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Employee Write Up 
	



Employee Name__________________________      Date________________________

Job Title _____________________

First Warning _______	   Second Warning ______	    Third Warning ______
	Employee Offense



Excessive Absences_____    Tardiness/Leaving Early_____  Violation of Company Policy _____

Below Standard Work Performance_____         Poor Treatment of Co-Workers/Customers_____

Other________________________________________________________________________

____________________________________________________________________________
	More Information



Description of Offense____________________________________________________

______________________________________________________________________

______________________________________________________________________

Strategy for Improvement_________________________________________________

______________________________________________________________________

______________________________________________________________________

Repercussions of Future Offenses
2nd warning: 2 day suspension without pay __________
3rd warning: Termination____________


	Acknowledgment of Warning



By signing this form, you confirm you discussed and understand your offense in detail with the manager named above.  You acknowledge you and your manager have made a plan for improvement.
You acknowledge this meeting took place, even though you may not agree with the manager’s opinions and evaluation.  

Manager Signature__________________________________________   Date____________________


Employee Signature_________________________________________   Date_____________________


Witness Signature (if Employee understands the warning, but refuses to sign) 

_________________________________________			Date______________________




