Date:

To:

Employee Name



Job Title

From:

Supervisor/Manager



Job Title

Cc:

Subject:
Notice of  Performance Probation

This letter will serve to inform you that your performance has not improved sufficiently since your discussion with Shawn Orenstein on (DATE).  Therefore, based on the business cycle of your position and your level of performance, you are not being placed on Performance Probation until (DATE).

As previously discussed, your performance continues to be unsatisfactory for the following reasons:

1. You are failing to meet the established production goals for new business.  These goals of (Insert specific goals) per (Insert timeframe) have consistently been communicated to you.

2. It has been communicated and is an expected part of your job responsibilities for you to effectively and efficiently manage your administrative needs.  To date, you are requiring more administrative support than you should need.  This has become a disruption to the agent who shares this support person and to the rest of the staff.

Your performance must improve in the following manner:

In accordance with the Company’s policy, failure to show satisfactory performance improvement during the probation period will result in termination of your employment.  If sufficient progress is not being made, your employment could be terminated before the end of the probation period.

I will meet with you each week to discuss these performance problems and to advise you of your progress.  During this time I will be available to answer any questions you may have and to assist you in any way to help you improve your performance.

_______________________________

Supervisor/Manager’s Signature

I have read and understand the above, and I have received a copy of this document.

_______________________________


___________________

Employee’s Signature




DATE


