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ransmaritime, Inc.
	Employee Progressive Disciplinary Notice

	
	

	
	


	Employee Name:
	Employee Information:
	

	
	
	
	Notice Date:
	

	Employee ID #:
	
	
	
	
	
	Job Title:

	Supervisor/Manager:
	
	
	
	
	
	Department:
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Type of Warning:


Documentation of Verbal Warning Given On ______________________

Written Warning : ________________________


Type Of Offense:

· Refusing work assigned
· Substandard Work / Not following s.o.p. / Not following instructions
· Carelessness / Forgetfulness / Laziness
· Inappropriate treatment of customers/colleagues; Discourteous
· Harassment / Improper Conduct
· Violation or Disregard of company policy #________
· Insubordination to superior or management
· Not following work schedule
· Insubordination to customers
· Violation of time card procedures
· Failure to assist customers
· Violation of lunch or break periods
· Excessive absences and/or tardiness (3 times in 30 days)
· Misuse or abuse of company property
· Excessive absenteeism
· Sleeping on the job
· Leaving work without approval
· Theft of any kind
· Not following safety procedures
· Use of drugs on company premise
· Not wearing name badge
· Use of alcohol on company premise
· Inappropriate dress for job
· Violation of data processing security agreement
Other: ______________________________________

Details Of Infraction:

Description of Infraction (Employer):

Description of Infraction (Employee):

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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	ransmaritime, Inc.
	Employee Progressive Disciplinary Notice

	
	

	
	



	Disciplinary Action Taken:
	
	
	

	Warning (Verbal)
	Warning (Written) 1st/2nd
	
	Suspension

	Final Written Warning
	Dismissal
	
	Other ___________________

	
	
	
	

	
	
	
	



Plans for Improvement:

Consequences of Further Infractions:

Acknowledgement of Receipt of Warning:

By signing this form, you confirm that you understand the information in this warning. You also confirm that you and your supervisor have discussed the warning and a plan for improvement. Signing this form does not necessarily indicate that you agree with this warning.

Employee Signature: _________________________________ Date: ____/____/_____ Time: ____:____

	Agree with Disciplinary Notice
	Disagree with Disciplinary Notice



Supervisor Signature: _________________________________ Date: ____/____/_____ Time: ____:____

Witness Signature: ___________________________________ Date: ____/____/_____ Time: ____:____

(Must be Present During Notice. Must sign if employee refuses to sign)
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