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Pre-Leave Restriction Memo
Date:
To: 

Employee Name
From:  

Supervisor’s Name and Title
Subject:  
Possibility of Leave Restriction
This is to express my concerns about your continuing leave problems, the latest of which involved:
Write out what happened.
In prior discussions,

List date and subject line of prior counseling memoranda and review the behavior and your expectations stated in each.

Your conduct as expressed above is unacceptable.  This memorandum serves as notice that should future behavior involving (State behavior, e.g., tardiness, continued pattern, etc.) continue, you will be placed on leave restriction which will limit your use of leave and require documentation supporting each absence regardless of duration.  Agency (Letter, Policy, Guidance, etc.) includes a copy of a draft leave restriction letter.  In any case, as pointed out earlier in the prior memoranda, you should read that policy and follow it.
Include your Agency’s employee assistance program notice:

If you are having problems of a medical, financial, family or of another nature that may be affecting your work, feel free to contact the AGENCY NAME Employee Assistance by calling EAP PHONE#.  This is a confidential service.  For more information, go to http://www.AGENCYEAPWEBSITE.gov.
If you wish to discuss this memorandum with me, please let me know immediately.
