Supervisor Instructions

Disciplinary Action Form

When documenting disciplinary action it is helpful to use the following steps:

1. Problem — List only facts, not opinions. Give concrete examples, when
possible, to document the incorrect behavior.

2. Objectives — What is the desired outcome? What do you expect? You may want
to cite a portion of the job description or a policy.

3. Solutions - How do you suggest that he or she improves their performance?
Does the employee have any suggestions? You may offer additional training,
review of procedures, etc.

4. Comments—Document what level of corrective action this represents and any
comments needed to be documented to refer to on the re-evaluation meeting.

Please use additional forms if the employee has more than one area that needs
improvement.

The employee must sign the corrective action form to acknowledge receipt. If the
employee refuses to sign write “refused to sign” and sign your name as a witness.

The supervisor will give a copy of the signed document to the employee and the original
will be submitted to Human Resources to be placed in the personnel file.



DISCIPLINARY ACTION FORM

Employee Name Date

Job Title Supervisor

Level of Corrective Action
Verbal Warning/Counseling
Written Warning
Suspension
Probation

PROBLEM:

OBJECTIVES:

SOLUTION(S):

COMMENTS:

Re-evaluation meeting scheduled for

Employee’s signature Date:

Supervisor’s signature Date:

A copy of this corrective action will be placed in your personnel file for reference, which
may affect your Performance Review.

RETURN TO HR DEPARTMENT



