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Sample of warning letter for insubordination. Sample write up for insubordination. Warning letter for insubordination and poor performance. Can you write up an employee for insubordination. How to write up
an employee for insubordination. Sample written warning letter for insubordination. Example of written warning for insubordination. How to write a written warning for insubordination.

To: [Employee's Name] From: [Your Name] [Your Title/Position] Subject: Formal Warning for Insubordination Dear [Employee's Name], I'm writing to inform you that we've received reports of your recent behavior, which has been deemed insubordinate. As an employee at [Company Name], it's essential that we maintain a professional and respectful
work environment. Specifically, the following incidents have raised concerns: 1. During a team meeting, you challenged instructions from your supervisor.

2. You engaged in a heated argument with a colleague, disrupting workflow. 3. You've made disparaging remarks about company policies on social media. Insubordination can harm team morale and productivity.

We're issuing you a formal warning to address this behavior immediately. We understand that workplace dynamics can be challenging, but we expect employees to address concerns through appropriate channels, not insubordinate behavior. We encourage you to take this warning seriously and commit to professional behavior moving forward. We'll
arrange a meeting with your supervisor on [Meeting Date] to discuss the concerns raised and establish clear expectations for improvement. Please note that future evaluations will be influenced by your response to this warning.

Ta
{The Recgeent Nams]
{Desigration]
{School Mame]

gct: Reprimand for peor perfermancs in the 2 [x] and nsubordination during [XVZ
Respecied Mr. ABL,
This letter serves as a written letter of reprmand 1o you ta confirm that you hawe nat bean
shawing compliance with the nides and regubations of the company. 1t s not acceptable for cur
company to talerate poor perfarmance and insubordiration at cur emplopes’s end because the
Ircubicrdinatian lesds ta a lack of disaphine and a dedine in the growth of tha company, You ane

weamed of the disciphinary action taken by the company I yau do rot show any iImpraverment in
yyour bebaviar.

am ready ko assist yau in improving your performance and | have devised a comarehiensive
acticn plan that you can follow and show some Interest in your jab.

“four superdscr has shared many concems with me regarding yaur perfoamance as at fimes, the

company suffiered a lass because of your neghgence. Many times, it was ignared by me, and ance,
also Issued you 3 werbal waming. Now, | am compelied to write the waming letier because you

da not seem to understand the problem.

e might el that | have na reascn to find your ok perfarmance unsatifactory. Considerng

this, | can mendion 3 few incidents that were meperted 1o me regarding your perfarmance

including your early cepasture from work withowt informming anyone or taking permission.

hiope that you understand the value of demanstrating good perfomrnanoe st wark. § ook forwand
1o saaing you mprove yoursel and your bekardor.

Regards,
siame of the sencer

Sendes’s designatian in the compary
stame of the company

Specifically, the following incidents have raised concerns: 1. During a team meeting, you challenged instructions from your supervisor. 2. You engaged in a heated argument with a colleague, disrupting workflow.

3. You've made disparaging remarks about company policies on social media. Insubordination can harm team morale and productivity. We're issuing you a formal warning to address this behavior immediately. We understand that workplace dynamics can be challenging, but we expect employees to address concerns through appropriate channels, not
insubordinate behavior. We encourage you to take this warning seriously and commit to professional behavior moving forward. We'll arrange a meeting with your supervisor on [Meeting Date] to discuss the concerns raised and establish clear expectations for improvement. Please note that future evaluations will be influenced by your response to this
warning. Failure to demonstrate improvement may result in more severe consequences. Sincerely, [Your Name] Insubordination in the workplace refers to an employee's intentional refusal to obey their employer's reasonable requests. This can manifest as verbal or physical disrespect, including rudeness, insults, or even physical intimidation.
Employers may respond to insubordination with disciplinary actions, which can range from verbal warnings to termination.

Final Written Warning

Fromne | Manager/ Supervisar bame] T [Employes Name]
[lobs Ticle| [Jh Teade]

[Company Mame] | Emplevee 1D
[Company Address]

Re: Final Written Warning

Deear [Employes Name], | am wniting o inform you that this is your 3rd and final warming For failure
£ pepor 1o work, The parpose of this leter is 1o provide an explanation of the final warning and
provide you an apportanity vo conrect this action

L. Ietances of Absence Withoat Requared Notioe Decemnber 3nd, 2022, laruary 5th, 2003, Febnary
Iat, 2003,

X Write Ups Received: December 3rd, 2022, January 15¢h, 2023, February I, 2023, for hifore o
report Eo work.

