(Use WOU Letterhead Paper)

Date: 

[Insert Date]

To: 

[Insert Employee's Name]

From: 
[Insert Supervisor’s Name]

Cc:

[Insert Manager’s/Director’s Name if appropriate]

Re: 

Memo of Concern/Clarification - Letter of Expectations

The purpose of this memo is to share my concerns and review with you my expectations regarding acceptable behavior in the work place.  This memo is to help you be successful in your communications with customers and co-workers; it is not a formal corrective action, nor will a copy of this memo be placed in your official personnel file.

I have had several conversations with you over the past (Time period) regarding (state the concern at issue) in the workplace.  Your recent behavior/performance in this area indicates that (state impact of concern at issue).

I have previously discussed my concerns with you.  At each of our discussions regarding (concern at issue), you have affirmed and committed to meeting the expectations discussed.  I have supported you attending (identify type of training and date) and have continued providing feedback and coaching you to this end.  Nevertheless, I continue to have serious concerns regarding (identified individual issues).

Specific Expectations

(state each performance standard and/or workplace expectation to be met.)

Please let me know immediately if you need clarification or if you have questions or concerns with regard to this memo.

If outside issues are negatively impacting your ability to perform your duties in a positive and successful manner, the Employee Assistance Program (EAP) is one option available to you.  It is an employer provided benefit; it is confidential and appointments can be scheduled at your convenience.  (If referencing EAP, include a pamphlet.)

Please know that I fully believe that you can meet these expectations and performance standards.  If there is anything I can do to assist you in meeting these expectations, please do not hesitate to let me know.  It is my hope that by bringing this matter to your attention, you will take the appropriate actions to rectify my concerns, and be completely successful.

