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Employee Information

Employee Name

Position / Title

Date

Level of Corrective Action

Verbal Counseling

Written Warning

Final Written Warning / Suspension

Termination

Incident Details

Date(s) of Incident

Description of Issue
Describe the specific behavior, performance issue, or policy violation in detail. Include dates, times,
locations, witnesses, and any other relevant facts.



Prior Warnings on This Issue

Date Level of Action Summary of Issue Outcome

No prior warnings on this issue

Policy Violated

Policy Number and Title (NC Reference)

Specific Section / Requirement

Expected Corrective Action / Improvement Plan

Describe the specific actions the employee must take to correct the behavior or improve
performance:

Timeline for Improvement

Consequences if Not Improved

Employee Acknowledgment

I have received and understand this corrective action notice. I understand the expectations outlined
above and the consequences of failing to meet them. My signature does not indicate agreement
with the findings; it acknowledges receipt of this document.

I understand that I may submit a written response to be attached to this form within five (5) business
days.

Employee
SignaturePrinted
NameDate

Employee refused to sign (documented by supervisor below)

Supervisor

Supervisor SignaturePrinted
Name / TitleDate

Administrator

Administrator
SignaturePrinted NameDate



Follow-Up Review

Follow-Up Review Date

Follow-Up Outcome
Issue resolved — no further action required

Improvement noted — continued monitoring

Insufficient improvement — escalation to next level

Other (describe below)

Follow-Up Comments:

Reviewer SignaturePrinted
Name / TitleDate

Office Use Only

Date Filed in Personnel Record: ______________ Copy Provided to Employee:
______________ Employee Response Attached: Yes / No
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