SAMPLE WORDING - FINAL WRITTEN WARNING TEACHERS AND ASSOCIATED PROFESSIONALS
STRICTLY PRIVATE AND CONFIDENTIAL

Our Ref:



Your Ref:



 FILLIN "Insert Your Reference" \* MERGEFORMATPlease ask for:


Direct Dial: 
 


E-mail:
 


<Date>

	<Name>

<Address>

<Address>

<Address>

<Postcode>


Dear <Name>
FINAL WRITTEN WARNING

I now write to confirm the final written warning following your hearing on (Date) in the presence of (Service and trade union representatives).

(Insert here, where appropriate, reference to any serious action taken in addition to warning)

This warning constitutes a formal stage within the terms of the agreed disciplinary procedure, a copy of which has already been provided to you.  The areas of unsatisfactory conduct and/or behaviour is/are as follows:-

(Detail events leading to warning, with relevant dates)

To help you overcome these problems I will arrange for (specify any appropriate support mechanisms that has been outlined at the hearing, for example training and review meetings)

Your conduct and/or behaviour will be monitored during the next (life of warning), and your progress will be reviewed.  In the event of subsequent failure you will be liable to (specify action).  If there is no further breach within (the life of the warning) this disciplinary action will be expunged from your record.

You have the right to appeal against this warning/action to (Service Director (Appeals Committee for teachers) within 14 calendar days.  You also have the right to be represented by a Trade union representative or work colleague at any appeal.

Signature

CHAIR OF THE DISCIPLINARY HEARING/DESIGNATION
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