[TO BE TYPED ON LETTERHEADED NOTEPAPER]
[EMPLOYEE’S NAME]

[ADDRESS]
[DATE]
By [email] [registered post] [hand]

Dear [employee’s name]

Disciplinary meeting: verbal warning
I write to confirm the outcome of the disciplinary meeting held on [date]. At that meeting we considered the following allegation[s]:
1. [Allegation;]

2. [Allegation;]

3. [Allegation].

[You attended the meeting with [name]./ You decided not to attend the meeting with a companion.]

[I attended the meeting with [name] to take notes of our discussion. I enclose a copy of the notes for your information. If you have any amendments that you would like reflecting in the notes, please handwrite them on to the notes and return them to me by [date seven days from the date of this letter].]

[Following our meeting I investigated with [name of colleagues] the following points: [details] and found as follows: [details of findings from investigation]].

I have decided as follows in respect of the above allegation[s]:

1. [Decision and reason for decision;]

2. [Decision and reason for decision;]

3. [Decision and reason for the decision].

I have decided to issue you with a verbal warning. You will remain subject to this verbal warning until [date] ([number
] months after its issue). Provided that you do not commit a further act of misconduct before [date] then this warning will fall away on [date] and will be disregarded for disciplinary purposes.
If you wish to appeal against this decision you should inform [name] in writing within [number
] days, stating your grounds of appeal.
If you have any questions regarding this warning please contact [name].
Yours sincerely,
[Name]

[Position]
On behalf of [organisation]
Encl: notes of disciplinary meeting

� According to your disciplinary policy


� According to your disciplinary policy





