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[Date]

[Name of Employee]

[Employee’s home address]

Subject:  Predetermination Meeting

Dear [Employee]:

This letter informs you that your attendance is required at a meeting on [date of the week], [date], at [time] in Room [room number] of the [building].  The purpose of the meeting is to allow you the opportunity to respond to the charges listed below [and to comply with the labor agreement between the City of Minneapolis and [labor union]].  

[Place any background information here.  Such information could include that we have completed our fact-finding investigation into the matters, that such issues were discussed with the Employee on a specific date, that such issues were discussed with the Employee and a Union rep on a certain date, and any information on prior coaching that may relate to the charges.]  

Based on the information [and documentation/reports] we have gathered relating to the charges, it has been determined that you may have violated the following Civil Service Commission Rules and City policies and procedures cited below:

Civil Service Commission Rule 11.03 A.1 – Failure to meet minimum standards.

· You were required to complete at least three file investigations per month.  On [date] we discussed performance standards and timelines for completing investigations.  At that meeting we discussed a schedule for completing a number of case files.  To date, you have not completed the Brown case file and the Smith case file, which should have been completed by [date].  You have also failed to complete three case file investigations per month for the months January though June 2001. 

Civil Service Commission Rule 11.03 A.2 – Inability to perform job tasks for medical reasons.

· On [date], you provided us with medical documentation showing that you could not perform the essential functions of your job.  On [date], Dr. Dunne confirmed that you cannot perform the essential functions of your job because of medical restrictions.  Dr. Dunne has also stated that these medical restrictions are permanent.  

Civil Service Commission Rule 11.03 A.3 – Failure to meet minimum performance and behavioral standards because of chemical dependency.

· On [date], you were found to be under the influence of alcohol on City premises.  You were tested positive for alcohol.  Based on the positive test result, you were required to complete a prescribed program of treatment.  However, you have refused to undergo or complete that prescribed program of treatment. 

· On [date], you were found to be under the influence of alcohol on City premises.  You were tested positive for alcohol.  Based on the positive test result, you were required to complete a prescribed program of treatment.  You have previously received one period of prescribed treatment within the last five years while a City employee.  

Civil Service Commission Rule 11.03 A.4 – Failure to meet established requirement of the position.

· A requirement of the position of inspector, building trades, warm air heating, air conditioning and ventilation is to possess and maintain a valid driver’s license during employment with the City.  After your arrest for the sixth DUI on [date], you were asked to surrender your driver’s license.  On [date], your driver’s license was revoked and cancelled as inimical to public safety. 

Civil Service Commission Rule 11.03 B.1 – Tardiness and absenteeism.

· On [date], you received a Policy and Procedures Inquiry (PPI) regarding your tardiness.  Since [date], you have been tardy 12 times: [dates and number of minutes tardy per date].

· Our investigation shows that you were late and/or absent from work on at least three occasions between [dates]. 

Civil Service Commission Rule 11.03 B.2 – Sick leave abuse.

· Civil Service Commission Rule 15.11 requires medical documentation from an appropriate health care provider for three or more consecutive days of sick leave.  From [date to date] you were absent for five consecutive workdays.  On [date], you were requested to provide medical documentation regarding the five consecutive days of sick leave.  You have not provided such medical documentation. 

Civil Service Commission Rule 11.03 B.3 – Absence without leave.

· On [date], you were absent from work even though your request for leave was denied on [date].  

· On [date], you were absent from work without authorization.

· Our investigation shows that you were absent without leave on at least three occasions between [dates].

Civil Service Commission Rule 11.03 B.4 – Insubordination.

· On [date], you were informed that your request for leave of absence on [dates] was being denied.  You chose to ignore that denial and were absent without leave on [dates]. 

· On [date], you used abusive language toward your supervisor, [name of supervisor], by calling him a [name that supervisor was called].  When you were advised to discontinue such abusive language, you again called your supervisor a [name that the supervisor was called] on [date].  

Civil Service Commission Rule 11.03 B.5 – Willful or negligent damage of City property.

· On [date], you were involved in a vehicle accident with injury at [location] with your assigned City vehicle number [vehicle number], license plate number [license number].  Unauthorized use of the City vehicle for personal/non-business reasons resulted in approximately $10,000.00 of damage to the vehicle.

Civil Service Commission Rule 11.03 B.6 – Interference with the work of other employees.

· On [date], you took the surveyor equipment of your coworker, [name of coworker], which prohibited him from performing his surveyor duties for the City.

Civil Service Commission Rule 11.03 B.7 – Sexual harassment.

· On [date], a complaint was made that you had sexually harassed a coworker while on the City premises.  An investigation was held into the matter.  The investigation revealed that [general findings of investigation].  The actions that you took were in violation of the City’s Policy on the Prevention of Sexual Harassment. 

Civil Service Commission Rule 11.03 B.8 – Misappropriation of City property, funds or money.

· On [date], you were found taking paint, that was purchased by the City, for your personal use.  This act was witnessed by [names of witnesses].

· Our investigation shows that you were late/absent from work on at least four occasions between [dates], and that you did not use accrued vacation, comp time and/or sick leave and did not account for your absences from work on your payroll sheets.

Civil Service Commission Rule 11.03 B.9 – Violation of safety rules, laws and regulations.

· On [date], you were found to have been driving a City vehicle while under the influence of alcohol.  

Civil Service Commission Rule 11.03 B.10 – Discourtesy to public or fellow employees.

· On [date], you raised your voice to the crew leader when asked to perform a task within your job duties by stating, “screw you.”  

