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Employee Counseling/Warning Report

Name: _________________________________________  



Date: ______________________
Manager: ______________________________________

Location: ______________________________________
Severity of Issue
	· Oral Warning
	· Written Warning
	· Suspension
	· Termination


General Work Rule or Policy Category:
	· General Job Performance


	· Work Rule Violation
	· Theft

	· Absenteeism


	· Falsification of Work
	· Destruction of Office Property

	· Tardiness


	· Drug or Alcohol Use
	· Insubordination

	· Behavior

	· Harassment
	· Other, please specify


Company Statement:
Consequences if issue continues:
Employee Comments:
Acknowledgements:
Employee: ________________________________________________


Date: _______________________
Supervision: _______________________________________________


Date: _______________________
Witness: __________________________________________________


Date: _______________________
Facts regarding situation: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





__________________________________________________________________________________________________________________________________________________________________________________________________________________





__________________________________________________________________________________________________________________________________________________________________________________________________________________








