Prior to using the attached document, the Project Manager should provide the student in question with a verbal warning and advise them how they can improve. The PM should also help the student find out why they are falling behind and provide some strategies to get caught back up (keeping a checklist of to-dos, good homework habits, time management strategies, etc.). *At least one verbal warning must be given before escalating to a written warning. 

On the following page you will find a written warning example- you may use this example or customize it to the situation. Student(s) (usually the project managers) fill this out online or print and fill out but it is required before anyone on the team can be fired. The written warning must include what the student can do to remain on the team and the time they must complete it by.  If the conditions in the warning are met the students receiving the warning cannot be fired - this eliminates students getting fired for personal bias. 
WRITTEN WARNING 
FOR UNSATISFACTORY JOB PERFORMANCE

Dear _______________________:

This letter is a Written Warning for unsatisfactory job performance. 

During the XXXXX project I have been concerned about the adequacy of your job performance.

Specifically:

 [Set out the specific performance problems.  Names, dates, policies, amounts, whatever information is necessary so that the person receiving the warning knows precisely what the performance problems are.  If there is more than 1 performance problem, set them out in numerical order.]
You will need to make the following corrections to bring your performance to a satisfactory level and prevent removal from the group:

 [Here is where you set out exactly what the employee needs to do to achieve satisfactory performance.  Be as specific as possible.]

During the next [period of time to demonstrate corrected performance - depending on the performance, this period may be from 1 to 4 weeks], you must bring your performance to the satisfactory level.  If you do not make the necessary job performance corrections I will consider further action, up to and including dismissal from the group which means you will have to start the project over on your own and will get no further credit for work our group turns in.

Sincerely,


Your Name
PM Signature: ______________________________ Date: _______________________
Employee Signature: ___________________________ Date: _______________________
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