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Example of a final written warning letter

How do you write a final warning letter. How do you write a final warning letter to an employee. Example of a written warning letter. What is a final warning letter. What is a final written warning.

Every company is entitled to satisfactory conduct and performance from their employees. Unfortunately, from time to time there is a shortfall. It is never a good idea to ignore this, and so warning letters become a necessary intervention. Writing any type of warning letter can be a breeze.

You just need to get the hang of it. Once you have learned the essential ingredients that must be in the warning letter, you can do a really good job when writing them. You’ll then have confidence that the letter will be effective. After all, you don’t want to find yourself having to write an employment termination letter because the recipient of the initial
warning letter failed to respond. Benefits of employee warning letters Employee warning letters can be worth their weight in gold, as nobody actually wants to dismiss an employee. You’ve usually invested a substantial amount of your time, energy and resources. It’s a huge waste to short circuit anyone’s career. Not to mention the disruption and
trauma created before, during and after their departure. The main benefit of a warning letter is that it affords the greatest opportunity to recover from many potential losses. Here are a few of the other benefits: 1. It shows good management Line managers are accountable for discipline and performance in accordance with company rules and
standards. In the face of deviations or under-delivery, failing to take action can actually be negligent and can look like a lack of management to the higher-ups in the company. Issuing warnings when performance isn’t adequate demonstrates commitment to your role.

Written Warning for Job Performance®

‘Your wookly budget journal
Both your mid-month a
Head were late. The m was due on the 14th, but yor the
17ih. The end of month report was due on the 28th, bul you tumed it in on the Sth of this
manth,

5 had not been kopt up 1o date fo
nanth bi-weekly fiscal reports

As was explained o you on numerous occasions since you began work here, the bi
woekly fiscal reports aro used to track grant fund wsage, and are the basis for reperting
to the granting agencies on the usa of the grant funds. The Lateness of your reports has
caused this quarter's regort 10 the National Science Foundation to be filed & week past
the deadine.

During our mosting, you did not provide an acoeptable explanation as to why you had not met
the doadines, bul did request additional training i the deparments reporting system,

1 will meet with you next Monday to review the reporting sysiem. During the next 60 days. | wil

moet with you each Friday to review your records and reporis. You wil ba responsibie for

completing your assignments accurately and on time. Il you da ot make the necessary job
we wil “ disciplinary action, up o and inchuding

dismissal

guidelines of the
for 12 months o

doemed appropriat
Employea Grievance Policy.
Sincerely,

{Supervisor's Signatura)

2. It creates boundaries Warnings give substance to company policies, rules, standards and requirements. In some instances, employees might not take their obligations seriously without these policies and boundaries. Company performance, efficiency and smooth operation would be at risk.

Form C-02

Notice of written warning or final written
warning

PNRE i e il e e

You attended a disciplinary hearing on ........... 1 am writing to inform you
of your written warning/final written waming®.

This warning will be placed in your personal file but will be disregarded for
disclplinary purposes after a period of ............ months, provided your
conduct improves/performance reaches a satisfactory level*®,

a) The nature of the unsatisfactory conduct or performance was:
b) The conduct or performance improvement expected is:

c) The timescale within which the improvement is required is:

d) The likely consequence of further misconduct or insufficient
improvement is:
Final written warning/Dismissal

You have the right of appeal against this decision {in writing) ** to
............................ within ............. days of receiving this disciplinary
decision.

Yours sinceraly

[ FTiT = P

* The wording should be amended as appropriate
** Dofete if inappropriate

3. It shows you care At the heart of any warning letter is the desire by the employer to correct wrongdoing in order to benefit the company as a whole. We can make this extremely clear when issuing warning letter. Goodwill will actually be preserved if giving warnings is approached honestly and with integrity. 4. It allows you to connect with
employees Warning letters go beyond simply being an important contractual record to safeguard the company and management. Warning letters actually give us another opportunity to connect constructively with employees on important work-related matters. 5.

