EMPLOYEE DISCIPLINARY NOTICE

Employee name: 






 Date: 





Position: 




Department: 
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Prior Counseling (include dates & reason) 
Description of problem requiring improvement or correction (include specific dates & examples):

Specific changes in performance or behavior required and the time frame in which they must occur:

Was this incident in violation of a company policy?



Yes

No
If yes, specify which policy and how the incident violated it.  ___________________________

____________________________________________________________________________

____________________________________________________________________________

Failure of employee to correct problem may result in further disciplinary action up to and including termination of employment.

Employee comments: 












Employee signature: 






 Date: 





Document if employee declines to comment or sign and obtain witness signature.

Supervisor comments: 












Supervisor signature: 






 Date: 





Next level of supervision or witness signature: 









Action Taken

What action will be taken against the employee?______________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Has the impropriety of the employee’s actions been explained to the employee?  Yes
No
Did the employee offer any explanation for the conduct?  If so, what was it? ________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Signature of person preparing report:_______________________________________________

Date:
_______________________________________________________________________

*Completion of this form shall serve as documentation only and should not be filed in the employee's personnel file. 
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