MODEL LETTER 4

Notification of Outcome - Written Warning

Private and Confidential

[Name]

[Address]

[Date]

Dear

[Name of] School - Disciplinary Procedure

Following the disciplinary hearing held at [insert venue] on [insert date], with [name], Investigating Officer and me / the Staff Dismissal Committee and in the presence of the head teacher, I am writing to confirm my/our decision.  The meeting was arranged within the framework of the School’s Disciplinary Procedure and you were represented by [name] / chose not to exercise your right to be represented.

In reaching my/our decision, I/we have taken into account all the facts of the case and the information provided in mitigation by you and your trade union representative.
The allegation(s) was/were: [insert/list allegations]
[Insert details of any points put forward by the employee/employee’s representative in mitigation, etc.]

I have carefully considered everything you put forward by way of explanation/mitigation. However, I have decided to issue you with a first written warning which will remain on your personal file for a period of 6 months from the date of this letter.

My reasons are [insert reasons for issuing warning – respond to each allegation separately].
If during the time that the warning remains live, your conduct and performance have been satisfactory and there have been no further incidents of misconduct, the warning may be considered ‘spent’ and removed from your file.  However the disciplinary procedure does allow a review of the warning and therefore it may remain for a further period of time.  If during the time that the warning remains live there is any further misconduct, it may lead to disciplinary action of a more serious nature being taken against you which may include a final written warning or dismissal.

[Insert details of the improvement in conduct or performance expected and the timescales for achieving this improvement.]

[Insert details of any other agreed outcomes / support mechanisms to be put in place as a result of the hearing and/or to assist the employee to improve.]

If you wish to appeal against this decision you may do so to me within 10 working days of the receipt of this letter.  You should state briefly the grounds of your appeal.  You will be offered the opportunity of being heard in person.  At this time you may be represented, if you so wish, by your Trade Union representative or work colleague.

Yours sincerely

Head Teacher/Chair of Staff Dismissal Committee [delete as appropriate]
Copy to:   Children’s Services Human Resources
