
[insert date]

Private and Confidential
[Employee Name]

[Employee Address]
[By Hand]
Dear [insert first name]
Your employment with [insert operator] – [Final] Written Warning 
The letter is further to our meeting on [insert date], which was also attended by [insert], and your support person [insert] [or alternatively, you did not attend the meeting with a support person]

Having considered your responses, we consider the a [final] written warning is appropriate in all the circumstances.
 [insert operator] is prepared to afford you with [an / one final] opportunity to improve [insert performance or conduct issue]. 

During this period, our expectation is that you:

1. [set out performance requirements and specific standards to be met]

2. [Or behaviour that they will not repeat Etc]

 [insert operator] will continue to assist you where it can [optional: by - insert what the operator can do – additional training etc]. If there is any [specific / additional] support that [insert operator] could provide to assist you further, please let me know as a matter of priority so that it can be considered by [insert operator].

You do however need to be aware that this letter serves as a formal [final] written warning that should your [insert – performance / conduct] not sufficiently improve to the required standard as set out above over the next [insert] period, your employment with [insert operator] is now in jeopardy. This is because [insert operator]’s trust and confidence in you to properly carry out your employment has been severely diminished.
The next [insert] present an opportunity for you to demonstrate to [insert operator] how such trust and confidence could be restored. Should you not do so, however, it is likely that [your employment will be terminated/further disciplinary action will be taken which may include termination of your employment].

If you have any questions please raise them directly with me.

[OPTIONAL FOR OPERATORS WITH AN EAP PROGRAM: Our confidential Employee Assistance Program is also available to you by calling [number].
Yours faithfully,
[insert sign off]