. Plans For Improvement: In cur previoas meetings reganding this 1ssee, wie discassed an action plan
for reporing te work, You were 1o organize your perienal schedube and mske the requined
armangemenis 3 home 1o ensure there would be no famber absences

4. Action Ta Be Taken: As this is your third and final waming, any farcher viclations of our

attendance policy will resalt in termination of your employment with [Company Mame],

1 trast that you will be able to follow the action plan we created. However, | am bappy to disosss any
wleas you might have that can lead g0 vour improved attesdance. By signing this letter, you
acknowledge that you have been informed of your violathors and are awane that any further violation
will essale im the loss of your employment comrss

Employes Slgoavores EREEH D

Supervisor Signature:;

Example of written warning for insubordination. How to write a written warning for insubordination.



To: [Employee's Name] From: [Your Name] [Your Title/Position] Subject: Formal Warning for Insubordination Dear [Employee's Name], I'm writing to inform you that we've received reports of your recent behavior, which has been deemed insubordinate. As an employee at [Company Name], it's essential that we maintain a professional and respectful
work environment.

Dear Mrs. Angelina,

This letter informs you that your employment with Laurence Communications Is terminated effective on
January 157, 2021, You're dismissed for insubordination. The supperting evidence is included in your
employee file.

On November 257, 2020, you're réprimanded for using obscene language in the office. A warning letter
was Included In your employee file. On December 7%, 2020, you're reprimanded for the same offense &
got & sacond warning letter. It comes with a clause stating that you'll be dismissed in the 3" violation.

On December 30%, 2020, you assaulted a coworker verbally & physically In your department. So, we feel
that there is no chance for you anymore, Those events lead to your termination,

Your final paycheck will be malled to your address soon. You have to return all the company properties
you bring no more than January 14, 2021. i you have any questions related to this matter, you can
send me aletter.

Regards,

Bdr, Chris John

General Manager

Laurence Communications

Specifically, the following incidents have raised concerns: 1. During a team meeting, you challenged instructions from your supervisor. 2. You engaged in a heated argument with a colleague, disrupting workflow. 3. You've made disparaging remarks about company policies on social media. Insubordination can harm team morale and productivity.
We're issuing you a formal warning to address this behavior immediately.

(Specimen) Warning Letter to Employee for Wilful Insubordination
© coimy 2019/11 empi o wligence htrmi

Ref:
Date:

To

(Name of the Employee)
(Designation)
(Department)
(Employee Code)

Sub.: Insubordination at Work - Vielation of Employee Code of Conduct
Dear Mr. / Ms. (Fust Name of the Employee).

Your superior Mr. /' Ms. .o imsniien has reported.that you have been
disobeying lusher orders/mstructions on duty and.alse belaving badly durng
the workimg hours with your colleagues. Please note that any act of
msubordination without valid'genuine reasons are stnctly dealt with by the
company

A meeting has been scheduled betwean you, HR Head Mr/Ms, ... and
wvour superior Mr./Ms on {Date) at (Time am‘pm) at the conference hall
# .o of the company, At which, vou would explain vourself of this
irresponsible conduct on your part with genuine reasons. After hearing the case,
we will take fimther actionmin this regard.

Please note that if it is found that your act of msubordination was imtentional
without any valid reasons, then it may result in diseiplinary action against you
viz. penalty m tenns of deduction from salary reduction suspension from work
or fermipation from vour employment or any other appropriate action as
decided by the company.

This letter will be placed on yowr persounel employment file. Please
acknowledge receipt of this letter by signing one copy of this letter as enclosed
herewth

For (Name of the Company),
fsigiaiire)

(Name of the Officer)
(Designation)

How to write a written warning for insubordination.

To: [Employee's Name] From: [Your Name] [Your Title/Position] Subject: Formal Warning for Insubordination Dear [Employee's Name], I'm writing to inform you that we've received reports of your recent behavior, which has been deemed insubordinate. As an employee at [Company Name], it's essential that we maintain a professional and respectful
work environment. Specifically, the following incidents have raised concerns: 1. During a team meeting, you challenged instructions from your supervisor. 2. You engaged in a heated argument with a colleague, disrupting workflow. 3. You've made disparaging remarks about company policies on social media. Insubordination can harm team morale
and productivity. We're issuing you a formal warning to address this behavior immediately. We understand that workplace dynamics can be challenging, but we expect employees to address concerns through appropriate channels, not insubordinate behavior. We encourage you to take this warning seriously and commit to professional behavior
moving forward. We'll arrange a meeting with your supervisor on [Meeting Date] to discuss the concerns raised and establish clear expectations for improvement. Please note that future evaluations will be influenced by your response to this warning. Failure to demonstrate improvement may result in more severe consequences.

