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<Remember that the supervisor or management designee must give this written notice to the employee at least 24 hours in advance of the Pre-Disciplinary Conference.>
DATE:
(Date of letter must be same date that the employee receives the letter.)
TO:
<FIRST AND LAST NAME (#EMPLOYEE PID) <Include middle/nickname if necessary.>
FROM:
<SUPERVISOR’S FULL NAME> (#SUPERVISOR PID)

<DEPARTMENT NAME> (#DEPT ID)
RE:
Notice to Attend a Pre-Disciplinary Conference

Purpose of Notification
This letter is formal notice for you to attend a Pre-Disciplinary Conference (PDC) <on DATE at TIME in LOCATION/if being held virtually, provide link>. The purpose of this Conference is to determine if your <unsatisfactory job performance, grossly inefficient job performance, unacceptable personal conduct or some combination>, specifically, <…> warrants disciplinary action, up to and including dismissal.
Relevant Past Occurrences and Active Disciplinary Actions
<Note any past relevant conversations with employee regarding this topic, including other documented clarifying conversations with the employee, relevant training, performance expectations or evaluation comments, or other evidence showing that the employee was aware of expectations or that a pattern of behavior has been noted.  Include all active disciplinary actions, and list them with a very brief synopsis (usually, similar to the paragraph in the “Purpose of Notification” section of the disciplinary letter) and include the issuing of similar documents (documented counselings, clarifying emails, performance improvement plans, etc.). Try to list them in chronological order. This becomes helpful for tracking the progression of the issue and transferring this information to subsequent actions.>
1. <On <DATE> you and I met regarding <…> and I instructed you to <…>. On <DATE>, I sent you a follow-up email summarizing this conversation.>
2. <On <DATE> you attended a workshop on <…>>
3. <On <DATE> you received a Written Warning for Unacceptable Personal Conduct, specifically due to <…>>
Incidents Resulting in This Pre-Disciplinary Conference
<Detail what new incident occurred and be sure to include as applicable any information already provided by the employee to explain the incident. When possible, note specific and relevant performance expectations that were not met and/or explain what is unacceptable about the employee’s work or actions and/or cite relevant policies that were violated and how they were violated. Include any specific consequences/impact of the action or inaction (e.g., resulted in an overpayment of $550, resulted in 10 students not receiving their checks on time, resulted in significant additional work for your co-workers, etc.).>
1. <POINT #1>

2. <POINT #2>

3. ...

Pre-Disciplinary Conference Procedures
<Note: State policy allows only the following individuals to attend the PDC: The employee; the supervisor or other person chosen by university management to conduct the conference—that person will be a representative from Employee & Management Relations, Office of Human Resources; a  management representative must be present at management’s discretion—that person may be the supervisor or an alternate management representative; University procedures may provide for one additional neutral party, if agreed upon by the employee and management.  Also, if the person conducting the conference chooses, security may be present.>
<NAME>, Employee & Management Relations Consultant from the Office of Human Resources, will conduct the Pre-Disciplinary Conference specifically to explain the purpose of the conference, to clarify any policy interpretations that may arise during the conference and to facilitate the discussion.  I am serving as management’s representative and will review with you the specific reason(s)/incident(s) for this consideration of disciplinary action, give you the opportunity to respond to the information provided regarding the reason(s)/incident(s) and will recommend or decide what, if any, disciplinary action should be issued. <Name/Title of additional neutral party (if applicable and if agreed upon by employee and management) will also be present.> No other parties may attend the Pre-Disciplinary Conference. In the Pre-Disciplinary Conference, you will have the opportunity to present any additional or clarifying information that you believe is relevant to my evaluation of this matter and to my decision whether to take disciplinary action, as warranted. For more information about Pre-Disciplinary Conferences, contact Employee & Management Relations at (919) 843-3444 or emr@unc.edu.
Possible Outcomes of This Pre-Disciplinary Conference
By State and University policy, I must provide you a decision on this matter no sooner than <DATE (first business day following PDC)> and no later than <DATE (second business day after PDC)>. 

