FINAL WARNING

To:


Employee

Subject:
Attendance

Work-Site Employer/Client:            
This final warning will confirm our discussion of [Date] in which we reviewed your attendance records.  In the review, it was noted that you received a warning for poor attendance on [Date] and a [Time Frame] suspension on [Date].  Since the suspension, you have been late or absent on the following occasions:

Date






Reasons
     





     
     





     
     





     
You have been given ample opportunity to correct your attendance deficiencies and demonstrate that you can be regularly counted on to perform your duties.  Your absence/lateness record is excessive, warranting this last step before discharge.

You are hereby suspended for [Number] days starting on [Date].  However, so there will be no misunderstanding on your part regarding the seriousness of this matter, you should consider this a final warning.  If you must miss work, you are to call me directly and you will not be allowed to return to work without medical certification.  Any further violations of this policy will result in termination.

A copy of this final warning will be placed in your personnel file.

Manager:      




Date:      
My signature acknowledges that I have read and understand this warning.

Employee:      




Date:      
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