
[Organisation letterhead]
[Date]

[Employee name]

[Employee address line 1]

[Employee address line 2]

Dear [Employee name],

[First/Second] Formal Warning Letter
I refer to the meeting with you on [insert date] with [insert names of others who were in attendance at the meeting, particularly referencing any support person present].  At this meeting the following issues were discussed with you: 
[Itemise in summary form the issues raised in relation to the employee’s performance/conduct.]  
Example:  failure to achieve sales targets over the past [X] months;
Example:  an unacceptable level of customer complaints;

Example:  failure to process invoices by the due date of [X];

Example:  being late for work on [dates] without reasonable excuse. 

Your response to these issues was:

[Insert summary of responses, or “you did not provide any explanation or response”]
These issues are unacceptable because [provide explanation, for example, the conduct may be in breach of certain policies.  Also include details here of any previous warnings relating to the same/similar issues]

In the circumstances, management have decided to issue you this formal warning letter for [unsatisfactory performance/misconduct].  You are advised that [failure to improve your performance to the expected standard/ further instances of misconduct] may result in further disciplinary action including termination of your employment.
[The Employer] expects your [performance/conduct] to be consistent with [Insert relevant standards and expectations, i.e. code of conduct/position description].  It is also expected that you:
·  [Insert details of any specific improvements expected by the employer, including any specific performance goals]
To assist you to comply with [the Employer’s] requirements [insert actions that will be undertaken by the Employer to ensure the employee is fully aware of expectations, and has received appropriate training]:

· Example: You have been provided with a further copy of your position description
· Example: You will be required to attend a meeting on Tuesday with the HR Manager for re-training in our safety policies and procedures.
· Example: You will be required to attend a meeting with your Supervisor in 2 weeks to review your progress in meeting expectations. 

· Example: If you are unsure about any aspect of your role, or our expectations of your conduct, please discuss this with your Supervisor or the HR Manager.
To discuss any aspect of this letter, please contact [insert name, and contact details]. 

Yours sincerely,

[Name]
[Position]
[File copy in employee records]

[Note: You can arrange for the employee to sign the warning letter, however this is not required in order for the warning letter to be effective.  If an employee refuses to sign a warning letter, the manager who issued the letter should make a file note about how and when it was issued to the employee]
AFEI Member Template:  �Written Warning Regarding Unacceptable Conduct/Performance


THIS DOCUMENT IS ONLY A GUIDE


AFEI recommends members consider their specific requirements when adopting a template document or policy to ensure the document meets the particular needs of your organisation.


For assistance, please call the AFEI Hotline on 02 9264 2000.


How to use this document:  


1:  Check with the AFEI Hotline as to its suitability for your needs. 


2:  Edit to meet your requirements by:


Add relevant information in the [yellow highlighted] sections.


Delete comments in the [blue highlighted] areas. 
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