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Papworth Hospital Charity

Dear Fellow Employees:

Because of excessive absenteeism and tardiness in our department, we have to look more closely
at this situation.

Refer to the handbook, 4 Guide for Employees of Papworth Hospital Charity and Medical
Center, which outlines the standards of conduct. Further violation of those standards will be met
with the following:

First incident: The supervisor will meet privately with the employee to discuss the infraction.

Second incident: A written warning might accompany the discussion. A copy will be given
to the employee and one placed in the employee’s file.

Third incident: Possible discharge.

To recognize outstanding employees, a written notice commending the performance will be
given to the employee and a copy placed in the personal file.

[ appreciate the friendly and professional manner in which you serve Charity’s patients and other
employees. Each of you can take pride in your vital role in fulfilling Charity’s need for high
quality service. If you have any questions, comments, or recommendations, please feel free to
talk to me or any one of my supervisors.

Sincerely,

Jason Smyth
Supervisor



