TO: name
FROM: name, title
CC: name, Director of HR, dept
DATE: 

SUBJECT:  Expectations in the Workplace

This letter serves as a summary of the conversation had with you on (date), with me and (hr person), and as clarification on the expectations of behavior in the workplace.
First, it is my expectation that you will focus on being a professional team player. This means treating all you come into contact with at work in a respectful, helpful and courteous manner. Second, you will refrain from having (initiating, engaging, or participating in) any negative conversations and/or discussions about any co-workers (specifically, names).  All communications must be strictly professional in the workplace.  Gossip in the workplace is unproductive and attacking other employees whether out of dislike for an individual or for personal gain creates animosity, tension and organizational dissension; and will not be tolerated. Professionalism--including professional courtesy and sensitivity--is an essential component of your current position in all aspects of your work with others.
In addition, until further notice all e-mail communication between yourself and (name and/or (name) must be copied to me.  The Faculty and Employee Assistance Program is available to help resolve personal concerns that may affect job performance.  This is a free, confidential resource available to all employees.   Should you need to contact FEAP at anytime their number is 434-243-2643.
 
In summary, I expect you to act professionally at all times, to work well with all co-workers and myself, and to refrain from any non-courteous, insensitive, abusive or disrespectful language and/or behavior. 

 
Any unprofessional behavior will not be tolerated; and if you treat any staff co-worker with disrespect, you will be held accountable through possible disciplinary action under the Commonwealth’s Standards of Conduct.  
I expect you to adhere to these requirements of expectations of behavior in the workplace.  If you have questions about these requirements and expectations or if you are in doubt whether a particular behavior is acceptable, I as your supervisor would be happy to meet with you to discuss your questions.
Received on (date)____________________   Signature of Employee ____________________
