Warning Letter Issuance

Flow

Manager submit via
Wrike request form on
issuing warning letter
to employee

Management
agree/disagree to
issue warning letter, and to

discuss with manager on
total Synergy Points
deduction

Yes
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HR will issue draft
warning letter and

NoO—p|

Manager will
communicate with
employee verbally

regarding
mistakes/attitude

show relevant
manager for
edit/amend

\

2 copies will be
printed and both will
be signed by
employee. 1 copy kept
by employee, 1 copy
kept by HR

\

Employee will be
given 1-2 months time
to improve/work on
mistakes

Y

If an employee
receives a total of 3
warning letters in less
than 1 year, manager
can proceed with
termination of
employee

HR and Manager will
have a discussion with
the employee when
applicable before
issuing warning letter
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