[Company Logo]   [Company Name]
WARNING LETTER – VIOLATION OF SAFETY RULES
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Warning for violation of safety rules on [DD/MM/YYYY]
Dear [Employee Name],

On [DD/MM/YYYY] at about [Time], at [Location / Machine], you were observed by [Supervisor Name] [describe the act factually, e.g., operating the power press with the safety guard removed / working on the mezzanine edge without a safety harness].
This is a breach of [Safety Rule / SOP No. and title] of the plant safety rules, which you were trained on during [induction / toolbox talk] on [DD/MM/YYYY]. [You were also counselled for a similar act on DD/MM/YYYY.] Such acts expose you and your colleagues to serious risk of injury.
You were given an opportunity to explain on [DD/MM/YYYY]. You stated that [summary of explanation]. Having considered your explanation, the management has decided to issue this written warning.
Corrective Steps Required
1. Attend refresher training on [topic] on [DD/MM/YYYY] conducted by [Trainer Name].
1. Follow all safety rules and wear prescribed PPE at all times in designated areas.
1. Report immediately to your supervisor if any guard, PPE or equipment is missing or faulty, instead of working without it.
The company has also reviewed [the availability of PPE / the guard design / production targets] at your workstation and will take [action] to support safe working.

Please note that any repetition of this or any other safety violation may lead to further disciplinary action in accordance with the company's standing orders. You may submit any comments on this letter in writing within [Number] days; they will be placed on record.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Signature: ____________
Date: [Date]
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