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[date], 2011  
VIA HAND DELIVERY

[name]
[address]

Dear [name]:


On [date], we provided feedback to you in a performance evaluation and since then have coached you on those areas of concern.  You have failed to demonstrate the capacity for continued performance at a level necessary to meet the department’s standards set for the position.  Therefore, this letter is to inform you that your probationary position as [classification] is being terminated effective [date or immediately].

Your employment is being terminated during your probationary period in accordance with The University of Iowa’s Operations Manual, Section III-3.1C6, The Relationship of Professional and Scientific Staff Members to the University of Iowa.  While this termination is not subject to the University’s grievance procedure, you may refer to the Administrative Review process, which is available at http://www.uiowa.edu/~our/opmanual/iii/28.htm#282.

All University property must be returned by [date & time] as well as all personal belongings removed from the premises.   You may contact University Benefits at 319-335-2676 or 877-830-4001 with any questions related to the effect of termination on your benefits.  Also, you have the right to access the University’s Employee Assistance Program resources for up to ninety days after you termination.  You can contact the EAP Office at 319-335-2085 to schedule an appointment.

If you have any questions about this information you may contact [name/number].

Sincerely,


[name]
[title]

cc:  [name], HR Rep; [name], SR HR Rep; Employee and Labor Relations
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