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6-4. Employee Discipline Documentation Form

[bookmark: _GoBack]
Information about the employee:

Employee Name: ............................................... .........................................

Job name: ............................................... ...................................................

Information about the incident:

Date/time of the incident: ............................................. ...............................
Location of the incident: ............................................... ................................
Description of the incident: ............................................... ………………………….
.................................................. .................................................. ...............
.................................................. .................................................. ..............
.................................................. .................................................. ..............
Incident witnesses: ............................................... ....................

Is the incident related to a violation of company policy?	Yes		No
If the answer is “yes,” determine which policy and how this incident constitutes a breach of it?
.................................................. .................................................. .....
.................................................. .................................................. .....

Actions Taken:

What actions have been taken against this employee? ..............................................
.................................................. .................................................. .....
.................................................. .................................................. .....

         Were the mistakes made by the employee explained to him?      Yes    	No
Did the employee provide any justifications for the incident? If he did, what were those justifications? ....
.................................................. .................................................. .....
.................................................. .................................................. .....
.................................................. .................................................. .....


Signature of the author of the report: .............................................. ..................................
date: ................................................ ................................................
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