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Template: disciplinary letter
[Insert organisation’s name]
[Date]
[Name]
[Address]
To [Insert employee name]
Re: Warning notice

This letter is to confirm that I am issuing you with a warning in relation to [insert details, e.g. your unsatisfactory performance/misconduct/behaviour], which is in breach of [e.g. organisation policy/your contract of employment /our expectations of you].

[If applicable] You have been previously [warned/counselled] about deficiencies relating to your work on a number of occasions.

Specifically, you have been spoken to about this issue on the following occasions [insert dates]. 

Further, you have previously acknowledged [e.g. by signing of policy/procedure/contract or via a performance management process] that you understood the behaviour that was required of you.
Given that you have failed to [improve your performance/follow direction/behave appropriately, etc.] I am issuing this warning.
Please be aware that unless you immediately rectify your behaviour, and unless the change is sustained, you will face further disciplinary action, up to and including termination of employment.

I hope that you will respond positively to this warning and substantially change your behaviour.

Copy given to employee by (initials):


In the presence of (initials):

Date/time provided:
Signatures

Manager:……………………………………………………………
Date:……………………………………………………….....

Employee:…………………………………………………………

Date:……………………………………………………….....

Witness:………………………………………………………………
Date:……………………………………………………….....

Support person:……………………………………………………
Date:……………………………………………………….....
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