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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 – Recommendation for Suspension for "X" days or termination
This is a notice that I propose that you be Suspended for "X" days or terminated from your position as Title with the Department name.  My recommendation is based upon sustained findings that you Summarize reason for proposal
Factual Basis for this Proposal
Specifically, on Date, you Include facts of incident, rule, code of conduct, policy and/procedure that was violated.  

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 

Proposed Discipline

The Director, or designee, will make the final decision concerning my proposal that you be Suspended for "X" days or terminated.  Prior to rendering a decision on the suspension/termination recommendation, you are entitled to a Loudermill meeting with appropriate department authority.  The purpose of a Loudermill meeting is to give you an opportunity to provide the Director, or designee, with any information you feel will assist him or her in rendering a decision regarding the suspension/termination recommendation.  The information presented may be verbal or written and will be considered by the director before he or she makes his or her final disciplinary decision.  The meeting is purely optional on your part.  Please check the appropriate box on the attached Loudermill Meeting Option Form to indicate whether you would like a meeting.  

A representative from Human Resources and a management representative from name of the division may also be present.  Your guild, union, association name representative may attend and present information on your behalf.  Outside legal counsel is not permitted.  Please check the appropriate box on the attached Loudermill Meeting Option Form to indicate whether you would like a guild, union, association name representative to attend the meeting. 

If you do not wish to have a Loudermill meeting, you may present written materials for the director’s consideration.  Please check the appropriate box on the Loudermill Meeting Option Form attached to indicate whether you would like to present written materials.

You have the right to seek assistance through the county’s Employee Assistance Program (EAP).  The EAP is a service to all employees.  Assessments, brief counseling, and referrals for personal concerns such as family issues, relationship problems, alcohol and drug problems, emotional problems affecting work life, and a wide variety of other problems are all part of the services.  EAP personnel may be reached at 206-263-8733.
Please return a signed copy of this letter and the Loudermill Meeting Option Form in the attached self-addressed stamped envelope no later than # of day/or a certain date after your receipt of this letter.

Sincerely,
Name
Title
Department and division
Attachment: Loudermill Meeting Option Form.

I have received the original and one copy of this letter, and the Loudermill Meeting Option Form (advising me of my Loudermill rights and options) on this date.  My signature does not signify an acknowledgment of guilt or acceptance of the recommended action.

Signature
Date



cc:
Guild, union, association rep
Investigator
Supervisor

HR Manager

Labor negotiator's name
Personnel File 

	LOUDERMILL MEETING OPTION FORM


This form is an attachment to the letter addressed to you, Employee name, regarding “Loudermill Opportunity – Recommendation for Suspension/termination”, dated Date.

You have a right to an opportunity for a meeting regarding this proposed discipline before a final decision is rendered.  This is called a “Loudermill” meeting.  The purpose of the Loudermill is to provide you an opportunity to offer any additional information that should be considered prior to making a final decision on the proposed disciplinary action.  Please check your desired option below:

	I wish to have a Loudermill meeting.

( Yes  ( No

If you answered Yes to the question above, and you are represented by a union, please check the following: 

I wish to have union representation at the Loudermill meeting.

( Yes  ( No  ( N/A

I do not wish to have a Loudermill meeting but am inclosing written materials which I would like the Director to consider in making his decision.

( Enclosing written materials



Return this page to department contact's name by date.
If you opt for a Loudermill meeting, the department will immediately begin the process of scheduling the meeting and will contact all necessary parties.  It is your responsibility to contact your union representative.
If you do not opt for a Loudermill meeting, or if you do not return this form by date, you will waive your right to respond to this matter and the director or their designee will issue a decision based on the current available information.  


