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King County




MEMORANDUM

Insert date


Transmitted via Method of transmission: electronic mail, hand delivery/US certified mail, US mail
TO:
Name, Title

Department and Division

Street address

City, state, zip
RE:
Loudermill Notice – Disciplinary Determination 
Dear Name:

This is notification that I am terminating/suspending you from your position as title with the Department name.  My decision is based upon sustained findings that you Summarize reason for finding.
Factual Basis for this decision
Specifically, on Date, you Include facts of incident, rule, code of conduct, policy and/procedure that was violated; include a discussion of the information presented at the Loudermill meeting.  
Employment History {optional}
Additionally, Add employment history, including date employee started with the county and disciplinary past history or notifications of conduct of a similiar nature
Conclusion

Reiterate in summary form the reason for the termination/suspension and the reason that the termination/suspension is warranted.

For the reasons set forth above, I am sustaining Division director's recommendation that you be terminated/suspended from employment with the Department name.  Your termination is effective as of the date of this letter/ you will serve your suspension on XX date.  

If a termination, reduction in rank or pay, or suspension in excess of 60 calendar days add: Unless otherwise provided in your collective bargaining agreement, you have the right to appeal your discharge to the Personnel Board.  Unless otherwise provided in your collective bargaining agreement, you have the right to appeal this disciplinary action to appropriate authorities through the initiation of the grievance procedures provided for in Personnel Guidelines Section 17.
If a termination for conduct (as opposed to performance) add: Based upon the facts set forth above, your employment is terminated and you are ineligible for reemployment with King County.
If a termination add:

Please note that all King County property must be turned in to your supervisor on or before your last day of employment.  This includes, but is not limited to, your bus pass/ID/keycard, uniform, keys, etc. that have been issued to you.  You are no longer authorized to utilize the King County’s computer system, including the email system.  You are not eligible for rehire into a King County position.
Please be aware that you may contact King County Benefits for information on COBRA medical benefits at 206-684-1556.  I have also enclosed an Exit Guide which will provide you with valuable information as you leave County employment.

Sincerely,
Name
Title
Department and division
Enclosure:
Exit Guide

I have received the original and one copy of this letter on this date.  My signature is an acknowledgment of the receipt of this letter.

Signature
Date



cc:
Guild, union, association rep
Investigator
Supervisor

HR Service Delivery Manager

Labor negotiator's name, Office of Labor Relations
Personnel File 

