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Corrective Action Form

Employee name:
Supervisor name:
Date:

Brief description of problem:
Poor performance
Tardiness
Absenteeism

Safety violation
Policy violation
Other (Please explain)

Action taken:

Verbal warning

Written warning

Suspension

Termination

Other
Was a performance improvement plan agreed on?
If so, what are the main points:

What other corrective measures were decided?

Employee comments:

Please be advised that failure to improve behavior or further violation of company policy will result in
additional disciplinary action, up to and including discharge. By signing below, you acknowledge that you have
received this notice.

Employee: Date:

Supervisor: Date:

[NOTE: A copy of this form should be provided to the employee. The original should be given to the owners
for placement in the employee’s file.]





