Verbal Warning Checklist

Verbal Warnings: Helpful Tips:
· Used for minor and first offenses such as:
· Tardiness
· Smoking in unauthorized areas
· Inefficient, incompetent, or negligent work performance
· Foul or abusive language
· Respond immediately to the offense
· Be consistent in enforcing all such occurrences for all employees
· Keep an informal log consistently to avoid a gradual or surprise escalation of a treatable problem
	Verbal Warning Checklist:
√
	TASK

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

	
	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 that was discussed

	
	Fill out an Employee Discipline Report summarizing the conversation and file, with the Warning Notice, in the Personnel File.












