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NAME
ADDRESS

DATE
 


Dear NAME,

As you are aware, on DATE you attended a disciplinary meeting in relation to the allegation that ______________.  
This meeting was conducted by NAME and NAME also attended as note-taker for the proceedings.  
You chose to be accompanied by NAME / You were offered the opportunity to bring a witness however you declined.  
During this meeting you were informed that the potential outcome of this meeting could be a Disciplinary sanction.
Having taken the time to consider all evidence before me, including your statements, the decision has been taken to issue a verbal/written/final-written warning.  

This warning will remain on your personal file for a period of 12 months.  During this time your PERFORMANCE/BEHAVIOUR will be monitored.  Should you show a satisfactory improvement this warning will expire on DATE 

Further misconduct/insufficient improvement could result in further disciplinary action being taken which could ultimately lead to your dismissal.  

You have the right of appeal against this decision in writing to NAME, POSITION, CONTACT DETAILS within 7 days of receiving this disciplinary decision with an outline for the grounds for your appeal.

Yours sincerely

Name
Job Title




Disciplinary Outcome Report

· Outline of process applied to date  

· Detail of each individual allegation under the headings:
· Allegation – basis of the complaint
· Findings – details of the review of the information available
· Conclusion – whether or not the allegation is upheld

· Overall conclusion – considering the number of allegations upheld / not upheld

· Sanction

· Right to appeal
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