Employee write-up form

Employee information
Employee name:
Job title: Department:
Date of incident: Date of report:
Supervisor name:

Policy violation

Type of violation: Attendance Other:

Company policy or standard violated:

Incident description

Describe the incident in details including dates, times , and witnesses:

Corrective actions

Outline the steps required for the employee to correct the behavior include deadline or
follow-up dates if applicable:

Approved by: Date:
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Employer statement

Employee statement

Previous warnings

1st warning/date: Type:
2nd warning/date: Type:
3rd warning/date: Type:
Other:

Acknowledgement and signatures

Supervisor name:

Supervisor signature: Date:

I have read this warning and corrective actions. | understand it and have
received a copy of the same.

Employee name:

Employee signature: Date:
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