INSERT LETTERHEAD

PATTERN ABUSE
TO:

______________, [INSERT EMPLOYEE NAME]
FROM:
______________, [INSERT SUPERVISOR’S NAME]
DATE:



Under the guideline set forth in the State Sick Leave Policy, the Employer has the right to monitor the sick leave records of employees who have given reasonable cause for the Employer to look for “pattern abuse” of sick leave.  The patterns that are looked for include but are not limited to:

1. Before and/or after holidays;

2. Before and/or after weekends and regular days off;

3. After pay day;

4. Any one specific day;

5. Absence following overtime worked;

6. Half days;

7. Maintaining zero or near zero leave balances;

8. Excessive absenteeism – use of more sick leave than granted.

Pattern abuse of sick leave creates a hardship for the Employer and other employees in the work place.  Pattern abuse of sick leave undermines the effective and efficient operation of state government.  A review of your sick leave usage indicates evidence of “pattern abuse” in the following areas:

[INSERT APPLICABLE PATTERNS HERE]
This is a written notification of the above described “pattern abuse”.  Continued “pattern abuse” may result in disciplinary proceedings.

c:
Immediate Supervisor File
PATTERN ABUSE

