
HOW TO WRITE A QUERY LETTER TO AN EMPLOYEE FOR MISCONDUCT

AT WORK

AND ALLIED HEALTH EMPLOYEES* Subject: One-Day Disciplinary Layoff-- Misconduct. Date: to warn you regarding
your unsatisfactory work performance.

They go from hitting their KPIs to turning up to work an hour late, taking an extra-long lunch break and
making personal calls on company time. The purpose here is to inform the employee how their misconduct has
an impact on their work and the company as a whole. Revealing information, that was shared with you in
confidence by an employee, to other employees, is a violation of the confidentiality rights of the employee.
This conversation is also a good point of reference for the employee in case "you worded the letter more
harshly or more leniently than you intended to," Williams says. A warning letter "cues them in that this is not
something you're telling me in passing but this is really critical to my job performance. Creating the paper trail
that may lead to dismissal is prudent for the employer. Structuring Your Letter As this is an official letter, you
must carefully abide by some formatting rules to ensure that the information is clearly presented in a
professional manner. If an employee is reported for misconduct, the first person to react to such reports is
usually the supervisor. Since small businesses often have closely-knit workforces with almost familial bonds,
it can be uncomfortable for an employer to confront an employee about their behavior, which sometimes leads
the manager or CEO to postpone the conversation until the conduct becomes intolerable. We can't count on
you to do your part. Final paragraph: The third paragraph should advise what disciplinary action should
follow. You will begin to look foolish very quickly, and possibly even weather lawsuits, if you criticize one
employee for his or her lateness and not another. Your work, despite encouragement and regular coaching and
suggestions from your supervisor, is not improving. Opening paragraph: In the opening paragraph, you should
get straight to the point of the letter. Waiting simply diminishes the severity of the warning and can take
longer to rectify any damages. Holding the conversation privately and holding it without the person's
co-workers knowing are too separate things, but if you exercise discretion and communicate via e-mail that
you need to speak with the employee, you can keep the situation under wraps. It's not the kind of thing you
can just leave on an employee's desk or shoot to them in an e-mail. By the time a supervisor reaches the point
of needing to write a formal letter of reprimand, he or she has likely invested several hours of coaching and
counseling in helping the employee improve her performance. You have approximately two weeks, although if
we don't see early progress, you will not get the full two weeks, to demonstrate that you can learn and perform
this job. If they refuse to sign it, you can gain proof of receipt by attaching the letter to an email and sending
that across. Deliver the warning letter as soon as the incident happens: If you want to be taken seriously, you
should issue the warning and take effective measures as soon as the event occurs. At that point, the
supervisor's anger and frustration will likely come across in-person or in a letter, which is counterproductive.
Whoever writes the warning letter, and they are often ghostwritten by a human resources specialist, the letter
itself should come from the employee's direct supervisor. According to the established standards of the code of
conduct, you have violated the regulation regarding the conduct of the organization. For example, if the next
step is termination of employment , you need to write it clearly in this section. I am also reminding you of the
critical importance that your exercise of dependable good judgment as an employee entrusted with
management responsibilities requires. You could very well lose your authority not just in the eyes of the
employee you're attempting to penalize but in front of the rest of your staff. At the two extremes, you can
either create "a formal letter that's really designed to open the door for improving the employee's
performance," says Williams, or one "that's really just documenting the reasons why you've got to let them go.


