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EMP206  Letter warning of racial harassment / discrimination 
 
 
On letterhead of the organisation or company: 
 
 
[Employee name] 
[Emp home address] 
 
 
 
Dear Fiona 
 
Your work for us 
Complaint by Josiah Rogers 
Possible breach of racial discrimination policy 
 
This letter is a first written warning under the Company’s disciplinary procedure.  If you 
wish to appeal against the conclusion you should write to me within seven days saying 
you wish to appeal and setting out your reasons.  If you appeal, I shall then arrange a 
hearing in accordance with the procedure.  If you behaviour does not improve in the 
way set out below, then the Company may either give you a final written warning, or, if 
your breach is sufficiently serious, terminate your employment. 
 
Josiah Rogers has made a formal complaint of racial discrimination.  I now write to you 
as a result of my investigation. 
 
Josiah’s complaint is that you failed to give him contract 2146 despite him being clearly 
next in line for it, and that you discriminated against him on account of his race. 
 
So far as I have been able to ascertain, these are the facts: 
 
1 On or around 10th March, you had to allocate work to two new contracts, namely: 
 

Contract 2146, for Simply Smarter Suits; 
Contract 2149, for Buzzcocks Coffee Shops; 

 
2 You were under a lot of pressure from Buzzcocks because they wanted to open 

their new shop quickly. 
 
3 Contract 2146 was agreed with Simply Smarter Suits in terms that would be likely 

to give an unusually large bonus payment to our team foreman who worked on it.  
You were aware of this. 

 
4 Josiah has been with us for 10 years and has worked as a relief foreman on 

three of his last four jobs.  Neither you nor the Company has complained about 
any of his work. 

 
5 With Bella, Ben and Brian all either sick or on holiday, you were again struggling 

to find foremen for these jobs. 
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