Letter confirming no further steps after warning or review period expires
Add / delete information in brackets as appropriate

[add date]

Private and confidential

[add address]


Dear [add name],
Re: End of current disciplinary procedure (after a warning) – no further steps
Following our decision on [date] to issue you with a [first OR final] written warning about your conduct, I am pleased to confirm that the period for this warning to remain live on your personnel file has now expired without any need for us to take any further action. (The warning was in place [for a period of specify period OR until date.])
This means that our disciplinary process concerning this matter is now concluded and [name of your business] will not be taking any further action in relation to it. 
In our earlier warning [letter OR letters] to you and in the [meeting OR meetings] that took place on [date] [and date], we set out the standards of [conduct] [performance] that we expect you to meet, [in particular by reference to [name of your business’s policy] on [insert details of any relevant policy that has been breached], if applicable].
During the review period, you were required to maintain your standards of [conduct] [performance] by [insert details of standards set] and OR or to make [insert details of any improvements required], which you have done.
Thank you for taking our feedback and requirements on board and for enabling us to reach the conclusion that no further action is needed.
You do need to maintain these standards of conduct. I am obliged to remind you that any further misconduct, or any failure to maintain the standards of behaviour required and OR or [the improvements made] may result in [name of your business]’s disciplinary procedure being re-commenced, which could lead to further disciplinary warning(s) being issued or, in the case of serious misconduct, to your dismissal. 
Like any HR-related matter, your personnel file with [name of your business] will record the fact of this process and our decision to bring the process to an end.
If you have any questions on the content of this letter, please do not hesitate to contact me.
Yours sincerely,

[add name]
[add title]

