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STATE OF LOUISIANA

Office of Motor Vehicles
POST OFFICE BOX 64886

 BATON ROUGE, LOUISIANA 70804-9064

Toll Free #: 1-877-DMV-LINE
www.expresslane.org

M E M O R A N D U M

(– DATE –)
TO:

(– EMPLOYEE –)
FROM:

(– SUPERVISOR –)
RE:
Written Notice of Sixth (6th) Unscheduled Absence–Civil Service Rule 12.6(a)2

NOTE TO SUPERVISOR:  This form is only to be used for the initial notice of the 6th unscheduled absence within a consecutive 26-week period after the employee was notified of the imposition of this rule.  An unscheduled absence occurs when an employee is absent from work without having obtained approved leave prior to the absence. 

This memo is to advise you that your absence on (– DATE–) has been documented as your sixth (6th) unscheduled absence in accordance with Civil Service Rule 12.6(a)2.  

On (–DATE OF COUNSELING SESSION–), you were notified that your consistent unscheduled absences, including tardiness, had become problematic and your attendance was in need of improvement.  To assist you in making the necessary improvement in your attendance, the provisions of Civil Service Rule 12.6(a)2 were imposed upon you. You were also advised that beginning (– DATE OF COUNSELING SESSION–), your future absences, if not pre-approved, would be documented as unscheduled absences in accordance with Civil Service Rule 12.6(a)2.  
Correcting your absenteeism problem is imperative.  Should you incur seven (7) unscheduled absences within the twenty-six consecutive week period that began on (-DATE OF FIRST UNSCHEDULED ABSENCE-), you may be non-disciplinarily removed from employment

MY SIGNATURE BELOW ACKNOWLEDGES THAT I HAVE READ AND RECEIVED THIS NOTICE AND A COPY OF CIVIL SERVICE RULE 12.6 – NON-DISCIPLINARY REMOVAL.

__________________________________________________________                 ___________________

   EMPLOYEE


                                                                       DATE

C:  
Supervisory File (w/ signatures)


District or Section Manager

Regional Manager

Administrator


OMV HR Personnel Liaison 
“An Equal Opportunity Employer”