Written Warming

SAMPLE LETTER
Dae:
M
Title:
RE: Wrimen Warning
Im socordance with {relevant policy or codlective bargaining spreement article) vou mre receiving
tha Wrillon Warning bocawso of ... (dembs the umsatisfaciory bohaviorpofomancs and
cxplain the consaqoonces for the depanimenl, tying b melevant polices oF dimectives whero
[possible.)

You were counseled regarding on date(sh. To date, there bas been po marked
Imprivemend n theac arcan. To the contrary... provide caampla{s )y mcident(), including datols),
of ibe poor perfoemance sadior afendance andfor the irappropeiate behavior that has ocoemed

since the time of the informal discussionds)

Efccine immediaicly, you arc expodiod lo.....(d;cbo whal is reguirod o mprove amdfor
oot the unaatisfactony perfonmancs and'or afiendance andfor behavior. )

Failure to demonsirate immedinte and sustained Smprovement in these aress may resoli in further
corective sction, up to and inclading dismissal.

You have the Fight 10 mequest & feview of this action under [relevant policy o collective
hargainisg sgresment)

Supervisor

oo Department Head
Labor Felations

It shows that you’'re fair Warning letters reinforce that management is concerned with being fair and equal to all. The focus is on taking action to prevent a future reoccurrence. The experience is not one of exacting punishment, but presenting an opportunity to learn, grow and improve. 6. It establishes authority Warning letters establish appropriate
authority within the company.

The role of line management is to set clear expectations on standards of behavior and holding employees responsible. What to include in a warning letter? Remember that each warning letter is unique.

It should reflect not only the views of the writer, but the company’s position on matters of misconduct or performance, and also incorporate the generally accepted organizational style for such letters. It is therefore a good idea to review a few different letters within your organization before you begin drafting a warning letter. To optimize the letter, a
logical sequential flow is best. It is critical to incorporate the following elements into any employee warning letter: 1. Date the letter is being issued. 2. Employee reference details (such as their name, address and employee number). 3.

Letter heading confirming the letter is in fact a warning letter (final warnings should be noted as such). 4. Precise details of the employee’s misconduct or poor performance. You’ll need to include times, dates and the nature of the misconduct or poor performance, the impact on the workplace and future disciplinary actions that will follow if the
misconduct is repeated, or performance does not improve. 5. Your findings on the misconduct or poor performance, justifying the sanction of the warning letter. 6. Any items raised in aggravation or mitigation, such as prior warnings, financial or other impact of the misconduct on the business. It’s important to note that the employee’s length of
service and clean disciplinary records may be important factors to consider. 7.

Clarity of future behavioral expectations in terms of standards and requirements or reinforcement of rules to be followed. For poor performance, an improvement plan is warranted. 8. Duration that the warning will be in place on the employee’s employment record, plus mandatory review periods and support that will be given to the employees. 9. Any
appeal mechanisms that would apply. 10. Signatures of management and the employee, plus any witnesses. Where an employee refuses to sign a warning letter, a witness is necessary to confirm the warning letter has been thoroughly explained and issued. Tips for writing a warning letter The golden rule for giving any warning related to misconduct

or performance is that employees should never be surprised at the outcome if a turnaround or progress is not achieved.



Employee Bad Attitude Warning Letter

From,

Denise V Fulk,
3495 Bryvan Avenue
Minneapolis

Date: 1oth June 2020

To.

Lora E Flowers

708 Marshville Road
West Nvack

Subject: Warning Letter

Dear all,

I am wriling this letter to vou because vour recent behavior
has been brought to my attention by other stafl of the office.
Your actions and behavior are very shameful, especially with
vour women colleagues. This is going to be vour last
warning regarding vour behavior. 1 hope to look forward to
seeing a positive change in vou.

Yours sincerely,

Denise V Fulk

Justice is pivotal. Sylvia Melena, founder and CEO of Melena Consulting Group, agrees that justice in the workplace is important to maintain an employee’s wellbeing. The objective is to construct an instructional warning letter that strikes the right balance in terms of gravity of the incident and motivation for improvement. Here are some tips to
consider when drafting the letter: 1. Be clear It is important to specify the breach, whether it’s a rule or company standard. The first paragraph of any warning letter should reference the nature of the misconduct or poor performance. This is done by setting out the finding from the incident investigation. All pertinent facts should be covered. This will
vary according to the category of misconduct and the specific finding and circumstances linked to each unique case being dealt with.

For example, in the case of an absenteeism matter, you’ll need to provide the number of days the person was absent, including the dates, as well as what the company did to try and contact the person during the absence. 2. Substantiate your findings It is essential to say why an employee would have a clear knowledge and awareness of rules,
standards and requirements. At the very least, they should have a reasonable awareness, even at a common-sense level. In the case of absenteeism, for example, one might mention that attendance rules are contained in employee contracts. There may also be heaps of other instructive references, such as induction orientation, staff manuals, general
communication reminders and the like. If prior counseling or warnings for a similar offence have been previously issued/communicated as well, these should be mentioned. 3. Reinforce employee obligations Warning letters should always be direct in approach and articulate the employee’s obligations to the company. Use evidence to highlight the
company’s previous discussions on the related topic, whether it be absenteeism, misconduct or something else. For example, the letter on absenteeism could incorporate information about your company HR operational manual and when this was last reviewed with the employee. 4. Make sure to highlight the consequences Reinforcing the relevance
and importance of a rule or standard within the workplace is extremely helpful.

FINAL WRITTEN WARNING

STRICTLY PRIVATE AND CONFIDENTIAL
7,

WRITTEN WARNING FORM {@

Date: September 14, 2001 AR
Temgiatin

To, Employes

{iarma

(i address]}

fiPostal codel

ficountny}

Suliject: Firal Written Waming

Dear e [Mirs, [{Mame]]

Ingmy werite to condfiom the final wnitten .\-arnmglpllowlrg\lwh@mr@m [ Cxate}) in the presence of
Service 3nd trade union represintatvesl),

Hinsart hare, whene appropriate, refinence to amy serious action taken in addion to waming]]

This wamning congtitutes a foemal stage within the terms of the agreed disciplinary procedure, 2 copy
of whith has already been provided toyou. The areas of unsatisfactory conduct and)/or behavour
Isfare as Tollows:-

(I Detail events |eading to warning, with relevant dates]}

To help you owercoma these problems | will amange for {[specity sny appropriate supporn
mechanisms that has been outlined af the hearing, for example training and review meetings i}

our conduct and/fior bethaviour will be monitoned dunng the next {flife of wamingl), and your
progress will be revigwed. inthe evient of subsequent Failune you will be bable 1o {specity scton]}. if
therie is nd further breach witfan {[the life of the waming]] this disaiplinany actian will be expunged
from your recond.

You havie the right to appeal against this warming.(action to [{5ervice Director [{Appeds Comemittes [}
wirthin 14 calandar days. ¥ou alto have the right tobe represented by a Trade union re presentatin o
weork colleague at any appeal

Employees need to put themselves in the shoes of the employer and reflect on how what they have done affects operational viability of the business and impacts others within this environment. Employees should appreciate that they have an inherent contractual duty to safeguard the employer’s interests. Just as employers have a duty of care towards
their employees, employees must strive to contribute to the performance and smooth operation of the business. Negative operational impact includes things like absenteeism disrupting team activities, lowering productivity, causing customer delays, etc.

Warning letters point to aggravating factors, especially if there has been a failure to respond to the company’s prior corrective disciplinary efforts. 5. Be consistent It’s important that the application of sanctions for various infringements must be consistently applied to all employees. You shouldn’t dismiss one employee for a first offence of excessive
and patterned absenteeism, for example, if you have been through a progressive disciplinary approach with others. 6. Be comprehensive Reasons for issuing a warning letter, rather than taking other measures, should also be offered. The assessed seriousness of the misconduct and its ramifications should be pointed out. It’s important that employees
get the full picture of the thinking and judgement that has gone into the decision to issue the letter and gives you an opportunity to show the company’s mercy, if you will. 7. Explain the objective Stating the primary objective of the issuing of the warning letter is crucial and should include information about the disciplinary procedure and process.
Your explanation should help employees appreciate why the warning is an appropriate sanction under the particular circumstances.

8. Emphasize what is essential Once you have dealt with the misconduct in your letter, you need to focus on the future. This means telling employees directly what needs to change to make the future bright once more. You need to make sure what you stipulate is reasonable. This could be displayed in a bulleted list showing what steps to take in future
or be more comprehensive if it’s a complex issue that’s being addressed. 9. Insist on employee ownership Whilst management is there to support and encourage employees, ultimately it is their job to be compliant with the reasonable contractual demands of the employer. Remind them to take responsibility for their own actions in order to benefit the
company on a whole. 10. Remind employees of what is at stake Finally, it’s important to be crystal clear on the immediate consequences of the warning letter. Explain clearly the next steps, and what the consequences are if things don’t improve. You could also go into the issues the business will face if things don’t change, and how this will affect the
employee going forward. Employee warning letter examples Take a look at some of these warning letter examples to help you see the full picture of what can be achieved with minimal effort. Example 1 Example 2 Final thoughts It is worth remembering, at some point, the employee was deemed to be the best or most suitable person for the job. When
constructing warning letters, you revisit what it is that really makes a person our first choice for a role. Whilst warning letters can be interpreted as threatening, the employment relationship is still very much intact. The hope is always expressed that confidence and trust in the employee and their contribution can be restored. Many guides can be
consulted to understand the options available when employees breach their contracts. Because warning letters uphold the structure and functioning essential to the smooth operation of any business, there is always a mutual underlying respect demanded in the process. This is the magic in the exchange that will invariably secure commitment and the
right positive response. So, make your warning letters thorough and compelling in the interest of achieving acceptable delivery by everyone. Have you ever had to write a written warning letter? What did you include? Let us know in the comments below! This is an updated version of an article originally published on 12 December 2018. This letter
forms part of our suite of materials to support you where you've invoked your performance improvement policy and its process because of your concerns relating to the quality of performance that an employee is achieving.This may include concerns about whether they are in fact capable of performing the role that they currently hold in your business.
It's not the same as a disciplinary process.This letter is the final formal written warning to an employee and it should follow the process set out in your performance improvement policy where an employee is not performing as required.You should already have issued a first formal warning in writing to the employee before taking this step.If the
employee has not complied with your first written warning, you would typically meet with them again to discuss your concerns that their performance has not improved and this formal written warning would be the next step.Warning letters can be controversial and employees who face them may feel resentful, embarrassed, unfairly treated and
angry, which can make discussions between you and them quite challenging.Prior to sending this letter, you should have had at least one, if not more, meetings with the employee to explain your concerns about their performance - this is the 'meeting’ referred to in the first paragraph of this template.If this final warning letter does not achieve all that
is needed, you should be entitled to terminate the employee’s contract according to the steps outlined in your performance improvement policy. Dismissal always carries risks, so if you are in any doubt about taking the next steps, we recommend first taking some expert advice.Finally, you should only use this suite of materials in relation to
employees. It would be better to seek specific advice on how to handle anyone whose performance is a problem but who's not an employee.Our guide to employee performance management can also help you to assess the seriousness of an employee’s lack of performance and your rights in response to it.And if you need help or have queries on how
best to approach this letter or, more broadly, the situation with the employee in question, our Speak To A Lawyer service is ideally placed to help you.



