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Disciplinary Warning/ Final Warning Letter 
 
 
 
Name of Employee:  (Insert Employees Full Name)   
Employee No:   (Insert Employees Employee no/ Id no)  
Department:   (Indicate Department in which Employee works)   
Position:     (Indicate postion held by Employee) 
 

 

1. Description of Misconduct: 

_______________________________________________________________________ 

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________ 

 

You are hereby given a warning/final warning in terms of the above misconduct or 

behavior.  

 

2. Action necessary on your part to avoid further disciplinary action is  

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________ 

 

 Should you fail to comply with the above or commit a further offence/misconduct, 

further disciplinary action may be taken against you.  

 You have the right to appeal this warning. If you wish to do so, within 2 days of the 

receipt of this letter, you must submit a letter outlining the reasons for requesting 

an appeal to the HR Department.  

 

 

 

 

 



2 

 

Confirmation of Receipt 

 

 

 

I, (please insert employee’s name) hereby acknowledge receipt of this warning/final 

warning and confirm that the content and implications thereof have been fully explained to 

me and I acknowledge that I understand same. 

 

 

 

 

 

 

 

 

Employee’s Signature:  _________________________ Date: _______________ 

 

 

  Employee refused to sign (In which instance     

  the document should be signed by two      

  witnesses) 

 

  Employee signed 

 

 

 

 

 

Signature of Employer: ________________________ Date: _______________ 

 

 

This document is intended for example purposes only and provides general information. The example 
should not be used or relied on as professional legal advice specific to you matter. LIPCO will not be 
held liable for any errors or omissions nor for any loss or damage of whatsoever nature, arising from 
reliance on any information contained therein. We urge you to always make contact with one of our 
legal advisors should you have any specific questions and for specific and detailed advice.  
  


