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Address 

Date
Dear Name,
I refer to the disciplinary hearing that took place on date.
I chaired this hearing and was accompanied by name, position who attended in the capacity of note taker.  
You were reminded of your right to be accompanied by a trade union representative or a colleague, however, you confirmed that you intended to proceed without a companion. OR You were accompanied by name.
You will recall that the purpose of the hearing was to discuss the following allegations: 

1.  details of the allegations
In relation to each allegation, I confirm my findings as follows.
Allegation 1

During the hearing, insert details of discussion. 
Based on your responses and the available evidence, I have not found this allegation to be established. 
Allegation 2 

When put to you, insert details of discussion.
Based on your responses and the available evidence, I have not found this allegation to be established. 
Outcome 

As the allegations have not been established, no formal action will be taken. As a result, I write to confirm that the disciplinary process has now concluded, and I thank you for your cooperation. 
Should you have any further queries please do not hesitate to contact me.

Kind regards

Manager Name
Position
For and on behalf of Company
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