
Notification of Policy Violation 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to formally notify you of a violation of our educational institution's policies that 

occurred on [Insert Date of Violation]. This violation pertains to [specific policy violated]. 

Details of the incident are as follows: 

• Date and Time of Incident: [Insert Date and Time] 

• Location: [Insert Location] 

• Nature of Violation: [Insert Description] 

As per our institutional policies, such violations may lead to disciplinary actions. We encourage 

you to reflect on this matter and understand the importance of adhering to our guidelines. 

We would like to schedule a meeting to discuss this issue further and outline appropriate steps 

moving forward. Please contact us at your earliest convenience to arrange a suitable time. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Institution Name] 

[Contact Information] 


