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To:	[INSERT EMPLOYEE NAME]

From:	[INSERT NAME AND TITLE OF ADMINISTRATOR ISSUING WRITTEN WARNING]

Date:	[INSERT DATE]

Re:	Written Warning

	In accordance with Article 17 B of the District/NEA-Bernalillo Collective Bargaining Agreement and BPS Policy G-6100, you are given this Written Warning.

As you and [INSERT NAME OF EMPLOYEE’S SUPERVISOR] discussed in your meeting on [INSERT DATE OF DUE PROCESS MEETING], the Bernalillo Public School District (the “District”) has received allegations that [DESCRIPTION OF CONCERN – LIST AND DESCRIBE EACH INCIDENT THAT GAVE RISE TO THIS WRITTEN WARNING.  FOR EACH INCIDENT LISTED, STATE WHAT THE EMPLOYEE DID AND/OR SAID THAT WAS INAPPROPRIATE; WHETHER THE INCIDENT OCCURRED ON SCHOOL PROPERTY OR AT A SCHOOL-SPONSORED EVENT; WHETHER STUDENTS, PARENTS, COMMUNITY MEMBERS, AND/OR OTHER SCHOOL STAFF MEMBERS WITNESSED THE INAPPROPRIATE INCIDENT; ETC.]

Please be advised that your unprofessional behavior [INSERT BRIEF CHARACTERIZATION, such as “toward this student,” “toward your co-workers,” “toward parents of District students,” etc.] violates New Mexico Public Education Department (“PED”) regulations as well as District policies.  [STATE EACH OF THE PED REGULATIONS AND DISTRICT POLICIES THAT WERE VIOLATED.  QUOTE THE APPLICABLE LANGUAGE FROM EACH REGULATION AND POLICY.]  Complete copies of [STATE THE NAME AND NUMBER OF EACH PED REGULATION AND DISTRICT POLICY QUOTED] are attached to this Written Warning.

[STATE EXACTLY HOW THE EMPLOYEE’S UNPROFESSIONAL CONDUCT VIOLATED EACH DISTRICT POLICY AND REGULATION QUOTED.  For example, you might say, “Tapping a student on the head with any object, including but not limited to a wooden mallet, violates the PED regulations and District policies described above.”] Be advised that the District will not tolerate such conduct, which is both inappropriate and unprofessional.

	Because you are an employee of the District, you are specifically notified by this Written Warning of the District’s expectations as to your future conduct.  You are specifically instructed not to [BRIEFLY DESCRIBE THE INAPPROPRIATE AND UNPROFESSIONAL CONDUCT IN GENERAL TERMS, such as “tap, strike, slap, or touch, either directly or by using an object, any District student of any age at any time or under any circumstances, regardless of the provocation, unless such touching is necessary to prevent immediate injury to the student or to any other person.”  ALSO INCLUDE ANY TIMELINES OR DEADLINES BY WHICH THE EMPLOYEE MUST COMPY WITH THE INSTRUCTIONS LISTED.] You are specifically directed to read and abide by [IDENTIFY THE POLICIES AND REGULATIONS QUOTED ABOVE], copies of which are attached to this Written Warning.  You shall not retaliate against, or suggest or encourage others to retaliate or seek reprisals against, anyone who may have made a report or given a statement to the Administration regarding your conduct.  

	The District expects you to follow the instructions contained in this Written Warning.  Any deviation from those instructions will be considered insubordination and may result in further discipline, up to and including discharge or termination.

	Your signature below indicates that we have reviewed all portions of this Written Warning and that you have received a copy.  


Witness

Print Name:

Name:

Date

Name:


Date:



Signature implies receipt, not agreement.
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