


Name of Employee:  [Insert Employee’s name]			     	Date: [Insert Date]
WRITTEN WARNING

On the Charges of:
· [Insert charge as per Disciplinary Code]

It is recorded that on or around the [insert date of offense] [then proceed to explain what happened].

You are hereby warned in writing for your misconduct that provisions of the disciplinary code have been violated.

[Please insert corrective action to be taken by employee to prevent it from happening again]

This letter has been issued to you and shall remain on file for a period of six (6) months from date of issue. Should any similar misconduct take place, the company reserves the right to take further disciplinary action against you in accordance with the Company Disciplinary Policy. 

I acknowledge that the contents of the warning have been explained to me, and that I understand it. 

Signature of Employee:  	__________________________

Date: 				__________________________

Signature of Employer:		__________________________		


Signature of Witness: 		__________________________
(Should the employee refuse to sign, failure to sign by the employee does not change the validity of this warning)




