Users should copy the template document provided into a new document and then amend the template to meet the circumstances. Care is required in preparing the final document as a range of factors may impact on the content of the final document.  Accordingly, Employment Services & Solutions Australia Pty Ltd recommend that you obtain professional advice before using the document provided.





<insert date here>

<insert employee’s name here>
<insert employees address here>
<insert employee’s address here>




Dear <insert employee’s name here>,

WARNING REGARDING CONDUCT 

I refer to your our meeting on <insert date here> about my concerns in relation to your conduct at work.

I confirm that at the meeting the following matters were put to you concerning your conduct.

· <Briefly outline concerns here in point form>
· <Briefly outline concerns here in point form>
· <Briefly outline concerns here in point form>

These issues have been raised with you previously and you were warned on <insert date here> that your performance in this area was not acceptable and improvement was required.  To date we have not seen the required degree of improvement. <amend to suit the circumstances of the situation>

I further confirm that you were given an opportunity at the meeting to respond to these matters.  You were provided with an opportunity to have a support person present. <the employee should be offered a support person at this stage of the disciplinary process>

We have considered the circumstances in relation to these matters and your response to the issues that have been raised. After considering your response, I do not consider that your conduct in relation to these matters meets the standard we expect of an employee.

The following matters of your employment require immediate attention and satisfactory improvement: -

· <Briefly outline what corrective action your require here in point form>
· <Briefly outline what corrective action your require here in point form>
· <Briefly outline what corrective action your require here in point form>

We will be monitoring your performance going forward and will be reviewing how you address these areas of concern. We will endeavour to assist you where required. If you do require any assistance please don’t hesitate to speak with me.  

Given that we have previously raised performance related issues with you, you are advised that view this matter very seriously and if you fail to address our concerns it will result in further disciplinary action which may include the termination of your employment.

A copy of this letter will be placed on your personnel file.
[bookmark: _GoBack]
Yours sincerely




<insert name here>
<insert position title here>
<insert company name here>


I, <insert employee’s name here>, acknowledge that I have read and received copy of this written warning:


Signed: 								

Date:    								



This document is provided on the basis that it is a sample of a document that may be adapted and used in circumstances relevant to the subject matter of the document.  Employment Services & Solutions Australia Pty Ltd has taken due care in ensuring the accuracy of the general information and sample document, however, it is provided without any express or implied warranty as to its accuracy, completeness or currency.  The document is not and should not be considered as professional advice.  Employment Services & Solutions Australia is not responsible for any outcomes whatsoever that occur as a result of the use of the documents provided and recommends that users seek additional professional advice before using the document provided.
