
Employee Warning Letter
A written warning to an employee about a conduct or performance issue, issued by the employer and signed by the employee
to confirm receipt. Template v1.0.

Date:

Employer:

Employee:

Type of warning:

This letter is a formal written warning about the issue below. It sets out what needs to change, by
when, and the support we will give you.

The issue:

Earlier discussions:

What must change:

By when:

Support we will offer:

If the issue continues or happens again, we may take further disciplinary action, as company policy
and the law allow. This may include a final warning or the end of your employment.
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Signing below confirms only that you have received this letter. It does not mean you agree with it. You
may add a comment when you sign.

For the Employer

Signature

Name

Date

Title

Employee (received)

Signature

Name

Date

Comments

Employee Warning Letter  v1.0    Page 2 of 2


