[Your Clinic Name Here]
[Your Address Here]

Date: 
To: [Name]
From: [Your Name], [Your Title]
Subject: Written Warning

You are being issued this written warning for failure to follow company procedures and failure to comply with company policy regarding work absences.
You missed your shift today and did not ask for permission to miss it, nor did you attempt to find someone to cover for you.  Further, you did not follow through in communicating with your manager about when you would be able to come in.
[bookmark: _GoBack]Because of the nature of our scheduling in the clinic, it is very important that each employee show up for their shift, or give adequate time when requesting days off.  Further, for all missed shifts, including sick days, each employee is required to receive permission form their manger prior to the shift.  All employees must also attempt to get their shift covered.
Further, although we understand that personal emergencies arise, you are still required to handle these situations with professionalism.
Failure to correct the behaviors addressed in the written warning, development of new or related problems, and /or continued unsatisfactory performance will lead to more serious corrective action up to and including discharge.

Sincerely,
[Your Name]
[Your Title]
[Your Clinic Name]
