Employee Write-Up Form With Checklist
Date: ____________________
Employee Name: _____________________________________
[bookmark: _GoBack]Date Of Incident: ______________________________
Manager On Duty: _____________________________________
Reason For Write-Up:
· Missed shift without calling manager in advance
· Left work early without permission from manager on duty
· Left work for non-work related business during shift
· Conflict with other employee(s)
· Violation of cell phone policy
· Inappropriate use of company computers
· Other (please explain below):
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Additional information from manager: __________________________________________
________________________________________________________________________
________________________________________________________________________
Additional information from employee: _________________________________________
________________________________________________________________________
________________________________________________________________________
___________________________________                _______________________________
Manager’s Signature                     Date                                        Employee’s Signature    Date

