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Purpose

Employees are expected to follow all District policies and procedures and exhibit good citizenship and work 

habits. The District Development and Intervention Guidelines provide proactive resources for District administrators 

on how to assist rather than punish employees while addressing infractions. These guidelines provide a framework 

for addressing violations and breaches of district policies, procedures and practices, as well as methods for 

recognizing satisfactory and exemplary job performance.

A Focus Should be on The Following

• Modifying or altering unacceptable behavior;

• Documenting expectations and providing clear direction;

• Specifying a standard of behavior as articulated in Board Policy DH (Local) and the Educator Code of Ethics;

• Establishing a chronology for changing inappropriate behaviors; and

• Providing recognition for commendable and/or exemplary behavior;

• Performance concerns;

• A significant lack of student progress attributable to the educator.

Employee Development and Intervention Guidelines Provide

• A uniform model to deal with employee counseling, discipline and documentation for administrators;

• Opportunities and encouragement for employees to correct their behavioral deficiencies;

• Uniformity in intervention techniques that facilitate correcting inappropriate conduct and eliminating the 

need to re-train new employees; and

• Support by administrator to correct performance concerns.

Guidelines are Not to be Used

• As a tool to harass, intimidate, bully or, punish employees; or

• As a means to force employees to resign.

Scope of Employee Documentation & Intervention Guidelines

The District reserves the right, in sole discretion, to determine appropriate discipline in individual cases consistent 

with state and local policies, and federal laws. Nothing in these procedures shall be regarded as conferring any 

right, contractual or otherwise, upon an employee or imposing any limitation upon the District regarding discipline 

of any particular severity or disciplinary action in any particular sequence. Each instance of inadequate work 

performance or misconduct is to be judged individually, and the employee’s supervisor shall initially determine 

the discipline or intervention to be applied based on the severity of the infraction, the employee’s previous work 

record, and in precedent similar cases.

Corrective intervention may be used to deal with unsatisfactory performance or misconduct of any employee; 

however, emphasis will be to provide the employee with the opportunity to become aware and correct the 

deficiency and to restore the employee to the status of a productive member of the district.
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Step 1
The following are recommended guidelines to assist supervisors in determining appropriate disciplinary actions 

and intervention strategies:

Counseling Record

A Counseling Record provides an opportunity for supervisors and employees to informally discuss work related 

problems. The session should be friendly in nature to help the employee reflect and improve performance and 

inappropriate behavior by clarifying the standards and expectations of the District. This session should stress the 

employee’s strengths while outlining the necessary steps for correction. A written record of the sessions created 

and maintained by the supervisor is strongly recommended (See Counseling Record, pg. 11).

Suggestions for a Successful Counseling Session

• Counsel the employee as soon as possible after the violation. The longer the supervisor waits to counsel 

the employee the greater the likehood that the employee and/or other employees will repeat the same 

violation.

• Hold the discussion in private. Praise publicly, reprimand privately. Holding the meeting in private will reduce 

the chances of possible distractions and interruptions and prevent employees from feeling embarrassed 

in front of their peers. Under no circumstances should disciplinary action be used to degrade employees 

in the presence of peers or other employees.

• Talk to employees in a respectful manner, be friendly but firm. Getting upset, raising your voice, or talking 

down to an employee could result in putting the employee on the defensive. Remaining calm and 

respectful, sets the tone that helps the employee be receptive to suggestions and comments.

Steps for Counseling an Employee

• Clearly state the specific behavior or performance issues.

• Articulate specific future expectations.

• Ensure the employee understands what the problem is and what your expectations are before the 

discussion ends.

• Verbalize your confidence in the employee’s ability to correct the problem.

• Set up a follow-up meeting with the employee.

• Be prepared to recognize improvements or counsel further performance concerns.
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Reasons for Counseling or Written Warning Violations

Below is a non-exhaustive list of violations that warrant either a counseling record or a written reprimand, 

depending on the severity of the infraction or frequency of the offense. Counseling is warranted when violations 

of this nature occur. The written warning violations are typically the same as the counseling violations, however, 

they are usually repeated offenses.

Examples of Offenses that may Require a Counseling Record

• Failure to call in an absence.

• Chronic tardiness.

• Unexcused absences from scheduled staff meetings.

• Making preparations to leave work before the appointed time.

• Leaving the assigned work area without authorization.

• Staying late or leaving early without following proper procedures.

• Prolonged or excessive breaks.

• Interfering with the work of others.

• Malicious mischief, horseplay, wrestling or other misconduct.

• Neglect of work, avoiding work or working slowly.

• Careless use of district property.

• Unsatisfactory work or failure to maintain required standard of performance.

• Use or possession of another employee’s equipment and/or without permission.

• Poor housekeeping in work area.

• Failure to follow safety rules or procedures.

• Failure to work cooperatively with other employees.

• Failure to comply with directives.

• Speeding or other minor violations while operating a motor vehicle while conducting district business.

• Unauthorized posting or removal of notices or signs from official bulletin boards.

• Unauthorized use of telephones, including cellular phones and radios, while conducting district business, 

or driving a District vehicle.

• Failure to wear passenger restraint while traveling in a motor vehicle while conducting district business.

• Dressing inappropriately for work assignment, and

• Use of inappropriate language such as but not limited to profanity.
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Step 2

Written Reprimand

A Written Reprimand is often the turning point in the disciplinary and intervention process. This action constitutes 

written notice that the behavior is clearly unacceptable. The employee is provided with an opportunity to correct 

the behavior and demonstrate that the violation will not occur in the future.

It is recommended that the process be repeated with stronger consequences each time a violation occurs. 

Language may be added that will adversely affect the employee’s employment status with the District as the 

documentation and intervention process necessitates and depending on the severity of the infraction. (See 

Written Reprimand pg. 12)

The Reprimand Should Include the Following

• Employee’s Name

• Date of the Meeting

• Allegation or Infraction 

Clearly identify the specific conduct deemed deficient, and describe the conduct in complete and 

explicit terms suing plain language. Include all information such as: dates, names, places, events, 

witnesses, etc. Supplement general statements with specific examples to provide a proper factual 

foundation. The document should include an unbiased, self-contained record containing only the 

facts. It should easily and completely understood by an impartial third person who is unfamiliar with the 

allegations or situation pertaining to the employee. A third person should be able to understand what 

the employee did to create the problem based upon what is written in the document without having to 

refer to any other information source.

• Summary of the Policy, Rule, Regulation or Performance Expectation that was violated 

Include the rule, authority, and/or expectation relating to the inappropriate behavior, including, but 

not limited to campus or department administrative procedures, district policies, job descriptions, Code 

of Ethics, written administrative memos, instructions, or directives. It may be necessary to translate the 

problem into a recognized performance expectation, especially when the inappropriate transgression is 

not directly tied to a clearly defined written standard or expectation. This type of behavior may involve 

attitude, cooperation, job efficiency, accuracy, and acceptable job skill levels. Examples include 

discourteous conduct, poor professional judgement, job carelessness, and disruptive behavior. When 

unacceptable behavior has occurred previously, a notation should be made of the prior violation and 

resulting action. Include references to previous counseling session(s) and verbal warning meeting(s).

• Impact Due to Employee’s Conduct 

Cite the adverse effect of the employee’s conduct on campus, department, or district operations, or 

any infraction that leads to negative public notoriety. Examples may include: lack of dependability, 

unnecessary shift of duties to other employees, lack of continuity and consistency, unnecessary 

expenditure of supervisory time, interference in normal procedures causing delay in the completion of 

work, possible exposure to personal injury and district liability, destruction or damage to property and 

repair costs and lack of compliance with required timelines.
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• Suggestions or Directives for Improvement 

Provide specific suggestions and/or directives for the employee to meet job requirements. Outline 

directions regarding the proper behavior or level of performance expected in the future. It is important 

to be clear and unequivocal. Include the effective timelines  and consequence that may occur should 

the employee fail to comply (e.g., further disciplinary action will occur that may result in dismissal, etc.). 

The employee must know what must be done to correct the deficient performance or behavior must 

be unambiguous, easy to understand, and as complete as possible. Identify any assistance that the 

employee may require to meet job requirements such as additional training, equipment, etc.

• HR Case Management File and Employee Rights 

When preparing a letter of reprimand, state at the bottom of the letter that a copy will be placed in the 

employee’s official HR Case Management file. Articulate that the employee may submit a response/

rebuttal within ten (10) working days. The employee has the right to receive a copy of any document(s) 

including letter of reprimand that could lead to an adverse personnel action prior to their placement 

in the employee’s official HR Case Management file. The employee may, in turn, submit a response/

rebuttal to these documents that will be added to the HR Case Management file and can be included 

in the employee’s personnel file. The employee also has the right to review his/her personnel file and 

obtain copies of all materials contained within it. The employee may request a conference with the 

appropriate administrator/supervisor to discuss the reprimand.

