Shasta Head Start Child Development, Inc.

Verbal Warning Notice

Jane Doe 2/4/2025
Employee name: Date:

_ Classroom Aide ~Anderson Park B
Position: Location:

Description of events that took place requiring a verbal warning:

Jane missed work on 2/3, 2/4, & 2/5 and did not have any sick leave to cover her absences. This is in violation of Policy
704: Attendance and Punctuality: To maintain a safe and productive work environment, Shasta Head Start expects
employees to be reliable and punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on
other employees and on Shasta Head Start.

She used unplanned PTO to cover 2/3 & 2/4 which is in violation of Policy 302: Paid Time Off (PTO) Benefits,
"Unexcused PTO Absence is any absence that was not planned and approved by an employee’s supervisor at least
five (5) business days prior to the absence. Unexcused absences may result in disciplinary action up to and
including termination.”

Employee’s Signature Date
Kaylee Cambra 3ty specr e b 21412025
Supervisor’s Signature Date
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