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Not-for Profit Provider of School-Age Child

Care Services, Staff Training, and Consulting

6501 Lomas Blvd NE, Albuquerque, NM  87110

(505) 296-2880   e-mail ashcraft@childrens-choice.org
Written Reprimand 



DATE OF VIOLATION:

EMPLOYEE:






SUPERVISOR:

This notice is being issued to you in order to afford you an opportunity to demonstrate that you can and will perform your duties acceptably and in accordance with CC Policy and directives from your supervisor. 

You received an initial document outlining specific job duties and expected behaviors for your position as well as a staff manual outlining Children’s Choice policies and procedures.  Additionally you have received verbal orientations to your position and this organization as well as verbal direction and guidance from your supervisor.  Nonetheless, you have violated Children’s Choice policy stating: _________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

You have violated this policy by (observation):_____________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The expectations of your position dictate that you must:_____________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

 Supervisor’s Comments:______________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

This is your :

First
   Second
Third
   Final          written reprimand.

____
No further action will be taken at this time.

____
Further disciplinary action has been deemed necessary to correct violation and/or to ensure employee’s adherence to CC policies.  (See Attached).

Let me know if you have any questions. You may provide a written response to this written reprimand for inclusion in your human resources file.

___________________________________   Date: ______________

Employee Signature

___________________________________   Date: ______________

Supervisor Signature

Not-for Profit Provider of School-Age Child

Care Services, Staff Training, and Consulting

6501 Lomas Blvd NE, Albuquerque, NM  87110

(505) 296-2880   e-mail ashcraft@childrens-choice.org
Written Notice of Substandard Performance

DATE:


EMPLOYEE:






SUPERVISOR:

This document serves as a written notice that your performance as a _________________________ fails to meet the performance requirements of the position. The major areas of concern related to your performance are described below.

Job Duties or Objectives: _______________________________________________________________

___________________________________________________________________________________

Success Criteria: ____________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________

Performance Deficiencies: _____________________________________________________________

_________________________________________________________________________________

Suggested Course of Action: ___________________________________________________________________________

__________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________

I will meet with you on a regular basis to assess your progress and performance.  You will be given ______ (30- 90) days to make the necessary improvements in your performance.  If satisfactory improvement is not made, it may result in your demotion or termination.  

Follow Up Dates:

__________________________
__________________________
__________________________



__________________________
__________________________
__________________________


If you have any questions regarding this document, or what is expected of you in your position, please let me know.  You may provide a written response to this written reprimand for inclusion in your human resources file.

___________________________________   Date: ______________

Employee Signature

___________________________________   Date: ______________

Supervisor Signature

Not-for Profit Provider of School-Age Child

Care Services, Staff Training, and Consulting

6501 Lomas Blvd NE, Albuquerque, NM  87110

(505) 296-2880   e-mail ashcraft@childrens-choice.org
Written Reprimand for Missed Training 

DATE:

EMPLOYEE:








SUPERVISOR:

SUBJECT: Missed Mandatory Training

TRAINING:








DATE OF TRAINING:

This notice is being issued to you for failure to attend a mandatory training. This training was deemed mandatory:

____ 
toward completion of the State Licensing requirement of the 45-Hour course.

____
to satisfy the State Licensing requirement of 24 hours of training per year, including all seven competency areas.

____
to address identified performance issues.

____
to receive training that is otherwise unavailable (National Trainers, Area Conferences, Summer Trainings, etc.).

____
to build a stronger team (Summer Team-Building retreat).

You were notified of your required attendance on ___________________.

____
You notified your supervisor on ___________________ that you would not be attending for the following reason(s): _________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Supervisor’s Comments:
______________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____
No further action will be taken at this time.

____
Further disciplinary action is necessary (please see attached).

Let me know if you have any questions. You may provide a written response to this written reprimand for inclusion in your human resources file.

___________________________________   Date: ______________

Employee Signature

___________________________________   Date: ______________

Supervisor Signature

