
Addressing employee performance issues is a critical part of
effective management. It requires sensitivity, clarity, and a
constructive approach to ensure that the employee understands
the concerns and is motivated to improve. Here are several
templates  for  addressing  different  types  of  employee
performance  issues,  along  with  examples.

 

Performance  Issue  Letter  Template  1:
General Performance Concern

Subject: Discussion on Performance Improvement

Dear [Employee's Name],

I am writing to address some concerns regarding your recent
performance at work. While we value your contributions to the
team,  we  have  noticed  [specific  performance  issues,  e.g.,
missed deadlines, errors in work].

It's important for us to understand any challenges you may be
facing that could be impacting your performance. We would like
to meet on [proposed meeting date] to discuss this further and
explore ways we can support you in improving your performance.

Your success is important to us, and we are committed to
helping you get back on track.

Sincerely,

[Your Name]
[Your Position]

 

Example for Template 1

Subject: Discussion on Performance Improvement



Dear John,

I am writing to address some concerns regarding your recent
performance at work. While we value your contributions to the
team, we have noticed a pattern of missed deadlines and errors
in your project reports.

It's important for us to understand any challenges you may be
facing that could be impacting your performance. We would like
to meet on Thursday, March 10th, to discuss this further and
explore ways we can support you in improving your performance.

Your success is important to us, and we are committed to
helping you get back on track.

Sincerely,

Alice Thompson
Project Manager

 

Performance  Issue  Letter  Template  2:
Attendance and Punctuality

Subject: Concerns About Attendance and Punctuality

Dear [Employee's Name],

I hope this message finds you well. I need to bring to your
attention an ongoing concern regarding your attendance and
punctuality.  Over  the  past  few  months,  we  have  noticed
[specific instances of lateness or absenteeism].

Consistent  attendance  and  punctuality  are  crucial  for  our
team's efficiency and morale. We would like to discuss this
matter  with  you  in  person  on  [proposed  meeting  date]  to
understand if there are any underlying issues and how we might
assist you in improving in this area.



Your  cooperation  in  resolving  this  matter  is  greatly
appreciated.

Best regards,

[Your Name]
[Your Position]

 

Example for Template 2

Subject: Concerns About Attendance and Punctuality

Dear Emily,

I hope this message finds you well. I need to bring to your
attention an ongoing concern regarding your attendance and
punctuality. Over the past few months, we have noticed several
instances where you have arrived late or have been absent
without prior notice.

Consistent  attendance  and  punctuality  are  crucial  for  our
team's efficiency and morale. We would like to discuss this
matter with you in person on Monday, April 5th, to understand
if there are any underlying issues and how we might assist you
in improving in this area.

Your  cooperation  in  resolving  this  matter  is  greatly
appreciated.

Best regards,

Mark Daniels
HR Manager

 



Performance  Issue  Letter  Template  3:
Quality of Work

Subject: Focus on Quality of Work

Dear [Employee's Name],

I am reaching out to discuss some concerns about the quality
of  your  work.  While  your  effort  and  commitment  are
appreciated,  there  have  been  several  instances  where  the
quality  of  your  work  has  not  met  our  standard  [provide
specific examples].

Our goal is to maintain a high standard of quality in all our
projects,  and  it's  essential  that  every  team  member
contributes to this standard. I would like to meet with you on
[proposed meeting date] to discuss how we can work together to
enhance the quality of your deliverables.

We are here to support your professional growth and success.

Kind regards,

[Your Name]
[Your Position]

 

Example for Template 3

Subject: Focus on Quality of Work

Dear Ryan,

I am reaching out to discuss some concerns about the quality
of  your  work.  While  your  effort  and  commitment  are
appreciated, there have been several instances, particularly
in  your  last  two  design  projects,  where  the  attention  to
detail and accuracy have not met our standard.



Our goal is to maintain a high standard of quality in all our
design  works,  and  it's  essential  that  every  team  member
contributes to this standard. I would like to meet with you on
Wednesday, June 9th, to discuss how we can work together to
enhance the quality of your deliverables.

We are here to support your professional growth and success.

Kind regards,

Sophia Liu
Design Manager

 

Purpose of a Performance Issue Letter
The  purpose  of  a  performance  issue  letter  is  to  formally
address specific areas where an employee’s performance is not
meeting  the  company’s  expectations.  It  serves  to  clearly
communicate the issue, provide an opportunity for discussion
and improvement, and document the concern for both parties.

 

Key  Elements  of  a  Performance  Issue
Letter
– Specific Examples: Provide clear examples of the performance
issues.
– Impact on Team/Company: Explain how these issues affect the
team or company.
– Opportunity for Discussion: Invite the employee to discuss
the issues and possible solutions.
– Support for Improvement: Show willingness to support the
employee in improving their performance.

 



Tips  for  Writing  a  Performance  Issue
Letter
1. Be Clear and Direct: Address the issue directly and avoid
vague language.
2. Be Empathetic: Approach the issue with understanding and
empathy.
3. Focus on Improvement: Emphasize the goal of improvement
rather than punishment.
4.  Offer  Support:  Indicate  your  willingness  to  help  the
employee improve.
5. Maintain Professionalism: Keep the tone professional and
respectful.


