
DISCIPLINARY NOTICE FORM

 TYPE OF DISCIPLINE ____________________________ 



	Date of Occurrence

	Employee Name



Note:  please use additional sheets as necessary.
Statement of the problem (violation of rules, standards, practices or unsatisfactory performance):
Explain Required Performance Standards:
Consequences of Continued Deficiency:
Failure to demonstrate immediate and sustained improvement per the information above or violation of any other company policies, procedures or rules may result in further disciplinary action up to and including termination of employment.
The job expectations and the consequences of not achieving them have been reviewed with me.  My signature only confirms receipt; it does not imply agreement or disagreement.
____________________________________          ____________________________
                          Employee’s Signature                                                                                 Date
I presented the job expectations and the consequences of not achieving them to the employee.
____________________________________         _____________________________
                        Manager’s Signature                                                                       Date
I approve of the job expectations and consequences as presented in this document.
____________________________________          _____________________________
                        Second Level Manager’s Signature                                                                      Date
Follow-up Comments/Dates (or if Final Determination, provide details of action taken): 
Original to personnel file.  One copy to the employee.
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