Disciplinary Decision of Demotion

DATE: (Dateof lettershouldbe samedatethatthe employeeaeceivesheletter.)
TO: Mr./Ms. FULL NAME (FIRSTAND LAST) - Includemiddle/nicknamef necessary.
FROM: SUPERVISOR'SFULL NAME
DEPARTMENTNAME
RE: Disciplinary Decision of Demotion

Purpose of Notification

This letteris formal notificationof my decisionthat, effective<DATE>, youwill bedemotedo a
<Branch/ Role/ Competency.evel>at a salaryof <$xxxxx>dueto your <unacceptablpersonal
conductgrosslyinefficientjob performanceunsatisfactoryob performance>specifically,< ... >.

Relevant Past Occurrences or Active Disciplinary Actions

<Noteany pastconversationsvith employeeaegardinghis topic, includinginformal counseling
sessionslf thereareanyotheractivedisciplinaryactions list themwith a brief synopsisGenerally,
you cancopythis sectiondirectly from whatwasincludedin the PDCletter.>

1.0n<DATE> you andl metregarding(...) andl instructedyouto (...)

2. On<DATE> youreceivedanInformal Counselinglemoregardingunsatisfactoryob performance,
specificallydueto (...)

3. On<DATE> youreceiveda Written Warningfor unacceptablpersonatonductspecificallydueto

(..)

Incidents Resulting in This Disciplinary Decision

<Detail what events occurred, cite relevant policy as needed, ie, provide the specifics of the
event, the employee’s responsibilities in this event, and how these actions may violate
University policy, fail to meet work expectations, or are otherwise unacceptable. Generally,
you can copy this section directly from what was included in the PDC letter.>

1. <POINT #1>
2. <POINT #2>
3. <POINT #3>
4,

Additional Information Provided at Pre-Disciplinary Conference

On<DATE> you attended pre-disciplinaryconferenceo discusghisissue. Also presentatthis
Conferencavere<NAME, TITLE>, HumanResource®irectorfor EmployeeRelations& Talent
Managementandmyself.



<Describetherelevantinformationfrom the PDC; whatquestionsvereaskedof the employeewhat
responseweregiven,whatquestiongheemployeeaskedandresponsegiven.Be specific. Whenever
possible matchor referto theenumerategointsfrom the “Incident(s)Resulting”sectionabove.>

Disciplinary Decision

Basedon all informationprovidedregardingthis issue:<Enumerateéheitemsthatarethe concludingfacts
determinedn the casethatarethe causeof theaction.>

1. <I find theallegationsof harassmenwvarranted>

2. <I find thatyou hadsufficienttrainingto completethe assignedasksappropriatelyyet failed to do so>
3. <I find thatyou inappropriatelyusedUniversity resourcesn violation of University policy>

4,

Therefore, I have decided to demote you as follows:

1. Classification:

Your positionwill bereclassifiedrom <CURRENTBRANCH/ROLE/ COMPETENCY>to <NEW
BRANCH/ ROLE/ COMPETENCY > effective<DATE-Considerlstof monthfor cleaner
processing/transition>.

2. Salary:

Your salarywill bereducedrom <CURRENT>to <NEW SALARY>, effective<DATE- Consider
1stof monthfor cleanermrocessing/transition>.
3. Changes in Duties:

<Describeasneededalsoindicatethata work planningconferenceo discusgsherevisedwork plan
will bescheduledor DATE. Also includenameof supervisorjf changedor locationof work space,
if changed>

<Also indicatethatkeys,badgesetc, mustbereturnedo the departmenand/orthataccesgo University
certainsystemswill berevokedasapplicableto thedemotion.>

Required Corrections (including Management Responsibilities)

In addition,you areexpectedo ... <Detailwhatothercorrectiveactionsor newexpectationsrerequired.
Indicateanyactionsyou assupervisomwill takein orderto supportthesecorrections.>

Timeline for Corrections and Consequences of Not Making Required Corrections

This <conduct/performancemustbe correctedmmediately.l will monitoryour <conduct/performance>
overthenext30days.

If youdo notmakeandsustainthesecorrections] will considerfurtherdisciplinaryaction,upto and
includingdismissal.



Period of Time for which Disciplinary Action will be Active

This disciplinary action is being issued pursuant to the Office of State Human Resources
SHRA Employees Disciplinary Action Policy. This disciplinary action letter will be
inactivated and removed from your personnel file if:

This disciplinaryactionis beingissuedpursuanto the Office of StateHumanResourceSHRA Employees

Disciplinary Action Policy. Thisdisciplinaryactionletterwill beinactivatedandremovedrom your personnel
file if:

1. 18 monthshaveelapsedincethe dateof this disciplinaryactionandyou havenot receivedanother
disciplinaryaction,or
2. <IF APPLICABLE> Onyour nextannualperformanceeview,youreceiveatleasta “Meets

Expectations’ratingfor your overallevaluationandreceiveat leasta “Meets Expectations’tatingon
<Individual/InstitutionalGoal#X>, which coversyour <XXXXXX> responsibilitiespr
3. Managementhoosedgo inactivateandremovethis disciplinaryactionin lessthan18 months.

Inactivationof this disciplinaryactionshallnot beinterpretedo meanthatyour previousclassificationrand/or
salaryshallberestored.

If you receiveanotherdisciplinaryactionwhile this actionis still active,thisactionwill remainactivefor the
durationof the subsequerdction.(Theactionsdo not haveto berelatedin content.)

Appeal Rights

If you wish to appeal this action under the University of North Carolina SHRA Grievance
Policy, you must submit the attached SHRA Step 1 Grievance Filing Form no later than
fifteen (15) calendar days after receipt of this letter to:

Human Resources Director
Office of Human Resources

203 Eller Hall

Winston-Salem State University
Winston-Salem, NC 27110

A copy of the University of North Carolina SHRA Grievance Policy has been attached for

your information. For your convenience, you may also obtain a copy of the policy the on the
WSSU website.

If you have questions about your appeal rights, you may contact the Human Resources
Director for Employee Relations & Talent Management.


https://www.wssu.edu/about/offices-and-departments/legal-affairs/policies-and-procedures/chapter-100-personnel-policies/103-shra-employees/103.1.html
https://www.wssu.edu/about/offices-and-departments/legal-affairs/policies-and-procedures/chapter-100-personnel-policies/103-shra-employees/103.1.html

Supervisor’s Signature
Supervisor’s Signature: Date:

Print Name/Title:

Employee Acknowledgement

[ acknowledge that I have received this disciplinary letter. [ understand that my signature
below does not necessarily imply agreement with the statements made in this document or
the disciplinary action taken but is an acknowledgement of receipt only.

Employee’s Signature: Date:

Print Name:

Attachment: University of North Carolina SHRA Grievance Policy
SHRA Step 1 Grievance Filing Form

cc: Vice Chancellor
Director/Chair/Dean/Assoc. or Asst. VC
Human Resources Director for Employee Relations & Talent Management
Department Personnel File


https://www.wssu.edu/about/offices-and-departments/legal-affairs/policies-and-procedures/chapter-100-personnel-policies/103-shra-employees/103.1.html
https://www.wssu.edu/administration/human-resources/employee-relations/_Files/documents/step-1-shra-grievance-filing-form.pdf
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