DISCIPLINE LETTER

To:

From:

Subject:

Employee I nformation:
Full Name:

Position:

Department:

Incident Description:

Thisletter serves as formal documentation of the disciplinary action taken regarding the incident reported. The details
of theincident are asfollows:

[Describe theincident in detail here including date, time, location, and personsinvolved. State the facts clearly and
objectively, without opinions or assumptions.)

Policy Violated:
It has been determined that the employee violated the following company policy/policies:

[Specify the exact policy section(s) and summarize the relevant rules or standards breached.]

Disciplinary Action Taken:

Following a thorough investigation and consideration of all circumstances, the following disciplinary action has been
taken:

[Specify the type of disciplinary action such as verbal warning, written warning, suspension, demation, termination, etc.
Include any conditions or requirements placed on the employee going forward.]

Employee Acknowledgment:

The employee is expected to adhere strictly to al company policies and standards. Failure to comply with company
policiesin the future may result in further disciplinary action, up to and including termination of employment.

Employee's signature below acknowledges receipt and understanding of this discipline letter, but does not necessarily
indicate agreement.

Employee Signature:

Date:

Manager/Supervisor Signature:

Date:



Thisdisciplinary letter isissued in accordance with applicable Canadian employment laws and company policies. The
company reserves al rightsto take further action as permitted by law. If you have any questions regarding this letter or
the disciplinary process, please contact Human Resources.

EMPLOYEE SIGNATURE MANAGER/SUPERVISOR SIGNATURE REPRESENTATIVE SIGNATURE

Signature: Signature: Signature:




Original source of this document:

https://docstemplates-ca.com/discipline-letter/

Did you find this template helpful?
Find more updated templates at:

https://docstemplates-ca.com/

View more templates

This template is intended exclusively for personal, non-commercial use.
If distributed or published, the source must be mentioned.

This template is provided for guidance only and does not constitute legal advice.
It is recommended to consult a legal professional for each specific case.
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