Discipline Documentation Form

Employee Last Name, First Name_________________________________________________________
Department__________________________________________________________________________
Supervisor Last Name, First Name_________________________________________________________
Reason for Disciplinary Action:

Repeatedly punching in or arriving early to work without supervisor approval. 

Repeatedly arriving late to work without supervisor approval.

Trading schedules without supervisor approval.

Not alerting supervisor to employee’s need for time off with adequate advance notice.

Disregard for supervisor’s instructions.

Social networking or otherwise using a work PC for personal use on a public desk

Other, Explain _____________________________________________________________________________________

_____________________________________________________________________________________

Verbal Warning Date: ___________________________________________________________________
Written Warning Date: __________________________________________________________________
[bookmark: _GoBack]Final Written Warning Date: _________________________________________________________________
Employee’s comments:


Staff member signature and date _________________________________________________________
Supervisor signature and date      _________________________________________________________
The employee’s signature indicates only that the employee has received a copy of the Discipline Documentation Form and the supervisor has discussed it with the employee.  The employee’s signature does not indicate agreement with the Form.  A copy will be provided for the staff member and the original will be filed in the personnel file.
