Notes to User:  Please ensure formal consultation with the CO HR Manager/Country Director prior to taking any disciplinary action. Where the matter concerns an international staff member, it is imperative that consultation must also take place with the employing National Member. 

Disciplinary Letter Format & Guidelines
CARE logo/return Address

Insert date (day, month and year) The date should be the day on which the letter is shared with the employee, rather than the day on which the incident occurred
Employee Name
Emploee Address

Dear (insert employee name)

Subject Line

Example: “Re: Letter of Warning – Unsatisfactory Work Performance/Behaviour 
The Body of the letter describes the inappropriate behaviour or action. Use clear, concise language that is easily understood by the employee. Avoid subjective statements and discriminatory remarks, do not exaggerate events or reactions and use behavioural descriptions wherever possible.  Be sure to use specific facts –times, dates, names, places, events, etc. 

Example: “I am writing this letter to you as a result of an incident in which you were involved on November 17th, 2003.”  
 “On December 9th, 2003, you were suspended without pay pending investigation into an incident in which you were involved. We have now completed that investigation. Here are our findings.” 

Here are some other tips to follow when writing the body:

Provide background information about the incident. When did it happen? Where did it occur? What happened? Describe previous discussions or warnings, if any. Describe the negative impact the employee’s actions or behaviour has on:

· Impact on program/project/department

· Impact on other employees, clients/beneficiaries/stakeholders 

· reputation of the organisation.

Indicate that the employee’s behaviour is unacceptable. Your letter could also outline specific plans as to how the employee will improve his or her performance. These should include measurable, tangible improvement goals. 
Example: As a consequence of that meeting and after having objectively reviewed all the facts that have been presented, you are now formally advised that this performance level is considered unacceptable.  To overcome the difficulties this has presented us with, you are to:

· Corrective action required of the employee including any agreed time frame and 'follow-up' details; 

· Training or special directions to be provided if any

· A statement of the proposed action to be taken failing corrective action taken by the employee.

Advise the employee of the consequences of a repeat offence and their rights to access the grievance procedure.

Example of wording: You should note that any reoccurrence of this conduct may lead to further disciplinary action or dismissal.

You are also advised of the grievance procedure listed in the HR policy manual. Should you wish to appeal against this decision, please contact (next level of management to signatory) within (insert number of days) of receipt of this letter.

Yours Sincerely


Line Manager/Signature



Received by Staff Member (signature)

The statement should be countersigned by the employee, if the employee refuses to sign, the reason provided by the employee should be documented and placed on the personnel file.  

