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 [ Date ]

[Name] 

[Position]

[Organisation] 

[Address]

Dear [Name],

I refer to the letter dated [date] in which you were advised that your performance has not improved to a satisfactory standard. 

I am aware that a formal resolution has been put in place in the form of a Performance Improvement Plan (PMP), providing you with an opportunity to improve the unsatisfactory performance.

I have assessed the circumstances of the unsatisfactory performance and determined that you have been given sufficient and fair opportunity to improve your performance.  Based on these circumstances and in line with Government Sector Employment Act 2013 Section 68, a recommendation has been made to <choose correct one and delete not applicable ones> [reduce your remuneration, reduce your classification/grade, assign you to a different role,].

I am inclined to accept this recommendation. I am providing you with an opportunity comment on the recommendation to <choose correct one and delete not applicable ones> [reduce your remuneration, reduce your classification/grade, assign you to a different role,]. You have 14 days from the date of this letter to show just cause why this action should not take place. Please provide a written response by post to [manager’s name].

Should you choose to submit a response, I will take it into consideration when making a final decision. 

Until further notice your performance will remain under review. Your supervision and work arrangements, will be [insert as appropriate].
I appreciate that this is a difficult time for you and I would like to remind you of the availability of the confidential counselling services of the Employee Assistance Program (EAP), provided by LifeWorks, which can be contacted on 1300 361 008.
Should you require any further information, or would like to clarify any aspects of this letter, please contact [manager’s name, position, site/service] on [phone number].
Yours sincerely

[Name]

[Title]

Facility/Unit
Address
Address
Tel 02 XXXX XXXX
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