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Metropolitan Library System
RECORD OF WRITTEN WARNING for ATTENDANCE
Date:

To:

From:

Subject: Written Warning for Attendance
This memorandum serves as a Written Warning about the discussion that you and I are having today regarding your attendance violations. The purpose of this is to once again bring to your attention the ongoing deficiencies in your conduct and is a reminder of the critical importance of following proper procedures, specifically the requirement to notify your supervisor of an unscheduled absence/tardy before your scheduled shift begins.

The intent of this is to define for you the seriousness of the situation so that you may take immediate corrective action.

On …………….. you were scheduled to work ………….. and did not call or report to work until …………………; this behavior is unacceptable. Failing to notify us caused inadequate coverage, forced other employees to unexpectedly cover for you, and caused a genuine concern for your well-being. Your unacceptable actions caused a significant inconvenience for your coworkers and showed a lack of respect for others.

We have had numerous conversations about you reporting to work for your scheduled shift and calling the manager or librarian-in-charge to let us know if you are running late. This was discussed with you ………………………………………

Since timely attendance is a significant factor in serving our customers, it is imperative that you report to work timely and when scheduled. You are expected to work the given schedule and if circumstances beyond your control cause you to be late, you are expected to call the manager or the librarian-in-charge prior to the start of your shift.

The phone numbers are available on the given schedule each month.

In the future, you are expected to follow proper procedures and if you are unable to work your scheduled shift or will be late, you are to call the manager or the librarian-in- charge immediately and must do so before your scheduled shift begins.

If you fail to do so and this unacceptable behavior continues, you will be subject to further disciplinary actions up to and including termination.

Please sign below. Your signature on this document is an acknowledgment that this matter has been discussed with you, you have reviewed this document prior to inclusion in your personnel file, and you understand the corrective action required. Your signature is not an indication of agreement or disagreement of the deficiencies that are outlined in this document.



	

	

	

	

	


**Policy SH 130 Attendance and Tardiness
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