
Sample Letter: Disciplinary Final Written Warning

To be typed on employer’s letterhead

[DATE]

Dear [NAME]

Disciplinary Warning
I am writing to you in relation to a disciplinary matter under the Company’s disciplinary procedure. 

You attended a hearing on [date] under the Company’s disciplinary procedure. I am writing to confirm the decision taken [at the end of] [after] that hearing that you be given a final written warning for your conduct.

As discussed at the hearing, it was alleged that [DESCRIBE THE UNSATISFACTORY CONDUCT].

I have concluded that [DESCRIBE CONCLUSIONS IN RELATION TO THE UNSATISFACTORY CONDUCT, WITH REASONS IF RELEVANT]. 

You received a first written warning in relation to your misconduct on [date]. In a letter from [name] on [date] you were warned that any further misconduct might result in further disciplinary action being taken against you under the Company’s disciplinary procedure. In the light of your further misconduct, I have decided to give you a final written warning.

You should be aware that any further misconduct may result in your dismissal.

This warning will be placed in your personnel file but will be disregarded for disciplinary purposes after a period of twelve months provided you do not breach the Company’s disciplinary policy during that period.

You have the right of appeal against this decision.

If you wish to appeal you should do so in writing to [name] within five working days of receiving this letter. You should ensure that you set out the grounds on which you wish to appeal and please include copies of an relevant documents. 

Yours sincerely

[Name] 

[Title]

 This sample letter is for guidance purposes only and should be adapted for your specific needs on advice.
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