EMPLOYEE WARNING RECORD

Employee's Name: 












Department: 





  Position:  





Date of Warning: 




  Date of Offense:  




Violation:    FORMCHECKBOX 
  Attendance
 FORMCHECKBOX 
  Attitude
 FORMCHECKBOX 
  Carelessness
 FORMCHECKBOX 
  Conduct
 FORMCHECKBOX 
 Substandard Work

 FORMCHECKBOX 
  Tardiness
 FORMCHECKBOX 
  Other:  




 


COMPANY REMARKS

Has employee been warned previously?
 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  Yes

	


           1st Warning
	    2nd Warning
	Probation and/or Suspension

	Date
	
	
	

	Person giving Warning


	
	
	

	Offense


	
	
	


Comments:  (Attach separate sheets if necessary.)

Action to Be Taken:  Employee has been advised of the next steps in the process, should behavior not improve.)

Should employee fail to attain and maintain the standards set forth in this warning, further disciplinary action may be taken as deemed appropriate by XYZ management (i.e., suspension, probation, termination, etc.)

If the employee is placed on any type of probationary status, define the terms of the probation, which includes its duration.  It does not good to place an employee on probation and then fail to define what is meant by such an act.  Also, reserve the right to extend the probation period if deemed appropriate by management.  

Supervisor/Date

Manager/Date

Director of Human Resources/Date

Employee/Date

Employee's signature above indicates only that he/she has received this warning, not that he/she agrees with it.

COACHING PROCESS

Problem Recognition

1. Make the employee aware of the problem.  CLEARLY STATE THE STANDARD…AND EXPLAIN WHY THE STANDARD IS IMPORTANT.  Remind the employee of the standard that is expected, as compared to the level at which the employee is currently performing.  Explain the detrimental affect this problem may have, or has had, against the employee, the department and the company.

2. PARROT & “REWARD”:  ASK THE EMPLOYEE’S SIDE OF THE STORY! (You might be surprised.) (Asking employees their side DOES NOT MEAN ACCEPTING EXCUSES!  Employees tend to play games at this stage, such as “He made me do it,” (Victim Game) or “What about Ted? He’s just as bad as me,” (Diversion Game) or “I don’t see it that way,” or “You’re unfair and mean.” (Deflection Game)  These are all games where the employee is trying to divert attention away from their actions and to deny ownership.  
3. If it appears as if the employee is at fault, then make sure the employee:

a) Understands that the problem exists.  (Employees may agree that the standard is not being met…but it is not their fault.  That is OK at this stage.  It is enough for the employee to simply acknowledge that a problem exists.)
KEY:  What if EVERYBODY did this?

b) NOW…inform the employee that THIS IS THEIR PROBLEM TO SOLVE…NOT YOURS!!!  This is their job…so it is THEIR PROBLEM TO SOLVE.  Their job is to meet the standard;  Your job is to help them.  In the end, this is THEIR JOB…NOT YOURS.  GET THE EMPLOYEE TO TAKE ACCOUNTABILITY FOR THE RESULTS!!!!!  (Employees often acknowledge the problem, but then blame others.  This is just another game they are playing.  It is vital that the employee takes responsibility for the problem.)

Problem Resolution

--------------------------------------------------------------------------------------------
4. Discuss possible solutions to the problem.  Adopt the most viable ones as goals.   The employee must then devise a plan to alleviate the performance discrepancy and meet these goals. 

5. Agree on the right course of action and the appropriate follow-up measures to be taken.  GET THE EMPLOYEE TO TAKE ACCOUNTABILITY FOR THE ACTION PLAN!!!!!  Set a subsequent meeting or meetings to review the progress of the goal. 

6. Monitor progress in some manner and follow up with the employee.

Recognize and/or “reward” achievement (Positive Feedback).  Continue on in the reprimand/warning process if adequate improvement is not seen. 

