Academic Staff Pre-Disciplinary/Pre-Dismissal Meeting Template 
(Date)
(Name of Employee)
(Employee Home Address)

Dear (Name of Employee):

In accordance with UW-Madison Academic Staff Policies and Procedures (ASPP) Chapter 6.02.B.2, I am writing to inform you that I am scheduling a pre-(disciplinary/dismissal) meeting with you.  The meeting will be held in __________ at ___ on _______, ____.  You may bring someone to attend the meeting with you, if you wish.  If you decide to do so, I would appreciate knowing that in advance of the meeting. (OPTIONAL:  If you plan to bring legal counsel I will need to be made aware of this at least 24 hours in advance, this will give me ample time to schedule a UW-Madison attorney to attend).
I have investigated the circumstances surrounding ongoing (performance/behavior) (concern / incident(s) of inappropriate behavior on your part that occurred on ______________.  Following is a summary of the incident(s):

Details of Incident # 1

Details of Incident # 2

Based on the evidence gathered, we are considering discipline (insert range of discipline).  At the pre-(disciplinary/dismissal) meeting, I will provide you with an opportunity to respond to my conclusions thus far before I make my decision.

If you do not attend this meeting or notify me beforehand of your inability to attend, I will assume that you do not have any additional information to provide.  In that case, I will make a decision based on the information that I currently have. 

If you have any questions regarding this letter or the meeting, please contact (insert HR Rep name) at (insert HR Rep e-mail and phone).

Sincerely,

(Supervisor name and contact information)
cc:
Division HR
Enclosure:
ASPP Ch. 6
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