and referral service is available to all NIST employees and is free of charge and confidential. 

Your Rights

A copy of this memorandum will be placed in your Official Personnel Folder.  If there are no further incidents of this nature, it will be removed after one year.  However, if is a continuation of this type of behavior, the letter may be retained in your Official Personnel Folder for an additional year and considered in determining the penalty to be imposed in any future disciplinary actions which may be taken.  Any further infractions may result in more serious disciplinary action.

You have the right to grieve this action under the Administrative Grievance Procedures found in DAO 202-771.  You may submit a grievance to me no later than fifteen (15) calendar days from your receipt of this notice.  For additional information concerning grievance procedures, you may contact xxx of the Human Resources Management Division, on extension xxx.

cc:
OPF

