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[ Date ]

[Name] 

[Position]

[Organisation] 

[Address]

Dear [Name],

I refer to our meeting on <insert date> during which a final review of your performance under the Performance Improvement Plan (PMP) that commenced on <insert date> was conducted.

During this review it was determined that your performance has not improved to the satisfactory standard required despite the implementation of a Performance Improvement Plan (PMP) and the monitoring of your performance over the last <insert monitoring period>.
The matter of your continued unsatisfactory performance will now be referred to <insert senior manager name> to determine whether further action is required under Northern New South Wales Local Health District’s ‘Resolving Unsatisfactory Performance’ procedure. 

There is a requirement that your performance remain under review. While this occurs your supervision and work arrangements, until further notice, will be <insert as appropriate>.
I encourage you to consider the availability of the confidential counselling services of the Employee Assistance Program (EAP), provided by LifeWorks, which is available to you throughout this process and can be contacted on 1300 361 008. 

Yours sincerely

[Name]

[Title]

Facility/Unit
Address
Address
Tel 02 XXXX XXXX
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