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	Human Resources Manual - 701 – Employee Discipline




DISCIPLINARY ACTION RECORD SHEET

	NAME:  _______________________________________
	POSITION: ___________


	DISCIPLINARY ACTION TAKEN
	WRITTEN REPRIMAND
	SUSPENSION

	Date/Time of Interview


	
	

	Date/Time Scheduled


	
	

	24 Hour Notice Provided (if applicable)


	
	

	Place of Interview


	
	

	Person’s Attending


	
	

	Reason for Interview (include behaviour requiring correction and dates)


	
	

	Employee’s Response


	
	

	Suggested Steps to Correct Problem


	
	

	Explanation of further action to be taken if behaviour goes uncorrected.
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