








Progressive Discipline Steps Recommended Documentation

A. General Information for Em lo ees A. General Information Documentation
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B. Unit Level Disci line B. Unit Level Documentation
In most instances, steps #1 and #2 (below) The unit file should contain all evidence
are sufficient for the Unit File. supporting the infraction and:
1. Letter of Ex ectations 1. A memo that summarizes the discussion
(Copies should be retained in unit file) with employee, notes expectations, and

warns of consequences for future offenses.

2. Unit File Oral Re rimand 2. A memo that summarizes the discussion
“"Qnigsjhnuld he retaived juuwit o) ..o - L L : '




ATTACHMENT A




ATTACHMENT B



ATTACHMENT C
Supervisor Template — Letter of Reprimand

Preparing a Letter of Reprimand
Anchorage School District

First of all, no Letter of Reprimand should be issued to any employee without 1) completion of a
reasonable investigation to establish that the misconduct occurred and 2) a discipline conference called

to provide an opportunity to respond to the allegations of misconduct. F ollowing the conference, a letter
may be written, using the Jollowing format:




Supervisor Template  Letter of Reprimand
Page 2

Copies: Once the letter is complete, deliver it to the employee. Sometimes it works best to have a witness
present when the letter is given but it is not required.

You are free to hold the letter in a “unit file,” in the case of teachers. However, send a copy of the
reprimand to the Labor Relations office with a cover letter asking that the letter be placed into the
employee’s personnel file. Remember: The Labor Relations o ice will not lace a Letter o Re rimand
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