B. Drafting The Written Warning

1. Managers should use the employer's standard written warning form and make sure it is completed entirely (See Exhibit B for an example), which includes:

a) The employee's name, department, and position,

b) Date the warning is delivered,
c) Date of the offense, which may be a specific date or an on-going violation and

d) If the employee has been previously warned, either verbally or in writing, include when these previous warnings were delivered and who delivered them.

NOTE: 
It is in this section where the previously delivered verbal warnings should be listed.  Even though they were not written, they were still warnings and should be cited as sessions which the manager held with the employee in an effort to bring the problem to the employee's attention.  A description of these verbal sessions should also be included in the "Comments" section of the Written Warning Form.

2. Specifically state the offense or offenses.

When completing the warning form, the exact violations committed by the employee should be clearly marked so there is no confusion whatsoever regarding the nature of the employee's offense.  

(Ninety-nine percent of the time, "attitude" should be marked beside whatever other offense has been committed, since most violations or offenses are purposely initiated and purposely continued, especially if the employee has failed to improve his behavior or performance after having already received a verbal warning, or "counseling" session.)

It is also important for managers to remember who their audience is when they write written reprimand/warnings.

The audience is NOT the employee.  

Instead, the audience is someone who is not at all familiar with the employer’s business…such as an unemployment hearing officer, civil rights officer and so on.  Therefore, managers should not include any jargon in their written reprimand/warnings, they should explain who the parties are, and so on.  Even though the employee will be given a chance to improve, managers should still prepare themselves and this documentation should the employee continue to fail in his job.

3. Clearly describe the offense committed and cite the acceptable standard.

A clear description of the employee's offense, presenting the employer's supporting evidence, citing what the acceptable standards were that the employee violated and informing the employee of what is expected of him in the future.

When writing the warning and describing the offenses, NEVER say “I think” or “I believe” or “I felt.”  STATE THE FACTS!  State what the person did and what facts support their offense.

You account of what happened should be very clear and precise.  State step-by-step what happened based on the facts.  

· DO NOT USE JARGON, 

· DO NOT USE ADJECTIVES TO DESCRIBE THE EMPLOYEE (i.e., “She was cranky,” etc.), STATE THE FACTS, 

· STATE WHO EACH PERSON IS YOU ARE REFERRING TO, INCLUDING THEIR TITLE AND 

· KEEP THE PRONOUNS TO A MINIMUM.

Anyone off the street should be able to pick up this warning. Read it and know exactly who everyone is, what happened and what needs to be done to correct it going into the future.  

4. Present the evidence collected to support the charge.

5. What action will be taken against the employee for committing this offense or offenses?

NOTE:
One phrase that may be almost universally inserted in this section is the following:

"Should employee fail to attain and maintain the standards set forth in this warning, further disciplinary action will be taken as deemed appropriate by XYZ management (i.e., further warning, suspension, probation, termination, etc.)"
6. Obtain the proper signatures.

C. Presenting The Written Warning

1. Inform the employee of the purpose of the meeting.

When it becomes time to present the written warning, the employee should be called into a private office, informed of the purpose of the meeting, and given a copy of the completed warning form.  (Managers always retain the original.)  

2. Read the warning form and discuss it.

The manager should review and read out loud to the employee the warning form in its entirety, discuss the situation, which includes reviewing the standards that have been breached, and then problem solve with the employee.

3. The employee must sign the written warning form.

Once the session is competed, the employee should then be required to sign the warning form, indicating that he has received it.  It is important that the form clearly states that signing the form only indicates that the employee received the document and that the session occurred.  The form should specifically state that signing the form does not indicate that the employee agrees with its contents.  

In order to help ensure that employees sign this form and acknowledge its receipt, it is helpful for an employer to include in its handbook a phrase telling employees that they will be required to complete all required company documentation upon demand, such as I-9 forms, tax forms, biographical forms, written warnings, etc., and failure to do so may result in some form of disciplinary action being imposed against the employee as deemed appropriate by the employer, which may include immediate termination.  

