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MEMORANDUM

TO:		Management Team

FROM:	Managing Director

DATE:	May 27, 2018

SUBJECT:	LOW EMPLOYEE MORALE

This memo comes because of observation I have made concerning our employees experiencing loss of morale ever since our hospital experienced a merger. It is important that our employees remain motivated and committed to their work so that we achieve our utmost goals and visions as a hospital. Otherwise, we will be in a phase where we risk the development efforts in this hospital and excellence in service delivery to our patients which is our main goal. I have noticed the problem in most of our Operations department employees including billers, admitting clerks, and collectors among others and support staff. The problem ranges from several cases of: absenteeism without genuine reasons, poor relationships with patients and co-workers, long breaks and lunches, also reporting to work late. Others seem to be less active following many employees after the merger which could be associated to a new work environment and setting. Others seem to experience uncertainties and constant fears of job loss. I quite understand the change in nature and the set-up of our apparent hospital and that is why we, as management need to help our employees accepting the change.

A merger is just another step in our hospitals journey and therefore, we are bound to take steps to encourage our employees to embrace it and ensure they remain motivated. We need to communicate and clearly explain their duties and responsibilities since we reshuffled some employees’ positions so that no task remains unattended, also making efforts to offer extra training. We are also going to work towards improving teamwork specifically to improve employee relationships. We are going to have discussions about planning for annual team building activities to also improve cohesiveness at work. We are also going to introduce reward and better employee recognition approaches for admitting clerks whom perform best in their line of work as a way of motivating them. We should also adopt better communication channels and remove barriers in between hierarchy of command. An open-door policy will be sufficient so that employees find it easy to address their concerns.

[bookmark: _GoBack]Adopting these ideas will boost our employees’ morale at work by serving our patients in a productive way. The staff will begin to love their job and perform out of willingness. This will in turn help improve their relationships with the patients; especially for the admitting clerks. In the long run, this hospital will develop a better reputation. Team building efforts will improve the way our employees relate to each other. Therefore, problem solving skills within the workplace will be sufficient enough through open sharing of ideas. Having a workplace with high morale will help reduce absentee and work is done effectively. I urge you to be welcoming enough to listen to any complaints or concerns that our employees may have so that they can feel appreciated and motivated to have desirable results. Final thought raises issues that call for my attention relating employees willingness to move up. 
