Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Corrective Action Notice

Employee: _________________________________
Date: ____________________


Department: ________________________________ 

Steps:






Date of Occurrence _____________________
( Written Warning



Time _________________ AM ____ PM ____
( Second Warning
( Final Warning
( Dismissal 

1. Statement of the problem: (violation of rules, standards, practices or unsatisfactory performance.) 
2. Prior discussion or warnings on this subject: (oral, written, dates.) 

3. Statement of company policy and expectations/standards on this subject: 
4. Summary of corrective action to be taken: (Include dates for improvement and plans for follow-up.) 
5. Consequences of failure to improve performance or corrective behavior: 

Employee comments: 
My signature does not necessarily mean that I agree with this notice but that I acknowledge I have been spoken with about it and have been given a copy for my records.

	Employee Signature:
	
	  Date:
	

	
	
	
	

	Supervisor Signature:
	
	  Date:
	


Distribution: One copy to Employee, one copy to Supervisor and original copy to Human Resources to go in Personnel File.
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