[Insert Company Logo]

Disciplinary Issues Report

Employee Name:                                                                      Date:

Position:                                                                                   Supervisor:

Description of performance necessitating action:

Specific information relating to performance issue:

Expectations for improvement:  (time frames, training, etc.)

Supervisory responsibilities:

Action being taken:

________  Verbal Warning



_________  Written Warning

________  Previous warnings, dates:

________  Termination

Next action if performance warrants:  Disciplinary action which may include termination.

Comments:

My signature below indicates that I have received a copy of this report.

Employee Signature:                                                                       Date:

Supervisor 

Signature:                                                                                        Date:

Personnel

Director:                                                                                          Date:

