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LETTER OF SUSPENSION TEMPLATE


March 15, 2021
Joe Jackson

Re: Behavior/Performance

As of the commencement of your employment as Safety Advisor, April 2019, there have been numerous occasions on which there has been constructive feedback delivered pertaining to your behavior and attitude.  

· September 7th, 2019 Verbal discussion regarding inappropriate behavior and language at Associate Retreat.  
· September 14th, 17th, 27th and October 1st 2012 Discussions regarding the volume and nature of text and email messages I was receiving from you.
· November 14th Discussion with manager Bob Jones regarding recent inappropriate attitude in office with other staff.  

Culminating Incident

You disobeyed specific direction from both Terry Lynn and Pat Doe (managers) to “not travel” from Craik to Regina on November 22nd due to dangerous road conditions.  Not only did this decision violate their direction, but it also violated our health and safety policy concerning driving.  Further, you lied to both Terry and Pat about his whereabouts on both the 22nd and the 23rd of November in order to cover up your actions. In order to further support this lie, he claimed to be working on both the Thursday and Friday at times where he was not working resulting in theft of time.  As demonstrated in supporting documentation, Terry was able to confirm that you were dishonest because she was able to call Sasktel mobility and locate you (in Regina) during the time of a 3:19 p.m. phone call on Thursday the 22nd.   

At 9:00 a.m., all managers confirmed that all the above information was correct.  

At 9:05 a.m., Conversation with you and managers occurred.  Initially you claimed to have stayed overnight in Craik.  As manager continued to question you and then presented some of the facts, you eventually admitted that he had lied. You acknowledged that you had intended on submitting timesheets that would have supported the lie.  You stated that you regret your dishonesty.
 
This suspension is an opportunity for both the organization and yourself to consider these challenges and your further employment with the organization.   Before your return, on Thursday November 29th 2019 at 8:00 a.m. you will meet the General Manager to discuss your possible return to the team.  You will provide the GM with a document detailing your decision and commitment to continued employment with the organization.

Should the decision be made to further your employment, and as these concerns have been previously broached verbally, this letter is to serve as formal notice of our expectations of future conduct: 
· A positive tone and manner will be used at all times with fellow employees, clients and contractors. 
· The Director of Operations will provide you with a detailed schedule of your work week and you will remain accountable to it.  There will be no changes to your schedule unless expressly authorized by the Director of Operations.  
· All travel must be approved by the Director of Operations without exception.  
· All expenses must be approved by the Director of Operations without exception.  
· All time sheets must be approved by the Director of Operations without exception.  Overtime will not be granted unless previously approved by the Director of Operations.   
· Any and all feedback of a negative or constructive nature will be directed to the General Manager and/or Director of Operations exclusively.

Trust, integrity and respect are cornerstone of this organization and any further inappropriate behavior or unwillingness to achieve the above expectations could be considered grounds for a just and fair dismissal.





Harry Lane _________________________			Date: ____________________
General Manager ABC Hospitality
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