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Verbal warning template for tardiness

Employee delay is a burden for any company, especially a small one that can rely on a few employees. You can't overlook excessive delay, and you need to be fair and consistent in how you respond to it. Less than consistent treatment demoralizes employees and, if slowness leads to termination, can result in a wrongful termination
lawsuit. Even if your business is a small one, you should have a written policy on delay and absence. It doesn't have to be lengthy, but it should outline how and when you discipline employees for procrastination and absence. Many companies use verbal warnings, followed by written warnings and, at worst, suspension or termination. The
policy doesn't have to be overly specific, but it should provide a general outline so that new and current employees understand your expectations and consequences for excessive delay. Every time you give an employee a formal warning, it should be recorded in his personnel file. Even an oral warning should be noted. Some workplaces
have employees sign a document when they receive an oral or written warning that acknowledges that they have received the warning. A written warning may also include a plan to improve performance and outline implications for continued delay. When you give an oral warning for delay, pull the employee aside and go somewhere
private for the conversation, such as your office. Let the employee know that you have noticed his frequent delay, and ask why he has been late. Explain the impact his delay has on you, your company and his colleagues. The employee can become defensive; allow the employee to vent, but stress that it is his responsibility to be on time.
If the reason he gives for his delay is something you can accommodate, such as moving his start time an hour later to allow him to drop off a child at school, then do it. Go somewhere quiet and private to give a written warning. Review the earlier verbal warning or warnings that the employee has received. Let the employee know that
continued delay is not acceptable and ask what steps he will take to be on time in the future. Document these steps as part of the written warning. The consequences for further delay, including suspension or termination, as appropriate. Ask the employee to sign the document. You must also sign the document and give the employee a
copy. This sample written rebuke would be issued to a nonperforming employee so that they understand the seriousness of the problem their inability to perform is to create. In a role that requires consistent participation, and each workstation populated 24/7, a late employee is a significant injury to complete the work. The written
reprimand corrects the behavior of a delayed Usually, prior to issuing a written reprimand, the employee has received advice on several occasions from the supervisor. The written reprimand is one of the steps available to supervisors and managers as they to correct attendance problems. Attendance problems are a major factor if the
employee's absence means that the work will not be completed. The written reprimand provides documentation to the employer. The written rebuke is a serious call for immediate improved performance by the employee. It is the employer's last attempt to ensure that they have caught the employee's attention. The written reprimand
ensures that the employee is clearly informed of the expected performance they do not produce. The employer informs the employee that the seriousness of the performance problem can lead to dismissal. You can use this example as a model to write a written reprimand for delay. Download the template (compatible with Google Docs
and Word Online) or read the text version below. ©Balance 2018 To:From:Date:Re: Written reprimand for ParticipationThis is an official written rebuke for your inability to perform the necessary functions of your position by participating in the work on time and as planned. You have arrived more than 15 minutes late for work on four
occasions in the last two weeks. Since timely participation is a major factor in serving our customers in your customer service role, this attendance is unacceptable. Phone coverage is planned to provide optimal service to customers. When you arrive late to your shift, we are forced to ask another employee to cover for you. This causes
both a disadvantage to your colleague, disrespect for their schedule, and the creation of overtime expenses for your employer. You have received oral advice and an oral warning for your previous late and absence problems on several occasions. The verbal advice does not have the effect that we expected, as your participation on time
does not improve. Therefore, this written rebuke reminds you of the critical importance of your participation work on time and as planned. Participation at work, on time and as planned, is a key requirement of your job description. Persistent attendance problems will result in further disciplinary action up to and including dismissal. A copy of
this written reprimand will be placed in your official personnel file where you will also have the opportunity to offer an answer that we may attach to this written reprimand. Signature:Supervisor Name:Date: When any written documentation about performance errors is provided to an employee, it is strongly recommended that the reprimand
letter be accompanied by the confirmation of receipt and understanding of the document. This receipt is signed by the employee and is also placed in the employee's personnel file. This eliminates the possibility that the employee may later claim that they have never seen the letter. This can play a significant factor if legal proceedings
arise as a result of a subsequent dismissal. It also provides proof that the project manager has actually issued Employee. The following is an example receipt for the written reprimand. I acknowledge that I have received and understand this written rebuke. My recognition does not necessarily mean that I agree with its content. I understand
