[Model letter first written warning re conduct. EPM advice must be taken before adapting this letter and sending to an employee as this letter may not be appropriate in some circumstances].
[ON HEADED NOTEPAPER OF EMPLOYER]
[private and confidential]

[ADDRESSEE]

[ADDRESS LINE 1]

[ADDRESS LINE 2]

[POSTCODE]

[DATE]
[consider how letter should be sent to employee

By hand/recorded delivery/special delivery and copy first class post]
Dear [EMPLOYEE'S NAME],

First written warning

Following the disciplinary hearing held on [DATE], the decision was taken to give you a first written warning under the disciplinary procedure. 

The reason for the warning is that your conduct has been unsatisfactory in the following respect[s]: [SET OUT MISCONDUCT].

At the hearing we discussed the standards of conduct expected of you and [we expect you to maintain the standards of conduct set out below]: [SET OUT EXPECTED IMPROVEMENTS INCLUDING ANY TIMESCALE IF RELEVANT].

[It has also been decided that [SET OUT DETAILS OF ANY OTHER ACTION THAT WILL BE TAKEN, INCLUDING ADDITIONAL TRAINING OR SUPERVISION].]

This warning shall be placed [permanently] on your personnel file but shall be disregarded for disciplinary purposes after [DATE, USUALLY SIX TO TWELVE MONTHS FROM DATE OF WARNING BUT CHECK SCHOOL POLICY], provided there is no further misconduct within that time.

[Further misconduct during that time is likely to result in a further disciplinary hearing, which may lead to a final written warning [or, in the case of gross misconduct, to dismissal].
[If you wish to appeal against this decision you should inform [NAME/The clerk to the Disciplinary Panel of the Governors] in writing by [DATE-usually ten working days but check school policy], stating your grounds of appeal in full.]

If you have any questions regarding this warning please contact [NAME]

Yours sincerely,
[NAME of delegated senior manager]

On behalf of [NAME OF EMPLOYER]

