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Discharge for Provisional Employee
TO:
Name and Title of Employee 

FROM:
Name and Title of Department Head
DATE:
Enter Date

SUBJECT:
Provisional Discharge
This letter is to inform you that effective immediately, your employment with (name of the department) with Augusta University is being terminated for failure to satisfactorily complete the provisional period.  Under Augusta University and Board of Regents policy, the first six months of employment for all classified employees is a provisional period and the employment relationship may be ended at any time during this period.  
Please return to me all Augusta University property issued to you, including the identification badge, departmental keys, parking decal, computer equipment and any other supplies.

Please proceed to Human Resources with the signed clearance form provided to you in order to complete the required clearance process, and to discuss the conversion of your benefits and COBRA coverage.





Date

Supervisor
I acknowledge receipt of this notice. In doing so I do not necessarily agree with the action indicated. I understand in accordance with Augusta University policy, I cannot file a grievance related to this discharge since I was terminated during the provisional period. 




Date

Employee
Please check all that apply:

( Document issued in person

( Document mailed on ____________ 

( Rehire Eligibility Status (REQUIRED)

· Eligible for Rehire

· Conditional* 

· Ineligible for Rehire**

*If your rehire eligibility status is Conditional, you may appeal the status through AU Human Resources.

** Ineligible for Rehire designations require USG System Office approval.  Once AU Human Resources receives the status determination, you will receive official notification of the eligibility determination by mail from AU Human Resources.

Original to Human Resources Division (attach relevant documents)

Copy to Employee
Copy for Departmental Files
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