





[DATE]



Dear [NAME]
 
This letter constitutes a written reprimand for [short description].  This behavior is in violation of [list applicable policies, CBA provisions, etc.]/

This reprimand follows reports that [describe specific conduct.  Includes dates and times when possible].
 
Prior to issuing this reprimand, I [describe efforts to determine facts.  Describe meeting with faculty member including who was present.  Describe what was reviewed and considered prior to issuing letter.]

In the future, I expect [describe expectations].  Should you continue to [describe problematic behavior] or engage in any additional behaviors that fall below the University’s reasonable expectations, including violations of other University policies, additional disciplinary measures, up to and including termination may follow.
[bookmark: _GoBack]
You may also wish to consider taking advantage of UO’s Employee Assistance Program.  You may contact the EAP at 1-800-433-2320.  Your participation in this program is voluntary and confidential within the boundaries of the provider’s professional obligations.   

This letter will be placed in your personnel file maintained by the [College or School] for a period of five years, per the applicable record retention schedule.  If you wish to appeal this action, you may do so consistent with the grievance procedure, which is located in Article 22 of the CBA.  Additionally, you have the right to file a rebuttal to this reprimand that will be kept in your personnel file for the same period of time this reprimand is filed there.
 
If you have any questions about this letter, please do not hesitate to contact me at your convenience.

Sincerely,




cc:        Personnel File/Human Resources
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