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Date
Re:	One-Day Disciplinary Suspension
Mr. Smith:
University of Iowa work rules provide that employees may be disciplined for “Failure to report promptly at the starting time of a shift; leaving before the scheduled quitting of a shift; or failure to timely notify the proper authority of impending absence or tardiness, prior to designated starting time.” This means that you should be at your workstation and ready to perform your assigned duties at the start of your shift.
On July 1, 1998, at the new employee orientation, you were informed that you are responsible for complying with the policies set forth in the University Operations Manual and the work rules. Also on July 1, 1998, you signed a receipt for a copy of the departmental work rules. You were verbally counseled on the issue of tardiness on February 3, 2004. You were issued a written reprimand for tardiness on May 3, 2004. The written reprimand specified that further violation of the work rule could result in progressive discipline. 
This morning, you reported for duty at 8:10 AM, ten (10) minutes after the start of your regularly scheduled shift. 
The department is therefore suspending you for one (1) day without pay. Do not report for work Friday, September 24, 2004. Please report for your regularly scheduled shift at 8:00 AM on Monday, September 27, 2004. This notice represents formal discipline, and will be placed in your personnel file. 
It is critical that you improve your attendance. Failure to comply with the work rule on attendance or any other work rule may result in additional progressive discipline, up to and including termination of your employment. 
Regards,
Supervisor
cc.	AFSCME


Last updated October 2011
Copyright The University of Iowa 2011.  All rights reserved.
image1.gif
L
f Tue UNIVERSITY OF lowA




