[bookmark: _GoBack]This tool provides an example of a form to record your company’s policies infractions, and to take and monitor corrective actions. You may adapt it to your business needs and employment conditions.

Discipline Documentation Form

Name of Employee:_______________________________________________

Employee’s Job Title:______________________________________________

Infraction Information

Date/Time of Infraction:______________________________________________

Location of Infraction:_______________________________________________

Type of infraction:
Attendance, 				Safety
Conduct,  				Tardiness
Performance, 			Other:___________

Description of Infraction:___________________________________________
_______________________________________________________________
_______________________________________________________________

Witnesses:____________________________________________________

Corrective Action to be Taken
________________________________________________________________
________________________________________________________________

Expected Improvement:
________________________________________________________________
________________________________________________________________

I, undersigned, (Name of the employee) read and understood the present disciplinary document.

Signature of the employee: ______________________

Date:	__________________________________________________


Signature of the supervisor:______________________

Date:	__________________________________________________
