Always take advice from your Intelligent Employment lawyer before dismissing an employee.

[TO BE TYPED ON LETTERHEADED NOTEPAPER]
[EMPLOYEE’S NAME]

[ADDRESS]
[DATE]
By [email] [registered post] [hand]

Dear [employee’s name]

Disciplinary meeting: [date]
I write to confirm the outcome of the disciplinary meeting held on [date]. At that meeting we considered the following allegation[s]:

1. [Allegation;]

2. [Allegation;]

3. [Allegation].

[You attended the meeting with [name]./ You decided not to attend the meeting with a companion.]

[I attended the meeting with [name] to take notes of our discussion. I enclose a copy of the notes for your information. If you have any amendments that you would like reflecting in the notes, please handwrite them on to the notes and return them to me by [date seven days from the date of this letter].]

[Following our meeting I investigated with [name of colleagues] the following points: [details] and found as follows: [details of findings from investigation]].

I have decided as follows in respect of the above allegation[s]:

1. [Decision and reason for decision;]

2. [Decision and reason for decision;]

3. [Decision and reason for the decision].

I have decided to terminate your employment [with/without] notice for the following reasons:
1. [Example: You were already subject to a final written warning for misconduct;]
2. [Example: You failed to acknowledge your misconduct and apologise for your actions;]

3. [Example: Your acts amounted to gross misconduct as detailed in our disciplinary policy;]

4. [There were no workable alternatives to your dismissal because [reasons]].

The date of termination of your employment [is/will be] [date] (“the Termination Date”).

You have the right to appeal against your dismissal. If you wish to appeal, you must do so in writing to [name] by [date] in accordance with our disciplinary policy. You must state clearly your grounds for appeal in full. 

The following arrangements apply to the termination of your employment:

1. [You are entitled to [number] [weeks’/months’] notice.] OR [Your dismissal takes effect immediately for gross  misconduct.] 
[Rather than requiring you to attend work during your notice period, we have the contractual right to pay you in lieu of notice pursuant to clause [number]. You will not therefore be required to work your notice period. Instead we will pay you in lieu of [your salary/your salary and benefits] for your notice period.]

[During any period of notice you remain employed by us access to our systems and any email account you hold may be suspended.]
2. [We have the contractual right to place you on garden leave during your notice period. During that garden leave period you must adhere to the terms of the garden leave clause within your contract and in particular you must:

a. Return any information, property and documents belonging to us;

b. Assist in the handover of work to us;

c. Not work for anyone else;

d. Not speak with any employee, supplier, agent, client or customer of ours; and

e. Not attend our premises or those of our suppliers or customers.]
3. [In accordance with clause [number] of your contract of employment, you will be required to use all accrued untaken holiday during your notice period. Please accept this letter as notice of the requirement that you use all of your accrued holiday entitlement that you have not taken already, during your notice period.] OR [You will be paid in lieu of [number] of days accrued untaken holiday on termination unless you take such holiday prior to the Termination Date.] OR [You have taken more annual leave than you have accrued. A deduction will be made from your final payment to reflect this.]
4. Both before and after the Termination Date, you must keep confidential any confidential information that you have been privy to in respect of our organisation, our clients and customers, our employees and our suppliers. You must delete irretrievably any confidential information belonging to us which you have stored on any personal laptop or equipment of yours. [Please refer to clause [clause number] of your contract of employment for full details of your obligations in respect of confidential information during and after the end of employment with us.]

5. [After your employment with us has ended you will continue to be bound by the post-termination restrictions set out in clause [clause number] of the enclosed contract of employment for [number] months after the Termination Date. You should ensure that you have shown a copy of your post-termination restrictions to any future employer so that they understand the limits that are imposed upon you by us. [We have recently discussed with you what these post-termination restrictions mean in respect of your activities over the next [number] months. You understand the restrictions and have already agreed to be bound by them.]
6. On and following the Termination Date, you must ensure that you do not hold yourself out as in any way connected with us and must remove any reference to us on any social media site, including LinkedIn (save as reference to us as your previous employer).
7. [In accordance with clause [number] of your contract of employment] you must effect the transfer to us of all contacts and contact information and contact details which you have gained and recorded in the course of your employment with us whether stored in your LinkedIn account, mobile phone, company mobile phone or email or Outlook account and thereafter confirm this has been completed and then irretrievably delete such details.]

8. On termination of employment, you must not assert or knowingly allow any third party to assume that you have any connection with us other than as a former employee and will change your status on any LinkedIn profile accordingly.

9. You must return to me all documents, passwords, property and information belonging to us or gained by you during your employment before [date]. 

10. We will forward your P45 to you after the Termination Date.
11. [Insert any other relevant handover details or provisions.]
Yours sincerely,
[Name]

[Position]
On behalf of [organisation]
[Encl: disciplinary notes, contract of employment]
