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	FILE NOTE FOR IMPROVEMENT 

	This File Note for Improvement is being issued to:

	Full Name:
	

	Position:
	

	
	

	DETAILS 
	

	I am writing to confirm that I am issuing you with this File Note for Improvement. This is to advise you that improvement is required, and the File Note has been issued for the following reason:  

	(Tick the appropriate reason and give further details below)

	
	

	
	Tick
	
	Tick

	Timekeeping (late for work)
	
	Failure to follow the correct absence notification procedure 
	

	Timekeeping (late return from lunch) 
	
	Failure to follow the correct Company procedure (see notes below)
	

	Ad-hoc absence 
	
	Failure to report absence
	

	Failure to complete a Self-Certification form on return to work
	
	Failure to report damage to a Company vehicle 
	

	Other:
	
	Other:
	

	Other:
	
	Other:
	

	
	

	Further details of the incident MUST be provided below:

	Details 
	

	
	

	
	

	
	

	Date of Incident
	
	Time of Incident
	

	
	

	IMPROVEMENT OR ACTION REQUIRED
The following improvement or action is now required from you:

	
	

	Details 
	

	
	

	
	

	
	

	
	

	PURPOSE OF REPORT
The aim of this File Note is to communicate the standards required and to encourage all employees to meet these standards. This notice does not form part of the formal disciplinary procedure but will be kept on your personnel file and if further incidents arise, may be taken into consideration should formal action be taken or in deciding whether formal action should be taken.  If you have any concerns about this report, you should raise this with your Manager or a Director as soon as possible.

	
	
	

	SIGNATURES

	This report has been issued by:

	Signature:
	
	Name:
	

	
	
	Date:	
	

	
	

	This report has been issued to:

	Signature:



	
	Name:
	

	
	
	Date:	
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