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This checklist provides guidance to managers and supervisors about issuing a written warning.   Please complete and attach this checklist and requested documents to the written warning.   

[bookmark: Text4][bookmark: Text5]Today’s Date                      Department      

[bookmark: Text3]Employee Name and Title      


[bookmark: Check1][bookmark: Text1]This is a      |_| 1st written warning                               2nd written warning within 18 months. 
(Select one) 

Is this written warning being issued: 
 
[bookmark: Check2][bookmark: Check3]After failure to make satisfactory progress on a Performance Improvement Plan (PIP)?    |_|YES     |_| NO 
                  (if yes, please skip the rest of these questions and sign at the bottom)  
                                               
[bookmark: Check4][bookmark: Check5]For poor job performance or other issue that has not been addressed with a PIP?            |_|YES      |_|  NO 

[bookmark: Check6][bookmark: Check7]If this is a 1st warning, has the employee been counseled about issue?     |_| YES             |_| NO    
 (If yes, please attach copy of counseling documentation) 

Please briefly explain why the incident is being addressed with a written warning rather than counseling or a PIP at this time.  
[bookmark: Text2]     








**********************************************************************************
The following people have reviewed the written warning.  

Person issuing written warning         ______________________________________
(Name and title) 
Department Head or designee          ______________________________________ 
(Name and title) 
HRD                                                        ______________________________________
(Name and title) 
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