• Identification Time for the Corrective Action

• Signature of Administrator/Supervisor, Employee Acknowledging Receipt, or Notation of Refusal to Sign

Steps for Providing a Written Warning to an Employee

• Prepare a document that identifies the violation of campus/district policy and clearly and specifically 

states the issue to be addressed.

• Explain the reason for the warning.

• Give the employee and opportunity to explain his/her side of the situation.

• Restate clear, well defined written directives as represented on the document to be provided on how to 

eliminate the problem and identify consequences for failure to follow directives.

• Provide a copy of the written reprimand to the employee with signatures affixed to the document. If the 

document will be used for T-TESS purposes, the employee must receive a copy of the document within ten 

(10) working days of the appraiser’s knowledge of the occurrence. [See Policy DNA (Legal)]

• Place a copy of the reprimand in the employee’s campus file and send a copy to the Department of 

Human Resources, Division of Employee Relations.

• Set up a follow up meeting with the employee and recognize improvements or provide for additional 

redirection. (See Follow Up Report, pg. 17).

You may want to implement a job performance intervention plan during this step before moving forward with 

a recommendation for suspension, non-renewal, or termination of the employee to the Department of Human 

Resources. (See Job Performance Improvement Plan, pg. 18). Use T-TESS guidelines for professional employees. 
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Step 3
Suspension (For At-Will-Non Contract Employees)

If counseling records, written warnings, and improvement plan, fail to bring about a charge in conduct, the 

supervisor may recommend that the employee be suspended with/without pay according to Board Policy. For 

a recommendation to be made by a supervisor to suspend an employee, sufficient reason must be established 

that determines that continuous and repetitious misconduct has occurred. All documentation related to the 

employee’s misconduct must be submitted to the Department of Human Resources.

Administration Leave or Suspension (All Employees)

ANY EMPLOYEE MAY BE SUSPENDED IMMEDIATELY BY THE SUPERINTENDENT OR DESIGNEE WITHOUT 
RECEIVING A PRIOR WARNING OR REPRIMAND, FOR REASONS INCLUDING,  BUT NOT LIMITED TO 
THE FOLLOWING:

• The employee engaged in an act or conduct that threatened the safety, health or well-being of himself/

herself, other employees, parents or students;

• The employee was insubordinate, or did not follow directives;

• The employee engaged in an act or acts detrimental to the interest of the District;

• The employee was guilty of gross negligence, fraud or conduct that involved falsification of records, or 

other information provided to or used by the District;

• The employee was dishonest;

• The employee either destroyed, or there was an imminent danger that the employee would destroy, 

District property;

• The employee was guilty of an infraction that was seriously violated the employee “Code of Ethics”;

• The employee disobeyed orders given by a supervisor;

• The employee exhibited discourteous treatment towards parents, students, other employees, or the 

community;

• The employee used tobacco products while on District property to include electronic cigarettes;

• The employee created a hostile work environment;

• The employee was caught sleeping during work hours;

• The employee displayed a willful disregard of District rules, regulations, policies or procedures;

• The employee failed to report equipment that was malfunctioning, damaged or defective;

• The employee’s negligence resulted in damage to a District vehicle while conducting District business;

• The employee used profane or abusive language;

• The employee participated in malicious mischief, horseplay, wrestling or other misconduct;
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• The employee’s repeated absences disrupted service to other employees and/or students;

• The employee refused to work at his/her assigned location;

• The employee displayed unwelcome physical contact to an employee or student;

• The employee repeatedly violated the same policy or infraction;

• The employee failed to adhere to administrative directions;

• Suspension pending an investigation;

• The employee was guilty of a serious infraction, instance of misconduct or violation of the law;

• The employee was guilty of one or more violations of administrative procedure and policy;

• The employee was guilty of an infraction that violated the Educators Code of Conduct; and/or

• The employee’s actions displayed reasons for “cause” for non-renewal or termination, as defined in Policy 

DFBB (Local).

Steps for Suspending an Employee

• Prepare a document that identifies the violation of campus/district policy and clearly and specifically 

state the issue to be addressed and submit all relevant documentation for consideration to the Chief 

Human Resources Officer. (See Suspension Recommendation, pg. 19)

• Give the employee an opportunity to explain his/her side of the situation. All due process will be practiced 

by the Department of Human Resources.

• The Chief Human Resources Officer will review the recommendation and provide for a decision on the 

action to be taken.

• After approval is granted, the Department of Human Resources will meet with the employee to provide 

notice of suspension and provide for acknowledgment of receipt of the document.

• The Department of Human Resources will provide a copy of the suspension in the Personnel File and a 

copy will be sent to the immediate supervisor.
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Step 4
Termination or Recommendation for Non-Renewal

Termination or recommendation for non-renewal is viewed as the most significant and drastic employment 

disciplinary action taken by the district. Due to the employee losing his/her job and the possibility of litigation arising 

from such action, it is extremely important that employee termination or recommendation for non-renewal be 

done meticulously and only after a through investigation of the situation has taken place. Any decision regarding 

recommendations for termination or non-renewal should be made in a calm and impartial manner. The following 

should be considered before the decision is finalized:

• The employee did in fact commit the act;

• Substantial evidence of guilt is present;

• The employee was aware or should have been aware of the consequences;

• The employee’s entire work record and history has been considered;

• Rules are applied consistently and uniformly for all employees;

• Consistency of all evidence and documentation of witnesses is presented in support of decision to 

terminate or recommend non-renewal; and

• The recommendation of termination or non-renewal is related to the violation or offense.

Employee termination or recommendation for non-renewal must be taken with great caution. The manner 
in which an employee termination case is documented is a reflection of the administrator’s supervisory 
capability. In most cases, termination or recommendations for non-renewal lead to further litigation 
such as: discrimination complaints filed with Equal Employment Opportunity Commission, wrongful 
discharge complaints filed in Federal or State Courts and other related lawsuits. It is in these venues 
that the strength of your documentation be tested. In almost all cases, the District appeal process is 
the beginning to what usually evolves into a lengthy, laborious, tedious and draining process. These 
strategies are recommended before any decision to terminate or recommend non-renewal of an 
employee is undertaken by the Superintendent or Designee.

When an employee’s conduct or performance is unacceptable, consider whether or not the employee 
received adequate warning of the consequences. Instruments such as intervention plans, conference 
forms, and finally, written reprimands are essential in establishing a chronology that will demonstrate 
persistent and consistent misconduct.

To what extent has an administrator/supervisor informed the employee about the rules and regulations 
and the reasons that his/her behavior was inappropriate or unacceptable? While an employee is 
presumed to have received adequate warning of the consequences for violating rules and regulations, 
did administration take the extra step to ensure that they employee was aware of the rules? Were 
adequate warning for inefficiency, simple negligence or other unacceptable behaviors given using 
the appropriate form(s)? [i.e. counseling and written reprimand.]
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The supervisor responsible for imposing discipline should investigate the situation before proceeding with the 

disciplinary process unless immediate action is necessary. All available facts should be obtained before taking 

action.

• Investigate responsibly.

• Avoid over-reaction, consider, seek out, and listen to all sides of the story. 

• When possible, obtain statements from employees or other persons who were witnesses to the incident. 

If verbal or written statements are obtained from witnesses, ensure the persons affirm that what has been 

said or written is true and accurate to the best of their knowledge.

• In exceptional cases, immediate action may be necessary. In such cases, the employee could be 

immediately suspended or place on administrative leave by the Department of Human Resources.

• An investigation should be conducted immediately.

• Policies regarding suspension or termination should be reviewed and included in a summary document 

regarding a recommendation to terminate or dismiss.

There are times that a resignation may be more advantageous than termination or recommendation for non-

renewal. Employees must understand that this option is strictly a decision made by them. Should employees 

voluntarily choose to resign, they must prepare and provide their immediate supervisors or the Department of 

Human Resources with a letter of resignation (notice of voluntary resignation form). The resignation must be 

voluntary and free from coercion. Once the resignation is approved and accepted, it may only rescinded 

according to District Policy. District policy and all dues process remain in effect. District policy will always be 

reviewed before any recommendation for termination or non-renewal is presented to the Chief Human Resources 

Officer or the Superintendent of Schools.

Violations that May Result in Termination

Below is a partial list of violations that may result in termination. The following is not exhaustive, but only used as 

a guide.

• Sexual Harassment.

• Failure to maintain  required licenses, certification, or registration,

• Insubordination by refusing to perform assigned work or comply with written or verbal directives from 

supervisor.

• Willful neglect of duties.

• Failure to report to work or notify supervisor of absence for three or more consecutive days,

• Instigating or participating in any illegal walkout, strike, sit-down, refusal to return to work.

• Gambling during work hours.

• Possessing, selling, or being under the influence of controlled substances.

• Being under the influence of alcohol during work hours.

• Carrying or possessing firearms, explosives or weapons on district property without prior permission
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• Fighting or attempting to injure other employees, supervisors, or the public.

• Stealing, destroying, damaging or concealing property of the district or another employee.

• Dishonesty or dishonest action such as theft, pilfering, and unauthorized access of private areas or work 

spaces assigned to others, making false statements, etc.

• Giving a false statement during an investigation.

• Driving while under the influence of alcohol or drugs while on district business.

• Use of abusive or threatening language toward a supervisor.

• Job abandonment, and/or

• Arrest or conviction that may be addressed in policy DC (Local) or policy DH (Local).

Check List for Recommending Termination

• Consult with the Department of Human Resources to review all previous documentation. 

• Send all documentation along with a request for termination (See Recommendation for Non Renewal/

Termination, pg. 16 and Checklist on pg. 17) to the Department of Human Resources for review, denial or 

approval of the case.

• Upon approval from the Department of Human Resources and the Superintendent of Schools, the 

Department of Human Resources will facilitate a meeting with the employee.

Termination or recommendation for non-renewal may be the result of the employees’ failure to correct the 

problem after going through all the steps of discipline. Employees may also be dismissed for committing a violation 

that requires immediate termination. Regardless of the reason for the termination, the main focus, at this point, 

should be counseling the employee. The focus should be adhering to policy and proper procedures.

And their immediate supervisors to inform the employees that they are being recommended for termination. They 

will be provided with clear and specific terms along with specific reasons for their termination or recommendation 

for non-renewal.
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Personnel not hired under a contract shall be employed on an at-
will basis. 

[For information regarding contractual employment, see DCA, 
DCB, DCC, and DCE, as appropriate.] 

The Superintendent or designee has sole authority to notify em-
ployees of assignments, compensation rates, and conditions of 
employment. 

Evaluation of at-will employees shall be conducted by the principal 
or supervisor in accordance with administrative procedures. [See 
DN] 

At-will employees shall be provided a letter of reasonable assur-
ance of employment. [See CRF] 

In the exercise of the progressive discipline process, the District’s 
values of honesty, ethical behavior, and mutual respect should 
guide the content, presentation, and handling of all disciplinary sit-
uations and actions. Through a careful review process, the Super-
intendent or designee intends to maintain objectivity, fairness, and 
consistency in the District’s progressive discipline process. 

Poor job performance, unacceptable or unprofessional behavior, 
policy violations, negative attendance trends, illegal or unethical 
actions, and/or misconduct shall be considered as a few examples 
but shall not be interpreted as an all-inclusive list of actions that 
may result in disciplinary action, up to and including termination. 

Various types of disciplinary actions may be taken in order to help 
an employee assume responsibility and modify and correct unac-
ceptable performance, behavior, or actions. The alternatives avail-
able, ranging from counseling to termination of employment, shall 
be dependent on the severity or recurring nature of the violation or 
behavior. Misconduct deemed sufficiently serious, including crimi-
nal and gross or ethical misconduct, may result in an employee’s 
immediate termination of employment. 

The District reserves the right to move to a higher level of the pro-
gressive discipline process, to suspend an employee without pay, 
or to demote an employee to a lower pay grade until sustained sat-
isfactory performance or satisfactory behavior is achieved. 

The employee shall always be asked to sign any documentation to 
demonstrate that he or she had a discussion with the employee’s 
supervisor. A signature is not intended to imply or indicate agree-
ment of the issues noted. An employee may submit within ten busi-
ness days of the applicable “step” meeting a rebuttal statement to 

Assignment and 
Evaluation 

Reasonable 
Assurance of 
Employment 
Progressive 
Discipline 

Purpose 
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his or her supervisor to explain the employee’s point of view. The 
employee must receive copies of any documentation he/she signs. 
All documentation related to the employee’s misconduct must be 
submitted to the department of human resources. 

No prior disciplinary action shall be a prerequisite for another disci-
plinary action, including termination of employment. The progres-
sive discipline process shall be used according to the following 
“step” processes when appropriate in the judgment of the Superin-
tendent or designee, except in certain cases, for example in cases 
of criminal, gross, or ethical misconduct. 

Supervisors may use the disciplinary forms provided by the Depart-
ment of Human Resources under the staffnet website on the Em-
ployee Development Intervention Guidelines booklet in the Depart-
ment of Human Resources website. Any alternative form and/or 
letter must contain the elements provided in the disciplinary forms 
under the staffnet website. 

This step shall create an opportunity for the immediate supervisor 
to schedule a meeting with the employee to bring attention to the 
existing unacceptable performance, conduct, or behavior issue. 
The supervisor should discuss with the employee the nature of the 
problem and clearly describe expectations and required steps the 
employee must take to improve upon the problem and sustain the 
improvements. Within ten District business days of this meeting, 
the supervisor shall prepare written documentation of the Step One 
meeting. 

Although the District hopes that the employee will promptly correct 
issues noted in the Step One meeting, the District recognizes that 
this may not always occur. The Step Two: Written Reprimand in-
volves more formal documentation of the unacceptable situation 
and consequences of continued unacceptable actions or behavior. 
A reprimand outlining additional disciplinary actions the employee 
may be subject to, up to and including termination, should be in-
cluded in the written reprimand document. 

During the Step Two meeting, the immediate supervisor shall meet 
with the employee to review any additional incidents or information, 
as well as prior relevant corrective action plans. The supervisor 
shall be encouraged to coordinate in advance with the human re-
sources director about the situation and next steps. The admin-
istration or immediate supervisor shall outline the consequences 
for the employee of his or her continued failure to meet perfor-
mance or behavior expectations. Within ten District business days 
of this meeting, the supervisor shall prepare written documentation 
of the Step Two meeting. 

Process 

Step One: 
Counseling Record 

Step Two: 
Written Reprimand 
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In some cases, the immediate supervisor may issue a second writ-
ten reprimand to provide the employee with additional corrective 
action plans. 

A performance improvement plan that lists the required immediate 
and sustained corrective actions and follow-up reports must be is-
sued prior to moving to Step Three. A performance improvement 
plan shall be issued within ten District business days of the Step 
Two meeting. 

If counseling records, written reprimands, and performance im-
provement plans fail to bring about a change in conduct, the super-
visor may recommend that the employee be suspended without 
pay according to policy. For a recommendation to be made by a 
supervisor to suspend an employee, sufficient reason must be es-
tablished that determines that continuous and repetitious miscon-
duct has occurred. All documentation related to the employee’s 
misconduct must be submitted to the Department of Human Re-
sources. 

The last and most serious step in the progressive discipline pro-
cess is a recommendation for termination of employment. When 
making a recommendation for termination of employment, the su-
pervisor shall be responsible for providing the human resources 
department copies of supporting documentation pertaining to all 
actions taken to date to correct or modify the employee’s actions, 
performance, or behavior. Recommendations for termination of 
employment shall be reviewed and approved by the Department of 
Human Resources and the Superintendent prior to termination. 

The Department of Human Resources shall conduct a meeting with 
the employee. The termination meeting shall include informing the 
employee of his or her appeal rights and procedures as stated in 
this policy. 

When immediate action is necessary to ensure the safety of the 
employee or others, the supervisor shall immediately contact the 
chief human resources officer or designee. 

An at-will employee may be suspended with pay during the pen-
dency of an investigation. 

At-will employees may be dismissed at any time for any reason not 
prohibited by law or for no reason, as determined by the needs of 
the District. At-will employees who are dismissed shall receive pay 
through the end of the last day worked. 

If an at-will employee who has been dismissed desires a review of 
that dismissal, the employee shall notify the Superintendent in writ-
ing within ten calendar days after receiving the notice of dismissal. 

Step Three: 
Suspension 

Step Four: 
Recommendation 
for Termination of 
Employment 

Severe or 
Dangerous Actions 

Suspension 

Dismissal 

Review 
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The Superintendent shall provide for time to review the circum-
stances relevant to the dismissal. This review session shall be 
scheduled within 15 days after receiving the written notice from the 
employee requesting a review of his or her dismissal. The review 
session shall be closed unless an open session is requested by the 
employee. 

If the employee requests a review session, the Superintendent or 
designee shall determine whether the dismissal is based on rea-
sons that are arbitrary, capricious, or discriminatory; and/or 
whether reinstating employment, without or with certain specified 
conditions, will be in the best interest of the District. The Superin-
tendent shall notify the employee in writing of his or her decision 
within 15 days of the review session. The Superintendent’s deci-
sion at the review shall be final. 

If the employee fails to request the review session within the allot-
ted time, the dismissal shall become final. The Superintendent, at 
his or her discretion, may ask an arbitrator to: 

1. Review the dismissal recommendation from the administra-
tion and the supporting documentation, if any, and/or 

2. Review the dismissal. Neither an administrative hearing nor a 
hearing before the Board is required. 

A dismissed employee may request to be heard by the Board in ac-
cordance with DGBA(LOCAL). 

