[bookmark: _GoBack]DISCIPLINARY REPORT / WARNING FORM

Name of Employee: __________________________________________________________
 
Position/Job Title: ___________________________________________________________
 
Immediate Supervisor: ________________________________________________________
 
 
ACTION TAKEN:
 
____ First Written Warning
 
____ Second Written Warning
 
 
 
Effective Period: _________ (Months)
 
Reasons for warning / Brief Account of incident
 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
 
 
 
Explanation of the employee
 
 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
 
 
 
Recommended future conduct and / or corrective action required of employee/supervisor 
 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
 
 
 
It is noted that further misconduct may result in more serious disciplinary action.
 
 
 
Above action was taken by: ________________________________________
 
 
Employee represented by: __________________________________________

 
Signature: ______________________________
 
Date: ____________________________________
 
 

I hereby acknowledge receipt of the warning and understand the contents thereof.

 
Signature: ______________________________
 
Date: ____________________________________
 
 
 