Civil Service Commission Rule 11.03 B.11 – Physical abuse, brutality or mental harassment.

· On [date], you started a confrontation with your supervisor, [name of supervisor], which elevated to your pushing the supervisor into a bobcat.

Civil Service Commission Rule 11.03 B.12 – Accepting gifts from the public in connection with performance of duties as a City employee.

· On [date], you accepted a free dinner from a restaurant establishment that you must inspect as part of your duties with the City of Minneapolis.

Civil Service Commission Rule 11.03 B.13 – Criminal or dishonest conduct unbecoming to a public employee, whether such conduct was committed while on duty or off duty.

· Our investigation shows that on [date], you engaged or attempted to engage subordinate workers in illegally obtaining prescription drugs for your own use.

· Our investigation shows that you were late or absent from work on at least six occasions between [dates] and did not use accrued vacation, comp time and/or sick leave and did not account for your absences from work on your payroll sheet.

· Our investigation shows that you falsely documented time as work time, when in fact the ramp records show that your car had entered the ramp hours after the time stated on your payroll sheet.

· On [date], you were involved in a hit-and-run accident with injury at [location] with your assigned City of Minneapolis vehicle.  Based on an eyewitness account, you immediately fled the scene without reporting the accident, without supplying information to the police, and without verifying the condition of the City car or the condition of the other car or driver.  In fleeing, you left the bumper and license plate of the City car at the scene.  

Civil Service Commission Rule 11.03 B.14 – Reporting to work under the influence or in possession of alcohol or illegal drugs, or using such substance on the job.

· On [date], you attempted to sell marijuana to your coworkers.

Civil Service Commission Rule 11.03 B.15 – Soliciting or receiving funds for political purposes or personal gain during work.

· Our investigation shows that on [dates], you solicited campaign funds from your coworkers, [names of coworkers], respectively, during work hours.

Civil Service Commission Rule 11.03 B.16 – Using authority or influence to compel an employee to become politically active.

· Our investigation has shown that on [date], you attempted to influence a subordinate employee, [name], to join the [name of party].  You advised that employee that if he did not join that party, he would not become your aide.

Civil Service Commission Rule 11.03 B.18 – Violation of department rules, policies, procedures or a city ordinance.

· On [date], you violated the Unit policy regarding submitting timesheets by [state violation].

· On [date], you violated the Employee Policy on Electronic Communication by sending inappropriate racial jokes to coworkers.  These racial jokes included the following: [state the racial jokes].

· On [date], you violated the Policy on the Use of Cell Phones, Pagers and Combination Cell Phone/Pager/Radio Units by failing to reimburse the City for personal calls as specified in the policy.  The calls were made to a phone number, (703) 827-4681, that is registered to your relative in Virginia.  The dates and cost of the calls are as follows: [itemize the dates and cost of each call].

· On [date], you violated the Inspections Division Guidelines for City Resident, Employee Vehicle Take-Home Program by using your City assigned vehicle for other than official City of Minneapolis business.

· On [date], you violated the City of Minneapolis Drug and Alcohol Testing Policy by driving under the influence of alcohol while operating your City assigned vehicle. 

Civil Service Commission Rule 11.03 B.19 – Knowingly making a false material statement to the City’s representative during an investigation into employment related misconduct.

· On [date], you gave a statement in a sexual harassment investigation in which you stated that you had not attended the department holiday party on [date].  In fact, six witnesses adamantly stated that you were at the party for approximately two hours.

· On [date], you were required to attend a community meeting at [location].  During an investigation into the matter, you stated that you had attended the meeting.  However, three community leaders involved in setting up the meeting stated that you had not attended that meeting.

Civil Service Commission Rule 11.03 B.20 – Other justifiable causes as specified.

· Your unauthorized use of a City of Minneapolis vehicle for personal business while under the influence of alcohol placed your employer at risk for liability, which may result from the [date] accident and your actions.

· Fleeing the scene of an accident, which has caused personal injury, while under the influence of alcohol, in a City vehicle, has a potential negative effect on the reputation of the City of Minneapolis.  

· Civil Service Commission Rule 15.4 A states that “reports of medically-verified sick leave will be submitted within two (2) weeks after it first appears on the Payroll Worksheet.”  On [date], you called in sick for work.  You did not go to a doctor until [date] and submitted the required sick leave slip on [date], which is more than two weeks after the sick day appeared on the payroll worksheet.

· Civil Service Commission Rule 15.09 provides that “sick leave will be granted in accordance with the provision of this rule or in accordance with the provisions of a labor/management contract, where the contract specifies otherwise.”  Section 15.10 of the AFSCME Contract provides that “Employees shall be required to notify their immediate supervisor as soon as possible of any occurrence within the scope of this article which prevents work.  If the Employer has provided pre-work shift contract arrangements, Employees shall be required to provide such notification no later than one (1) hour before the start of the work shift.  If no such arrangements have been made, Employees shall be required to provide such notification as soon as possible, but in no event later than one-half (½) hour after the start of the shift.”  On [date], you called in sick four hours after the start of your shift.  

At the meeting, you will be given an opportunity to respond to the above charges and to explain any mitigating circumstances.  

[You are allowed to have a Union representative present as permitted in your labor agreement.  If you choose to have representation, it is your responsibility to make any arrangements for the presence of such a representative.]

If you have any questions, you may call me at 673-XXXX.








Sincerely,








[Supervisor’s Name]








[Title]

cc:   
[Director of Department,

Human Resources Generalist,

Union Representative, 

any other manager who you 

believe should receive notification

and their respective titles]

