Template Letter for a Conversation of Concern

	<Date>



PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

<Employee’s Name>
<Home Address> / <Sent by Email: <insert email address> (depends on communication plan agreed – delete as appropriate)


	<Service/Division>
Worcestershire Acute Hospitals NHS Trust
Worcestershire Royal Hospital
Charles Hastings Way
Worcester
WR5 1DD

Tel: < Manager’s Tel Number>
Email: < Manager’s Email Address>


Dear name 	

Conversation of Concern

I refer to our meeting on (insert date).  

This meeting, whilst it was an informal Conversation of Concern, is part of the Trust’s process for dealing with minor matters that are a cause of concern.

At the meeting I outlined my concern to you that ######################### , and we discussed how this can impact on colleagues, patients and the #### service. 

You shared with me/explained that ###### [document staff members response to the concerns raised]. Detail any support offered (e.g OH, counselling, signposting to external support agencies, staff support poster, further training / learning and development

There is an expectation that #### and we discussed that you have a duty to ensure that you take personal responsibility for ####.  

I informed you that this conversation would be recorded as a ‘conversation of concern’ and further similar occurrences are likely to result in more formal action being taken in accordance with Trust Disciplinary Policy and Procedure . A copy of this letter will be placed on your personal file.

To agree action plan and date of next meeting as required.

Yours sincerely,


Manager Name 
Manager Role

Cc Personal File

