PRESENTING A VERBAL WARNING GUIDELINES
The following points should be covered in this sequence:

1. Opening

eg. “Your explanation is unsatisfactory so it is necessary to give you a Verbal Warning.”
2. Offer of Representation (if not already present)

eg. “Do you want a representative or another person present as a witness?”

If representation is required it may be necessary to adjourn the meeting until representation is available.

3. Area of Concern

eg. “Yesterday you were 45 minutes late for work.”

4. Impact of Violation

eg. “Your lateness is unacceptable because another employee had to cover for you.”

5. Warning Itself

eg. “You are hereby formally warned that any further misconduct (or failure to improve.......”

6. Consequences

eg. “………will make you liable to more serious disciplinary action, including dismissal”
7. Record

eg. “A note of this verbal warning is being kept on your Personal File and the warning remains in force for _____ months”.

8. Closing

eg. ”Do you understand the meaning and significance of this warning?”

Note:  Make a record of issuing the warning including name, date, time, who was present and what was said. After the meeting, issue the Confirmation of Verbal Warning Letter to the employee and place a copy on his/her personal file.

