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Written Warning

This template will help you finalize a written warning for employees. Replace all the highlighted fields with the respective information. Remember to delete this text before printing the written warning.


	Warning number
	[enter warning number]

	Date of issue
	[enter date of issue]

	Expiration date
	[enter expiration date]




EMPLOYEE DETAILS
	Name
	[enter employee name]

	Position
	[enter employee position]

	Team
	[enter employee team]

	Manager
	[enter employee manager]




WARNING DETAILS
☐ First warning	☐ Second warning	☐ Final warning	☐ Other

Provide information about previous warnings (if applicable): 

	Date
	Warning type
	Warning number 
(if applicable)

	[Enter date]
	[Specify if the previous warning was verbal or written]
	[Enter number]

	[Enter date]
	[Specify if the previous warning was verbal or written]
	[Enter number]

	[Enter date]
	[Specify if the previous warning was verbal or written]
	[Enter number]




INCIDENT DETAILS
The employee has violated company policy for the following reasons: 

☐ Absenteeism/Failure to report to work	☐ Repetitive tardiness
☐ Damage to equipment or materials	☐ Harassment
☐ Failure to follow a procedure		☐ Erratic behavior
☐ Failure to follow safety rules		☐ Misuse of company property
☐ Theft of company property			☐ Subpar performance
☐ Insubordination				☐ Refusal to perform assigned tasks
☐ Rudeness to colleagues or clients		☐ Other (please specify)

Describe the incident or offense in as much detail as possible. Explain how the employee’s behavior has violated company policies and affected the company or others (e.g., colleagues or clients).

	[Example: The employee has failed to report to work on time on six occasions during the past two weeks.]

[Delete the example and enter your own text.]





Specify which disciplinary actions will be taken (if any). Describe which corrective actions will occur should the improper behavior continue.

	[Example: The employee will be put on probation if this behavior continues. If the lateness continues, the employee will be suspended without pay.] 

[Delete the example and enter your own text.]
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This written warning template is a guide you can follow during the disciplinary process. Its purpose is to inform you and provide you with a starting point, but it may not always be adequate for your particular situation. Please consult with your legal team to make sure that you comply with your local legislation. This document does not constitute legal advice. Remember to delete this text before printing the written warning
Manager
HRBP
Employee
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