Disciplinary Notice Form

Employee Name:

Position/Department:

Date of Incident:

Issued By (Supervisor/Manager):

Type of Infraction (check all that apply):
™ Attendance/Lateness

I_ Work Performance

[ conduct/Behavior

I_ Policy Violation

[~ other

Description of Incident:

Action Taken:

[~ Verbal Warning
[~ written Warning
[ other

Employee Comments (optional):

Employee Signature: Supervisor Signature:

Date: Date:

Note: Signatures indicate receipt and discussion of the notice, not necessarily agreement with its content.
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