University of Mary Washington

OFFICE OF HUMAN RESOURCES


Recommendation for Termination
of a Probationary Employee 

Before a probationary employee can be terminated, supervisors must complete this form, obtain the Department or Division Head’s approval, and then submit this form to the Office of Human Resources for approval.  When summarizing the situation below, please refer to any previous documentation you may have.

Employee Name:      
	1.  Have you communicated your discontent with performance and/or conduct to the employee?  If so, please list the dates and the format used (i.e. meeting or letter).

	     

	Is there documentation of this communication?

	     


	2.  What development opportunities have you provided for the employee to resolve this problem?  (training, counseling, on-the-job tips)  If none, explain why.

	     


	3.  Why do you feel it necessary to terminate this employee?  Please list specific reasons.

	     


	4.  In your opinion, why are further development opportunities not an option?

	     


____________________________________

________________

Signature, Requesting Supervisor



Date

____________________________________

________________

Division/Dept. Head




Date

____________________________________

________________

Signature, Ass’t Vice President for Human Resources

Date

____________________________________

________________

Signature, Vice President for Administration & Finance
Date
Office of Human Resources, November 2006