that a copy of this written reprimand will be placed in my official personnel file. I also understand that I have the right to prepare a written response that HR will attach to the original written reprimand in my file. Employee Signature:Employee Name:Date: Disclaimer: Please note that the information provided, even if authoritative, is not
guaranteed for accuracy and legality. The website is read by a worldwide audience, and employment laws and regulations vary from state to state and country to country. Please seek legal assistance, or assistance from state, federal or international government resources, to ensure your legal interpretation and decisions are correct for
your location. This information is for guidance, ideas and help. FREEEmployees can struggle with a lot of things, but procrastination is certainly a common one. Have a chat with your chronic late employee and then have a record of the conversation in the form of free verbal warning letter for lateness template. It is free to download and
print-ready. Become a free MemberDownload inGoogle DocsMicrosoft WordApple PagesFREEFREEFREEFREEFREEFREE DIGITAL DraftSly DraftSmanic Warning Letter for TardinessDear Mr. Peter J. Johnson: This is a first written warning issued to you for violating our company's delay policy, as outlined in our company employee
handbook. You received a copy of our employee handbook at your briefing on 1 January 2015. All I really want is for them to do the job they were hired to do... Read more... Specifically, you were delayed august 3, 2010, 7 minutes, September 22, 2010, eleven minutes, and again on October 7, 2010, nine minutes. On all three occasions,
you have not called ahead of your scheduled start time to request permission to be delayed. Our employee handbook states that an employee is considered late if they arrive to work, how long it takes for their scheduled start time. In addition, you were issued a written counseling on September 24, 2010, for violating our policy of delay. Mr.
Johnson, it is important for you to report to work ahead of your scheduled start time and ready to begin your shift. If you can't report work, you'll be required to contact your manager before your scheduled start time and request permission to be excused. Understand that it is the promoter's privilege to give or not give permission to be
excused or delayed. If there is an underlying reason why you are unable to report for work as planned, it is important for you to discuss this with your supervisor for possible solutions. Possible future violations our policy on delay or policy may result in further disciplinary any termination. Yours sincerely, Robert R. Smith SupervisorPeter J.
Johnson Employee My signature does not necessarily indicate that I agree with the above statements; However, it appears that I was informed of the contents of this letter. Now only $4.99You can download immediately in Microsoft Word and receive many editable sample warning forms so you can change out sample information with the
specific information about your employee receiving the warning letter. Here are the sample letters you will receive sick conduct stealing or removing property without PermissionTardinessAttendance Termination Notice for repeated bad behaviorTermination Notice for sexual harassmentTermination Notice during the Probation PeriodSick
Leave Restriction LetterSmoke Free Environment Violation Sample Policy for Sample Written Warning Letter Above This Company fully understands and recognizes the value of providing quality service to its customers. To ensure that quality, each employee is required and expected to be at work when scheduled. When an employee
plans to be absent from part of a scheduled work day, except for previously scheduled vacation, that employee must notify his supervisor of at least three (3) days before the absence. We also understand that there are unexpected circumstances (emergencies such as a death in the family) that may prohibit your ability to meet this
requirement, and in these cases it is essential that you present your request at the earliest opportunity. When an employee unexpectedly can't report to work or is late, that employee must contact their manager no later than two hours before the time the employee is scheduled to be at work. Failure to notify your superior of such an
absence may result in disciplinary action. When an employee experiences unscheduled absences on consecutive days, that employee must contact their manager every day. Failure to notify your supervisor may result in disciplinary action. Failure to sign your supervisor for three (3) consecutive working days will be considered as your
voluntary termination. Written medical confirmation that allows you to return to work is required by any employee who exceeds an unscheduled absence for two (2) consecutive working days. Delay will not be tolerated. There is no grace period. Excessive delay may result in disciplinary action being taken, i.e. disciplinary action. An
associate will not be paid for the time he or she is late to work. Absence for a death in associated immediate family (spouse, child, parent or grandparent), illness with a doctor's excuse or verifiable auto accident can be considered excused absence of the company for which no disciplinary action will be taken. Test written warning letter for
Absence Dear Mr. Alan E. Davidson: You are issued a written warning letter for not complying with our company policy on June 5, 2010, July 17, 2010, and August 7, 2010, you had unforeseen absences. Even if you followed the company's policy of notifying your supervisor in advance, there seems to be a pattern. As stated in our
company attendance policy your participation is an essential part of our company's success. Therefore, it is important that you report how you work as planned. It is also important to understand that a pattern of abuse is not defined by a particular set of absence or slowness. Mr. Davidson, if the event you violate this policy or any other
