FILE NOTE OF VERBAL WARNING

Date:  


Name of Employee: 


Name of Manager: 


Brief details of incident: 


Was a verbal warning given? 


State the reason for giving the warning:

(eg. To prevent other staff being upset or inconvenienced by the actions of this employee)

What was the warning that was given ? (Write down the actual words used)

Is it necessary to call a formal meeting or take further action?

Have you supplied the employee with a copy of this file note?

Signed:
