
1/07/2017
 

MrMissMsMrs Firstname Lastname 

Address1

Address2

SuburbOrTown State Postcode
 

Dear Firstname,
First Warning Letter

 

This is a written warning. This warning relates to your unsatisfactory Conduct/Performance on 1/07/2017.

The following matters relating to your Conduct/Performance were raised with you during a meeting on 1/07/2017:

· DescribeMattersRelatingToTheWarningRaisedByEmployer 
· DescribeMattersRelatingToTheWarningRaisedByEmployer 
· DescribeMattersRelatingToTheWarningRaisedByEmployer
You were given an opportunity to give your account of the situation. Your response was as follows:

· DescribeEmployeesResponseToMattersRaisedByEmployer 
· DescribeEmployeesResponseToMattersRaisedByEmployer 
· DescribeEmployeesResponseToMattersRaisedByEmployer
Following review of the matters raised and your responses to them, the ACA NSW MEMBER PTY LTD finds that your Conduct/Performance is unsatisfactory. If there is any other unsatisfactory Conduct/Performance, you may be subject to further disciplinary action up to and including the termination of your employment.
As part of the review process, you have agreed that you need to take the following actions to rectify your Conduct and Performance in order to avoid further disciplinary measures by the ACA NSW MEMBER PTY LTD:

· DescribeActionsThatEmployeeHasAgreedToTakeInRelationToWarningToAvoidFurtherDisciplinaryMeasures
· DescribeActionsThatEmployeeHasAgreedToTakeInRelationToWarningToAvoidFurtherDisciplinaryMeasures
· DescribeActionsThatEmployeeHasAgreedToTakeInRelationToWarningToAvoidFurtherDisciplinaryMeasures
Your compliance with the agreed actions and your workplace Conduct/Performance will be reviewed on 1/07/2017. A copy of this warning letter will be kept in your personnel file.

Please contact me if you need to discuss the contents of this warning letter.

Yours faithfully,
ACA NSW MEMBER PTY LTD
Firstname Lastname

Approved Provider

