ANNEX 1
Record of Verbal Warning
口头警告记录

用法：首次轻微违规时使用。必须由员工签收；拒签的，由两名见证人签字并注明日期。
[COMPANY LETTERHEAD]
	Employee name
	

	Employee No.
	

	Position
	

	Department
	

	Date of counselling
	

	Place
	

	Manager
	

	Witness (HR/colleague)
	



	1. Conduct/performance discussed (with dates and facts):






	2. Rule, standard or expectation breached:





	3. Employee's explanation (summary):





	4. Required improvement and support offered:





5. Consequence of repetition:
This verbal warning will remain on file for [6] months. Any repetition or further misconduct within this period may lead to a First Written Warning and, ultimately, dismissal.
	6. Employee comments (optional):





7. Signatures
	Role
	Name
	Signature
	Date

	Employee
	
	
	

	Manager
	
	
	

	Witness
	
	
	



Signature confirms receipt and discussion, not necessarily agreement.
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