[Company letterhead]
[Employee name]
[Address]
[Date]
Dear [First name],
Outcome of your disciplinary hearing
I am writing to confirm the outcome of the disciplinary hearing held on [date], which was chaired by [name] and which you attended [with your companion, name].
The allegation was that [restate the allegation exactly as it was put in the invitation letter].
Having considered the evidence and what you said at the hearing, I have decided that [the allegation is upheld / the allegation is not upheld and no further action will be taken / the allegation is upheld in part, in that ...]. I reached that decision because [give the actual reasons, including which evidence you preferred and why, and what you made of the explanation they gave].
The outcome is that you are issued with a [first written warning / final written warning].
What needs to change. [Set out the specific improvement in conduct or performance required, in terms somebody could measure.]
By when. [Give the timescale, and any review date.]
How long this warning stays live. This warning will remain on your record for [period] from the date of this letter, after which it will be disregarded for disciplinary purposes.
What happens if it does not change. If there is further [misconduct / failure to improve] while this warning is live, it may result in [a final written warning / dismissal].
You have the right to appeal against this decision. If you wish to appeal, please write to [name, job title] by [date, usually five working days from this letter], setting out your grounds of appeal.
Yours sincerely,
[Name]
[Job title]
