Template Modify and Place on Site Letterhead

Date

Name
Work Location

RE: Formal Letter of Reprimand 

Dear _________:

This letter is being given to you to inform you that the investigation into misconduct regarding_________________, has been completed. This correspondence is being given to you as a Formal Letter of Reprimand for violations of HCSB Polices, including but not limited to, ______________________________You are reminded that you___________________. You are reminded to strongly adhere to Principles of Professional Conduct. You are expected _________________.

Regardless of the circumstances that may have brought them about, such inappropriate actions on your part do not reflect positively on your position. You are directed to refrain from engaging in the same or similar conduct in the future. Failure to do so will result in further disciplinary actions, which may include a recommendation for your termination.  

All materials relating to this issue will be placed in your personnel file ten (10) days after your receipt of this letter and are subject to public inspection pursuant to Florida Statutes 119.07 and 1012.31. You are advised that you may write a response to these documents and said response will be included in the official file. 

Sincerely,


Adminstrator Name,
Administrator Title

cc: Personnel File
      
Enclosures
_________________________________________________________________________
Receipt of Acknowledgment

____________________________________		____________________
Employee Name 						Date

It is the policy of the Hernando County School District not to illegally discriminate or allow its employees to illegally discriminate on the
basis of race, color, religion, national origin, age, sex, marital status, disability or GINA in its educational programs or employment practices.
