Recommendation For Dismissal - Sample

Appropriate for:
Classified Non-Union staff, and employees covered by the following contracts:

SEIU Local 925 Non-Supervisory
SEIU Local 925 Supervisory 

SEIU Local 925 Research Tech

SEIU Local 925 Research Tech Supervisory

SEIU Medical Tech

WFSE Master

1199 RN

WSNA

Content

(1.)
Recommendation and reason(s)

(2.)
Employment history

(3.)
Outline of duties and responsibilities

(4.)
History of prior counseling

(5.)
Specifics of current situation, which require a recommendation for dismissal

(6.)
Reiteration of recommendation

Example
SUBJECT;
Recommendation for Dismissal

(1.) I am writing to recommend that Jan Doe, Program Assistant in the Department of Pathology, be dismissed from employment at the University of Washington. (2.) Ms. Doe has been employed in this unit since January 4, 1995. (3.) Ms. Doe’s principal responsibility is to provide clerical support and assistance to this program. There is a job description for Ms. Doe’s position, a copy of which is attached (Attachment 1, attached hereto and incorporated herein).

(4.) Ms. Doe has had a number of performance problems since she was hired. The primary difficulties included rudeness to clients in person and on the telephone, inability to maintain the program files and failure to proofread correspondence and correct errors prior to mailing. In an effort to assist Ms. Doe to improve her performance, I held a number of informal counseling sessions, conducted a Formal Counseling session on August 22, 2005 and held a Final Counseling Session on September 28, 2005. Copies of the Formal and Final Counseling memorandum, as well as the Action Plan that I developed for Ms. Doe, are attached (Attachments 2, 3, and 4, attached hereto and incorporated herein). Unfortunately Ms. Doe’s performance continues to be unacceptable. Summarized below are the problems that have occurred since the Final Counseling session.

(5.) The office filing system is still not properly organized or maintained. Ms. Doe still has stacks of papers in the office that need filing. When other staff has to find materials, they are frequently unable to do so. On October 10, 2005 John Smith had to locate copies of correspondence related to a quality team he facilitates. Ms. Doe told Mr. Smith that he would have to wait several days before Ms. Doe could compile the requested documents because they had not been filed and Ms. Doe was not sure where all of the documents were.

Correspondences that Ms. Doe prepares still contain typographical and grammatical errors. Within the past six weeks, there have been daily instances of documents being returned to Ms. Doe to redo and/or correct before they are ready to sign and mail. When I discussed each of these instances with Ms. Doe as they were brought to my attention, her explanation was that she was doing her best to meet all of the job obligations including proofreading documents prepared, and that since she was working full time, there was plenty of time to redo documents as many times as it took. I stated to Ms. Doe that her explanation was not acceptable, that there were other work requirements not being completed, and that continuous rework was not acceptable.

(6.) As a result of Ms. Doe’s continued failure to meet performance expectations, I am recommending that her employment be terminated.

Attachments

cc:
Health Sciences Human Resources