company policy, you will be subject to additional disciplinary action up to and including termination. Yours sincerely, Robert R. Smith Supervisor Alan E. Davidson Employee My signature does not necessarily indicate that I agree with the above statements; However, it appears that I was informed of the contents of this letter. A Sample
Progressive Discipline Policy to go with our Sample Written Warning Letter Insert your company name here defines the Process of Progressive Discipline as a process that actively seeks to correct an employee's failure to work results through the provision of constructive feedback to their behavior. It typically includes a predetermined
series of gradually increasing formal steps, including but limited to written advice, written warning, suspension and termination. The company leverages the PPD process to draw attention to employees in the company who do not meet minimum standards or goals as expected. PPD is also used to take action against the employees, Insert
your company name here, who have clearly violated the company's code of conduct as described in this guide. The management of the company believes that the central purpose of a progressive disciplinary action against an employee is not so much to punish and punish the employee, but to help them increase their own productivity
and/or remedy their behavior until all such issues have been resolved successfully. Progressive discipline in effect is a practical tool that provides managers/supervisors with an approach that is both transparent and fair along with being consistent as well. This tool, if used correctly, not only helps management handle all disciplinary action
related issues, but also protects the lawful rights of both the company as well as its all as its employees. Some examples of behavioral or misdemeanors that may result in disciplinary up to and including possible termination: Intentional abuse of corporate property * Disobedience * Disobedient *Bad attendance/Delay * Disrespectful
behavior * Stealing * Arguing/fighting with colleagues and colleagues * Throwing objects * Falling asleep on the job * Sexual harassment * Violence * Poisoning * Substance abuse / substance abuse As a general rule the progressive disciplinary process will include a written advice, a first and second written and finally, if termination
termination continue to exhibit misconduct or misconduct within a 12-month period. However, some conduct or misconduct may warrant more serious discipline immediately and skip steps within the progressive disciplinary process. In extremely serious conduct or misconduct the employee can be terminated immediately. Example of the
company's participation policy for example, the written warning letter about an employee's attendance, including reporting to work on time, is an essential part of our company's success. A good attendance of all employees is expected and expected. However, the company acknowledges that from time to time an employee will need



unplanned time off from illness or personal emergencies. In the event that an employee is unable to report to work as planned, the employee must notify his superior as soon as possible in advance, but at the latest at the scheduled start time. If an employee is unable to personally contact their supervisor due to incapacitation, they are
required to have a responsible person contact the supervisor on their behalf. Understand that simply contacting your supervisor does not necessarily excuse your absence. Your supervisor always has the right to refuse a request for a free judgment based on the company's claims. If the employee is unable to report to work as scheduled
for more than three consecutive days for medical reasons the employee is required to provide medical documentation that supports their medical reasons for being absent. In addition, the medical documentation should also provide a release for the employee to return to work without restrictions. If there are restrictions that the company
has the right to allow or not allow the employee to return to work. If an employee's attendance, including delay, begins to show a pattern of abuse the employee may be subject to disciplinary action, such as a written warning letter, and up to and including possible termination. Any employee who does not report to work for three or more
consecutive days without notifying his supervisor or any other employee of the company shall be deemed to have voluntarily resigned his post. Employees today are waiting for their chance to win the Wrongful Discharge Law Suit Lottery! When someone believes they have a chance to win $500,000 simply by filing a wrongful discharge
lawsuit, you can guarantee that they will do so! Having clearly set policies that you follow fairly and consistently is a way to change the employee from being successful in their attempt to bankrupt you! As an example, attendance is commonly abused by many employees. It starts slowly at first and then builds into a big problem. You hire
people because you need them there to do a job! When they're not you're going to lose money! So you Blow a fuse and fire the person for poor attendance and they turn around and file a wrongful discharge lawsuit! Not everyone will do this, but it will only take one to destroy your business! One of the what you will be asked is, what is your
participation policy? Then you will be asked to provide attendance records of everyone else going back a certain amount of time! If the wrongful discharge lawsuit is based on discrimination (they claim that you really don't fire them for their poor attendance it was based on their religious beliefs) you will even provide more information and it
will be placed under a microscope. Now, if you have a policy of participation that you have given to the employee at the beginning of their employment that they signed, you are much further down the road to having the lawsuit dismissed. All this gives you have treated everyone the same of course. (Note: I have given a sample written
