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Post your job on Indeed or find more templates and samples in the Employer Resource Library.
[bookmark: _tc6lx5voi35]
[bookmark: _2iybwt1xuofw]Written warning template
[Company Name]:
[Address]
Employee full name: 
Job title: 
Supervisor/ Manager full name: 

Date: 
Subject: [subject of the warning]

Re: Warning for [reason for issuing warning notice]

Dear [Employee first name],

This letter is to act as a formal warning for your misconduct on [date of infraction]. We received information about your [short description of the incident/infraction]. Such behaviour goes against your expected behaviour in the workplace and is therefore a breach of Company Policy [outline the specific policy that the employee breached, its page number, section number, paragraph number or the respective serial number within the company policy handbook].  

Our work guidelines and policies aim to ensure that our company culture and work environment are open and safe for all staff members. All employees are required to respect and follow the guidelines to foster a performance-oriented and collaborative work culture. Employees are expected to comply with all company policies and procedures at all times.

Since you have violated your expected code of conduct, you are hereby put on a warning period for [duration], during which time we will monitor your behaviour.

The repeat of this offence or a similar incident will result in more serious disciplinary action, which could include unpaid suspension from work or the termination of your employment.

We still believe that you add a lot of value to the company and we trust that you will undertake appropriate corrective action for your misconduct.

If you have any questions or need assistance, please contact me. I ask you to acknowledge your receipt of this letter and admission of the conduct discussed by signing below.

Employee signature: 				Date: 

Supervisor/ manager signature: 		Date:  


Indeed provides this information as a courtesy to users of this site. Please note that we are not your recruiting or legal advisor, we are not responsible for the content of your job descriptions, and none of the information provided herein guarantees performance. This is a legal disclosure and is not part of the following template.
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