date

PERSONAL

name 

address
Dear name
I am writing to confirm the outcome of the disciplinary hearing which took place on date.  The hearing had been called to consider the allegation(s) that outline of allegation(s).  You were accompanied  by  name and organistion.  I was assisted by name and job title. Written statements had been circulated in advance of the meeting.  Name(s) attended to provide further evidence.
In response to the allegation(s), you said that outline of response.

In all the circumstances, I decided that I should issue you with an oral warning / a first written warning. This will remain active on your file for a period of 1 year.  Any repeat of this or related misconduct would be likely to result in more serious disciplinary action.  

You have the right to appeal against this warning.  If you wish to appeal, please write to the Chief Executive within 14 days of receipt of this letter.

If you have any queries about this letter, please do speak with me.  

Yours sincerely

manager

cc representative
