[Restaurant name]
Employee Write-Up Form
Employee name: ________________________________________
Position: ________________________________________
Location: ________________________________________
Manager completing this form: ________________________________________
Date of incident: ________________________________________
Date of this meeting: ________________________________________
Type of action
☐  Verbal warning (documented)
☐  First written warning
☐  Second written warning
☐  Final written warning
☐  Suspension pending review
Reason
☐  Late or left early
☐  No call, no show
☐  Cash handling or comp/void procedure
☐  Food safety or sanitation
☐  Guest service
☐  Conduct toward a coworker
☐  Uniform or appearance standard
☐  Other (describe below)
What happened
Describe the facts: date, time, shift, what was observed, who was present. Attach schedules, time records or guest notes if they apply.
________________________________________
________________________________________
________________________________________
________________________________________
Standard that applies
Name the policy, handbook section or training that covers this, and when the employee received it.
________________________________________
________________________________________
Previous warnings on the same issue
	Date
	Type of warning
	Issued by

	 
	 
	 

	 
	 
	 

	 
	 
	 



What needs to change, and by when
________________________________________
________________________________________
Follow-up date: ________________________________________
Employee comments
________________________________________
________________________________________
________________________________________
Signing confirms that you received this form and discussed it with a manager. It does not mean you agree with it.
Employee: ____________________________   Date: ______________
Manager: ____________________________   Date: ______________
Witness (second manager): ____________________________   Date: ______________
☐  Copy given to employee
☐  Original placed in personnel file
Starting draft from Back of House Ops (backhousehr.com). Edit it to fit your restaurant. It is not legal advice.
