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CONSTRUCTIVE COUNSELING NOTICE 
	

DATE
[bookmark: _Hlk522171168][NAME]
[ADDRESS]


Dear NAME, 


[bookmark: _Hlk513650105]This letter is a follow up to our conversation of [DATE] and serves as a documented [COACHING OR WARNING].  It is being administered in accordance with Sodexo Live! Company Policy, CP-220 for Constructive Counseling.

The notice is a result of the following issue:  [IDENTIFY HERE SPECIFIC POLICY VIOLATION, HANDBOOK INFRACTION, and OPERATING STANDARD OR OTHER BEHAVIOR IN DETAIL INCLUDING DATES AND POLICY OR HANDBOOK REFERENCES]. 

Any further inappropriate conduct, behavior, poor performance or failure to carry out your managerial responsibilities will lead to additional constructive counseling up to and including termination. I refer you to Sodexo’s Promise of Respect and Fair Treatment.  If you wish to do so, you may initiate this process at any point in time.  Please sign below to acknowledge receipt of this letter, and return it to my attention.

[NAME], we want you to succeed with Sodexo Live!.  I am available to assist you as necessary, but ultimately you are responsible for your performance.

Sincerely,


[bookmark: _Hlk522171244][NAME]
[TITLE]


Received by:	______________________________      DATE: ________________________
		[Name]



[bookmark: _Hlk522171462]CC:	Employee file 
[NAME], General Manager 
	[NAME], Human Resources 
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