Date

Name of Employee

Work Address

Dear (Name of employee)
Final Warning

This letter confirms details of our discussions during a meeting that took place on (insert date) with (insert name of witness - if applicable) also present.  This letter formally advises you that your performance of duties over the past (specify period) has continued not to meet the required standards of a person at your level of employment and therefore I am issuing you a final warning.

I have raised performance issues with you previously at a feedback session (insert date) and formal warning session (insert date), where performance improvement plans were developed.  Copies of the performance improvement plans are attached for your information.  

The specific performance/behaviour issues of concern discussed during the meeting included:
(Insert performance/behaviour issues)
You were unable to provide a satisfactory explanation for these continued performance issues.

I have requested that your work performance continue to be assessed over a period of (insert timeframe), commencing on (date).
(Name of assessor) has been assigned to assess your work performance over this period.

During the assessment period you must attain and sustain an acceptable standard of work performance:
(Specify the standards you require and expect)
The consequences of continued underperformance may result in your employment being terminated.  
To assist you in improving your performance, it has been agreed:
(Insert list of any additional support offered to help improve performance, eg. training).
Please sign this letter in the space below to indicate your acceptance and understanding of the above conditions.  A copy of this letter will be placed on your file.

If you have any specific questions regarding this matter you may contact (insert appropriate contact).

Regards,

(Insert name)
Acceptance
I accept the conditions detailed in this letter and understand the consequences of not meeting the performance standards required of me.

________________________






____________
(Insert name)








Date
Please note, resources provided are guides to assist organisations to develop documents appropriate to their firm situation. The resources may require changes to ensure they are adapted to the firms specific circumstances in regard to any applicable laws that apply in your state or territory.

