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	TYPE OF WARNING

	TICK WHICH EVER IS APPLICABLE

	FIRST WRITTEN WARNING

	

	SECOND WRITTEN WARNING

	

	FINAL WRITTEN WARNING

	


	EMPLOYEE’S NAME:

	EMPLOYEE’S DESIGNATION:

	EMPLOYEE STAFF NUMBER:


	
	
	

	EMPLOYEE’S SUPERIOR:

	DESIGNATION:
	DATE:



























1. SPECIFY THE ACTIONS TO WHICH THE EMPLOYEE IS OBLIGATED AND AGREED TO UNDERTAKE IN ORDER TO REMEDY THE SUB STANDARD PERFORMANCE/CONDUCT
2. INCLUDE THE TIME PERIOD(S) APPLICABLE AND ANY REVIEWS SCHEDULED















	WARNING ISSUED BY:

	SIGNATURE

	EMPLOYEE NAME:

	SIGNATURE

	WHERE EMPLOYEE REFUSES TO SIGN, A FELLOW MANAGER OR EMPLOYEE MUST SIGN TO THE EFFECT THE EMPLOYEE HAS REFUSED TO SIGN AND/OR ACCEPT THE WARNING



	NAME OF WITNESS:

	SIGNATURE


WARNING: BREACH OF RULES, REGULATIONS, POLICY OR PROCEDURE OF COMPANY





UNACCEPTABLE BEHAVIOUR/PERFORMANCE(SPECIFY THE DEGREE TO WHICH THE CONDUCT/PERFORMANCE IS UNACCEPTABLE





ACCEPTABLE STANDARD/CONDUCT(SPECIFY THE ACCEPTABLE STANDARDS AND/OR CONDUCT EXPECTED








EMPLOYEE OBLIGATION/AGREED ACTIONS





POSSIBLE CONSEQUENCES





WE REGRET THAT THIS ACTION HAD TO BE TAKEN AND SINCERELY HOPE THAT YOUR FUTURE CONDUCT WILL MAKE IT UNNECESSARY FOR US TO TAKE FURTHER ACTION








