Letter ––First written warning
[Date]
[Employee’s name]
[Employee’s address]
Dear [name]
First written warning

I write further to the disciplinary hearing held on [date] and conducted by [name].

For the record, [name] attended as note-taker and [name] attended as your companion/representative [OR][you declined to be accompanied].

I am writing to confirm my decision to issue you with a First Written Warning. This warning will be placed on your personnel file and disregarded for disciplinary purposes after a period of *[six] months, provided that your conduct reaches a satisfactory level and is sustained during this period.

The reason for the warning is: [specify]
The improvement required is: [specify]
I would like to remind you that any further incidents of misconduct, whether or not of a similar nature, are likely to lead to further disciplinary action and this could ultimately result in your dismissal from the company.


If you wish to appeal against this warning, you have the right to do so by making any appeal in writing, stating the reasons for your appeal, to [name, job title] at [address] within *[five] working days of receiving the disciplinary decision. 
Yours sincerely

[name]
[job title]
 Note: You can amend this letter to state formal verbal or oral warnings if these stages are included in your current disciplinary procedure but should not be used to record informal counselling meetings

*amend as appropriate
