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 [THIS LETTER SHOULD BE PRINTED ON COMPANY LETTER HEAD PAPER]

Performance Counselling Meeting Invite
Sample

	Sample Letter 
This template letter is ready to be tailored to your company’s needs and should be considered a starting point.
Disclaimer: This template is meant to provide general guidelines and should be used as a reference. It may not take into account all relevant local, state or federal laws and is not a legal document. Neither the author nor HR Expert Australia will assume any legal liability that may arise from the use of this document.



 [Date]

Private & Confidential 

[Employee First Name & Surname]
[Address 1]
[Address 2]
[City]
[State & Postcode]
[bookmark: _GoBack]


Dear [First Name], 

RE: Performance Counselling Session Invite

I am concerned about various aspects of your performance. I am writing to inform you that you are required to attend a formal performance counselling session with myself.  In attendance at this meeting will be myself and [MINUTE TAKER & POSITION TITLE] to take notes.  The meeting will be held in [ROOM/OFFICE NAME].
The unsatisfactory performance relating to this performance counselling session is:
· [INSERT DETAILS OF THE PERFORMANCE ISSUE HERE]
You are entitled to be accompanied by a support person if you so wish (Please let me know as soon as possible if you wish to exercise this right, so that arrangements can be made for his / her attendance).
[NAME], should you have any queries regarding this meeting, please feel free to approach me directly.
Yours Sincerely, 


[Manager Name]
[Manager Title]
cc; 	HR
	hrexpert.com.au
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