
Notice of Disciplinary Action Form
For Poor Performance

Employee Name ___________________________________________

Employee ID ___________________________________________

Department ___________________________________________

Position ___________________________________________

Date of Notice _______________/_______________/__________

Type of Disciplinary Action

 Verbal Warning
 Written Warning
 Final Warning
 Suspension
 Other: ____________________________

Description of Performance Issue(s)

____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
(Describe in detail the specific areas where performance has not met the required standards.
Reference previous feedback or warnings, if any.)

Expectations for Improvement

____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
(Clearly state the expected performance improvements and any resources/support provided.)

Consequences of Further Poor Performance

____________________________________________________________________
____________________________________________________________________
(Describe possible outcomes if there is no improvement.)

Review and Follow-Up Date

_______________/_______________/_______________

Manager/Supervisor Signature:

_______________________________
Date: ____/____/____

Employee Signature:

_______________________________
Date: ____/____/____

Note: Employee signature indicates receipt of this notice, not necessarily agreement with its contents.
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