Insert Company Name Here
Written Warning Report
(To remain on Employee file for 1 year from this date.)


Parties involved:
	Employee:
	
	Dept:

	
	
	

	Supervisor:
	
	Date:

	

	Reason for Written Warning: 

	 Failed to follow Company Rules     Absenteeism     Substandard work     Other 

	Event leading to this written warning:

	

	Corrective actions:

	

	Consequences if the events reoccur:

	

	By signing this form, you confirm that you understand you have been issued a written warning and the reason(s) for the warning.

	Employee Signature:
	Date: 

	Manager Signature:
	Date:

	Witness Signature:
(If employee refuses to sign)
	Date:





Important Template Information
When using the templates, anything highlighted yellow should be updated to include company-specific information. For example, “insert company name here.” As each organization is unique, please tailor these template documents to adequately represent the needs of your own organization.


[image: ](To remove the highlight in Microsoft Word, select the text and click on the Text Highlight Color dropdown              and choose no color). 

Save a copy of the file and delete this instruction page when finished.



Written Warning Report
The provided template is formatted as a table. It may be filled out before printing and signing it, or it may be converted to a fillable PDF form using relevant software.

The enforcement of company rules is critical to sustaining the Internal Responsibility System (IRS). Enforcement can be used when employees do not use hazard controls. For accountability it is important to document the enforcement and apply it consistently. 



For more information:
ACSA Principles of Health and Safety Management course guide
ACSA Principles of Health and Safety Management for SECOR course guide

Government of Alberta Occupational Health and Safety Starter Kit
https://ohs-pubstore.labour.alberta.ca/bp035

ACSA 2023 Audit Instrument questions 4.1, 6.7, 6.8
ACSA 2023 SECOR Evaluation question 4.1, 6.3
(Download the current versions from youracsa.ca) 
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