A section in the handbook which defines “Insubordination” as the refusal to follow the directives of a superior will also suffice in this situation.
4. The employee should also be given the opportunity to respond in writing to the written warning. 

After the warning is presented to the employee and all of the problem-solving and various discussions have taken place, the employee must then have an opportunity to respond to the written warning in writing.  Of course, the employee may respond verbally in the warning session, but the employee must also be allowed the opportunity to attach a written statement to the warning as documentation of his opinions.  Management should never refuse such a request.

It is customary to allow the employee at least 48 hours to draft a response, but this time frame may vary from instance to instance depending on the individual circumstances.  Still, the company should try to be as consistent as possible and not let the process "drag out" for too long.

5. What if the employee decides to resign?

Many times, once the situation has gotten to the stage where a written warning becomes necessary, the employment relationship is in reality unsalvageable.  It is always a good idea to ask the employee point blank in the written warning session if he/she can meet the standards established for the position.  It is also a good idea to simply ask the employee is he/she likes working for the employer and if he/she wants to put forth the required effort to make this relationship work.

If the answer to any of these questions is “no,” then perhaps it is best to suggest to the employee that he/she resign and part company in an amiable manner.  Some companies prefer to even offer the employee a severance package at this point to help make it easier for the employee to leave.

From a financial standpoint, this may not be a bad idea.  The company is going to invest more in this employee one way or another…either in time or in severance.  At least with a severance package, a formal agreement can be obtained that releases the employer form all civil liability from the employee.

From the employee’s perspective, if he/she is not going to be able to meet the standards of the position anyway, why wait around to be fired and have a black mark in his/her file?  Sometimes, it can be very convincing for employees to understand that they can keep their record “clean” if they do resign.  

Employees must also understand that such information as written warnings, the fact that they were terminated from their positions and any other information in the personnel file may be released to potential employers in the form of a reference.  Many states now have laws that grant employers tremendous protection from defamation suits for releasing this information.  

If an employee does decide to resign, managers must always remember to:

GET THE RESIGNATION IN WRITING!!!

A simple statement that the employee resigns as of a certain date with the employee’s signature will suffice.  The resignation need not be elaborate.

EMPLOYEE WARNING RECORD

Employee's Name: 
Jannell Burton







Department: 
Inventory/Production
 Position:  
Inventory Control Clerk
Date of Warning: 
June 11, 1998  Date of Offense:  
On-Going

Violation:  FORMCHECKBOX 
  Attendance
X  Attitude
X  Carelessness
X  Conduct
X  Substandard Work
 FORMCHECKBOX 
  Tardiness
X  Other:  Insubordination.

COMPANY REMARKS

Has employee been warned previously?
 FORMCHECKBOX 
  No

X  Yes

	


           1st Warning
	    2nd Warning
	3nd Warning

	Date
	Oral:  May 29, 1998
	Written  June 11, 1998
	

	Person giving Warning


	Sandy Tomm
	Sandy Tomm

Tom Maniac

Scott Warrick
	

	Offense


	See Above
	See Above
	


Comments:  (Attach separate sheets if necessary.)

SEE ATTACHED

Action to Be Taken:  Employee has been advised of the next steps in the process, should behavior not improve.)

SEE ATTACHED

Supervisor/Date

Manager/Date

Director of Human Resources/Date

Employee/Date

Employee's signature above indicates only that he/she has received this warning, not that he/she agrees with it.

Supervisor’s Comments

Jannell’s conduct towards her superiors and co-workers is unacceptable.  She has frequent outbursts of temper in the office area, which includes yelling, slamming of reports and files, refusing to answer direct questions and giving her co-workers and superiors hateful glares, all of which disrupts the work environment greatly.  She has become so rude and abusive toward others that some employees simply avoid her. (i.e., George Buff, Todd Lynn, etc.)  Jannell also frequently treats Violet Lee, ABC COMPANY’S receptionist for over 15 years, in a rude and domineering manner by shouting at her, being short, rude and curt with her.

