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   RECORDED DELIVERY
   =================
   PERSONAL & CONFIDENTIAL
   Name and Address
   Date
   Dear *(name)
   Disciplinary Action – Final Written Warning
   -------------------------------------------
   I refer to the disciplinary hearing you attended on *(date) at
   *(place), in the presence of * (names and designations). After careful
   consideration of the case against you presented by * (Investigating
   Officer's name and designation), and the statement by your
   representative, * (name and designation), and yourself, I have decided
   that the allegations were found to be substantiated in that you * (details
   of offence/s with date/s, time/s, place/s)
   * I therefore confirm the decision to issue to you a final written
   warning. (if decision already given orally)
   * I have therefore decided to issue to you a final written warning. (if
   decision awaited)
   * In my previous letter to you dated *, I informed you that should
   there be repetition of any form of misconduct further disciplinary
   action would be taken. Consequently I am, therefore, issuing you with
   a final written warning. (if previous written warning issued).
   I must again inform you that in the event of any further incident of
   misconduct, whether of a similar or a completely different nature,
   then further disciplinary action will be taken which may result in
   your dismissal from your employment with this Authority.
   This warning has been recorded on your personal file and on the
   register of Disciplinary Action maintained by this Department where
   your record may be inspected.
   This warning will expire after *(e.g.12 months) service from *(date) (in
   exceptional cases this period may be longer) subject to satisfactory
   conduct and attendance.
   You are entitled to appeal against the decision and to do this you
   must write to the Executive Director (Department) within 7 calendar
   days of receipt of this letter setting out the grounds of appeal.
   You must clearly state on what grounds you are appealing, and your
   reasons for doing so. This may include:
     1. 
       The sanction is not appropriate.
     2. 
       The evidence did not support the Hearing Officer’s conclusions.
     3. 
       New evidence has emerged which is relevant to your original case.
     4. 
       The investigation and/or hearing was conducted in a way which was
       procedurally unfair.
   The appeal will normally take the form of a review dependent upon the
   grounds you identify i.e. a review of the disciplinary process rather
   than a rehearing of the case. However, if you want witnesses
   previously called by management to attend the disciplinary hearing to
   be available for the appeal hearing, this should be identified in your
   letter of appeal.
   You are responsible for arranging for any of your own witnesses to
   attend the appeal hearing.
   If there is anything you are unsure of or if you wish to clarify any
   point in connection with the above please contact * (name and
   telephone number) or your Trade Union Representative.
   Yours sincerely,
   Manager’s name
   Manager’s title
   *to amend as appropriate
   cc HR Services - Personal File
   Advice & Support Team
   Investigating Officer
   Union representative (if applicable)
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