Apology Letter To Employee

Dear [Employee's Name],

| am writing this letter to express my sincere apologies for the incident that occurred in the
workplace recently. | understand that my actions have caused you inconvenience, discomfort, and
stress, and for that, | am truly sorry.

As the [position] of this company, it is my responsibility to ensure that all employees are treated with
respect and dignity. Unfortunately, in this case, | fell short of these expectations and caused you
harm. | understand the severity of the situation and the impact it may have had on your well-being
and your ability to work comfortably in the office.

Please know that | have taken steps to ensure that this type of situation does not happen again in
the future. | have reevaluated my own behavior and have made a conscious effort to treat all
employees with the respect and professionalism they deserve. Additionally, | will be implementing
training for myself and the rest of the team to help prevent similar incidents from occurring.

| understand that my actions have hurt you and that it may take time to rebuild the trust and working
relationship between us. Please know that | am committed to making things right and working
towards a positive and healthy work environment for all employees.

Once again, please accept my apologies for my actions. If you have any further concerns or would
like to discuss this matter further, please do not hesitate to reach out to me.

Sincerely,

[Your Name]



