INSERT LETTERHEAD
Date
Employee

Address

City/Stat/Zip Code
Dear (Employee name):
This letter is to inform you that you are hereby suspended as a ______________, effective___________________, for a period of_______ (  ) work days.  After reviewing the documentation it has been determined that just cause exists for this action.  You are found to have violated the following work rules:
[INSERT WORK RULES HERE]
Pursuant with Article 24.02(C) of the collective bargaining agreement your suspension has been designated a working suspension.  This means that your suspension is simply a notation on your disciplinary record of having received a suspension.  While you will not be required to serve the suspension without pay, be advised that this working suspension has the same force and effect as a suspension without pay.

Future infractions may result in further disciplinary action up to and including termination. The retention period for this discipline shall be extended by a period equal to employee leaves of fourteen (14) consecutive days or longer, except for approved periods of vacation leave.
Respectfully,

_________________________________
(Signature and Title of Agency Head or Designee)
PROOF OF DISCIPLINE SERVED

I,_______________________________________ did serve____________________________

                       (Person serving discipline)



 (Employee name)

on ______________________________________ with a:

                                  (Date)

Check all that applies:

□suspension
■working suspension

□fine

□leave reduction

□demotion

□termination

_________________________________


___________________________
Signature






Date
_________________________________


___________________________

Witness






Date

WORKING SUSPENSION

