
Warning
TO:
Name and Title of Employee 

FROM:
Name and Title of Supervisor Issuing Warning
DATE:
Enter Date

SUBJECT:
Warning
In some circumstances, a warning is issued when prior efforts to correct the employee’s behavior or performance have not resulted in the improvement sought.  When this is the case, the opening paragraph should be used to describe the documentation or counseling that may have occurred with the employee prior to the current issue prompting the warning.  An example is as follows:

“In your most recent performance appraisal, I reviewed with you issues with your performance related to… and advised you that you needed to improve in this area.” Or “As we discussed ____ (approximate date of discussion), I have had some concerns about _________ and have provided guidance to you to ensure you understand expectations…”
The next paragraph will then be where you cite the current issue(s) warranting the warning or other action as follows:
You have committed the following violation(s) of Augusta University work rules: 
Include the details of the incident and the investigation/review undertaken to verify the facts. Refer to specific work rules when applicable. 
You are expected to: 
Explain the standards of performance or conduct which must be met, and any applicable deadlines. 
You are warned that future work rule violations or other problems with your performance or behavior will result in further action up to and including discharge.





Date

Supervisor 
I acknowledge receipt of this notice. In doing so I do not necessarily agree with the action indicated. I understand that I have the right to present a written statement which will be attached to this record of disciplinary action. 





Date

Employee 
Original to Human Resources Division (attach relevant documents and employee’s response if provided) 
Copy to Employee
Copy for Departmental Files 
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