
Separation Notice for Misconduct
Employee Name: ______________________________________

Employee ID: ______________________________________

Department: ______________________________________

Position: ______________________________________

Supervisor: ______________________________________

Date of Notice: ____ / ____ / ______

Effective Separation Date: ____ / ____ / ______

Reason for Separation
â ​̃ Violation of company policies
â ​̃ Insubordination
â ​̃ Unethical conduct
â ​̃ Other (please specify): _____________________________________

Description of Incident(s)
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Relevant Policies Violated
___________________________________________________________________________
___________________________________________________________________________

Manager Comments
___________________________________________________________________________
___________________________________________________________________________

Supervisor / Manager
Date: ______ / ______ / ______

Employee
Date: ______ / ______ / ______
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