EMPLOYEE DISCIPLINARY ACTION AND VIOLATION NOTICE TEMPLATES

EMPLOYEE NAME: [EMPLOYEE FULL NAME]

EMPLOYEE ID NUMBER: [EMPLOYEE ID NUMBER]

JOB TITLE: [JOB TITLE]

DEPARTMENT: [DEPARTMENT NAME]

WORK LOCATION: [WORK LOCATION / FACILITY]

SUPERVISOR NAME: [SUPERVISOR FULL NAME]

SUPERVISOR TITLE: [SUPERVISOR TITLE]

HR REPRESENTATIVE NAME: [HR REPRESENTATIVE FULL NAME]

COMPANY NAME: [COMPANY LEGAL NAME]

COMPANY ADDRESS: [COMPANY STREET ADDRESS]

[CITY], [STATE]
[ZIP CODE]

NOTICE DATE: [DATE OF NOTICE]

RE: NOTICE OF DISCIPLINARY ACTION AND VIOLATION

1. EMPLOYEE INFORMATION
1.1 Employee Name: [EMPLOYEE FULL NAME]
1.2 Employee ID Number: [EMPLOYEE ID NUMBER]
1.3 Job Title: [JOB TITLE]
1.4 Department: [DEPARTMENT NAME]
1.5 Work Location: [WORK LOCATION / FACILITY]
1.6 Date of Hire: [DATE OF HIRE]
1.7 Supervisor Name and Title: [SUPERVISOR FULL NAME], [SUPERVISOR TITLE]
1.8 HR Representative Name and Title: [HR REPRESENTATIVE FULL NAME], [HR REPRESENTATIVE TITLE]

2. TYPE OF DISCIPLINARY ACTION
2.1 This notice constitutes the following level of disciplinary action (check one): [ ] Verbal Warning [ ] Written Warning [ ] Final Written Warning [ ] Suspension Without Pay [ ] Suspension With Pay [ ] Demotion [ ] Loss of Privileges [ ] Performance Improvement Plan [ ] Termination of Employment [ ] Other: [SPECIFY OTHER ACTION]
2.2 Effective Date of Action: [EFFECTIVE DATE OF ACTION]
2.3 Duration of Action (if applicable): [DURATION OF ACTION]

3. DESCRIPTION OF VIOLATION OR PERFORMANCE ISSUE
3.1 Date(s) of Incident or Violation: [DATE(S) OF INCIDENT]
3.2 Time(s) of Incident or Violation: [TIME(S) OF INCIDENT]
3.3 Location of Incident or Violation: [LOCATION OF INCIDENT]
3.4 Detailed Description of the Violation or Performance Issue: [DETAILED DESCRIPTION OF VIOLATION OR PERFORMANCE ISSUE]
3.5 Individuals Involved or Witnesses: [NAMES OF INDIVIDUALS INVOLVED OR WITNESSES]
3.6 Policy, Rule, or Standard Violated: [POLICY OR RULE VIOLATED]
3.7 Section or Reference Number of Policy: [POLICY SECTION OR REFERENCE NUMBER]

4. PRIOR DISCIPLINARY HISTORY
4.1 Prior Verbal Warning(s): [DATE(S) AND DESCRIPTION OF PRIOR VERBAL WARNING(S)]
4.2 Prior Written Warning(s): [DATE(S) AND DESCRIPTION OF PRIOR WRITTEN WARNING(S)]
4.3 Prior Final Written Warning(s): [DATE(S) AND DESCRIPTION OF PRIOR FINAL WRITTEN WARNING(S)]
4.4 Prior Suspension(s): [DATE(S) AND DESCRIPTION OF PRIOR SUSPENSION(S)]
4.5 Other Prior Corrective Action(s): [DATE(S) AND DESCRIPTION OF OTHER PRIOR ACTION(S)]
4.6 No Prior Disciplinary History: [ ] Employee has no prior disciplinary history on record.

