
Template letter: disciplinary outcome - first written warning

Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]
Dear [name of employee]
First written warning
Thank you for attending the disciplinary hearing on [• DATE].  As you know, 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.  
The hearing was convened under the disciplinary procedure to consider the 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, I confirm [• my OR the disciplinary panel's] decision is to issue you with a first written warning.  
Findings

Having considered the investigation, your representations and the evidence submitted, I set out [• my OR the panel's] detailed findings in respect of each of the disciplinary allegations. 

1 [• insert allegation 1]

[• summarise evidence, findings, and confirm whether the allegation is upheld.]
2 [• insert allegation 2]

[• summarise evidence, findings, and confirm whether the allegation is upheld.]
3 [• insert allegation 2]

[• summarise evidence, findings, and confirm whether the allegation is upheld.]
Mitigation
I have given consideration to whether a more severe sanction would be appropriate, given [• explain what factors might have led to a more severe sanction, such as: the seriousness of the concerns that have been raised and the fact similar concerns have been raised about your conduct in the past].  

In considering the appropriate level of sanction, I have also taken into account mitigating factors.  These are [• explain what mitigating factors you have taken into account, such as: the fact you have shown remorse from your conduct].

Taking all this into account, I consider a first written warning to be the appropriate sanction to impose.   
Future conduct
At the hearing we discussed the standards of conduct expected of you and we expect you to maintain the standards of conduct set out below: 
4 [• set out expected improvements including any timescale if relevant]

[• It has also been decided that [set out details of any other action that will be taken].]
This warning shall be placed permanently on your personnel file but shall be disregarded for disciplinary purposes after [• NUMBER] months, provided there is no further misconduct within that time.

Further misconduct during that time is likely to result in a further disciplinary hearing, which may lead to a final written warning [• or, in the case of gross misconduct, to dismissal].]
Right of appeal
You have the right to appeal against this decision.  If you wish to do so, please inform [• NAME] in writing by [• DATE] setting out full reasons for your appeal.  
If you have any questions, please let me know.
Yours sincerely
[NAME]

[]ROLE
[NAME OF EMPLOYER]
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