Employee Written Warning

Employee’s name: ___________________________
Job title: ___________________________
Date: ___________________________
Manager/Supervisor’s name: ___________________________

Reasons for warning:
☐Excessive breaks			☐Tardiness
☐ Policy violation			☐Refusal to obey order
☐Absenteeism			☐Language
☐Failure to meet performance objectives
☐Failure to meet performance
☐Rudeness				☐Refusal to work overtime		

Details of the employee’s actions
____________________________________________________________________________________________________________________________________________________________________

Relevant internal regulations regarding misconduct/poor performance
____________________________________________________________________________________________________________________________________________________________________
The following corrective action will be taken by the employee:
____________________________________________________________________________________________________________________________________________________________________
The time frame for corrective action:
__________________________________________________________________________________
Failure to meet expectations will lead to a final warning/dismissal.

Employee’s signature					Date:
Manager’s signature					Date:
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