
DATE: 

TO: 

FROM: 

RE: Disciplinary Decision of Dismissal 

Purpose of Notification 

Relevant Past Occurrences or Active Disciplinary Actions 

Incidents Resulting in This Disciplinary Decision 



Additional Information Provided at Pre-Disciplinary Conference 

 
 
 
 
 
 
 
Disciplinary Decision 

 
 
 
 
 
 
 
You will be paid for any accrued vacation leave up to a maximum of 240 hours and any bonus or 
compensatory leave balance you may have.  In addition, if eligible, you will be paid a pro-rated 
longevity payment.  Any accrued sick leave balance will be reinstated should you return to a leave-
earning position with the State of North Carolina within five years from your date of separation.  
Any debts you may owe to the University will be deducted in your last paycheck, as required by law 
or State policy. 
 
 
 
 
 
You are not to return to the campus of Winston-Salem State University except for official business 
or events open to the public such as cultural and athletic events.  Returning to campus for any 
other reason will be considered trespassing. 
 

 

 
 
  
 

You are requested to collect your personal belongings and turn over all University property, 
including but not limited to your uniforms, keys, access/ID card, parking tag, P-Card, etc. 
immediately. 

Retention of Disciplinary Action 

This disciplinary action is being issued pursuant to the OSHR SHRA Employee Disciplinary 
Action Policy and will be retained as part of your permanent personnel file along with all related 
disciplinary action documents.  



Appeal Rights 

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

Public Records 

NCGS 126-23 (a)(11) provides that dismissal letters are public information and must be released if 
requested. 

Supervisor’s Signature 

Supervisor’s Signature: __________________________     _________________ 

 _____________________________________________________ 

 __________________________     _________________ 

 __________________________________ 

Date:

Print Name/Title:

Employee Acknowledgement 

I acknowledge that my signature is simply confirmation of receipt of this letter and that my 
signature does not imply agreement with the content. 

Employee’s Signature: Date:

Print Name:

Attachment: University of North Carolina SHRA Grievance Policy 
  SHRA Request to Appeal Form  

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


	Date: 
	Print NameTitle: 
	Date_2: 
	Print Name: 
	Date of Letter: (Date of letter should be same date that the employee receives the letter.)
	To: Mr./Ms. FULL NAME (FIRST AND LAST) - Include middle/nickname if necessary.
	From: SUPERVISOR’S FULL NAME
DEPARTMENT NAME
	Purpose of Notification: This letter is formal notification of my decision that, effective <DATE>, you are being dismissed from employment due to your <Unsatisfactory Job Performance, Grossly Inefficient Job Performance, Unacceptable Personal Conduct> specifically, for < … >.
	Relevant Past Occurrences or Active Disciplinary Actions: <Note any past conversations with employee regarding this topic, including informal counseling sessions.  If there are any other active disciplinary actions, list them with a brief synopsis. Generally, you can copy this section directly from what was included in the PDC letter.>

1.	On <DATE> you and I met regarding (…) and I instructed you to (…)

2.	On <DATE> you received an Informal Counseling Memo regarding unsatisfactory job performance, specifically due to (…)

3.	On <DATE> you received a Written Warning for unacceptable personal conduct, specifically due to (…)
	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.	<POINT #4>
	Additional Information Provided at Pre-Disciplinary Conference: On <DATE> you attended a Pre-Disciplinary Conference to discuss this issue.  Also present at this Conference were <NAME, TITLE>, Calvin Holloway, Human Resources Director for Employee Relations & Talent Management, and myself.  

<Describe the course of events of the PDC; what questions were asked of the employee, what responses were given, what questions the employee asked and responses given. Be specific.>
	Disciplinary Decision: Based on all information provided regarding this issue, <I find the allegations of harassment warranted, I find that you had sufficient training to complete the assigned tasks appropriately yet failed to do so, 
I find that you inappropriately used University resources in violation of University policy, etc.>

Therefore, I have decided to dismiss you from your employment with the University, effective <DATE>.  
	Disciplinary Decision_2: Your health insurance coverage will run through <DATE>.  Your NC Flex benefits expire on <DATE>.  If you have questions regarding your benefits, please contact the Benefits Manager.  
	Appeal Rights: If you wish to appeal this action<NOTE: Unless alleging discrimination, only Career State employees may appeal dismissal>, you must submit the attached written notice of appeal no later than fifteen (15) calendar days after receipt of this letter to:


