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DATE

NAME 
ADDRESS
PHONE
EMAIL


RE: Notification of Volunteer Dismissal

Dear [NAME]:

This is notification of your dismissal as a University Volunteer from [NAME OF PROGRAM] at University of Wisconsin-Madison, effective [DATE]. As outlined in the UW-Madison Volunteer Agreement, volunteer services may be ended at any time.

Volunteers, as representatives of the university, are expected to abide by all [VOLUNTEER PROGRAM] and university policies and procedures. [BRIEF DISCUSSION OF REASONS ASSOCIATED WITH DECISION, EXAMPLE: After review of your reporting responsibilities by VOLUNTEER PROGRAM and University of Wisconsin-Madison central campus offices, it was determined that you failed to abide by policies requiring you to report concerns regarding child abuse.] Based on this review, the decision to dismiss you as a volunteer was made. [If applicable, note any implications on the ability of the individual to volunteer with VOLUNTEER PROGRAM in the future.] This decision is not subject to further review or appeal.

Departing volunteers are required to return all keys/keyless entry cards, equipment, and University property, which includes the property of [NAME OF PROGRAM], as well as any materials that may identify you as a UW-Madison volunteer (e.g., nametags). Should you be in possession of such property at this time, please contact [NAME OF CONTACT] at [EMAIL] or [PHONE] to arrange return to [NAME OF LOCATION AND ADDRESS].

Sincerely,


NAME
TITLE [TYPICALLY VOLUNTEER PROGRAM DIRECTOR or DIRECT SUPERVISOR]

CC: PROGRAM MANAGER or RPM  
       DESIGNATED VOLUNTEER MANAGEMENT ADVISOR       
       DEAN AND DIRECTOR 
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