Written Warning Checklist

Written Warnings – Helpful Tips

· Issued for repetition of verbal warnings, or first offenses such as:
· Unauthorized absence for one or two days
· Sleeping on the job 
· Negligent or careless use of company property
· Improper release of confidential information

· Employee must be informed that you are issuing a written warning.

	Checklist

√
	TASK

	
	Arrange to talk with the employee privately in an office, room, or other area that is not visible to others.

	
	Before meeting with the employee, review all notes on the specific incident and other warnings in the personnel file.

	
	Tell the employee what the issue is, in specific terms, and let them know what the expected or acceptable behavior is.

	
	If applicable, reference previous conversations about the behavior.       

	 
	Allow the employee time to explain his or her side of the story by listening actively.

	
	Let the employee know, specifically, how this behavior must be changed.

	
	Seek confirmation of employee understanding and compliance; request verbal confirmation of such.

	
	Let the employee know that you are confident in his or her ability to correct the behavior.

	
	Have a warning notice completed and ready for the employee to sign that documents the behavior and corrective action just discussed.

	
	Fill out an Employee Discipline Report summarizing the conversation and distribute copies of the report to the employee’s supervisor and/or HR Manager.

	
	File the Employee Discipline Report, with the Warning Notice, in the employee’s Personnel File.

	
	Observe employee behavior to ensure that the corrective action 
has been followed.











