Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Investigations Findings Summary
As a result of concerns regarding your conduct, I undertook a comprehensive investigation.  During this process, you were given an opportunity to respond fully to the allegations against you and to identify possible mitigating factors.

The investigation resulted in the following conclusions:

1. You have used poor judgment in your interaction with another employee;

2. You have [engaged/admitted to engaging] in conduct which negatively reflects on the reputation of the Company;

3. You have violated the trust essential to a positive and productive working relationship; and,

4. You have engaged in a course of conduct which has been inconsistent with both the letter and spirit of our Company policies.

Each of us expects and is entitled to be treated with regard by our co-workers.  Communications between employees at all levels are required to be courteous, respectful and professional.  When we are talking to or about each other, what we say and how we say it are important.  Abusive language or actions of any kind are contrary to our standard for communications.

You have failed to exhibit the judgment expected of an employee of this Company.  Your behavior has undermined the Company’s effort to maintain a workplace atmosphere characterized by professionalism, mutual respect and teamwork.  You have displayed an attitude which would be unsatisfactory for any employee, but is particularly unacceptable for an employee of your position and experience.

As a result, it is necessary to issue you this written warning.  Further violation of Company policy will result in disciplinary action, up to and including discharge.

Please contact me immediately if you do not understand this warning or what is required of you.  It is up to you to take the steps necessary to ensure your continued employment.
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