Employee Discipline/Warning Notice
Employee name: 



 Date: 




Position: 

Department: 






____ Verbal Warning

____ Written Warning

____ Suspension
(Dependent on the nature of the offense, Wilkes University reserves the right to skip any steps at its discretion.)
(Please attach a separate sheet if additional space is needed)

Description of problem/concern requiring improvement or correction (include specific dates, examples & details and information and dates of previous verbal discussions):

Specific changes in performance or behavior required and the time frame in which they must occur:

Date of follow-up review/evaluation of problem and correction : 





Failure of employee to correct problem may result in further disciplinary action up to and including termination of employment.

Employee comments: 











By signing below, you acknowledge that you have received this notice.
Employee signature: 






 Date: 




Document if employee declines to comment or sign and obtain witness signature.

Supervisor comments: 











Supervisor signature: 






 Date: 

____

Next level of supervision or witness signature: 



__
     __

NOTE:  A copy of this Notice will be forwarded to the Human Resources for inclusion in employee’s Personnel file.

Revised: February, 2009

