Private and confidential · ${_Place_of_signing:place:text_}, ${_Document_date:today:date_}
${_Company_name:company_name:text_}${_Company_address:company_address:text_}
${_Employee's_full_name:employee_name:text_}${_Employee's_address_}
[bookmark: _Toc0]First written warning
Dear ${_Employee's_full_name:employee_name:text_},
I am writing to confirm the outcome of the disciplinary hearing held on ${_Date_of_the_hearing::date_}, at which you had the right to be accompanied by a colleague or a trade union representative. Having considered everything said at the hearing, including your explanation, I have decided to give you a first written warning.
[bookmark: _Toc1]The reason for the warning
The warning concerns your ${_Subject_of_the_warning::dropdown('conduct', 'performance', 'attendance')_}. The concerns found at the hearing are:
${_Details_of_the_concerns::textarea_}
[bookmark: _Toc2]What is expected of you
${_Improvement_expected::textarea_}
We will support you in making this improvement and will review your progress with you by ${_Review_date::date_}.
[bookmark: _Toc3]How long the warning lasts
This warning will be kept on your personnel file and will be disregarded for disciplinary purposes after ${_Warning_period::dropdown('6 months', '12 months', '3 months')_} from the date of this letter. If there is further misconduct or no satisfactory improvement during that time, you may face further disciplinary action, which may include a final written warning.
	[bookmark: _Toc4]Your right to appeal
You may appeal against this warning by writing to ${_Person_hearing_the_appeal_} within ${_Time_to_appeal::dropdown('5 working days', '7 days', '10 working days')_} of receiving this letter, giving your reasons. You may be accompanied at the appeal hearing by a colleague or a trade union representative.
Yours sincerely,

	${_Signing_on_behalf_of_the_company:company_representative:text_}
............................................
For and on behalf of ${_Company_name:company_name:text_}
	${_Employee's_full_name:employee_name:text_}
............................................
Received by the employee: signing confirms receipt, not agreement
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