EMPLOYEE WARNING NOTICE

Employee Name:                         
Employee Number:   




TYPE OF VIOLATION:

	Attendance
	
	Failure to Follow Instructions
	

	Lateness/Early Quit
	
	Willful Damage to Equipment
	

	Rudeness to Children or Staff
	
	Insubordination
	

	Violation of Policies and Procedures
	
	Violation of Rules
	

	Carelessness
	
	Unsatisfactory Work
	


PREVIOUS WARNINGS:

	
	ORAL
	WRITTEN
	DATE
	BY WHOM

	1st warning
	
	
	
	

	2nd warning
	
	
	
	

	3rd warning
	
	
	
	


Statement from Program Manager:


















Date:                               Time:            am/pm 

EMPLOYEE STATEMENT:

(  I agree with the Program Manager’s statement.

(  I disagree with the Program Manager’s statement because  





































ACTION TO BE TAKEN:

· Warning 

( Probation

( Suspension
( Dismissal

( Other

If OTHER, please explain:  



























Consequence should incident occur again:  































I have read this Employee Warning Notice and I understand it.

Employee’s Signature 









Date

_______















Supervisor’s Signature 









Date

