
SPECIMEN WRITTEN WARNING

Dear (name of employee),

Further to your disciplinary hearing held on (date) regarding (details of incident), this letter constitutes a formal written warning.  A copy of this letter will be placed on your personnel file.

At the hearing you were given the statutory right to be accompanied and you chose to (waive this right/have in attendance) (name of work colleague or trade union official).
A full investigation of the facts surrounding the complaint against you was made by (name). Having put the specific facts to you for your comment at the disciplinary hearing, it was decided that your explanation/excuses were not acceptable in the circumstances.  For this reason, it was deemed appropriate to formally warn you in writing about the following aspects of your conduct which are, in the Company’s view, unacceptable:

· (List each of the complaints giving rise to the warning).

You now need to improve your conduct in the following ways:

· (List how the employee needs to improve their conduct in relation to each of the complaints).

This written warning forms part of the formal disciplinary process and will remain active for a period of (number) months from (date of letter).  If within that time period there is further cause for dissatisfaction in respect of similar misconduct to that described above, more serious disciplinary action may be taken against you.  The consequences could be a final written warning and, ultimately, dismissal.  It is hoped that this warning will lead to a sufficient immediate improvement in your conduct so that such action will not be necessary.

You have the right to appeal against the Company’s decision if you are not satisfied with it.  If you do wish to appeal, you must inform the Company in writing in accordance with the Company’s Disciplinary Procedure, a copy of which is attached for your information.  If you do appeal, the Company will then invite you to attend an appeal hearing which you must take all reasonable steps to attend.

Hearing conducted by: (name)

Signed: ………………………………………

For and on behalf of the Company

Date: …………………………………………

(This warning should be signed by the person who conducted the disciplinary hearing whenever possible.)

Please sign and return a copy of this warning letter to indicate that you have received it and understand its contents.

Signed: ……………………………

(name of employee)
Date: ………………………………
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