Appeal to Board 
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Employee:  _______________________________________  Date:  __________________________________________

Job Title:  _________________________________________  Campus/Department:  __________________________

General Nature of Discussion:

Performance Violation of Policy or procedure Conduct

Redirection Other

Specifi c circumstances: ___________________________________________________________________________________

__________________________________________________________________________________________________________

Corrective action required: _______________________________________________________________________________

__________________________________________________________________________________________________________

What follow-up action is planned? (Specify date if necessary): ______________________________________________

__________________________________________________________________________________________________________

Employee Comments: ____________________________________________________________________________________

__________________________________________________________________________________________________________

My signature acknowledges the above referenced issue has been discussed with me. I understand that my 
signature does not necessarily indicate that I agree with its contents. I further understand that I may submit a 
written response to my supervisor within ten (10) working days of my dated signature.

__________________________________________________ ________________________________________________
Employee’s Signature/Date Supervisor’s Signature/Date

 ________________________________________________ 
   Witness’ Signature/Date

Distribution: Employee Campus/Department File HR Employee Relations File

Counseling Record

SOCORRO INDEPENDENT SCHOOL DISTRICT

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law in its employment practices or 
in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief 

Human Resources Offi cer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928.
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Written Reprimand

SOCORRO INDEPENDENT SCHOOL DISTRICT

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law in its employment practices or 
in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief 

Human Resources Offi cer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928.

R
e

vi
se

d
 9

/2
5/

20
18

Employee: ________________________________________  Date: __________________________________________

Job Title: __________________________________________  Campus/Department: __________________________

General Nature of Discussion:

Performance Violation of Policy or Procedure Conduct

Redirection Information Previously Discussed Other

Detailed statement of the problem (Refer previous warning, if any):  ________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

Corrective action required:  _______________________________________________________________________________

__________________________________________________________________________________________________________

What follow-up action is planned? (Specify date if necessary):  _____________________________________________

__________________________________________________________________________________________________________

Employee Comments: ____________________________________________________________________________________

__________________________________________________________________________________________________________

My signature acknowledges the above referenced issue has been discussed with me. I understand that my 
signature does not necessarily indicate that I agree with its contents. I further understand that I may submit a 
written response to my supervisor within ten (10) working days of my dated signature.

___________________________________________________ ________________________________________________
Employee’s Signature/Date Supervisor’s Signature/Date

 ________________________________________________
 Witness’ Signature Date

Distribution: Employee Campus/Department File HR Employee Relations File
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Follow-Up Report

SOCORRO INDEPENDENT SCHOOL DISTRICT

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law in its employment practices or 
in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief 

Human Resources Offi cer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928.

R
e

vi
se

d
 9

/2
4/

20
18

Employee: _________________________________________  Date: ___________________________________________

Job Title: ___________________________________________  Campus/Department:  __________________________

General Nature of Discussion:

Performance Violation of Policy or Procedure Conduct

Redirection Other

Comments by Supervisor (Also indicate if any follow-up is necessary):

Comments by Employee:

My signature acknowledges the above referenced issue has been discussed with me. I understand that my 
signature does not necessarily indicate that I agree with its contents. I further understand that I may submit a 
written response to my supervisor within ten (10) working days of my dated signature.

___________________________________________________ ________________________________________________
Employee’s Signature/Date Supervisor’s Signature/Date

 ________________________________________________
 Witness’ Signature Date

Distribution: Employee Campus/Department File HR Employee Relations File
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Suspension Recommendation

SOCORRO INDEPENDENT SCHOOL DISTRICT

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law in its employment practices or 
in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief 

Human Resources Offi cer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928.

R
e

vi
se

d
 9

/2
5/

20
18

Employee: _________________________________________  Date: ___________________________________________

Job Title: ___________________________________________  Campus/Department:  __________________________

A written recommendation will be made to the Superintendent that you will be suspended for the 
following reasons:

1.  ______________________________________________________________________________________________________

2.  ______________________________________________________________________________________________________

3.  ______________________________________________________________________________________________________

The following documents will be provided to the Human Resources Department and Superintendent for 
their review.

1.  ______________________________________________________________________________________________________

2.  ______________________________________________________________________________________________________

3.  ______________________________________________________________________________________________________

4.  ______________________________________________________________________________________________________

5.  ______________________________________________________________________________________________________

The Superintendent or designee will advise you at the decision to suspend as per District Policy. You will be called at the conclusion of the 
investigation and will be informed of the fi ndings.

My signature acknowledges the above referenced issue has been discussed with me. I understand that my 
signature does not necessarily indicate that I agree with its contents. I further understand that I may submit a 
written response to my supervisor within ten (10) working days of my dated signature.

____________________________________________________  ________________________________________________
Supervisor’s Signature/Date Employee’s Signature/Date

Distribution: Employee Campus/Department File HR Employee Relations File
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Recommendation for Non-Renewal or Termination

SOCORRO INDEPENDENT SCHOOL DISTRICT

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law in its employment practices or 
in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief 

Human Resources Offi cer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928.

R
e
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d
 9

/2
5/

20
18

Please submit this form and all supporting documentation to the Human Resources Department when 
recommending non-renewal or termination of employee.

I am recommending the Non-renewal of the following employee:

 Termination

Employee: ______________________________________________  Date: ________________________________________

Job Title:  ________________________________________________  Campus/Department: ________________________

Reason(s) for request for non-renewal/termination:

1. _________________________________________________________________________________________________________

2. _________________________________________________________________________________________________________

3. _________________________________________________________________________________________________________

4. _________________________________________________________________________________________________________

_______________________________________   ________________________________   ____________________________
Administrator’s/Supervisor’s Signature Date Title Campus/Department

_______________________________________________________________________   _________________________________________________________
Superintendent’s Signature or Designee Date

Date recommendation received:  _______________________ Date of Termination:  _____________________

Recommendation is: approved not approved (if not approved state reasons below)

1. ______________________________________________________ 2. ________________________________________________
   ______________________________________________________      ________________________________________________   
   ______________________________________________________     ________________________________________________
   ______________________________________________________      ________________________________________________

3. ______________________________________________________ 4. ________________________________________________
   ______________________________________________________     ________________________________________________
   ______________________________________________________     ________________________________________________

Committee Member’s Signature Title Date
________________________________________________________  _______________________________   ___________
________________________________________________________  _______________________________   ___________
________________________________________________________  _______________________________   ___________
________________________________________________________  _______________________________   ___________

Distribution: Employee Campus/Department File HR Employee Relations File

HUMAN RESOURCES DEPARTMENT USE ONLY
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Employee Development & Intervention Protocol Checklist

SOCORRO INDEPENDENT SCHOOL DISTRICT

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law in its employment practices or 
in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief 

Human Resources Offi cer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928.

R
e

vi
se

d
  9

/2
4/

20
18

Employee: __________________________________________  Date: _______________________________________

Job Title: ____________________________________________  Campus/Department: _______________________

Step 1: Counseling

Date of Session Summary

Step 2: Written Reprimand/Job Performance Improvement Plan

Date of Warning Summary

Step 3: Suspension (Option depending on severity of infraction)

Date of Conference & Disciplinary Action Summary

Step 4: Termination

Date of Conference & Action Summary

Distribution: Employee Campus/Department File HR Employee Relations File
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 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Use of Profanity or Inappropriate Language 

 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited 
by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro 

Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 
 
 

 
Date 

 
VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Use of Inappropriate Language  

Dear Mr./Ms.: 

You and I met with Mr./Ms. (Assistant Principal’s Name), Assistant Principal and your representative, (name of 
representative), to review and discuss the written complaints of one of your student’s parents. The complaint alleged 
that you had used profanity and referred to the students in your classes as “stupid.” You emphatically denied this 
accusation. When Mr./Ms. (Assistant Principal) referred to a previous conference (date), where her notes and 
memory indicated your admittance to using such statements, you strongly denied such use and stated that you had 
never made any such admission. 

 
In an effort to protect you from the actions of the parent, Mr./Ms. (Assistant Principal) and I stated that we would 
pursue the charges immediately, which we did during the next two hours. Mr./Ms. (Assistant Principal) interviewed 
nine of your students and I interviewed your aide, as well as the teacher and an aide adjacent to your room. 

 
We then met with you and your representative at (time) that same day to share our findings and determine how to 
best preserve your image from future action by the complaining parent. Mr./Ms. (Assistant Principal)’s report quotes 
seven of the nine students indicating your use of spelling out _________ to (student name), several references to the 
phrase “  ” and other phrases of “you    kids. ”What the hell, is wrong with you?” and “damn it 
all of you shut the hell up!,” or “  it….., use of the phrase “God   it” and an angry or sarcastic reference, 
in the presence of the students of “look at these dummies…” 

 
During this discussion, you admitted that you had, in fact, “spelled out” in a very direct way, the word 
   to (student name), but were unable to provide any context or rational explanation. By this 
admission, as well as my investigation, you were found to be in violation of Board policy DH (LOCAL). 

