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Sample Warning Letter

[to go on headed paper]

Dear [name of Employee],

[First/Final] written warning

On [date]
 you were informed that the Company was considering taking disciplinary action against you which could include dismissal. This was discussed at a meeting on [date]
 (the “Meeting”) [at which you were accompanied by [insert name]].

I am writing to confirm the outcome of the Meeting and to record the position in writing. In accordance with the Company’s disciplinary procedure, the Company has decided that you should be given a [first/final] written warning. The warning will be placed on your personnel file but will be disregarded for disciplinary purposes after a period of [number]
 months provided that your conduct improves.

The reason[s] for this decision [is/are]:

1. In relation to the allegation of [insert details]

During the Meeting we discussed...

THIS DOCUMENT CONTAINS THE FIRST SECTION OF OUR WARNING CONFIRMATION LETTER TEMPLATE. THE COMPLETE  TEMPLATE CAN BE PURCHASED ON THE EMPLOYMENT LAW CONTRACTS WEBSITE: WARNING CONFIRMATION LETTER
�	   Insert date of letter inviting employee to disciplinary hearing.


�	    Insert date of disciplinary hearing.


�	   Delete/insert as appropriate.


�	    Insert number of months – usually 12 months from date of warning.


�	    Insert full details of each allegation and summarise the employer’s findings in relation to each allegation (using the same      format as the letter inviting the employee to the disciplinary hearing).
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