WRITEFORMAT.COM
[Date]
Warning Letter for Leaving Work Premises without Permission
Date:
To
[The Recipient Name]
[Address]
Dear Mr. [name]
Subject: Warning for leaving the workplace without permission of the manager
It has been reported that you left the school early on [date]. The students of grade eight, who had a class with you, were looking all over the campus for you and when they did not find you, they started roaming the school, making noises, and started getting into fights. 
Their rowdiness caught the attention of the vice-principal Mrs. [name], who called them into her office and upon inquiry, it was discovered that you had left the campus without informing anyone. This is an extremely unethical and unprofessional attitude.
Parents, after sending the kids to school are satisfied that they would be safe in our hands. In turn, the school dispenses this responsibility to the teachers. The students are the teacher’s responsibility in the time during which the teacher is assigned to take their class.
Leaving them unattended is a serious breach of this trust. Also, the students look at their teachers as role models, If the teachers act so irresponsibly what would the students learn? The students when left unsupervised get extremely rowdy and if a student had got hurt in your absence, you would have been held responsible for that.
I am extremely disappointed by the carelessness that you have shown. I had much higher expectations from a teacher of your stature and experience. Even if there was an emergency, you could have informed the vice principal or a fellow teacher at the very least.
Please be warned that this is the first and the last time we are overlooking a transgression like this. If another such instance arises, your employment would be terminated as per the employment contract you signed at the time of hiring.
I really hope that you realize the gravity of your actions and the seriousness of the offense. Looking forward to a change in your behavior.
Yours Sincerely.
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