Letter confirming no further steps after formal disciplinary hearing
Add / delete information in brackets as appropriate

[add date]

Private and confidential

[add address]


Dear [add name],

RE: End of current disciplinary procedure – no further steps
We met on [date] to consider [allegations OR an allegation] of [misconduct] [poor performance] against you and I am pleased to confirm that we have decided not to take any further steps in this matter. This means our disciplinary process relating to the allegations is now concluded. Thank you very much for your cooperation throughout this process.
I’m sure you, like [name of your business], will want a clear record of our decision making in this matter, so I have summarised our conclusions, and the reasons leading to them, below. 
The allegation[s] made against you was [briefly and clearly describe the allegation(s)]. 
We considered all available evidence (obtained prior to and at the disciplinary hearing), and came to the following conclusions:
[insert summary of your findings in relation to each allegation of misconduct/poor performance and why either you have found that the employee was not guilty of the alleged misconduct or (if you found that some minor misconduct was committed), why in the circumstances you do not consider that a disciplinary sanction is appropriate].
Like any HR-related matter, your personnel file with us will record the fact of this process and our decision to bring the process to an end. 
If you want to appeal against our decision, please inform [specify person] in writing within [5] days, setting out your grounds of appeal in full.
If you have any questions regarding our decision, please contact [specify person].
Yours sincerely,

[add name]
[add title]