 
I then asked you to suggest how we might best respond honestly to the parent, without encouraging further 
negative reaction on her part. You and your representative were to report back to Mr./Ms. (Assistant Principal), 
during the first hour on (date). 
 
The results of the interviews and our joint discussion indicate sufficient validity to the charge made by the parent to 
the degree that I must issue you a written REPRIMAND, together with the following directives: 

 
“ Under no circumstances shall you use any form of profanity directed to, or in the presence of students, nor use 
any communication, verbal or otherwise, which would be abusive, demeaning or imply that your students are 
inadequate as human beings.” 

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead to the 
proposed nonrenewal or termination of your employment contract with the District. 

 
 
 
 

This document and the information in it is confidential and is addressed solely to you. You shall recognize and 

SAMPLE
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Page 2 
Use of Inappropriate Language 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited 
by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro 

Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

respect the rights of students, parents, other employees, and members of the community and shall work 
cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate against the 
students, employees, or parents who were involved in any way. 

 
Sincerely, 

 
 
 
 

Supervisor Name 
Supervisor Title 

 
 

Xc: Personnel File 
Your signature on this memorandum does not indicate that you agree with its content. Your signature only 
identifies that you received a copy of this memorandum. You may submit a written response to me within ten 
(10) working days of your dated signature 

 
 
 
 
 
  ________________________________________________________    ______________________________ 

Signature of Employee (Type employee name here.)  Date 
 

 

SAMPLE
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

SOCORRO INDEPENDENT SCHOOL DISTRICT   
Taking School Equipment From Work Place Without Permission 
 

 
 
 
 
 

 
 

 
 
Date 

 
VIA HAND DELIVERY 
Name 
Title  
Campus or 
Department 

 
Re: Taking School Equipment From Work Place Without Permission  
 
Dear Mr./Ms.: 
 
School equipment is not to be utilized outside of the campus without permission from the principal/director. 
You are reminded that when a (equipment name) was taken home by you during the summer of (year) you 
were told not to take equipment home. The staff at a meeting on (date), of which you were a part, was told 
not to remove anything from the building without prior approval from me. 
 
During the summer of (year), you again removed a (equipment name) from the building without permission. 
Since you failed to heed my direction forbidding the removal of equipment from the building without 
permission, in accordance with the District rules and regulations, I am presenting you with this written 
REPRIMAND as disciplinary action. 

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead to 
the proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize and 
respect the rights of students, parents, other employees, and members of the community and shall work 
cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate against 
the students, employees, or parents who were involved in any way. 

 
Sincerely, 

 
 

Supervisor Name 
Supervisor Title 

 
 

Xc: Personnel File 
 

Your signature on this memorandum does not indicate that you agree with its content. Your signature only 
identifies that you received a copy of this memorandum. You may submit a written response to me within ten 
(10) working days of your dated signature 

 
 
 
 
   ____________________________________________________________   ______________________________________________ 

 Signature of Employee (Type employee name here.) Date 

SAMPLE
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SOCORRO INDEPENDENT SCHOOL DISTRICT   
Summarizing Concerns Over an Extended Period 

 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law 
in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro Independent 

School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 

 
  Date 
 

VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Summarization of Concerns 

Dear Mr./Ms.: 

In addition to our conference on (date) conducted in my office, I am enumerating the areas of concern and specific 
directives discussed herein, in order to avoid any misunderstanding or miscommunication. Specifically the areas of 
concern are: 

 
1. Your persistent inability, refusal or reluctance to efficiently and effectively follow through general behavior 

management, instructional delivery and classroom design strategies recommended by either myself or the 
instructional specialists as evidenced by documents dated (list of dates) continues to be of concern. Your lack of 
timely compliance, consistent quality, and independent functioning in your role as an elementary classroom 
teacher is an even more critical issue at this time in view of the support that has been provided to you: (select/ 
modify/ add/ delete as appropriate). 

• Enabling you to continue teaching at the (grade/subject) level as requested by you on (list date); 
• $300.00 supply money provided by the PTA at my request; 
• $200.00 supply money from Awards money; 
• Extra materials provided by ; 
• Your participation in the Enhancing Teacher Effectiveness Program; 
• Your participation in professional development opportunities on (list topics and dates); 
• Your observation of (grade level) teacher at (other school); 
• Ongoing meetings with the principal and specialists; 
• Ongoing grade level meetings; and 
• Extraordinary support from other teachers within the building. 

2. Your non-compliance with grading requirements as stated in our employee handbook on pages 3, 4, and 
28 of the policy section and as discussed in our staff meeting on (date). Deficiencies in the amount of 
grades recorded and/or the instructional targets being measured were documents by District staff on (list 
dates). 

 
3. Your ongoing non-compliance with SBDM requirements specifically in the areas of effectively maintaining the 

classroom calendar and word wall were documented by district staff on (list dates). 
 

4. Your apparent over dependence upon others for serious planning as well as routine decision making. 
Although we are fortunate to have many willing co-workers and specialists, it is my observation that the frequency or 
depth of assistance that so many have willingly provided for you during this school year  has not resulted in measurable 
improvement on your part. I am referring to comments such as,” ” . I am referring to situations such as (name) 
working late in the evening with you and completely rearranging your classroom and (name) again providing intense 
support in the area of room design on (date). 

 

5. The level of instructional assistance required by you to maintain a minimal satisfactory learning environment for the 
students has become a burden on your colleagues and administrators.

SAMPLE
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by 
law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro 

Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

We discussed each of these areas in great depth, and you shared perspectives on each. I have considered all aspects of 
our discussion, including your perspective. Accordingly, you are hereby directed to do the following for the remainder of 
the (year) school year: 
 

1. Uphold all policies stated in our staff handbook; 

2. Consistently follow through on instructional strategies included our (year) School Improvement Plan; 

3. Provide a thematic, print-rich, stimulating learning environment for every child in your classroom on a 
daily basis. Learning centers must serve an instructional purpose and must reflect at least one change 
of activities per center every week; 

4. Follow through on recommendations made by me and specialists within the time frame attached 
to each directive; 

5. Demonstrate sound, independent, professional judgment regarding your students on a daily basis; and 

6. Implement the building behavior folder on a consistent basis as a means to positively manage students 
in the classroom. 

Please be reminded that this personnel matter is considered confidential and should not be discussed among other staff 
members, students and/or parents. 

 
I am confident that you understand the importance of complying with the above-mentioned directives. Failure to follow these 
directives may constitute insubordination or reflect inability to satisfactorily perform as an elementary classroom teacher. 
Failure to follow these directives may, therefore, result in my recommendation to the District Superintendent to terminate your 
contract of employment with the District. 

 
If you disagree with the contents of this memorandum, you may submit a response to me within ten (10) working days of your 
dated signature. 

 
Your signature on this memorandum does not indicate that you agree with its contents. Your signature only indicates that 
you received a copy of this memorandum. 

 
Sincerely, 

 
 
 

Supervisor Name 
Supervisor Title 

 

 
Xc: Personnel File 

 

Your signature on this memorandum does not indicate that you agree with its content. Your signature only identifies that you 
received a copy of this memorandum. You may submit a written response to me within ten (10) working days of your dated signature 

 
 
 
 
 

Employee’s Signature/Date Date 

SAMPLE
Page 2

Summarizing Concerns Over an Extended Period
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by 
law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro 

Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

SOCORRO INDEPENDENT SCHOOL DISTRICT   
Sleeping On The Job 
 

 
 
 

 
 
 
Date 

 
VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Neglect of Duty – Sleeping on the Job  
 
Dear Mr./Ms.: 
 
I am giving you this written reprimand as a disciplinary action for your neglect of duty on (date), when you 
failed to fulfill the duties and responsibilities required of you in your job. 

 
On (date), at about (time), you were observed by me sitting in the (place). Your eyes were closed, your chair was 
tilted backwards, and your legs extended onto a wooden box. Under those circumstances, you were not tending 
to building needs for which you are responsible from (time) to (time), as indicated in your work schedule and job 
description. When questioned by me about the situation, you admitted that you were neglecting your duty. 

 
By issuing this written REPRIMAND, you are being given an opportunity to correct your neglect of duty so that you will 
in the future fulfill all of the responsibilities and duties of your job. Should you fail to do so, you may subject yourself to 
further disciplinary action. 

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead to the 
proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize and respect 
the rights of students, parents, other employees, and members of the community and shall work cooperatively with 
others to serve the best interest of the District. Furthermore, you are not to retaliate against the students, employees, 
or parents who were involved in any way. 

