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PRIVATE AND CONFIDENTIAL

	Date
	[Insert Date]

	To
	[Employee Full Name]

	Job Title
	[Job Title]

	Department
	[Department]

	From
	[Manager Name and Job Title]

	Re
	Written Warning - Disciplinary Outcome


Dear [Employee First Name],
▪ Outcome of Disciplinary Hearing
I am writing to confirm the outcome of the disciplinary hearing held on [Date of Hearing]. The hearing was chaired by [Hearing Manager Name] and you were accompanied by [Companion Name and Role / 'no companion'].  This matter should be treated confidentially by all parties.
▪ The Allegation(s)
The following allegation(s) were considered at the hearing:
-  [State the first allegation clearly as presented at the hearing]
-  [State the second allegation if applicable]
▪ Findings
Having considered all of the evidence presented, including the investigation report, witness statements, documentary evidence and your own representations at the hearing, I have concluded that on the balance of probabilities, the allegation(s) of misconduct are substantiated / partially substantiated.
[Provide a clear, concise summary of the key findings and the reasons for the decision, including what evidence was accepted and why.]
▪ The Sanction - Written Warning
Taking into account the nature of the misconduct, your length of service, your previous disciplinary record and all other relevant factors, I have decided that the appropriate sanction is a Written Warning.
This Written Warning will remain live on your personal file for a period of [e.g. 12 months] from the date of this letter. After this period, provided there has been no further misconduct or recurrence of the matters raised, the warning will be disregarded for disciplinary purposes, although it will remain on your file as a record.
▪ Required Improvements and Expectations
Going forward, the following standards are expected of you:
-  [Describe the first specific behavioural or performance standard expected going forward]
-  [Describe any further expectations as required]
Please be aware that if similar misconduct occurs during the live period of this warning, or if any other acts of misconduct come to light, further disciplinary action may be taken, up to and including a Final Written Warning or dismissal. Your progress and conduct will be monitored during the live period of this warning. 
Failure to achieve the required standards may result in further disciplinary action.
▪ Support Available
We remain committed to supporting you in your role. [Include details of any agreed support measures, e.g. additional supervision, coaching, access to EAP, or state Additional support measures may be considered where appropriate.]
Any reasonable adjustments discussed during the disciplinary process will continue to be reviewed where appropriate.
Employees may also access any available wellbeing or employee support resources.
▪ Your Right of Appeal
You have the right to appeal against this decision. If you wish to appeal, you must do so in writing to [Appeals Manager Name and Job Title] within [e.g. five] working days of the date of this letter, setting out the grounds on which you are appealing. The appeal may review both the decision reached and the procedure followed.
A copy of this written warning will be placed on your personnel file. If you have any questions about this letter or the process, please contact [HR contact / Manager Name] in confidence.

Yours sincerely,
	Signature
	

	
Print Name
	

	
Job Title
	

	
Date
	


▪ Acknowledgement of Receipt
I confirm receipt of this Written Warning and acknowledge that I have been advised of my right to appeal.
	Employee Signature
	

	
Print Name
	

	
Date
	



Note: Signing this form does not constitute acceptance of the warning, only acknowledgement of its receipt.
cc: Personnel File  |  HR
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