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[bookmark: _GoBack] 				Employee Discipline Form
	Employee:
	
	Date:
	

	Leader:
	
	Subject:
	

	Service Line / Functional Group:
	



1. TYPE OF DISCIPLINE
  |_|   Verbal Warning 		  |_|   Written Warning 
*Please contact your HR Business Partner to discuss Suspensions or Terminations

2. INCIDENT TYPE
  |_|  Tardiness/Absenteeism	 	  |_|   Safety (Vehicle Related)		  |_|   Other
  |_|  Insubordination		  |_|   Safety (Non-Vehicle Related)	  Please Specify:   
  |_|  Performance			  |_|   Conduct				  _________________________
          
	3. IDENTIFY THE SPECIFICS OF THE UNACCEPTABLE PERFORMANCE AND/OR CONDUCT

	

	4. IDENTIFY THE ACTIONS AND STEPS THE EMPLOYEE MUST TAKE TO CORRECT THE SITUATION

	

	5. IDENTIFY EXPECTED IMPROVEMENTS IN THE FOLLOWING AREAS

	


Note: Please use an additional form if more space is required


	6. EMPLOYEE COMMENTS/ COMMITMENT TO IMPROVEMENT

	



Employee Acknowledgement:
I acknowledge that further instances of unsatisfactory performance or misconduct, whether related or not to the matter at hand, may lead to more severe disciplinary action, up to and including termination.
	
	
	

	Employee Signature
	
	Date



Manager / Leader Acknowledgement:
Provide a copy to the employee, and forward a copy to Human Resources for inclusion in the Employee’s file. Please provide a note if the employee chooses not to sign.
	
	was provided a copy of the Employee Discipline Form


     Employee Name
    Form provided on: 
	                                                           
	
	                                                        
	
	

	Date
	
	Location
	
	Time



	Manager Name:
	

	

	
	

	Manager / Leader Signature
	
	Date




Approved by: Vice President, Human Resources and Organizational Transformation, April 21, 2015		
INFORMATION IN THIS DOCUMENT IS CONFIDENTIAL PROPERTY OF CEDA MAY NOT BE DISCLOSED OR DISTRIBUTED TO ANY THIRD PARTY OUTSIDE OF CEDA, WITHOUT THE PRIOR WRITTEN CONSENT OF THE VICE-PRESIDENT, HUMAN RESOURCES.
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