Termination Letter for

Insubordination

During a team meeting, you challenged instructions from your supervisor. 2. You engaged in a heated argument with a colleague, disrupting workflow.

3. You've made disparaging remarks about company policies on social media. Insubordination can harm team morale and productivity. We're issuing you a formal warning to address this behavior immediately. We understand that workplace dynamics can be challenging, but we expect employees to address concerns through appropriate channels, not
insubordinate behavior. We encourage you to take this warning seriously and commit to professional behavior moving forward. We'll arrange a meeting with your supervisor on [Meeting Date] to discuss the concerns raised and establish clear expectations for improvement. Please note that future evaluations will be influenced by your response to this
warning. Failure to demonstrate improvement may result in more severe consequences. Sincerely, [Your Name] Insubordination in the workplace refers to an employee's intentional refusal to obey their employer's reasonable requests. This can manifest as verbal or physical disrespect, including rudeness, insults, or even physical intimidation.
Employers may respond to insubordination with disciplinary actions, which can range from verbal warnings to termination. However, employers must consider various factors before taking action, such as the employee's legal protections, the nature of their job, and the circumstances surrounding the disobedience. An employer's order may take
several forms, including verbal or written commands, responsibilities stated or implied in an employee's job description, or orders implied through company policies. Employees who refuse to comply with these requests, either verbally or through actions, are considered insubordinate. Dealing with insubordination requires a nuanced approach, as
employers must balance the need for discipline with the potential consequences of terminating an employee. Factors that may influence an employer's decision include the employee's history of insubordination, the severity of their behavior, and any legal protections they may have. Some common considerations for employers addressing
insubordination include: * Clarifying whether the employee misunderstood or misinterpreted the order * Assessing the circumstances surrounding the disobedience, including any potential biases or power imbalances * Considering the organization's policies on dealing with insubordination and following established procedures In some cases,
employees may be protected from disciplinary action due to their job or employment status. Employers must also consider the cultural and situational context in which the disobedience occurred.

If an employee's behavior continues despite verbal and written warnings, termination may become necessary. As part of your corrective action, you have been placed on a two-day leave starting from August 11th, 2018. Your expected return date is August 13th, 2018 at 9:00 a.m. sharp.

This decision has been recorded in your personnel file, and any further instances of insubordination may lead to severe disciplinary action, including the possibility of contract termination. Meanwhile, we'd like to guide you through the process of writing an effective insubordination warning letter. Our step-by-step approach will help you avoid
common mistakes and ensure a clear message is conveyed to your employees. Insubordination occurs when an employee deliberately disobeys or disregards the authority of their supervisor, resulting in disruptions to workplace harmony and undermining management's authority. Addressing this behavior promptly is crucial for maintaining a
respectful and efficient work environment. A warning letter for insubortion serves as a formal notice to the employee, outlining specific incidents, policies violated, parties involved, and consequences if the behavior continues. It also provides a plan of action or recommendations for improving behavior and meeting employer expectations. When
drafting an insubordination warning letter, keep the following points in mind: 1. Start with a clear statement of the problem: Begin by stating the specific incident(s) of insubordination. 2. Provide details on the policy/procedure violated: Clearly outline which company policies or procedures were not followed. 3. Specify the expected behavior: Clearly
state what behavior is expected from the employee moving forward. 4. Outline the consequences: Inform the employee of the possible disciplinary actions that may result if the behavior continues. 5. Offer a plan for improvement: Provide recommendations on how the employee can improve their behavior and meet employer expectations. Remember,
a well-crafted insubordination warning letter is essential for maintaining a respectful and efficient work environment. A comprehensive guide to crafting a well-structured warning letter for insubordinate employees. This template includes: 1. **Specific behavioral issues**: Clearly outline the employee's inappropriate behavior and specify which
company policies or procedures were violated. 2. **Consequences of non-compliance**: Explain the potential disciplinary actions that may result if the employee fails to improve their behavior. 3. **Guidance for improvement**: Provide actionable recommendations or a plan to help the employee improve, offering support and resources to meet
company expectations. 4. **Professional tone**: Maintain a neutral, objective tone throughout the letter, avoiding confrontational language. 5. **Documentation**: Keep a copy of the warning letter in the employee's file, provide them with a copy for their records, and document any subsequent communication. Remember to stay calm, professional,
and focused when addressing insubordination. With practice and the right approach, you'll become a master at handling difficult situations. **Bonus Offer:** Access 100+ customizable HR letter templates in Superworks' HR toolkit, including this insubordination warning letter template. Stay informed, grow professionally, and tackle any challenges
that come your way!



