Business
Personal
Attorneys
Forms
Support











Sign in
Open main menu






Business
Personal
Attorneys
Forms
Support











Sign in
Open main menu




[image: ]


    
      
        
          
          
          
                    
                      
                                                Browse Templates
        
        

        
          
            
            
			
	Date: 	 Employee's Name: 	Department: 
	Title: 	    Date of Incident: 	


1. Has a verbal warning been given? 


	NoYes, the verbal warning was given on 


2. Type of warning  

	First written warning
	Final written warning



3. Explain why this warning is being given (Additional information can be provided below).

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


4. Describe the employee's specific rule violation or performance problem:
	: 
	: 
	: 
	: 
	: 
	: 
	: 
	: 
	: 
	: 
	: 
	: 
	: 
	: 
	: 
	: 



5.	Describe the change in behavior that is expected of the employee:




6.	Describe the consequences if this behavior is not changed:




7.	Employee statement or rebuttal:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

TO BE READ AND SIGNED BY THE EMPLOYEE:

The above problem(s) have been discussed with me, and I understand that failure to improve my performance or additional unsatisfactory behavior will result in further disciplinary action, up to and including suspension or termination. I understand that my signature does not necessarily signify agreement with the facts or actions stated. If I disagree, it is my option and responsibility to pursue an appeal as follows: 

Employee's signature: ________________________________ Date: ____________________

-or-

Employee was asked to sign this written warning on   _______________   but declined to sign.

Witnessed by: ________________________________________ Date: ____________________

Name:

Title:

Supervisor's signature: _______________________________________ Date: _____________
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              Employee Written Warning Form - Free Template


                
                  Handle employee relations professionally with our employee written warning form. Address violations, improve performance, and maintain a well-documented record.
                

           
              
                
                  Create for free

                
              

              
                
                  
                    
                      
                        Employee Relations
                      

                    
                  
                
              

              
                
                  
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                           
                  
                
                Copy link

              


              
                
                  Complete your document with ease
                


                
                  

                          
                            
                              
                              
                              
                              
                          

                          
                            
                              Fill and download for free 
                             
                            

                            
                              Answer guided questions to create and download your document quickly
                            

                          

                         
                          
                        

                    
                      
                          
                            
                              
                              
                              
                              
                              
                              
                          

                          
                            
                              Customize 
                             
                            

                            
                              Personalize your document to meet your needs with a rich editor (additional fee)
                            

                          

                         
                          
                        

                   
                      
                          
                            
                              
                              
                              
                              
                              
                              
                              
                          

                          
                            
                              Sign electronically
                             
                            

                            
                              Self-sign or request signatures online securely in just a few clicks (additional fee)
                            

                          

                         
                          
                        

                   
                    
                    

                

            
            

          

        

          
            
            
 
  What's an employee written warning?
 


When an employee violates a company policy, a written warning helps you in two ways. It offers a means of disciplining the employee to improve their awareness and job performance, and it also creates documentation for the company should punishment or dismissal prove necessary in the future. Protect the integrity of your business with an employee written warning.




Here's the information you'll need to have handy to complete your employee written warning:


-

 Who it's going to

: Know the employee's name and the department that will receive this disciplinary notice.


-

 Subject matter

: Have details of the rule violation or performance issue handy.


-

 Dates

: Be clear about the date of any specific incident and any previous warnings.


-

 Next steps

: Clarify the future expectations of behavior for the employee, as well as further disciplinary means if behavior doesn't change.
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                      Consent to Drug Testing Form
                    

                  
                  Secure permission for drug testing with a consent to drug testing form. Ensure a drug-free workplace or academic environment by obtaining the necessary approval professionally and efficiently.
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                      Employee Handbook Acknowledgment Form
                    

                  
                  Ensure your employees read the employee handbook and clearly understand the company policies. An employee handbook acknowledgment form helps you to get a written confirmation of the same.
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                      Employee Release of Information Form
                    

                  
                  Make informed hiring decisions with an employee release of information form. Request prospective employees to authorize the release of their employment history and personal information for employee verification.
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                      Employment and Salary Verification Form
                    

                  
                  Give your rental property to the eligible applicant confidently. An employment and salary verification form allows you to check the applicant's income and employment background.
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                      Time off Request Form
                    

                  
                  Write a formal note to your supervisor to accept your leave request. A time off request form makes it simple.

                

              

            

            
          

        

        
        
      

      
    

    


  
  



TopGet helpful tips and info from our newsletter!

Company
Company	About
	Careers
	Contact
	Investors
	Press
	Affiliates & partners
	Fast Break for Small Business


Support
Support	Order status
	Customer Care
	Speak with an attorney
	Join our attorney network
	Security
	See all services


Learn more
Learn more	Legal help articles
	Legal form templates
	LegalZoom vs ZenBusiness
	What is an LLC?
	How to Start an LLC?







© LegalZoom.com, Inc. All rights reserved.
LegalZoom provides access to independent attorneys and self-service tools. LegalZoom is not a law firm and does not provide legal advice, except where authorized through its subsidiary law firm LZ Legal Services, LLC.  Use of our products and services is governed by our Terms of Use and Privacy Policy.
Your privacy choices[image: California Consumer Privacy Act (CCPA) Opt-Out Icon]

ATTORNEY ADVERTISEMENT: Attorneys advertised on this site are independent attorneys. See the attorney in your area who’s responsible for this advertisement. LegalZoom.com, Inc. is not an "attorney referral service" or a law firm. The information you provide to LegalZoom is not protected by attorney-client privilege. Get more information about this advertisement if you live in Alabama, Missouri, or New York.





























