Template letter: disciplinary outcome - termination on notice
Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [• NAME OF EMPLOYEE]
Dear [name of employee]
Termination of employment
Thank you for attending the disciplinary hearing on [• DATE].  I chaired the hearing [• and together with [• NAME] and [• NAME] we formed the disciplinary panel], you were accompanied by [• NAME], [• NAME] was in attendance in [• his / her] role as Investigating Officer and [• NAME] was also present to take a note of the hearing.  
As you know, the hearing was convened under the disciplinary procedure to consider the allegations against you as set out in the letter to you dated [• DATE] inviting you to attend the disciplinary hearing.

Having had time to consider the points discussed at the hearing, [• my / the disciplinary panel's] decision is to terminate your employment on notice.  Your dismissal takes effect immediately and your final day of employment is therefore [• today, [• DATE]].  [• You will be paid in lieu of your notice entitlement.]
Background

[• Set out background to disciplinary investigation]
Findings

Having considered the investigation, your representations and the evidence submitted, I set out [• my OR the panel's] detailed findings in respect of each of the disciplinary allegations. 

1 [• insert allegation 1]

[• summarise evidence, findings, and confirm whether the allegation is upheld.]
2 [• insert allegation 2]

[• summarise evidence, findings, and confirm whether the allegation is upheld.]
3 [• insert allegation 2]

[• summarise evidence, findings, and confirm whether the allegation is upheld.]
Mitigation
Having considered the evidence and your representations at the hearing, [• I OR the disciplinary panel] also considered relevant mitigating factors before reaching a decision on what sanction to impose. 

In mitigation [• insert details of any mitigating factors].  However, balanced against this is [• insert details of why summary dismissal is the appropriate outcome.  If the employee has previous disciplinary warnings on their file, state that here].

Sanction

Taking into account the findings above, and also the [• mitigating and aggravating] circumstances, [• I OR the panel] considered whether it would be appropriate to dismiss you without notice for gross misconduct.  However, because of [• insert details] [• I OR we] have decided the more appropriate sanction is to terminate your employment on notice.  
The following arrangements apply with immediate effect (but may be varied or revoked in the event of a successful appeal):

· [• you are entitled to notice of [• one month] under your contract of employment and your final day of employment will be [• 00 month year] OR [• Your dismissal is effective immediately and your final day of employment is therefore [• 00 month year].  You shall receive [• one month's] pay in lieu of notice in accordance with your contract of employment, subject to normal deductions of tax and National Insurance contributions] 

· [• your holiday entitlement for this year, calculated pro rata up to the end of your employment, is [• number] days.  You have taken [• number] days.  [• You therefore have no outstanding holiday entitlement] OR [• You have [• number] days outstanding holiday entitlement, for which you shall receive payment in lieu as part of your final payment of salary.  This shall be subject to normal deductions of tax and National Insurance contributions] OR [• You have taken [• number] days in excess of your entitlement and we shall deduct these from your final salary payment in accordance with your contract of employment] 
· [• you will be reimbursed for any genuine expense claims submitted by [• DATE] with your final payment of salary]

· you must return any property including [insert details such as mobile phone, laptop computer, confidential documents] belonging to us in good condition by [• DATE]
· your final payment of salary shall be made on [• DATE], subject to normal deductions of tax and National Insurance contributions.  We shall forward your P45 to you in due course
· [• You will remain bound by your duty of confidentiality as an ex-employee].


Appeal

You have the right to appeal against this decision.  Any appeal must be sent in writing to me, stating your grounds of appeal in full, within [• five] working days of the date of this letter, i.e. by [• DATE].  [• Lodging an appeal will not delay the dismissal taking effect, but if you are subsequently reinstated any lost pay will be reimbursed.]
If you have any questions, please let me know.
Yours sincerely
[NAME]

[ROLE]

[NAME OF EMPLOYER]

© Veale Wasbrough Vizards LLP 2022

