SAMPLE WRITTEN WARNING

Date 

Name
Title 

RE: Written Warning- (Unsatisfactory Performance/Inappropriate Behavior) 

In accordance with Article (XX) of the Agreement between the University of California and (union, if applicable), you are receiving this written warning because of the (unsatisfactory performance or the inappropriate behavior). 

You were counseled on (date(s)). To date, there has been no marked improvement in these areas. To the contrary, the (unsatisfactory performance/inappropriate behavior) has continued/occurred.

The (unsatisfactory performance/inappropriate behavior) has negatively impacted your work or has affected others.  

Effective immediately, you are expected to (state the improvement or change of behavior). 
(Optional: I encourage you to contact the Employee Assistance Program (EAP) at (800) 433-2320 or www.cascadecenter.com for confidential assistance in resolving any personal problems that might be impacting your work performance/behavior.)
Failure to demonstrate immediate and sustained improvement in these areas may result in further corrective action, up to and including dismissal. 

You have the right to request a review of this action under Article (XX).

Supervisor 

cc: 
Personnel File

WRITTEN WARNING FORMAT
Date: DATE ISSUED 

To: EMPLOYEE 

RE: WRITTEN WARNING 

MAKE A CLEAR STATEMENT ABOUT THE SPECIFIC PROBLEM 
(You are being given a written warning for your misuse of University property. Specifically, …….) 

GIVE AN EXPLANATION ABOUT THE IMPACT OR SIGNIFICANCE OF THE PROBLEM
(e.g. work had to be reassigned or a project was delayed) 

INCLUDE A SUPERVISORY STATEMENT OF EXPECTATIONS 
(e.g. that the employee will arrive to work on time, process forms in a timely basis, comply with UCI policies) 

INCLUDE A CONSEQUENCE/ WARNING STATEMENT
(Immediate, substantial and sustained improvement is expected in your performance. If you do not meet these expectations further disciplinary action including suspension or discharge may be taken.) 
INCLUDE A REFERRAL TO EAP WHEN APPROPRIATE
I encourage you to contact the Employee Assistance Program (EAP) at (800) 433-2320 or www.cascadecenter.com for confidential assistance in resolving any personal problems that might be impacting your work performance/behavior.
INCLUDE AN EMPLOYEE RIGHTS STATEMENT
(You have the right to request a review of this disciplinary action under Article____ of the Agreement.) 

Attachment: Counseling Memo dated March 4, 2011
cc: 
Departmental Manager
   
Personnel file 
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