Employee Write-Up Example

Tardiness

Dear [employee’s name],

As highlighted recently, your frequent tardiness has been affecting your work performance as well as the company’s productivity. 

As you are aware, [business’ name] takes punctuality very seriously and expects all its employees to adhere to it. The employee handbook also defines this requirement clearly. Frequent instances of reporting late at work are considered a serious violation of the policy. 

But as we have discussed previously, you have shown frequent violations of the policy in the past month alone, where you have reported late to work for the following days.

· May 2, 2019; 40 minutes late. 

· May 5, 2019; 75 minutes late.

· May 8, 2019; 35 minutes late. 

· May 10, 2019; 40 minutes late. 

As explained during verbal warnings delivered on each of these dates, arriving late at work with no explanation is serious misconduct. Despite repeated discussions and warnings, the problem has not been resolved and has only grown frequent with time. 

As you are aware, [company name] does its best to cooperate with its employees in instances where they have personal issues or prior commitments that keep them from reporting to work on their scheduled timings at specific days. But given that we have received no explanation, documentation or prior intimation of your behavior, we have to keep the company policy in mind and remind you of its violation. 

First written notice

This letter acts as your first written notice against your tardiness. We expect that you will look into your behavior and take the required actions for improvement accordingly. 

If you identify that you might not report to work in time on a given date, you need to inform your immediate supervisor a day in advance. Failure to comply with this requirement and repetition of the aforementioned behavior will result in further corrective measures. Which include up to and including termination.

If you have any concerns or need to discuss the reasons for your tardiness, feel free to visit me in my office or reach out to me at [email] or [phone number]. I will be glad to find ways that can help you manage your responsibilities while also keeping in line with company policy. 

Sincerely, 

[Your name]

[Your title]

