Date
Name

Address
Dear Name,

I write to confirm the outcome of our meeting (or disciplinary hearing) held on Date. 

As you will recall, this meeting was scheduled to discuss certain allegations which had been levelled against you in relation to your behaviour at work. The specific issues of concern related to..... brief overview of allegations
As such, it was alleged that through your actions you were breaching your expressed and implied terms of employment thus behaving in a manner as to diminish the trust and confidence the Company has in your ability to fulfil your contractual obligations as a Position.
During our meeting, you stated that you had (exceptional circumstances, mitigation, explanation. For example, a few personal problems and that you were feeling very pressurised and stressed which you believed compelled you to unfortunately behave in the manner as alleged).
In light of the above, it was decided not to pursue this matter through a formal disciplinary hearing (not take formal disciplinary action on this occasion). It was however decided that it was imperative to reiterate the severity of such actions. 
It must therefore be repeated that acting in the aforementioned manner as alleged, does cause detriment to the Company, as explanation of why such conduct is unacceptable. 

For the reasons outlined above, it was explained to you at the meeting that going forward any repetition of the alleged behaviours will not be tolerated by the Company. 

Consequently, in future should it be concluded after a disciplinary hearing that on the balance of probability you were found to have replicated in any way such alleged behaviours, it would be regarded by the Company as an act of serious / gross misconduct for which you could be subject to formal disciplinary action, up to and including summarily dismissal.  

If you are in agreement with the factual content of this letter, I would be grateful if you could sign and return one copy of this correspondence in order to confirm your receipt and understanding of the Company’s position.

Alternatively, should you disagree with any of the above or wish to appeal against this decision, you may write to me within seven days of receipt of this letter.

In the meantime, should you wish to discuss this matter in further detail, please do not hesitate to contact me directly. 

Yours sincerely,

Name
Position 
Name: ___________________________________________________

Date: _____________________________________________________