warning letter above.) Make sure before you ever issue a written warning letter that you have a basis for doing so. Your employees are real people with families. Your lives may depend on your actions. Generally many companies allow up to two or three written warning letters before considering termination. Thanks for reviewing this
information on a sample written warning letter for hesitation. Keep in mind that this is only a written warning letter. Therefore, when you issue a written warning letter assure you get it reviewed by a company official or your legal representative. Again, thank you for reviewing this information on a sample written warning letter for hesitation
and may God bless you. More information about a sample written warning letter for procrastination Do not sweat the small things, may be the ultimate piece of management advice often used by employers. But even for the quietest managers, turning a blind eye to an employee who is forever late, hands down is impossible. Being a few
minutes late for work, rarely, is nothing special, even employers acknowledge that - but usually late employees can affect the bottom line of a business. In addition, work-related delay is a clear sign of disrespect, which can also result in reduced productivity and tensions in the company. What needs to be done to correct the behaviour of
chronic tendons? (Note: See the example of a written warning letter above for suggestions on format and possible language.) Solve the problem as soon as it increases Coming in late to work due to an urgent personal or familial issues, traffic or weather problems are not the real problems. Usual late employees do not make any effort to
get in early to work, affecting others indirectly with their behavior. Therefore, taking immediate action is promoted once a pattern is identified. Is the employee 5 minutes late to work every day? Other employees may have the wrong idea if the deceased is not apprehended. This can make everyone come late, as you don't have a system in
place to recognize or apprehend employees who are late for work! Address questions late participation with a Memo Ensure your company works smoothly by addressing all issues related to employee delay delay minute they occur. Verbal addresses should be selected first, but concerns can be written if verbal warnings do not result in
improved behavior. A note addressing late attendance will help achieve this! (Note: I have given a sample written warning letter above.) Words to avoid when writing the note All written communication to employees must always be clear and precise. Try to avoid using words like 'maybe', 'should', and 'probably'... Make sure that the
employee knows exactly where he or she stands for repeated late attendance to work. Avoid adding in words of praise for the employee's performance to soften the blow. You don't have to do it at all! Stick to the question at hand, namely the employee's repeated late participation in the work to avoid any confusion or liability! Be sure to
ask the employee to sign his copy of the note. Nor does it present the memo to the public where other employees can see the exchange taking place. This will have a negative impact on the employee's behaviour. One of the main reasons I produced this website and this particular page including several sample written warning letter
examples was that I know how hard it is to sit down and put into words a structured warning letter that will get your point across. I really hope that these sample written warning letter examples have been helpful along with sample attendance and slowness policies. Want help writing the important document? Leadership skills for life and
our extensive library of important forms are at your disposal! (Note: I have given an example written warning letter above and on other pages on my website.) Thank you for reviewing these sample written warning letter for delay and other sample written warning letter examples and may God bless you! Return When it comes to issuing a
written warning letter for slowness it generally means that someone has been delayed more than a few times. Of course, it is up to you and your own policy that you have presented in your employee handbook. Date: Dear Mr./Ms Employee: This written warning letter will be issued to you for your failure to comply with our company
participation policy. Specifically, you have been delayed from work on three different occasions. June 2010, you were delayed six minutes, July 21, 2010 you were delayed eleven minutes, August 18, 2010 you were delayed nine minutes. As presented in our employee handbook, you must be at work and ready for your daily task on or
before your scheduled start time. If you are unable to be present at work, you are required to contact your supervisor before your shift begins and request permission unless there are circumstances beyond your control. As a reminder our company offers an Employee Assistance Program designed to offer individuals assistance personal
situations, such as addiction, marital/family issues, personal finances, etc. This program is completely confidential. Mr./Ms. Employee, any future violations of our may result in additional discipline up to and including any termination. Supervisor's Signature Employee's Signature Signing this document only confirms that the above letter and
information were presented and discussed. It is not clear that the employee agrees with the information. Keep in mind that a solid progressive discipline policy within your employee handbook will only help you maintain equal and fair treatment of all employees when you issue a written warning letter. Not having a written policy is general
when employers find themselves defending against allegations of discrimination. Almost everyone at some point in their lives will fall into a protected class like, age, race, national origin, color, gender, religion, etc. Understand that the Employee Handbook Templates website strongly recommends that you always seek legal advice on any
issues involving labor law and/or issuing a written warning letter. Each state may have different labor laws and the above letter may violate their statues. Statues.
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