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 Verbal Warning
Owner/ Department: ZAF – Human Resources

Employee Name:  


[NAME] [SURNAME]
Position:



[JOB TITLE]
Department:



[COST CENTRE]
Manager / Supervisor:


[NAME] [SURNAME]
Date:




[DAY] [MONTH] YEAR] 
Description of misconduct (where possible include specific dates & examples) [List charges]: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
In that: [Summarise facts to the incident] ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Specific changes in behaviour required [List]: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Employee’s response: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Re-occurrence of related misconduct within 3 months of the date on this document may result in further disciplinary action up to and including termination of employment.
Document if employee declines to comment, or sign, and obtain witness signature.
_______________________________


_______________________________
Employee Signature




Manager / Supervisor Signature 
_______________________________
Next level of Supervision or witness

_________________________
Date Signed[image: image2.png]SIS L
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