This letter can be used to document concerns to an employee. This is not part of the formal disciplinary procedure. Please refer to the page on File Notes for Improvement. 




CONFIDENTIAL 							            	          

[Insert employee’s name]
[Insert employee’s address]
[Insert employee’s address]
[Insert employee’s address]
[Date]


Dear [Insert employee’s name]

Re: Letter of Concern 

I refer to our meeting held on [Insert date of meeting]. 

The meeting was held to discuss some concerns we have regarding your [performance or conduct or behaviour and attitude].

During the meeting I explained our concerns and we discussed some examples which included:

[Insert what was discussed and examples e.g. the incident on [dated] when you.....].

I explained why this sort of [conduct or performance] is not acceptable and the impact it can have on the business and your work colleagues.

[You confirmed that you are aware of what is required and do not require any additional training in this area]. I confirmed that the Company must now see an immediate and sustained improvement in [Insert]].

[You are currently in your probationary period of employment and in light of the above, your probationary period will be extended by 3 months]. 

[We will also review matters again in the next [3 months] or sooner if required].

[I must also advise you that if there is no improvement, we will have to consider taking formal disciplinary action. I very much hope that this will not be necessary. 

I hope we can now move forward positively. If I can be of any further assistance, please do not hesitate to speak to me.

Yours sincerely



[Insert Name]
[Insert Position]
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