Jannell’s defiance also extends to the point of insubordination.  For quite some period of time, Jannell has refused to comply with her superiors’ specific directions to cross-train other employees in some of Jannell’s duties.  Specifically, on June 8, 1998, Sandy Tomm, Jannell’s direct superior, asked Jannell to show Kim Atkins, a new employee with ABC COMPANY, how certain aspects of Jannell’s job are performed.  Jannell refused to show Kim how those duties were performed.

On June 9, 1998, Sandy again asked Jannell to let Kim watch Jannell work so Kim might learn a few of the tasks Jannell performs.  This time, Jannell yelled at Sandy, telling Sandy that she was busy and did not have time to do this.

On another occasion, Jannell was denied the use of vacation time by Sandy.  In response to this denial, Jannell told Sandy that Jannell would call off from work when it was busy and that there was nothing Sandy could do about it.

Jannell’s behavior in this area directly violates ABC COMPANY policy.  (See attached Exhibit 1).

Jannell also continuously commits errors in reconciling ABC COMPANY’s inventory numbers, even though reconciling these numbers is her responsibility.  Instead of researching the situation whenever the figures do not reconcile in order to discover the problem, she allows the discrepancy to continue.  Such problems also exist with payables, invoices, etc.

Jannell also makes changes to inventory numbers and does not communicate these changes to the Accounting Department or to other relevant parties, such as to ABC COMPANY’s customers.

Jannell also fails to consistently send inventory backup reports to ABC COMPANY customers, which results in more complaints.

Jannell’s behavior and performance directly violates ABC COMPANY policy. (See attached Exhibit 1.)

Jannell’s behavior has also extended to ABC COMPANY customers.  Jannell is consistently short and rude to Classic Foods, which results in many complaints to ABC COMPANY management.  (See attached complaints)

Many other examples of Jannell’s abusive and rude attitude and conduct exist, as do many examples of her substandard work performance and insubordination.  (See attached Exhibits 2 and 3).

On May 29, 1998, Kevin Quid, General Manager of ABC COMPANY, discussed with Jannell her poor attitude, the customer complaints ABC COMPANY management has received regarding her abusive demeanor and her substandard work performance (i.e., Not providing the necessary reports to ABC COMPANY customers.)

Jannell admitted that she could be a little “short” with others.  Kevin informed Jannell at that time that her behavior and performance must improve.  As of the date of this written warning, neither have improved at all.

Action To Be Taken

Jannell’s displays of temper must stop.  She must also treat her co-workers and superiors with respect and in a friendly and supportive manner.  Jannell’s rude, domineering and condescending attitude and behavior must end immediately.

Jannell must begin following the directives of her superiors immediately, regardless of whether the request is to train other employees, to produce certain reports, or so on.

Jannell is to thoroughly and competently complete the duties of her position, which includes reconciling any reports she must draft, communicating pertinent information to the proper parties and so on.

Jannell must immediately correct her performance and her behavior and meet the standards set forth in this written warning.

Should Jannell fail to attain and maintain the standards set forth in this warning, further disciplinary action may be taken as deemed appropriate by ABC COMPANY management (i.e., suspension, probation, termination, etc.)

EMPLOYEE WARNING RECORD

Employee's Name: 
Tammy Smith







Department: 
Education   Position: Education Customer Service Representative
Date of Warning: 
January 22, 1999

  Date of Offense:  
On-Going

Violation: X  Attendance
 FORMCHECKBOX 
  Attitude
X Carelessness
 FORMCHECKBOX 
  Conduct
X  Substandard Work
 FORMCHECKBOX 
  Tardiness
X  Other:  Working on personal matters on company time.

COMPANY REMARKS

Has employee been warned previously?
 FORMCHECKBOX 
  No

X  Yes

	


           1st Warning
	    2nd Warning
	3nd Warning

	Date
	Written:  1-11-99
	Written:  1-22-99
	

	Person giving Warning


	Tim Piper
	Scott Warrick
	

	Offense


	Attendance and Unsatisfactory Work
	See Above
	


Comments:  (Attach separate sheets if necessary.)

