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Employee Warning Notice

Company Name: __________________________________________________________________________________________________________

Employee Name: __________________________________________________________________________ Date: _________________________

REASON FOR ACTION:
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Insubordination Erratic Work Behavior
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Excessive Absences or Lateness Violation of Company Rules Violation of Safety Rules Unsatisfactory Work Performance
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Refusal to Perform or Complete Assigned Work
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Other:  ___________________________________________________________________________________

ACTION TAKEN:
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Verbal Warning

First Written Warning Second Written Warning Probation
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Discharge
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Other: ____________________________________________________________________________________

DESCRIPTION OF INCIDENT:

Please provide a complete but concise description of the circumstances, which caused the issuance of this counseling form. Be as specific as possible, including names and dates:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Further violations will result in:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Corrective action to be taken:

What steps will the employee need to take to correct inappropriate work behavior?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Employee Comments:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

TO EMPLOYEE: your signature below means ONLY that: 1.You have read this document. 2. You do NOT necessarily agree with it. 3. You do NOT necessarily agree that a warning was even necessary. 4. You DO agree that your supervisor gave you a warning on the date written. 5. You were told that you may lose your job and may be discharged if your conduct does not improve.

Your employer hereby states that if you refuse to sign this document, despite the fact that you are admitting to no wrong doing by signing it, you may be discharged immediately following your refusal, for insubordination.

Employee Signature: ________________________________________________________  Date:


Witness’s Signature:_________________________________________________________  Date:


Supervisor Signature:  _______________________________________________________  Date:


PROBATION OR SUSPENSION

If a formal warning does not prove to be effective, the next step may be to place the employee on probation or suspension without pay. “On probation” simply means that the employee has a fixed time period in which to make specific improvements in performance. If the improvements are not made, the employee may be terminated, reassigned or demoted.

Suspension without pay is usually that last step in the disciplinary procedures. The employee is sent home to reflect upon his behavior/performance. When the employee returns from the suspension they have usually decided whether or not they will be able to conform to the rules and regulations set by the company.

Probation/suspension is intended to convey the extreme seriousness of the situation, in the hope that the employee will be motivated to improve performance to acceptable levels. There are very specific documentation requirements when placing an employee on probation. The Employee Warning Notice form should be used. The notice should state:

1. The circumstances prompting the action

2. Prior discussion with the employee and note of any previous warnings given to the employee

3. Specific achievement levels that must be reached (i.e. production, quality, attendance, etc.)

4. The length of the probation/suspension period (consider the behavior being corrected when choosing the time period)

5. Actions which will occur if improvement does not occur

6. A requirement that acceptable levels must be maintained

