Name

Address line  1

Address line 2

Country

Post Code

(Insert Date)

Dear [employee name], 
You attended a disciplinary hearing on [insert date].  Having considered all the evidence that was presented to me at this meeting, I am writing to inform you that I will be issuing you with a [first/final] delete as applicable written warning. This warning will be placed in your personnel file but will be disregarded for disciplinary purposes after a period of 6 months/9 months/ 12 months [delete as applicable], provided your conduct improves/performance reaches a satisfactory level [delete as applicable]. 
a) The nature of the unsatisfactory conduct or performance was: 

· [insert details here]
b) The conduct or performance improvement expected is: 

· [insert details here]
c) The timescale within which the improvement is required is: 

· [insert details here]
d) The likely consequence of further misconduct or insufficient improvement is: 
· Final written warning/dismissal [delete as appropriate]
You have the right to appeal against this decision. If you wish to appeal you must do so in writing to [insert name] within [insert timescale] of receiving this disciplinary decision. 

Yours sincerely,

Ref: 5.5 (a)  (04/11/2014)