 
Sincerely, 

 
 
 

Supervisor 
Name 
Supervisor Title 

 
Xc: Personnel File 

 
Your signature on this memorandum does not indicate that you agree with its content. Your signature only identifies 
that you received a copy of this memorandum. You may submit a written response to me within ten (10) working days 
of your dated signature 

 

 
 
 
   ____________________________________________________   _______________________________________ 

Signature of Employee (Type employee name here.) Date 

SAMPLE
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 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Leaving Work Before Quitting Time 

 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional 

information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 
 

Date 
 

VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Neglect of Duty - Leaving Work Before Quitting Time  

Dear Mr./Ms.: 
 

I am giving you this written reprimand for your neglect of duty. You violated the building rules by leaving 
work before the end of your regular shift and, therefore, did not meet the duties required of you in your 
position. 

 
On two prior occasions during the past month, (date) and (date), you left your assigned task before the 
end of your shift. I warned you previously that you must remain on your job and continue to perform 
your duties until your regular quitting time, equally with all the other employees in your building. 

 
I reminded you of our building rules, which you have been given a printed copy, which provide: 
 
STATE THE RULE 

 
Last (date), less than a week after the previous warnings given to  you, I observed you at 
approximately fifteen minutes before the quitting time of your shift. You had already cleaned up and 
prepared to leave the building. During that time prior to the end of your shift, you were not doing any 
work on your job tasks. 

 
Because you failed to observe my previous warnings and you have refused to complete the duties 
required of your job, and to continue to perform your tasks until the regular quitting time, I am giving you 
this written REPRIMAND as disciplinary action. I expect that you will take this opportunity to correct in the 
future your neglect of duty, observe the established building rules and fulfill all the responsibilities of your 
job.  

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead 
to the proposed nonrenewal or termination of your employment contract with the District. 
 
This document and the information in it is confidential and is addressed solely to you. You shall recognize 
and respect the rights of students, parents, other employees, and members of the community and shall 
work cooperatively with others to serve the best interest of the District. Furthermore, you are not to 
retaliate against the students, employees, or parents who were involved in any way. 

 
Sincerely, 

 
 
 

Supervisor Name  
Supervisor Title 

 

 
 
 

Xc: Personnel File 

SAMPLE
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Page 2 
Leaving Work Before Quitting Time 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional 

information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 

Your signature on this memorandum does not indicate that you agree with its content. Your signature only 
identifies that you received a copy of this memorandum. You may submit a written response to me within 
ten (10) working days of your dated signature 

 
 
 
 
 
 
    _____________________________________       ____________________________ 

Signature of Employee (Type employee name here.) Date 

SAMPLE
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 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Leaving Students Unattended 

 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 
 

Date 
 

VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Leaving Students Unattended  
 
Dear Mr./Ms.: 
 
I am giving you this written reprimand as disciplinary action for your neglect of duty in your teaching 
assignment. The school rule, as stated on page (#) of the faculty handbook regarding this issue is as 
follows: 
(State School rule on not leaving students unattended.) 

 
You were provided a copy of this handbook on (date), and it was discussed on (date), at a faculty meeting. 
On (date) a date) (time) a.m./p.m. I came to room (#), your assigned room, and found no one in your room. 
Your students were making excessive amount of noise and creating disturbance for surrounding classrooms. 
Two of your students (name) and (name) were leaning out of the windows in your room. I found you in the 
teachers’ lounge reading the newspaper unaware that your students had returned from their physical 
education class at the time scheduled. I stated to you my concern for the safety and well being of your 
students if they were left unattended. You were given a verbal warning by me at (time a.m./p.m.), (date). I 
stated that unless you were able to be in your assigned classroom when your students returned from their 
class, you would be subject to further disciplinary action. 

 
On (date), I went to your room following the afternoon recess period at (time). Once again, your students 
were in your   room unattended. The door to the classroom was open and the noise being made by your 
students was disturbing nearby teachers. I found you at (time) in the (location). The reason you gave me for 
leaving your students is not acceptable, as this matter could have been taken care of at a time other than 
when your presence in your classroom to teach your students was essential to their safety and to the 
instructional program in this school. 

 
It appears from your behavior that you have not corrected yourself and continue to neglect your duty. By this 
written REPRIMAND, I am giving you an opportunity to correct your behavior and perform the duties and 
responsibilities required of you in your teaching assignment. Unless you correct your conduct and perform your 
duties and responsibilities properly, you may subject yourself further disciplinary action. 

 
 

Failure to comply with the directives written in this letter will result in further disciplinary action that may lead to 
the proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize 
and respect the rights of students, parents, other employees, and members of the community and shall work 
cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate 
against the students, employees, or parents who were involved in any way. 

 
Sincerely, 

 
 
 

Supervisor Name  
Supervisor Title 

 
Xc: Personnel File 
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Page 2 
Leaving Students Unattended 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

Your signature on this memorandum does not indicate that you agree with its content. Your signature 
only identifies that you received a copy of this memorandum. You may submit a written response to me 
within ten (10) working days of your dated signature 

 
 
      
 
    __________________________________________________________      _______________________________________ 

Signature of Employee (Type employee name here.) Date 

SAMPLE
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 
 
 

 
 
 
 
 
 

  Date 

 

 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Insubordination Unexcused Absences 

 
VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Insubordination Unexcused Absences  
 
Dear Mr./Ms.: 
 
I am presenting you with this written REPRIMAND as disciplinary action for your insubordinate conduct and 
disregard of your job duties in failing to report to work on (date). On that date, you missed your regularly 
scheduled hours of work without my permission and without being excused. 

 
On (date), you indicated to me you would not be at work on (date). You did not ask to be absent, nor did I 
excuse you. I informed you that school/department needs required your presence on (date), but you said it 
was personal. 

 
I explained to you that I could not excuse you and that the full staff was needed. I told you I expected you to 
report to (date). On (date), you failed to report for work. Your insubordinate conduct in showing disrespect to 
me, as well as to your job, interfered with the requirements in our school. 

 
By this written REPRIMAND, I am giving you an opportunity to correct your insubordinate behavior and to report 
regularly for work the hours for which you are scheduled and meet all the other responsibilities of your job.  

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead to 
the proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize and 
respect the rights of students, parents, other employees, and members of the community and shall work 
cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate against 
the students, employees, or parents who were involved in any way. 

 
Sincerely, 

 
 

Supervisor Name 
Supervisor Title 

 
Xc: Personnel File 

 

Your signature on this memorandum does not indicate that you agree with its content. Your signature only 
identifies that you received a copy of this memorandum. You may submit a written response to me within ten (10) 
working days of your dated signature 

 
 
 
 
 
 
 
 

Signature of Employee (Type employee name here) Date 

SAMPLE
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 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Instructional Directives Observation/Training 

 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 
 

 
Date 

 
VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Instructional Directives Observation/Training  

Dear Mr./Ms.: 

In an effort to provide quality specific support for you, I have arranged for you to observe (grade/ 
subject) teachers at (name of) school. I have arranged for a variety of classes so that you will 
have a benefit of seeing effective instructional delivery systems in all areas that you teach. 

 
You are hereby directed to report to the principal’s office on (date) by (a.m./p.m.). The school 
is located at (school address). The teachers have produced successful experience and will be 
valuable resources to you. The principal of (school) is (name), and he/she will be expecting 
you and will introduce you to the teachers you are to observe. 

 
In addition, you have been registered to attend workshops on the Lesson Cycle and Discipline 
Management provided by the Instructional Department. You are directed to report to the District 
Service Center at (time) on (dates) for these sessions. 

 
Within five (5) working days of your attendance at these assignments, you are directed to submit 
a written statement to me outlining how you will incorporate the information/skills acquired into 
your instructional regimen. 

 
Please understand that this service is being provided to help you meet the directives in the letter 
that you received on (date). If you wish to discuss this situation with me, please schedule an 
appointment and I will be happy to review your performance with you. 

 
Failure to comply with the directives written in this letter will result in further disciplinary action that 
may lead to the proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall 
recognize and respect the rights of students, parents, other employees, and members of the 
community and shall work cooperatively with others to serve the best interest of the District. 
Furthermore, you are not to retaliate against the students, employees, or parents who were involved 
in any way. 

