	
	Leigh High School Thespian Troupe #7618

Crew:  ____________________


Date of Violation_________________________________ Time of Violation___________________________
MEMORANDUM FOR (Student Name; Grade) ___________________________________     ____________
FROM (Crew Head, TD, Director, PM, SM)______________________________
SUBJECT:  Letter of  (circle one) <<Counseling>><<Admonishment>><<Reprimand>>
References:
1. Investigation has disclosed that the student crew member has violated the expectations of the Technical Theater department for Thespian Troupe #7618 in the following manner:

a) Arrive on time or early to every work call, prepared to work the moment you arrive (Punctuality)
b) Verbally notify your crew head and TD (or PM) any time you will be late to or miss a work call time a minimum of 30 minutes before your scheduled call time. (Responsibility)
c) Report to your crew head and sign in immediately upon arrival and upon completion of an assigned task.  Sign out when you leave. (Responsibility)
d) Allow ample time to clean up your work area at the end of each work day; never leave any tools or equipment out in a non-secure or dangerous location. Always lock up/secure your work area at the end of every shift. (Security and Safety)

e) Treat other technicians, actors, and theater staff with respect and kindness. (Respect)

f) Never refuse a technical task given by a superior (crew head, designer, or Director) (Excepting for reason of safety.)  (COC)

g) If something is damaged as part of a work shift, immediately report it to your crew head and technical director.  (Security)

h) Other__________________________________________________________________

2. You are hereby <<counseled>><<admonished>><<reprimanded>> (discuss the impact of what the member did or failed to do and what improvement is expected)

3. Your conduct is unacceptable and any future misconduct may result in more severe action, eventually leading to suspension from the class without compensation or permanent release from service.  
4. You have an opportunity to submit comments or documents for consideration.  If provided, the comments and documents you submit become a part of the action.  DISCLOSURE:  Your written acknowledgement of receipt and signature are mandatory.  Any other comments or documents you provide are voluntary.
5. You will acknowledge receipt of this letter immediately by signing the acknowledgement below.  Any comments or documents you wish to be considered concerning this letter must be submitted within 2 days.

Student Name (printed)  _____________________________ Position/Crew ________________
Name of Person Submitting Letter__________________________ Position_________________

I acknowledge receipt and understanding of this letter on (Date) ____________________.  I understand that I have two (2) school days from the date of this letter to provide a response and that I must include in my response any comments or documents I wish to be considered concerning this letter.

Student Signature____________________________________
Date: ____________________
Issuer’s Signature____________________________________
Date: ____________________

I have reviewed the allegations contained in this letter.  (I am submitting the attached documents in response) (I hereby waive my right to respond)-Circle One.
Student Initial_______

Letter Acknowledging Failure to Meet Crew Expectations


I understand that on (date) ____________ at (time) ____________ I failed to meet the following 

Technical Theater Expectation:  ______________________________________________________________.


I regret my actions and the damage or disruption they have caused to Leigh’s Theater department and will work to meet all future expectations.  

In 100 words minimum, fully describe the expectation you failed to meet, why it is important to meet this expectation in the future, and what concrete actions you can take to meet this expectation in future work calls.
Student Name (printed) __________________________________________  Date _______________

Student Signature ________________________________________________ Date______________

Failure to complete and return this letter within 24 hours of receipt will result in an initial LOC.
The student’s crew head will retain a copy of this letter for the duration of the current school year.

