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TEMPLATE  

LETTERS FOR 

EMPLOYERS IN 

GRIEVANCE AND 

DISCIPLINARY 

PROCEDURE  
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i. Notice of disciplinary meeting 

ii. Reasons for the proposed dismissal or action short of dismissal and arranging the meeting 

iii. Notice of written warning or final written warning 

iv. Letter to be sent by the employer after the disciplinary meeting 

v. Notice of appeal meeting against warning 

vi. Notice of appeal meeting against transfer/demotion/dismissal/disciplinary action  

vii. Notice of result of appeal against warning 

viii. Notice of result of appeal against transfer/demotion/dismissal/disciplinary action 

ix. Letter informing an employee they are subject of an investigation 

x. Letter inviting an employee to an investigation meeting 

Template Letters 