 
Sincerely, 

 
 
 

Supervisor Name 
Supervisor Title 
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Page 2 
Instructional Directives Observations - Trainings 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

Xc: Personnel File 
 
Your signature on this memorandum does not indicate that you agree with its content. Your 
signature only identifies that you received a copy of this memorandum. You may submit a 
written response to me within ten (10) working days of your dated signature 

 
 
 
 
  ________________________________________________   _____________________________________ 

Signature of Employee (Type employee name here.) Date 

SAMPLE
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited 
by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro 

Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

SOCORRO INDEPENDENT SCHOOL DISTRICT   
 Instructional Directives Miscellaneous 
 

 
 
 

 
 

 
Date  

 
VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Instructional Directives 

Dear Mr./Ms.: 

Pursuant to the conference on (date) conducted in my office, I am enumerating the areas of concern and 
specific directives discussed herein, in order to avoid any misunderstanding or miscommunication. Specifically, the 
areas of concern were: 

 
1. Your persistent refusal or reluctance to comply with the Professional Growth Plan jointly developed by you 

and me on (date). 
2. Your persistent refusal or reluctance to reply to notes when requested, as evidenced by documents from me and 

(name). 
3. Your unwillingness or inability to adjust teaching styles to increase student participation and successful 

involvement in the learning process. The lesson cycle has been aborted as evidenced by lack of teaching 
beyond the “drill and practice/ assignment giving approach.” Absent from your teaching style is the 
interpersonal rapport with and among students necessary for the development of higher order thinking skills. 

4. Your lack of judgment concerning the serious nature of the PDAS Appraisal System as evidenced in your 
lesson on (date), when I observed you and, in addition a similar lesson on (date), when (name) observed 
you, and on (date) when (name) observed you. 

5. Your lack of cooperation to opportunities for professional growth as evidenced by your unwillingness or 
inability to identify opportunities for growth in other development activities. This problem is compounded by 
your failure to promote independency of teaching peers rather than the outmoded and outworn model of 
independence. 

6. Your lack of consistency in discipline management as compared with the usual and customary standards 
expected of teachers in similar positions as yours. The inconsistency is in the classroom climate as 
evidenced by frequent student off-task behavior and your failure to motivate students to do assignments 
in a thorough and timely manner. 

7. Your lack of reasonable flexibility in interpersonal relationships with students. This lack of flexibility is 
evidenced by continued problems with students requiring intervention by me and my staff to an extent 
greater than is acceptable pursuant to standards for teachers in (name of school). 

8. Your recurring difficulties in grading, centered around continuing errors and problems exceeding ordinary 
standards expected of the faculty of the (name of school), including an unreasonable reluctance to 
motivate students to make up work missed. In addition, your failure rate exceeds the average of others in 
similar a teaching environment with like students. 

 
We discussed each of these areas in great depth and you shared perspectives on each. Accordingly, you are 
hereby directed to do the following for the remainder of the (year) school year. Each of these directives has been 
explained to you previously. 

SAMPLE



Employee Development Intervention Guidelines| 36

Page 2 
Instructional Directives Observations - Trainings 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

Xc: Personnel File 
 
Your signature on this memorandum does not indicate that you agree with its content. Your 
signature only identifies that you received a copy of this memorandum. You may submit a 
written response to me within ten (10) working days of your dated signature 

 
 
 
 
  ________________________________________________   _____________________________________ 

Signature of Employee (Type employee name here.) Date 

SAMPLE
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by 
law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro 

Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Failure to Report on Time 

 
 
 
 
 

Date 
 

VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Failure to Report on Time  
 
Dear Mr./Ms.: 
 
The established and published rules state that, “All employees shall be at their assigned work stations/locations, ready 
to perform their assigned duties, at the assigned time”. This rule appears in the employee handbook on page (#), 
and was discussed at our staff meeting of (date). All employees received an electronic copy of the employee 
handbook on (date). 

 
You are reminded that on (date) you were given a verbal warning by me stating that unless you reported on time 
you would be subject to further disciplinary action. I explained to you that tardiness of an employee interferes with 
the normal scheduling of our work place undue burden upon your fellow employees. 

 
On (date), and (date) you were late again. Since you have not heeded my pervious warning to correct your 
promptness record by reporting to work on time in accordance with published policies and your duties and 
responsibilities required of your position, I am presenting you with this written REPRIMAND as disciplinary action.  

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead to the 
proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize and 
respect the rights of students, parents, other employees, and members of the community and shall work 
cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate against the 
students, employees, or parents who were involved in any way. 

 
Sincerely, 

 
 
 

Supervisor Name  
Supervisor Title 

 
Xc: Personnel File 
 
Your signature on this memorandum does not indicate that you agree with its content. Your signature only 
identifies that you received a copy of this memorandum. You may submit a written response to me within ten 
(10) working days of your dated signature 

 
 
 
 
 
 

Signature of Employee (Type employee name here.) Date 
 

SAMPLE
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional 

information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Failure to Report an Absence 

 
 
 
 

 Date 
 

VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Failure to Report an Absence  
 
Dear Mr./Ms.: 
 
On (date), you failed to follow the established procedure for reporting your absence as outlined in the 
employee handbook. This latest incident of (date) is a continuation of performance concerns on your part. 

 
You have received prior verbal and written disciplinary action directly related to your failure to comply with 
established absence reporting procedures. Therefore, you are to consider this communication as an official 
written REPRIMAND for your failure to comply with established procedures concerning the reporting of an 
absence from work. 

 
Failure on your part to comply with these reporting procedures may result in further disciplinary action up to 
and including non-renewal or termination of your employment with the District. It is the hope and desire of this 
office that you will take this opportunity to correct your previous behavior and that further action may 
become unnecessary. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize 
and respect the rights of students, parents, other employees, and members of the community and shall 
work cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate 
against the students, employees, or parents who were involved in any way. 

 
Sincerely,  
 
 
 
Supervisor Name 
Supervisor Title 

 
Xc: Personnel File 
Your signature on this memorandum does not indicate that you agree with its content. Your signature 
only identifies that you received a copy of this memorandum. You may submit a written response to 
me within ten (10) working days of your dated signature 

 
 
 
 
 
    _________________________________________________ __________________________________ 

  Signature of Employee (Type employee name here.)             Date 
 
 
 
 

SAMPLE
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 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Failure to Perform Duties Properly/Not Completing Assigned Tasks 

 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional 

information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 
 

Date 
 

VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Failure to Perform Duties Properly/Not Completing Assigned Tasks  
 
Dear Mr./Ms.: 
 
As principal/director, I have repeatedly asked you to perform basic tasks related to your job of 
(position). Three of these requests have been: 
1. (LIST) 
2. 
3. 

 
To date you have failed to comply with these reasonable requests. When questioned by me about these 
matters, your responses ranged from excuses to your response on (date), when you informed me that the 
tasks assigned were “not one of my priorities.” 

 
These are clearly situations of procrastination on your part when I have been reasonable in my requests 
on the timelines for accomplishing tasks. These continuing problems restrict your effectiveness on the job 
and the effectiveness of others. 

 
Because of the seriousness of these matters, I am presenting you with this written REPRIMAND for failure to 
perform your duties properly in a timely manner. By this reprimand, I am giving you another opportunity to 
correct your behavior and perform your duties and responsibilities to your assignment as a (position). Your 
continued unwillingness to perform your assigned duties and responsibilities properly may subject yourself 
to further disciplinary action. 

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead 
to the proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize 
and respect the rights of students, parents, other employees, and members of the community and shall 
work cooperatively with others to serve the best interest of the District. Furthermore, you are not to 
retaliate against the students, employees, or parents who were involved in any way. 
 
Sincerely, 

 
 
 
 

Supervisor Name 
Supervisor Title 

 
 
 
 
 
 
 
 
Xc: Personnel File 

SAMPLE
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Page 2 
Failure to Perform Duties Properly/Not Completing Assigned Tasks 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional 

information regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 
Your signature on this memorandum does not indicate that you agree with its content. Your signature only 
identifies that you received a copy of this memorandum. You may submit a written response to me within 
ten (10) working days of your dated signature 
 
 
 
 
 
 
  _________________________________________________________     _______________________________________ 
  Signature of Employee (Type employee name here.) Date 

SAMPLE
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

SOCORRO INDEPENDENT SCHOOL DISTRICT   
Failure to Attend a Required Meeting 

 
 
 
 

Date 
 

VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Failure to Attend a Required Meeting  
 
Dear Mr./Ms.: 
 
Your failure to attend the required monthly staff meeting on (date) was a serious error in judgment.  Monthly staff 
meetings have been scheduled since the beginning of the school year and have priority on your time unless you 
are specifically excused by me. You are to consider this letter as a written REPRIMAND for your failure to attend the 
(date) staff meeting without being previously excused by me. 

 
In the future, it is an expectation that you have approval in writing in advance of any meeting you unable to 
attend. In addition, it is an expectation of you and all staff members to make appropriate arrangements to be in 
attendance for all scheduled staff meetings. 

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead to the 
proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize and 
respect the rights of students, parents, other employees, and members of the community and shall work 
cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate against 
the students, employees, or parents who were involved in any way. 

