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[ON LPC HEADED PAPER]


Strictly Private and Confidential

[Name]
[Address]
[Date]

Dear [Name]

Confirmation of disciplinary outcome
Following the disciplinary hearing held on [date], I am writing inform you of the outcome of the disciplinary process, which is that you will be given a [written warning] OR [final written warning] [under our Disciplinary Procedure]. 
To explain why I have reached this decision, I have set out below the disciplinary allegations against you and my findings in relation to each of them.
[Insert summary of each allegation and finding from investigation and disciplinary hearing].
As a result of the disciplinary findings set out above, I have concluded that a [final] written warning is appropriate. [Explain decision that a [final] written warning is the appropriate sanction and why.]
[OPTION ONE – ONLY IF FIRST WRITTEN WARNING] The reason for the warning is that your conduct has been unsatisfactory in the following respect[s]: [set out details of misconduct].
[OPTION TWO – ONLY IF FINAL WRITTEN WARNING] The reason for this final written warning is that your conduct has been unsatisfactory in the following respect[s] [set out details of misconduct].  
[OPTIONAL: ONLY INCLUDE IF PREVIOUS WRITTEN WARNING IS LIVE ON THE EMPLOYEE’S PERSONNAL RECORD] You were previously given a written warning about your conduct on [date], which has not yet expired. [Note: for a final written warning, set out details of relevant previous warnings as the employee's disciplinary history is relevant to whether a final written warning is an appropriate sanction. Sometimes, due to the nature of the conduct, a final written warning may be appropriate even though a first written warning has not previously been given]
We expect you to maintain the following standards of conduct: [set out expected improvements including any timescale if relevant].
[OPTIONAL] It has also been decided that [set out details of any other action that will be taken].
This warning will be placed [permanently] on your personnel file but will be disregarded for disciplinary purposes after [date], provided [there is no further misconduct within that time] OR [the improvements set out above are achieved and maintained throughout that time]. [Note: a warning usually remains active for disciplinary purposes for 6/12 months from the date given. Check compliance with LPC disciplinary policy. Acas suggests 6 months for first written warnings and 12 months for final written warnings. However, Acas guide does not rule out the possibility of an unlimited warning in appropriate cases, particularly where an employee has a history of allowing their conduct to lapse just after the expiry of warnings]
[OPTION ONE: WHERE FIRST WRITTEN WARNING IS LIVE] Further misconduct during this time is likely to result in a disciplinary hearing which may lead to a final written warning.
[OPTION TWO: FOR GROSS MISCONDUCT OR WHERE FINAL WRITTEN WARNING IS LIVE] Further misconduct during this time is likely to result in a disciplinary hearing which may lead to dismissal.
You have the right to appeal against this decision.  If you wish to appeal, you must do so in writing to [Name] by [date], stating your grounds of appeal in full.  You will then have a full opportunity to present your case at an appeal hearing in accordance with our Disciplinary Procedure, a copy of which is enclosed.
If you have any questions, please do not hesitate to contact me.
Yours sincerely




[Name]
[Title]
On behalf of [X] LPC
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