6.4.9
Written warning/final written warning issued at disciplinary enquiry
	Name of employee: MACROBUTTON NoMacro ( [insert name]
	Employee position: MACROBUTTON NoMacro ( [insert details]

	A formal disciplinary enquiry was held on MACROBUTTON NoMacro ( [insert date] to investigate the following alleged offence on your part:
MACROBUTTON NoMacro ( [insert details]


	This serves to confirm that you were found guilty of the offence as stated, and were given the following sanction:

Written warning  FORMCHECKBOX 
    Final written warning  FORMCHECKBOX 

This warning/final written warning shall stand for:

Six months  FORMCHECKBOX 
    Twelve months  FORMCHECKBOX 
 


	Please note that failure to observe this warning or to maintain the behaviour/performance expectations that I have of you during the validity of this warning may lead to more serious disciplinary action being taken against you.

I trust that this experience will assist you in achieving the standards of performance and behaviour to which we have agreed. Please feel free to discuss with me or your supervisor any difficulties you may have in future.

	Written warning issued by:

Name of chairperson: ________________________ 
Position: ________________

Signature: ________________________ 
Date: ________________

Written warning acknowledged by:

Signed: Employee: ________________________ 
Date: ________________

Witnesses: (should the employee refuse to sign)
Name of witness: ___________________________ 


Signature of witness: ___________________________ 
Date: ________________

Note: The employee must be given a copy of this warning.