5. EMPLOYEE RESPONSE
5.1 Employee Statement or Explanation: [EMPLOYEE STATEMENT OR EXPLANATION]
5.2 Employee Comments on the Incident: [EMPLOYEE COMMENTS]
5.3 Employee Signature: [EMPLOYEE SIGNATURE]
5.4 Date Signed: [DATE SIGNED BY EMPLOYEE]
5.5 Employee Declines to Sign (check if applicable): [ ] Employee declines to sign this notice.
5.6 Witness to Employee Refusal: [WITNESS NAME AND TITLE]

6. CORRECTIVE ACTION PLAN AND EXPECTATIONS
6.1 Required Corrective Action(s): [REQUIRED CORRECTIVE ACTION(S)]
6.2 Performance or Conduct Expectations Going Forward: [EXPECTATIONS GOING FORWARD]
6.3 Timeline for Improvement: [TIMELINE FOR IMPROVEMENT]
6.4 Follow-Up Review Date: [FOLLOW-UP REVIEW DATE]
6.5 Consequences of Failure to Improve or Repeat Violation: [CONSEQUENCES OF FAILURE TO IMPROVE]
6.6 Resources or Support Provided to Employee: [RESOURCES OR SUPPORT PROVIDED]

7. EMPLOYEE ACKNOWLEDGMENT
7.1 I acknowledge that I have received a copy of this disciplinary action and violation notice.
7.2 I understand the nature of the violation or performance issue described above.
7.3 I understand the corrective action required and the consequences of failing to meet the stated expectations.
7.4 I understand that this notice will be placed in my personnel file.
7.5 I understand that signing this notice does not necessarily indicate agreement with its contents.
7.6 Employee Signature: [EMPLOYEE SIGNATURE]
7.7 Date Signed: [DATE SIGNED BY EMPLOYEE]

8. SUPERVISOR AND MANAGEMENT SIGNATURES
8.1 Supervisor Signature: [SUPERVISOR SIGNATURE]
8.2 Supervisor Printed Name: [SUPERVISOR FULL NAME]
8.3 Supervisor Title: [SUPERVISOR TITLE]
8.4 Date Signed: [DATE SIGNED BY SUPERVISOR]
8.5 HR Representative Signature: [HR REPRESENTATIVE SIGNATURE]
8.6 HR Representative Printed Name: [HR REPRESENTATIVE FULL NAME]
8.7 HR Representative Title: [HR REPRESENTATIVE TITLE]
8.8 Date Signed: [DATE SIGNED BY HR REPRESENTATIVE]
8.9 Department Manager Signature (if applicable): [DEPARTMENT MANAGER SIGNATURE]
8.10 Department Manager Printed Name: [DEPARTMENT MANAGER FULL NAME]
8.11 Date Signed: [DATE SIGNED BY DEPARTMENT MANAGER]

9. DISTRIBUTION
9.1 Copy Provided to Employee: [ ] Yes [ ] No
9.2 Copy Placed in Personnel File: [ ] Yes [ ] No
9.3 Copy Provided to HR Department: [ ] Yes [ ] No
9.4 Copy Provided to Supervisor: [ ] Yes [ ] No
9.5 Date Distributed: [DATE DISTRIBUTED]

10. ADDITIONAL COMMENTS OR NOTES
10.1 Additional Comments: [ADDITIONAL COMMENTS OR NOTES]
10.2 Attachments (if any): [LIST OF ATTACHMENTS]

11. APPEAL OR GRIEVANCE RIGHTS
11.1 Employee Right to Appeal: [DESCRIPTION OF APPEAL RIGHTS]
11.2 Deadline to File Appeal: [APPEAL DEADLINE DATE]
11.3 Person or Department to Submit Appeal: [APPEAL CONTACT NAME AND DEPARTMENT]
11.4 Method of Submitting Appeal: [METHOD OF SUBMISSION]

12. CONFIDENTIALITY NOTICE
12.1 This notice and its contents are confidential and are to be disclosed only to those with a legitimate need to know, in accordance with [COMPANY CONFIDENTIALITY POLICY NAME OR REFERENCE].
12.2 Unauthorized disclosure of this notice may result in further disciplinary action up to and including termination of employment.
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