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	EMPLOYEE WARNING



	   EMPLOYEE’S NAME:
	
	                   ID NO.:
	

	             DEPARTMENT:
	
	               POSITION:
	

	                  DIVISION:
	
	DATE OF WARNING:
	


	NATURE OF WARNING:


(
EXCESSIVE TARDINESS


(
CARELESSNESS
(
EXCESSIVE ABSENTEEISM

(
POOR ATTITUDE

(
CONDUCT UNBECOMING

(
INSUBORNIDATION

(
SUBSTANDARD WORK

(
OTHER, SPECIFY__________________________








[See Personnel Rule X 2(b)]
	FORM OF WARNING:


(  VERBAL - Memo only (to be filed in employee’s Dept. file)

(  WRITTEN WARNING





(Distribution Required)

	SUPERVSIOR’S REMARKS:

	This constitutes a Written Warning for Excessive Absenteeism pursuant to City Personnel Rule, Rule X, Section 2(b)15, "Has been excessively absent," and the City Attendance Policy, Guidelines for Action (see Employee Handbook). 

In the preceding 12-month period, as indicated by the attached leave report (attach leave report), you have been absent for ___incidents or ___ days as follows: (state dates).  Pursuant to the attendance guidelines referenced above, your next absence will result in a 3-day suspension.  

Should you have personal problems that may be contributing to your attendance, assistance is available through the City’s employee assistance program (a comprehensive employee counseling and stress management service) which is confidential.

	EMPLOYEE’S REMARKS:


	I have read this Warning and understand it.
	
	Receipt of the attachments: 
	Employee’s Initials

	
	
	
	( Employee Handbook Work Rules/Attendance Policy

( CMB - Personnel Rule X, Section 2(b). 

( Employee assistance program information
( Employee leave report
( FMLA form
	

	Employee’s Signature
	Date
	
	
	

	
	
	
	
	

	Signature of Witness/Title
	Date
	
	
	

	
	
	
	
	

	Division Supervisor’s Signature
	Date
	
	Prepared by: 


	Date




WARNING DISTRIBUTION:  1-EMPLOYEE,  2-DEPARTMENT FILE


