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Understanding the Sample Letter of Concern to Employee

In any workplace, clear and respectful communication is the foundation of a productive environment. When an 

employee’s behavior or performance falls short of expectations, managers must address the issue promptly and 

professionally. A sample letter of concern to employeeserves as a formal yet constructive way to communicate

these concerns, outline expectations, and guide the employee toward improvement. This comprehensive guide will

walk you through the purpose of such letters, their essential components, best practices for drafting them, and how

to follow up to ensure lasting change.

Why a Letter of Concern Matters

While face �to �face conversations are essential, a written letter has unique advantages:

•  Clarity and record �keeping – The letter provides a documented reference that protects both the employee and 

the organization.

•  Consistency – It ensures that all employees receive the same level of detail and tone, reducing the risk of bias.

•  Legal protection – In potential disputes or claims of discrimination, a well �crafted letter demonstrates that the 

employer followed a fair process.

•  Opportunity for reflection – Employees can review the letter at their own pace, which often leads to a deeper 

understanding of expectations.

When Should You Write a Letter of Concern?

Not every issue warrants a formal letter. Use this tool when:

1.  The problem is persistent or escalating.

2.  Previous verbal warnings or coaching sessions have not resolved the issue.

3.  There is a need for an official record before moving toward more formal disciplinary action.

4.  The concern involves policies, safety, or legal compliance.

Key Elements of an Effective Letter

A well �structured letter of concern balances firmness with empathy. Below are the core sections you should include:

1. Heading and Date

Begin with your name, title, department, and the date. If your organization has a letterhead, use it.

2. Employee Information

State the employee’s full name, job title, and employee ID for clarity.

3. Purpose Statement

Clearly state that the letter is a formal concern about specific performance or conduct issues.

4. Detailed Description of the Issue

Use factual, objective language. Provide dates, incidents, and evidence. Avoid emotional language or personal



attacks.

5. Reference to Company Policies

Link the issue to relevant policies or procedures, such as attendance, safety, or code of conduct.

6. Expectations and Desired Outcomes

Specify what changes are expected, by when, and how success will be measured.

7. Support and Resources

Offer training, mentoring, or any resources that can help the employee improve.

8. Consequences of Non �Compliance

Outline potential next steps if improvement is not achieved, such as a performance improvement plan (PIP),

suspension, or termination.

9. Follow �Up Plan

State the date for a review meeting and who will conduct it.

10. Signature and Contact Information

Include your signature, printed name, title, and contact details.

Sample Letter of Concern to Employee

Below is a versatile template you can adapt to various scenarios. Feel free to adjust the tone and specifics to match

your organization’s culture and the gravity of the situation.

[Your Company Letterhead]

[Date]

[Employee Name]

[Employee Title]

[Employee Department]

Dear [Employee Name],

Subject: Formal Letter of Concern – [Specific Issue]

I am writing to formally address a concern regarding [brief description of the issue, e.g., “your attendance record”].

Over the past [time period], we have observed the following incidents:

- [Date]: [Incident description]

- [Date]: [Incident description]

- [Date]: [Incident description]

These incidents are in conflict with our company’s [policy name, e.g., “Attendance Policy”], which states that [policy

excerpt]. As a result, your overall performance has been impacted, particularly in the areas of [specific impact, e.g.,



“team coordination” or “project delivery”].

We value your contributions to the team, and we believe that with focused effort, you can meet the expectations set

forth in your role. To support you in this process, we propose the following actions:

1. **Immediate Action** – Please submit a written explanation for the incidents above by [deadline, e.g., “within 5

business days”].

2. **Performance Improvement Plan (PIP)** – Starting [start date], you will enter a 60 �day PIP that will monitor your

[attendance, punctuality, quality of work, etc.]. The plan will include:

   - Weekly check �ins with [Supervisor/HR].

   - Target metrics (e.g., “no more than 2 unexcused absences per month”).

   - Access to [training resources, mentoring, etc.].

3. **Support Resources** – We recommend the following resources to help you improve:

   - [Training program or workshop].

   - [Mentor or coach name].

   - [Employee assistance program contact].

Should you fail to demonstrate measurable improvement by the end of the PIP, we will need to consider further

disciplinary action, up to and including termination of employment, in accordance with our company’s disciplinary

procedures.

We will schedule a follow �up meeting on [date] to review your progress and discuss any additional support you may

need. Please feel free to contact me directly at [phone number] or [email] if you have questions or concerns before

then.

Thank you for your prompt attention to this matter. I am confident that, with the right support and commitment, you

can turn this situation around.

Sincerely,

[Your Signature]

[Your Printed Name]

[Your Title]

[Company Name]

[Contact Information]

Common Mistakes to Avoid

Even well �meaning managers can inadvertently undermine the effectiveness of a concern letter. Watch out for:

•  Vague language – Avoid generalities like “you need to improve.” Be specific.

•  Emotional tone – Stay professional; emotional language can be perceived as harassment.

•  Failure to reference policies – Always tie the issue to documented guidelines.

•  Missing follow �up plan – A letter without a clear next step can leave the employee confused.

•  Inconsistent documentation – If you have already documented the issue, reference those records.



Legal Considerations

Disciplinary letters can become part of legal proceedings if an employee disputes the action. To mitigate risk:

•  Keep the letter factual, objective, and free of discriminatory language.

•  Consult your HR or legal team before sending a letter that may lead to termination.

•  Ensure the letter aligns with local labor laws and company policy.

•  Store a copy in the employee’s personnel file, and retain a copy for your records.

Choosing the Right Tone

Balancing authority with empathy is key. Use a respectful tone that acknowledges the employee’s strengths while

clearly stating the problem. For example:

•  Positive: “Your technical skills have greatly benefited the project.”

•  Concern: “However, your recent tardiness has disrupted the team’s workflow.”

Customizing the Letter for Different Scenarios

While the template above covers a general performance issue, you may need to adjust it for specific situations:

1. Attendance Issues

Emphasize the impact on team productivity and reference the Attendance Policy.

2. Quality of Work

Include specific examples of errors, missed deadlines, or client complaints.

3. Behavioral Concerns

Address incidents of harassment, insubordination, or policy violations with sensitivity and clarity.

4. Safety Violations

Highlight the potential risks to the employee and others, and reference safety protocols.

Follow �Up: Turning the Letter into Action

A letter is only the first step. Effective follow �up ensures the employee has the chance to improve:

1.  Schedule a review meeting – Discuss progress, challenges, and next steps.

2.  Document outcomes – Record what was agreed upon and any additional support provided.

3.  Adjust the plan as needed – If the employee shows improvement, consider a positive reinforcement note.

4.  Escalate if necessary – If no improvement occurs, proceed with the next disciplinary level as outlined in your 

company policy.

Alternatives to a Formal Letter

Depending on the severity and culture of your organization, you might consider:

•  Verbal warnings – For minor infractions or first �time issues.

•  Coaching sessions – One �on �one guidance without formal documentation.

•  Performance improvement plans (PIP) – Structured programs that may or may not include a formal letter.

•  Peer feedback tools – 360 �degree reviews can surface concerns early.



Conclusion

A well �crafted sample letter of concern to employeeis a powerful tool for maintaining workplace standards,

protecting your organization, and fostering employee growth. By following the guidelines above—clearly outlining

the issue, referencing policies, setting measurable expectations, offering support, and planning a follow �up—you

can transform a potentially negative situation into an opportunity for improvement and development. Remember,

the goal isn’t to punish but to guide, and a thoughtfully written letter can set the stage for a more productive,

respectful, and compliant workplace.
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