SEE ATTACHED

Action to Be Taken:  Employee has been advised of the next steps in the process, should behavior not improve.)

SEE ATTACHED

Supervisor/Date

Manager/Date

Director of Human Resources/Date

Employee/Date

Employee's signature above indicates only that he/she has received this warning, not that he/she agrees with it.

Supervisor’s Comments

1. Substandard Performance

Tammy’s primary responsibility as Education Customer Service Representative is to record and send confirmations for those training sessions ABC COMPANY insurance agents register to attend.  

However, on several occasions, Tammy has sent the wrong confirmation to these insurance agents.  (i.e.,  Sending a confirmation to attend a Continuing Education Class held on February 17 when the agent signed up for a class that was to be held on February 18.  Other examples of such errors are attached.)

As part of these confirmations, Tammy is to send to the agent a map that explains how to get to the hotel where the session is being held.  However, Tammy sometimes sends the agent incomplete information.  (i.e.,  Tammy sent an agent a map explaining how to get to the Independent Insurance Agents of Indiana office.  However, Tammy only sent one side of the map to the agent.  Since the map was supposed to be two-sided, and Tammy only copied one side of the map, the agent only received half of the information he needed.  As a result, the directions sent to the agent were totally worthless.)

Also, when agents pay for these seminars by credit card, Tammy is supposed to enter their credit card approval number onto the registration form and into ABC COMPANY’s computer system.  Entering this approval number does two things:  it shows that the agent has paid for the session and that it was paid for by credit card.

Tammy has failed to enter these approval numbers.  As a result, it appears as if the agents have not paid for their sessions when they have paid.  This has caused much distress on the part of ABC COMPANY and the agents registering for these classes.

Tammy has also been careless with her training notes since she has lost them on various occasions and has to borrow other employees’ notes.  

Such conduct is in clear violation of company policy. (see attached)

2. Absenteeism

Tammy has missed January 4, 8, 18, 19, 20 and 21 in 1999.  None of these days were pre-approved days off.

3. Conducting Personal Business on Company Time

Tammy has been spending too much time at work conducting personal business when she should be paying more attention to the performance of her duties.  Tammy has been overheard on several occasions making personal phone calls and the record shows that she has spent a significant amount of time sending numerous personal e-mails on company equipment during her working hours. (see attached e-mails and company policy violations)

NOTE:  The company retrieved Tammy’s e-mail messages from her hard drive.  What they found explained a great deal.

Tammy was corresponding by e-mail with the man she was having an affair, even though both Tammy and this other man were married to someone else.  She was downloading obscene cartoons and sending them back and forth, in addition to writing highly explicit e-mail letters to one another.  

Interestingly, many of the days Tammy called off sick corresponded with the same days she was meeting this other man at local motels, according to these e-mails.

According to the data in her hard drive, Tammy was spending two to five hours a day sending these e-mail messages back and forth.

Action to be Taken

From Monday, January 25, 1999 through Friday, January 29, 1999, Tammy is to serve a five (5) day suspension from work without pay.  Tammy is expected to return to work promptly on Monday, February 1, 1999 and fulfill the requirements of her position, some of which are outlined in this Warning. 

When Tammy returns from her suspension, she must concentrate on her work and ensure that the correct registrations for the seminars insurance agents enroll in are recorded accurately and completely.  

Tammy is to also ensure that the correct confirmation information is sent to every agent who enrolls in a session.

Tammy must also ensure that whenever an agent pays by credit card that the approval information is accurately recorded.

Tammy must also keep track of her training notes so she can use them in her job.

Tammy is to also not have any unscheduled absences through April 23, 1999.

Further, due to Tammy’s recent abuse of her telephone and e-mail privileges, Tammy is to obtain permission before she conducts any personal business while on company time until the company decides otherwise.  If she receives a personal e-mail, she is to report it to her supervisor or a manager of ABC COMPANY if her supervisor is unavailable.
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