
 

 

(Company letterhead) 
 
 
[Date] 
 
 
[(Employee name & Address) 
 
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.]   

 
 
 
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] 
 
 
[Copy in employee records] 
 
 
 


