THIS LETTER SHOULD BE SENT TO AN EMPLOYEE TO CONFIRM THE OUTCOME OF A DISCIPLINARY HEARING IS A FIRST WRITTEN WARNING




Strictly Private & Confidential
[INSERT EMPLOYEE’S NAME]
[INSERT EMPLOYEE’S ADDRESS]


[INSERT DATE]


Dear [NAME]


[INSERT COMPANY NAME] LTD
OUTCOME OF DISCIPLINARY HEARING – [RECORDED VERBAL/ FIRST WRITTEN WARNING]

You attended a disciplinary hearing on [INSERT DATE], chaired by [INSERT NAME] and at which the note taker was [INSERT NAME].  [[You were accompanied at the hearing by [INSERT NAME].] OR [You were reminded of your right to be accompanied at the hearing but you chose to proceed without a companion].]

The decision has been taken to issue you with a [RECORDED VERBAL/ FIRST WRITTEN WARNING] for the following reasons: -

· [INSERT DETAIL OF DISCIPLINARY OFFENCES – DATE, TIME, SUMMARY OF WHAT EMPLOYEE IS FOUND TO HAVE DONE]

· [IF MORE THAN ONE – DETAIL EACH OFFENCE SEPARATELY].

· [EXPLAIN WHY YOU HAVE REACHED THE CONCLUSIONS WHICH YOU HAVE REACHED IN RELATION TO EACH ALLEGATION]

The warning will remain on your file for a period of [INSERT PERIOD] and will expire on [INSERT DATE].  If you commit any disciplinary offence during the period of this warning, further disciplinary action may be taken against you. Depending on the nature of the disciplinary offence, a possible outcome could be that you receive a further written warning or potentially a more severe disciplinary sanction depending on the circumstances.

[The immediate improvement required of you is [INSERT DETAILS].] 

[You have agreed to undertake [INSERT ANY TRAINING WHICH HAS BEEN AGREED IF IT IS A PERFORMANCE RELATED ISSUE.]] 

[Your performance will be reviewed [INSERT PERIOD FOR REVIEW(S).]]

If you wish to appeal this decision, you should put your grounds of appeal in writing and send them to [INSERT NAME] at [INSERT CONTACT] within [INSERT NUMBER] days of the date of this letter.

Yours sincerely




[INSERT NAME]
[INSERT POSITION]
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