
Docum entat ion of W arning 

 First  Warning      Second Warning      Final Warning 

Em ployee I nform at ion  

Em ployee Nam e:  ___________________________  Contact  # _________________ 

Em ployee’s Posit ion:  __________________________________________________ 

Nam e of Supervisor:  ___________________________ Contact  # _______________ 

I ncident  I nform at ion  

Descript ion of incident  ( include date,  t im e, locat ion,  witnesses, and specific departm ental /  

college /  LCTCS /  or State Civil Service policy v iolated,  if  applicable) :  

Em ployee’s explanat ion of the conduct , if any:  

Correct ive Act ion Being Taken 

Provide inform at ion on the correct ive act ion being taken ( i.e. perform ance im provem ent  plan, 

etc. .)   
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Provide inform at ion on em ployee’s expected im provem ent  ( including consequences of failing 

to im prove) . 

Signature  of Part ies 

Supervisor’s Signature:  __________________________________________________  

Date:  ________________________________________________________________ 

Em ployee Signature (which acknowledges that  em ployee has been counseled about  his/ her 

inappropriate conduct  and inform ed of the consequences if im provem ents are not  m ade;  the 

em ployee’s signature does not  m ean that  the em ployee agrees with the warning or adm its 

guilt , but  sim ply acknowledges the content  of t he counseling docum ented herein) :  

______________________________________________________________________ 

Date:  ________________________________________________________________ 

Witness Signature  (only needed if the em ployee refuses to sign this docum ent  acknowledging 

that  he/ she has reviewed this docum ent ;  the witness m ust  actually observe the counseling 

session with the em ployee before signing) . 

______________________________________________________________________ 

Date:  ________________________________________________________________ 

This docum ent  is not  discipline, is subject  to lim ited r ights of appeal, and m ay not  be included in any 

publicly accessible personnel record unless used to support  future discipline. Em ployees have a  r ight  to 

respond to this docum ent  in w rit ing.  The em ployee’s response w ill be at tached to each copy of the form  

and shall becom e part  of the em ployee’s file. I f the sam e or sim ilar conduct  recurs, this docum ent  m ay 

be used to support  the severity of future discipline.   
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