CHECK LIST BEFORE ISSUING A WARNING 
· Check if the suspected employee could have been guilty.


· Meet privately with the suspected employee and explain the accusation.  Make sure he understands the complaints. 


· Give him the opportunity to put forward his side of the story.


· Carefully consider the employee’s explanation / response.


· Investigate further.


· Decide, based on the facts, whether the employee is guilty or not.


· Inform the accused of the decision and reason for it.


· Inform the employee of what is expected of him in future and how his progress towards meeting the requirements will be monitored.
· Consider what assistance you can give to overcome obstacles to the employees’ achievement of your requirements.
· Inform the employee he will be issued with a warning.

· Issue the warning to the employee on your official warning form.  On the warning you should confirm.

· The date and time of the corrective meeting and a brief summary of the employee’s explanation of his case.

· The nature of the complaint, the level of warning and the duration of the validity.

· What is expected of the employee in future and any agreement reached.

· What the employee is being warning of.  He must be clearly warned of the consequences of being found guilty of further infringements.
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