Disciplinary Notice Form: Poor Work Performance

This disciplinary notice form sample is designed to address poor work performance effectively, ensuring clear communication
between management and employees. It provides a structured format to document performance issues and outline necessary
corrective actions. Using this form helps maintain accountability and supports the improvement process within the workplace.

Employee Name: ]

Employee ID: ] \

Department: ] \

Position: ] \
Date: ]

Type of Disciplinary Action:
||_ Verbal Warning
||_ Written Warning
||_ Final Warning
- Suspension

[~ other (Specify):]

Description of Poor Work Performance:

Previous Related Discussions/Warnings (if any):

Corrective Actions/Expectations:

Consequences of Continued Poor Performance:

Manager/Supervisor Comments:

Signatures Date

Employee: ’ \

Supervisor/Manager: ’ ‘

HR Representative (if applicable): ’ \

Note: Employee signature acknowledges receipt, not necessarily agreement with the content of this form.
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