Employee write-up form
WMM}Q/\M ploy P

Fill it in the same day. Facts only.

WHAT HAPPENED — in your own words: who, what, in order. No guesses, no blame.

DID ANYONE SEE WHAT HAPPENED? WITNESS NAME & PHONE (optional)

(] No one saw what happened

EMPLOYEE DATE & TIME WHERE DID IT HAPPEN?

REASON
(] Attendance / punctuality U Policy violation (J conduct / behavior (] Performance / quality of work
O Safety violation (J other

POLICY VIOLATED (optional — from your handbook)

EMPLOYEE PRESENT FOR THIS MEETING? ANYONE ELSE PRESENT? (name)
D Yes [:] No
LEVEL

(J Verbal warning [J Written warning (] Final written warning

EXPECTATIONS / IMPROVEMENT PLAN (optional)

1/, the employee, acknowledge receipt of this disciplinary record. My signature confirms |/ received the document; it does not mean / agree
with its contents.

Employee signature & date Manager name & job title Manager signature & date

D Refused to sign D Not present

Next time, do it in 5 minutes by voice.

Speak what happened, answer a few questions, sign on the phone. Sealed report + PDF by email.

Template only, not legal advice. Laws vary by state.



