



[Date]
[Employee First Name] [Employee Surname]
[Employee Address]

Warning Letter Re: Your Failure to Comply With OHS/WHS Requirements
Dear [Employee First Name],

This written warning arises from your failure to comply with an occupational/workplace health and safety requirement on [Date Review].
Maintaining a safe and healthy work environment is critically important to [Company Name]. It is reasonable for [Company Name] to expect that each employee will co-operate with [Company Name] to achieve safety in the workplace. It is reasonable for [Company Name] to expect that each employee will take reasonable care for the health and safety of themselves and other people in the workplace by complying with requirements which have been initiated in the interests of occupational/workplace health and safety.
The following matters concerning your failure to comply with the requirement were raised with you during a meeting on [Meeting Date]:
· [Conduct or Performance Specific Examples]

You were given an opportunity to give your account of the situation. In summary, your response was as follows:
· [Conduct or Performance Response]
We have concluded that you failed to comply with the occupational/workplace health and safety requirement and there is no reasonable excuse for that failure. This conduct is unsatisfactory. If there is any further unsatisfactory conduct by you, the disciplinary procedure will be invoked again, and you may be asked to show cause as to why your employment should not be terminated.
A copy of this warning letter will be retained on your employment file.
Please contact [Insert Position (e.g. CEO/Director/Owner)] if you need to discuss the contents of this warning letter.

[Salutations for goodbye],
[Company Name] 
[Letter Signatory Name]
[Letter Signatory Position]
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AN EDITABLE HUMAN RESOURCE LETTER TEMPLATE

WARNING LETTER OH&S
COMPLIANCE FAILURE

An overview

This Warning Letter OH&S Compliance Failure enables organisations to provide information regarding the
employee’s failure to comply with an occupational health and safety requirement. The answers that you
give here should be as detailed as possible and consistent with any previous warnings. Importantly the
letter should contain a description of the circumstances surrounding the employee’s failure to comply
with the particular occupational health and safety requirement.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