 
Sincerely,  
 
 
 
Supervisor Name 
Supervisor Title 

 
Xc: Personnel File 

Your signature on this memorandum does not indicate that you agree with its content. Your signature only 
identifies that you received a copy of this memorandum. You may submit a written response to me within ten (10) 
working days of your dated signature 

 
 
 
 
   ________________________________________________   ________________________________________ 

Signature of Employee (Type employee name here.) Date 
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 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Excessive Absences 

 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 
 

 
 

Date 
 

VIA HAND DELIVERY 
Name 
Title  
Campus or Department 

 
Re: Employee Absences  

Dear Mr./Ms.: 

To date, you have accumulated thirteen (13) absences. Eleven and a half are coded as personal illness and 
doctor visits. Your absences prevent you from creating and delivering a high quality level of instruction to your 
students, which is why I am directing this memorandum to you to address your absenteeism. 

 
Please be advised that the following is a chronology of your employment absences. 

 
List all absences by naming the date, day of the week, and reason. 

 
Based on the above-referenced chronology, as you can see, most of your absences are either on a Monday or 
Friday. The continuation of your absences is a concern for the District and should be a concern for you as well. 
If there is a medical issue that is causing your absences, I suggest that you see me immediately so that we visit 
with the District’s Department of Human Resources to possibly effectuate an extended leave of absence under 
DEC (local). 

 
Furthermore, please be advised that Board Policy DEC (local) mandates that I report to the Superintendent of 
Schools any absences in excess of 20 days in a school year. The Superintendent of Schools may take disciplinary 
action, including recommendation of your employment contract termination, per DEC (local) Board Policy. 

 
Based on the foregoing, I will take action to limit your time away from the classroom as much as possible. You will 
only be required to attend the absolute necessary District business meetings or staff development meetings 
required by law. 

 
I trust that you will improve your rate of absences. Failure to do so may result in disciplinary action, as stated 
above. Your attendance at work is vital to the operation of the campus, and, most importantly, essential for 
student learning. 
 

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may led to the 
proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize and 
respect the rights of students, parents, other employees, and members of the community and shall work 
cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate against 
the students, employees, or parents who were involved in any way. 

 
Sincerely, 

 
 
 

Supervisor Name  
Supervisor Title 

 

SAMPLE
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Page 2 
Excessive Absences 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact: (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

Xc: Personnel File 
 
Your signature on this memorandum does not indicate that you agree with its content. Your signature only identifies 
that you received a copy of this memorandum. You may submit a written response to me within ten (10) working 
days of your dated signature 

 
 
 
_____________________________________________________________  __________________________________________ 

Signature of Employee (Type employee name here)   Date 
 

SAMPLE
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SOCORRO INDEPENDENT SCHOOL DISTRICT   
Damaging School Equipment 

 
 
 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by 
law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro 

Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

Date 
 

VIA HAND DELIVERY 
Name 
Title 
Campus or Department 

 
Re: Damaging School Equipment 

Dear Mr./Ms.: 

School equipment must be taken care of at all times to ensure that our District taxpayers’ monies are being efficiently 
used to the extent possible. You are reminded that when a (equipment name) was under your care during the (date) 
you were told to take care of such equipment. The staff at a meeting on (date), of which you were a part, was told 
to carefully take care of all equipment under their care. 

 
During (date), you damaged (equipment name). You returned such equipment to me that is broken and cannot be 
used again. The value of the equipment is $ .00. 

 
Since you failed to heed my direction to not damage District equipment, in accordance with the District rules and 
regulations, I am presenting you with this written REPRIMAND as disciplinary action. In the future, you are advised 
that should you return damaged equipment, the District will hold you responsible and may take disciplinary action 
against your employment. 

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead to the 
proposed nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize and 
respect the rights of students, parents, other employees, and members of the community and shall work 
cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate against the 
students, employees, or parents who were involved in any way. 

 
Sincerely, 

 
 

Supervisor 
Name 
Supervisor Title 

 
Xc: Personnel File 

 
Your signature on this memorandum does not indicate that you agree with its content. Your signature only 
identifies that you received a copy of this memorandum. You may submit a written response to me within ten 
(10) working days of your dated signature 

 
 
 
 
  _________________________________________________________  _________________________ 

Signature of Employee (Type employee name here.) Date 
 

SAMPLE
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by 
law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro 

Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Abuse of Working Hours 

 
 
 

Date 
 

VIA HAND DELIVERY 
Name 
Title Campus or Department 

 
Re: Neglect of Duty/Abuse of Working Hours  
 
Dear Mr./Ms.: 
 
This letter constitutes in writing the particulars I discussed with you in my office this morning. The purpose of the meeting was to 
notify you of being reprimanded as an employee. I proceeded to inform you of the specific reasons for the reprimand, which 
follow: 

 
1. Consistently reporting late for duty, 
2. Numerous and lengthy “coffee” breaks, 
3. Extended lunch periods, and 
4. Extended periods of time away from your desk on non-duty matters. 

 
The above concerns are clear violations of our building rules, which state: (Quote Rules, Regulations) 

 
You were warned of my concern about these matters on (date), when I verbally reviewed my expectations. 

 
Since you have not heeded my previous warning to correct your neglect of duty, I am presenting you with this written 
REPRIMAND as disciplinary action. I trust and expect you will take this opportunity to correct your neglect of duty thereafter. 
Should you fail to correct your abuse of breaks, lunch periods, and time-on-task, you may subject yourself to further 
disciplinary action. 

 
Failure to comply with the directives written in this letter will result in further disciplinary action that may lead to the proposed 
nonrenewal or termination of your employment contract with the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize and respect the 
rights of students, parents, other employees, and members of the community and shall work cooperatively with others to serve 
the best interest of the District. Furthermore, you are not to retaliate against the students, employees, or parents who were 
involved in any way. 

 
Sincerely, 

 
 
 

Supervisor Name 
Supervisor Title 
 
Xc: Personnel File 

 

Your signature on this memorandum does not indicate that you agree with its content. Your signature only identifies that you received a 
copy of this memorandum. You may submit a written response to me within ten (10) working days of your dated signature 

 
 
 
      _____________________________________________________________________________________________________________ 

Signature of Employee (Type employee name here.)  Date 

SAMPLE
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 SOCORRO INDEPENDENT SCHOOL DISTRICT   
Abuse of Telephone Calls 

 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact the Chief Human Resources Officer at (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

 
 
 
 Date 
 

VIA HAND DELIVERY 
Name 
Title Campus or Department 
 
Re: Abuse of Telephone Calls 
 
Dear Mr./Ms: 
 
I am presenting you with this written REPRIMAND as disciplinary action for your improper conduct in abusing 
the privilege extended to you and other employees in making personal telephone calls during working hours. 

 
On (date), you used the telephone during work hours to make personal telephone calls and I informed you 
then that you were violating the department/campus rules. I orally warned you that if you did not correct 
your conduct, you would subject yourself to disciplinary action. 

 
During your work hours, on (date), at about (time), you made personal telephone calls which interrupted your 
work. During the previous week, on (date), at about (time), you made personal telephone calls during work 
hours. On neither of those occasions did you ask my permission to make the telephone calls. 

 
The making and receiving of personal calls during work hours disrupts the continuity of work. Each employee 
has the responsibility to follow rules. Preferential treatment cannot be accorded to any one employee nor 
can one employee abuse any privilege to the detriment of the other employees. 

 
I am by this written reprimand giving you an opportunity to correct your improper conduct and observe 
school/department rules in the future. I expect you will refrain hereafter from abusing the privileges afforded you 
and fully meet the duties and responsibilities expected of you in your job. Should you fail to do so, you may subject 
yourself to further disciplinary action. Failure to comply with the directives written in this letter will result in further 
disciplinary action that may lead to the proposed nonrenewal or termination of your employment contract with 
the District. 

 
This document and the information in it is confidential and is addressed solely to you. You shall recognize and 
respect the rights of students, parents, other employees, and members of the community and shall work 
cooperatively with others to serve the best interest of the District. Furthermore, you are not to retaliate against 
the students, employees, or parents who were involved in any way. 

 

Sincerely, 
 
 

Supervisor Name 
Supervisor Title 
 
Xc: Personnel File 

 

SAMPLE
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Page 2 
Abuse of Telephone Calls 

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis 
prohibited by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information 

regarding Socorro Independent School District’s policy of nondiscrimination contact: (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928. 

Your signature on this memorandum does not indicate that you agree with its content. Your signature only 
identifies that you received a copy of this memorandum. You may submit a written response to me within 
ten (10) working days of your dated signature 

 
 
 
 
   _________________________________________________________   ______________________________________________ 

Signature of Employee (Type employee name here.) Date 

SAMPLE
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Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law in its employment practices or in providing education 
services, activities, and programs, including career and technical education (vocational programs).  For additional information regarding Socorro Independent School District’s policy of nondiscrimination contact: (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928.


