6.4.5
Notification of verbal or written warning
	Name of employee: MACROBUTTON NoMacro ( [insert name]
	Employee’s position: MACROBUTTON NoMacro ( [insert details]


	 FORMCHECKBOX 
 Verbal warning  FORMCHECKBOX 
 Written warning

This warning shall be valid for a period of:

 FORMCHECKBOX 
 Three months (verbal warning)
 FORMCHECKBOX 
 Six months (written warning)  


	Description of unacceptable behaviour:
MACROBUTTON NoMacro ( [insert details] 

	Description of how the employee should behave in the future:

MACROBUTTON NoMacro ( [insert details] 

	Brief description of the consequences should the employee not change his or her behaviour:

MACROBUTTON NoMacro ( [insert details]


	Please note that failure to observe this warning or to maintain the behaviour/performance expectations that the company expects from you during the validity of this warning may lead to more serious disciplinary action being taken against you.

I trust that this experience will assist you in achieving the standards of performance and behaviour that we have agreed on. Please feel free to discuss with me or your supervisor any difficulties you may have in future.

	Written warning issued by:

Employer: ________________________ 
Date: ________________

Written warning acknowledged by:

Employee: ________________________ 
Date: ________________

Witnesses: (should the employee refuse to sign)
Name of witness: ___________________________ 


Signature of witness: ___________________________ 
Date: ________________










