Reason for Absence or Action Taken

A) Absent - Called / Il
B) Absent - No Call

2014
EMPLOYEE WORK RECORD

C1) Tardy - Lunch
C2) Tardy - Breaks

E) Leave of Absence

F) Personal Absence

G) Jury Duty

H) Bereavement

J) Disciplinary Action
K) Others (Explain on back)

C) Tardy - Reporting to Work D ) On - Job Injury (Explain on back) | ) Vacation L) Early Departing
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Name: Department:




EMPLOYEE RECORD
List of all action taken with imployee including, but not limited to: Oral or written disciplinary action, review of employee problems, reasons for time off, transfers, promotions, etc.

Date of Discussion Reason for Discussion Action Taken and Comments Initials

When transferred or terminated, forward record to Human Resources.