Possible outcomes of this Pre-Disciplinary Conference are <edit list based on the possible outcomes given the number of active actions and type of cause>:
1. No formal disciplinary action taken

2. Written Warning

3. Suspension without Pay for one work week or, in certain circumstances, for two work weeks 
4. Demotion (reduction in salary and/or position branch/role/competency level)
5. Dismissal

<This section is required only for Disciplinary Actions related to Unacceptable Personal Conduct. You can exclude this section if the action is solely performance-based. You must explain how you considered the Wetherington factors. You will need to customize the numbered statements based on the employee’s particular situation. These 5 statements do not need to be lengthy. Be concise to summarize the core issues.>
When making the recommendation for this disciplinary action, I will consider the severity of the violation, the subject matter involved, the resulting harm, your work history, and discipline imposed in other cases involving similar violations:

1. Your violation was severe for the following reasons:  .

2. The subject matter of your case was …. This subject matter was serious, for the following reasons:  .

3. The harm that resulted from your conduct was ... <OR> Although your conduct resulted in no known harm, your conduct created the following types of potential harm:  ….

4. Your work history has been …, and your most recent final overall rating on your annual performance appraisal was … The greater weight of the evidence provided at this time indicates that you did engage in the alleged conduct. 

5. I will also consider the discipline imposed by the University in other cases involving similar violations that have resulted in disciplinary action, as applicable.

Records Retention & Access to Records

Retention of a Notice to Attend a Pre-Disciplinary Conference and related documents is governed by the University’s General Records Retention and Disposition Schedule.

1. If no action is taken, this Notice will be retained in accordance with the retention schedule unless otherwise indicated at the completion of this process.

2. If subsequent disciplinary action is taken, this Notice will be retained with the disciplinary action. 
3. If the decision results in suspension without pay, demotion or dismissal, North Carolina General Statute 126-23(a)(11) provides that the date and type of each suspension without pay, demotion, or dismissal is public information and must be released if requested.

4. If you are the selected candidate for another State position, the hiring supervisor may be allowed to review portions of your University Personnel File as part of the reference checking process. This may include, but is not necessarily limited to, performance management documents, the date and type of each previously-issued disciplinary suspension or demotion, and dismissal for cause documents from previous University employment.  The hiring supervisor may factor this information into the final hiring decision.
5. If the decision results in dismissal, please also be aware that:

a. North Carolina General Statute 126-23(a)(11) provides that certain dismissal letters are public information and must be released if requested. 
b. Any applicable payouts of leave or earned time off will be made to you, as provided by University policy, and any debts you owe to the University may be deducted from your last paycheck, as required by law or State policy. 

c. You can choose either to retain your contributions to the State retirement system or to withdraw your contributions from the system. <Benefits Contact Name/Phone/Email> in the Office of Human Resources can provide you with additional information on these options.

d. Dismissal does not necessarily preclude you from receiving unemployment benefits. The state’s Division of Employment Security (DES) determines eligibility for unemployment benefits, not the University. However, DES may consider the reason for your separation from employment when determining eligibility.
Appeal Rights
A Notice to Attend a Pre-Disciplinary Conference is not grievable under the University’s SHRA Employee Grievance Policy. However, certain employment actions resulting from the Pre-Disciplinary Conference may be grievable.
Supervisor’s Signature


Supervisor’s Signature: 
_____________________
Date: 
________________

<NOTE: AN EMPLOYEE’S SIGNATURE IS NOT REQUIRED BUT IS RECOMMENDED; YOU ARE NOT REQUIRED TO INCLUDE THE EMPLOYEE’S ACKNOWLEDGEMENT SECTION BELOW.>
Employee Acknowledgement 

I acknowledge that I have received this Notice and understand that my signature below does not necessarily imply agreement with this action or the incident(s) identified within this Notice. 


Employee’s Signature: 
_____________________
Date: 
________________

cc: 
NAME <Chair/Director/Dean of the Department/Division/School>
NAME <HR Officer> (for department personnel file)
Employee & Management Relations, Office of Human Resources (emr@unc.edu)
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