Put on School/Department Letterhead
TO: 		[Employee Name], Educator 
FROM: 	[Principal Name], Principal 
DATE: 	[Date]
SUBJECT: 	Written Reprimand: Job Performance – Student Attendance Tracking 
This memorandum serves as a formal Written Reprimand regarding your job performance as an educator, specifically concerning your compliance with student attendance tracking requirements. 
Background & Prior Interventions
On [Date of Initial Meeting], we met to discuss expectations and concerns regarding your attendance entry. I summarized our conversation in a follow-up email that outlined my expectations with specific directives for improvement.  
On [Date of written warning], we met again to address ongoing concerns regarding your failure to accurately record daily attendance.  At that time, I provided you a formal written warning containing specific directives for improvement.  
Despite these prior discussions and directives, subsequent incidents have occurred, making this formal disciplinary action necessary.  
Summary of Concerns
A review of your attendance submissions revealed repeated non-compliance with established District standards: 
· [Date Range / Specific Dates]: [Detail missing or late attendance entries] 
· [Impact / Statistics]: [Include percentages, number of missed periods/days, or specific instances to justify warning] 
Your failure to accurately record student attendance violates the following District policies:
District Policy AA432 Student Attendance and Teacher Disclosure Statements, specifically section II.A.;
3.    Classroom teachers are required to record and verify daily student attendance as outlined in the Student Services Planning and Enrollment Manual.

District Policy DP316 Orderly Termination Procedures-Licensed, specifically section II. B. 1.;
a. Insubordination, which includes an act of serious insubordination, repeated acts of insubordination, or a pattern of insubordinate behavior.  Insubordination is any event under the employee’s control that disregards or fails to comply with a directive given by one having authority to give such directives.  Directives shall be specific and understandable.
f. Conduct which may be harmful to students or the District.

Directives
Effective immediately, you are required to comply with the following directives: 
1. Policy Adherence: Consistently record daily student attendance in accordance with District Policy AA432 (Student Attendance and Teacher Disclosure Statements). 
2. Timeliness: Submit accurate attendance records by [Insert Daily Deadline/Time] every school day.


Failure to immediately and consistently follow these directives will result in further disciplinary action, up to and including termination of your employment in accordance with DP 316.  

Support & Next Steps
My primary goal is to support you in successfully meeting these job requirements. 
· Training & Assistance: If you need technical assistance or additional training on the attendance portal, contact me immediately so support can be scheduled.
· Performance Monitoring: I will regularly monitor your attendance reporting for ongoing compliance. 
Receipt & Acknowledgment
A copy of this Written Reprimand will be placed in your District personnel file. You have the right to submit a written response to this reprimand within 10 calendar days of receipt. 

Your signature below verifies that you have received a copy of this memorandum and understand that all District policies are accessible on the District website. Your signature indicates receipt only and does not necessarily indicate agreement with its contents.
__________________________________________ 		____________________
Employee Signature 							Date 

__________________________________________              	____________________
Supervisor Signature 							Date
