Unsatisfactory Job Performance Warning 

(Official Letterhead)
Confidential 

(Date) 
From: (manager/supervisor)

To: (employee name)

Re: This is a Written (final) Warning to advise you that the management of (salon name) is not happy with your (unsatisfactory job performance / unprofessional behavior / unacceptable personal conduct). 

Be advised that this letter services as a written warning and is in regard to the following listed complaints:

· (List complaints)
· …
· …

The purpose of this letter is to specifically instruct you that the following amendments to your (performance / behavior) need to be addressed immediately, and further I draw your attention to your signed employment contract (clause/s …..) which states you will abide by the (salon name) policies, including:

· (List the policies) 
· …
· …

You are hereby advised that failure to make specific improvements and or correction of these issues as listed are addressed by (date) may result in dismissal. 

I would also draw your attention to the (number of times) (name person/s responsible for these advisements) has advised you to improve the (unsatisfactory job performance / unprofessional behavior / unacceptable personal conduct) and the steps that were undertaken to eliminate the (unsatisfactory job performance / unprofessional behavior / unacceptable personal conduct) by management.

· (List the these steps including any additional training that has been offered and if it was attended)
· (List dates and times)
· …

(Signed)
(Title)

* All red text needs to be altered to reflect your details and circumstances*
PLEASE NOTE: This is a guide only – you may wish to seek your own legal advice or check current HR Laws.
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