[bookmark: Text5]YOUR COMPANY NAME
File Notation Form

This form may be used for purposes of coaching and counseling as well as disciplinary action.  Please complete all appropriate sections, sign and date the form and pass it on to Human Resources to be filed.

	Team Member:
	[bookmark: Text1]     
	
	Department:
	[bookmark: Text3]     

	Date of Occurrence:
	     
	
	Date of Notation:
	     




Reason(s) for Notation (check all that apply):

	[bookmark: Check1]|_|
	Attendance (i.e., no call/no show, tardiness and early arrival)
	[bookmark: Check5]|_|
	Insubordination (including deliberate violation of rules/policies)

	[bookmark: Check2]|_|
	Job Performance 
	[bookmark: Check6]|_|
	Violation of safety and/or health rules

	[bookmark: Check3]|_|
	Unprofessional conduct with a Guest(s) and/or Other Team Member(s)
	[bookmark: Check7]|_|
	Use of abusive, foul or rude language

	[bookmark: Check4]|_|
	Uniform and/or Grooming below standards
	[bookmark: Check8]|_|
	Other (see explanation)




Explanation/Comments:
	[bookmark: Text6]     



Signature:



Manager						Print Name					Date

