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	☐ Written record of verbal warning (CTU, APA, APSA)
☐ Written reprimand

	☐ Suspension of ____ days
☐ Discharge


	Employee Information

	Employee Name (Last, First,) 
	PERNR
	Classification/Title

	
	
	

	Supervisor
	Hire Date
	Department
	Date of Statement

	
	
	
	

		Union:
	☐ APSA

	☐ APA
	☐ CTU
	☐ IATSE
	☐ POAM
	☐ SSTU
	☐ 1585
	☐ 324
	☐ Non-Union





	Description of Misconduct: 

	             









	Future infractions may result in further disciplinary action up to and including discharge.

	Work Rule(s) or Policies Violated

	

	Previous Action(s) Taken with Dates

	

	
	

	The following corrective action is expected: 

	




	

	

	Given to Employee by (Signature) – (If not delivered in person, note method of service)
	Date

	
	

	☐ I hereby certify that I have had an opportunity to review this notice of support staff disciplinary action and understand that I am to receive a copy of it.

	


	Employee’s Signature:
	
	Date

	☐ Employee declined to sign. 

	




	COMPLETE ONLY WHEN AN EMPLOYEE IS SUSPENDED WITHOUT PAY 

	
 Disciplinary suspension for ________ day(s) beginning on _______________  
                                                                                                              Date
The employee is to return to work on _______________  
                                                                           Date
       

	



	Employee Resources
	

	Program
	Website
	Phone
	Email 

	Employee Assistance Program (EAP)
	eap.msu.edu
	517-355-4506
	eap@msu.edu 

	Resource Center for Persons with Disabilities (RCPD)
	rcpd.msu.edu
	517-884-RCPD
	WorkplaceAccommodations@hr.msu.edu

	Leave Programs
	hr.msu.edu
	517-353-4434
	SolutionsCenter@hr.msu.edu 

	Care and Intervention Liaison
	
	
	lucase@msu.edu 

	Misconduct Hotline
	misconduct.msu.edu
	800-763-0764
	

	Office for Civil Rights
	civilrights.msu.edu
	
	

	Health promotion, Engagement, Accessibility, and Accommodation
	worklife.msu.edu
health4u.msu.edu

	517-353-1635
	worklife@msu.edu 



Distribution – Send one copy each to:
☐ Employee
☐ Department
☐ Union/Association
☐ Employee Records
☐ Labor and Employee Relations
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