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SAMPLE WRITTEN WARNING: 
· Customize this letter for your specific student and forward it to saremicenter@aic.edu. We will reach out to you promptly regarding next steps. Please wait to hear from us before taking any other action.
· A Saremi Center representative must be present when you meet with the employee.

Date:	February 22, 2017

Student Staff Member:	Joe Student

Warning Issued By:	Abner Administrator, Director, Department of Quantum Physics

Subject:	Documented Verbal Warning


Clearly state the improper behavior using specifics. Focus on the behavior, not on the student as a person. (ie. “On Thursday, February 16, 2017, you were scheduled to work at 3:30pm but arrived at work at 3:42pm. On Monday, February 20, you were scheduled to work at 3:30pm but arrived for work at 3:54pm. You did not call, text or email a supervisor in advance of these tardy arrivals. Your schedule was determined through mutual agreement at the beginning of the semester, the schedule was emailed to you at your AIC email address on January 15, 2017, and it is posted on the bulletin board in the supervisor’s office.”) 

You are being issued a verbal warning, informing you that [clearly state the expected behavior] (ie. “you are expected to be present and ready to begin working in time for the beginning of each shift. In the event that you are unable to arrive on time, you are expected to notify your supervisor in advance.”)

Any further instances of disregard for the student work-study program policies or performance standards will result in further disciplinary action up to and including termination of your student employment with the College.

This document serves as a record of the verbal warning issued to [Name] on February 22, 2017.
[bookmark: _GoBack]

Student Employee: 
(Student signature indicates receipt of this document only and does not indicate agreement or disagreement with the information contained)


______________________________	________________________________	______________
(Print Name)				(Signature)				(Date)


Supervisor administering Verbal Warning:


______________________________	________________________________	______________
(Print Name)				(Signature)				(Date)

Cc: Personnel File
LK 1/13/14
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