Name

Address line 1

Address line 2

Country

Post Code

(Insert Date)

Dear [insert name], 

In my letter of [insert date] you were informed that I was considering an allegation made against you. This was that you [did / did not] [insert alleged offence].This matter was examined in detail at the disciplinary meeting you attended on [insert date].  
Following this meeting, and on the basis of all the evidence presented to me, I have decided that your conduct/performance [delete as applicable] is unsatisfactory and that: 
(a) in light of the fact that you have already been issued with a final written warning on [insert date] 
or

(b) this was an act of gross misconduct 
[you must choose either option a or option b and delete the other as applicable] 
you be dismissed with/ without [delete as applicable] notice.  

I am therefore writing to you to confirm the decision that you be dismissed and that your last day of work will be [insert date here].  This is in line with the applicable notices periods outlined in your employment contract. 
The reasons for your dismissal are: 
[insert reasons for dismissal]. 

You have the right of appeal against this decision. If you wish to appeal please write to [insert name] within [insert times period] of receiving this disciplinary decision. 
Yours sincerely, 
Ref: 5.5 (b) (13/02/2012)


