Letter of Warning [Template Only]
[CLUB LETTERHEAD]

[Insert date here]

[Insert name of employee here]

[Insert address of employee here]

[Continue address here]

Dear [insert first name here],

Re:
[Choose one – Verbal Warning; First, Second, First & Final, Second & Final Written Warning]
Further to the meeting held with you on [insert date here] at the [insert location here], I confirm that this letter serves as an official [choose one – verbal warning; first written warning; second written warning; first and final written warning; second and final written warning]. 

The reason(s) for the [insert type of warning here] is due to your [choose one - work performance or misconduct]. More specifically, during the meeting we discussed:

· [detail the specific performance / misconduct that warrants the warning here – eg, leaving your work station unattended; failing to perform your cellar duties which resulted in delays for bar staff required to prepare the club for trade, etc].

As was discussed, the Club’s expectations and standards in this regard are as follows:

· [list all the expectations of the club to ensure the employee is fully aware of the areas of concern – eg, you are to request permission from a supervisor or duty manager before leaving your work station unattended; you are to commence the cellar duties at 6.00am and not 7.00am in order to ensure that bar staff can satisfactorily prepare the bar for trade, etc.]

Optional - [If there have been previous warnings (either verbal, written, etc) or discussions relating to these matters that have been issued or have taken place in the past, list them in detail here – eg, you have been spoken to and officially warned on past occasions about leaving your work station unattended and not seeking prior permission from a supervisor or duty manager. More specifically, you have been warned on [insert date here]. 

The Club expects that you will show an immediate and sustained improvement in the areas for which you have been warned. Should this not occur, further disciplinary action may result up to and possibly including the termination of your employment.

Yours sincerely,

[Insert name here]

[Insert title of manager here]
