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Date

Employee Name

Employee Address

Dear 



:

This is to inform you that your employment with Austin Community College is being terminated for 











          .

On 




 you received a written notice of these performance problems: 




. On 



 you were placed on probation for a period of 
 days. In addition, during this time, you were provided (identify meetings, trainings, etc.) 




. However, your performance has not improved. (Detail the performance issues, problems, and/or deficiencies).

Your performance demonstrates an inability to perform at an acceptable level the performance expectations for this position. Therefore, your employment is terminated as of 

          .

ACC employees have a right to appeal any employment decision. If you wish to appeal this decision, you may access the process instructions at www.austincc.edu/hr. Forms can be obtained from the Office of Human Resources by calling 223-7572. An appeal of this decision does not affect the termination process.

Your final paycheck will be mailed to you at the close of the business day of the next regular payday. You may choose to continue your medical insurance coverage at your own expense through COBRA. Please contact the HR Benefits Office (223-7617) at your earliest convenience and no later than within two (2) weeks of the termination date.

If you have any questions or concerns, please call me at 



.

Sincerely,

Supervisor

Title

Enclosure: Performance Review Notice

Cc:  HR Records, Office of Human Resources
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