
Template letter: disciplinary outcome - no disciplinary sanction
Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]
Dear [name of employee]
Disciplinary hearing
Thank you for attending the disciplinary hearing on [• DATE].  I chaired the hearing [• and together with [• NAME] and [• NAME] we formed the disciplinary panel].  You were accompanied by [• NAME], [• NAME] was in attendance in [• his / her] role as Investigating Officer and [• NAME] was also present to take a note of the hearing.  As you know, the hearing was convened under the disciplinary procedure to consider the disciplinary allegations against you as set out in the letter to you dated [• DATE] inviting you to attend the disciplinary hearing.

Having had time to consider the points discussed at the hearing, and in summary of what follows, I write to inform you that on this occasion [•I OR the disciplinary panel] has decided not to impose a formal disciplinary sanction on you.  The reasons for this decision are that [• INSERT REASONS].    
[• The below is an optional paragraph which it might be appropriate to include depending on the circumstances: Guidance and advice
Whilst you have not been issued with a formal disciplinary sanction on this occasion, [• I have OR the disciplinary panel has] identified some learning points which might help avoid a similar situation from arising in future.  In particular  [• INSERT GUIDANCE AND ADVICE].] 

If you have any questions, please let me know.
Yours sincerely
[NAME]

[On behalf of the Disciplinary Panel]

[NAME OF EMPLOYER]
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