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WARNING TO EMPLOYEE

As per your contract of employment dated _________________________ a written warning notice is to be issued to you when you have been guilty of misconduct or your performance is substandard.    You are required to sign this notice.
Your signature does not indicate your agreement with the contents of this notice.  Your signature indicates only that you have received it.

Name of Employee

________________________________________  Date____________________

Name of Employer

_________________________________________________________________

This notice is served to you as written warning for the following reason(s):-

Misconduct/substandard performance [indicate which one is applicable].

Details of misconduct/substandard performance [indicate]:-

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Action to be taken:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

As this is a case of MISCONDUCT, you are entitled to one warning.  Accordingly, you have ONE MONTH from today to improve your conduct.  IF YOUR CONDUCT DOES NOT CHANGE WITHIN THIS PERIOD OF ONE MONTH, YOU WILL BE SUMMARILY DISMISSED, FORFEITING ANY UNEARNED BENEFITS AND FORFEITING ANY SEVERANCE PAY, IN ACCORDANCE WITH THE EMPLOYMENT LAW.

(Or)

As this is a case of SUBSTANDARD PERFORMANCE, for which you are entitled to two warnings, please note the following [delete below what does not apply]:-

1. This is your FIRST WARNING regarding this substandard performance and ________________________ [insert a definite and reasonable period] you have from today during which you are to repeat this kind of substandard performance.

2. As your substandard performance has not been corrected, this is your ______________________________ [insert a definite and reasonable period] SECOND AND FINAL WARNING regarding the same.  You have from today to raise your level of performance.
IF YOUR PERFORMANCE DOES NOT IMPROVE WITHIN THE PERIOD SPECIFIED, YOU WILL BE SUMMARILY DISMISSED, FORFEITING ANY UNEARNED BENEFITS AND FORFEITING ANY SEVERANCE PAY, IN ACCORDANCE WITH THE EMPLOYMENT LAW.

Your first warning notice was issued to you on _____________________________________ [insert date].

Your second warning notice was issued to you on __________________________________ [insert date].

Signature of employer/supervisor
__________________________________________________________

Name of signatory      


__________________________________________________________

Designation                  

_______________________________________ Date_______________

Signature of witness    

__________________________________________________________

Name                             

__________________________________________________________

Designation                  

_______________________________________ Date_______________

Signature of employee 

__________________________________________________________

Name                             

__________________________________________________________
Designation                  

_______________________________________ Date_______________

Signature of witness    

__________________________________________________________

Name                             

__________________________________________________________

Designation                  

_______________________________________ Date_______________

