Written Warning – sample – not reviewed by attorney
Date:

Employee Name:

Statement of Problem(s) or Issue(s) & History of Previous Discussions:

Summary of What is Happening (or not happening as expected or agreed to):

Dates of past meetings

· Coaching (if done):
· Verbal Warnings:

· Prior Written Warnings (if done):

Prior Action Steps Taken & Agreements on Improvement (copy and paste from prior documents)
Corrective Action(s) To Be Taken and Results Expected: 

Time Frame for Improvement:

· Immediately and within the next XX days.  Future XX-day periods and warnings or termination of employment can occur if performance decreases or corrective behavior is not consistent.

	Item and  Resolution
	Check-in and Finish Dates

	
	

	
	

	
	

	
	


The intent is to define for you the seriousness of the situation so that you may take immediate corrective action. This written warning will be placed in your personnel file.
Employee Comments:

My supervisor has discussed the above content with me.  I understand the contents and acknowledge and understand the corrective action required.  I also acknowledge and understand the potential consequences of non-compliance.  I have read and received a copy of the above statement.

_______________________________________________

_______________

Employee Signature






Date

_______________________________________________

_______________

Supervisor Signature






Date
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