
Template Warning Letter
Date
Private and Confidential
Employee’s name
Employee’s residential address

Dear name
Re: Warning Letter
I am writing to you about your performance/conduct during your employment with company/partnership/sole trader name and the trading name of business (the employer).
	
	The next part of this letter sets out an example of best practice performance/conduct counselling. It is not prescribed by law. You may not have done all these things, or they may not be relevant in your situation so you should delete what isn’t needed. 
If you are a small business it is very important that you ensure you have complied with the Small Business Fair Dismissal Code if you are considering terminating an employee. Visit www.fairwork.gov.au for a copy of the Code.



On date you met with name of others at the meeting. At this meeting you were advised that your performance/conduct has been unsatisfactory, and that immediate improvement is required. Specifically, you were advised that explanation of unsatisfactory performance or conduct, for example regularly attending work late or not completing required tasks.
In the meeting, you were asked if you had anything you wished to say or to respond to the situation and you details of the employee’s response or if no response was provided you can note here that the employee ‘did not respond.’
After considering the situation, it is expected that your conduct/performance improves and specifically that you advice given to employee regarding improvement of performance or conduct, for example outline deadlines for improvement, specific performance targets set (ensure whatever you require is reasonable and fair in the circumstances and that you have considered any response or reasons from the employee).
	
	It is very important that you do not set requirements that are discriminatory, unlawful or otherwise unreasonable. You may wish to seek professional advice about discrimination and other general protections.



This is your first/second warning letter. Should your conduct/performance not improve, company name may take further disciplinary action against you, up to and including, the termination of your employment.
I propose that we meet again on date to review your progress. Please let me know if this time is convenient to you. If you wish to respond to this formal warning letter, please do so by contacting me on phone number or by replying in writing.
Yours sincerely,

Employer representative name
Employer representative position
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