Employee Write-Up Example

(Verbal Altercation)

Dear [employee’s name],

As highlighted recently, your verbal altercation with one of your coworkers on [date] is a serious violation of the company’s policy.

As you are aware, [business’ name] takes professional conduct very seriously. Any verbal altercation with your fellow coworkers is a major misconduct. 

Since this is the first time that such an incident has occurred, we need to make it clear that it is a gross violation of required professional conduct, as described in the employee handbook. 

This letter acts as the first and final written notice against your aggression towards your coworkers. We expect that you will look into your behavior and take the required actions for improvement accordingly. 

Failure to comply with improvement in your behavior and repetition of the aforementioned instances will result in further corrective measures. Which include up to and including termination.

If you have any concerns or need to explain the reasons behind your behavior, feel free to visit me in my office or reach out to me at [email] or [phone number]. I will be glad to find ways that can help you manage your behavior in a manner that is professional and in line with the culture we promote at [company name]. 

Sincerely, 

[Your name]

[Your title]

