
EMPLOYEE NAME:

EMPLOYEE NO      :

DATE                         :
Dear                                                                        , it has come to my attention, that on the 
…………………….of……………………..you reported late for duty at …………….and not as per your scheduled starting time, without notifying any member of management of your latecoming prior to it.

It is company policy that you are to report for duty at your designated starting time. Should you not be able to do so- you are to notify management, providing a valid reason for your late coming in advance. It is also company policy that should you report late for duty, disciplinary action will be taken against you.
All employees should conduct themselves professionally in all aspects.

Please be aware that should you not report on time for duty again, without notifying management in advance, we will have to enforce disciplinary steps against you. This may take place in the form of a warning, a 2nd warning, final warning or possibly even a disciplinary hearing.


COUNSELLING/TRAINING LETTER – LATE COMING





I trust that you will take this in a serious light, and do your utmost to ensure that we will not have to follow this route. Remember it is your responsibility alone, to make sure that you report on time every day that you work. Ignorance of the rules will not be accepted as a valid reason





ACKNOWLEDGEMENT OF COUNSELLING


EMPLOYEE SIGNATURE:


NAME                            :


DATE                             :











