APPENDIX 18G – EMPLOYERS’ HANDBOOK (Remove comments in red and insert details for individual employee in areas highlighted in grey.)

SAMPLE LETTER TO BE SENT BY THE EMPLOYER AFTER THE DISCIPLINARY MEETING 
(FOR THE STATUTORY PROCEDURE)

Date ______________________________________________

Dear ______________________________________________

On _____________ we told you that _____________________________ [insert organisation’s name] was considering dismissing you or taking disciplinary action [enter the proposed action] against you.

This was discussed in a meeting on ______________________

At this meeting, it was decided that [*delete as appropriate]
*your conduct or performance was still not satisfactory and that you be dismissed.
*your conduct or performance was still not satisfactory and that the following disciplinary action would be taken against you.
_______________________________________________________________________________________________________

*no further action would be taken against you.

*The reasons for your dismissal are as follows.
______________________________________________________________________________________________________________________________________________________________________________________________________________

*I am writing to you to confirm the decision that you will be dismissed and that your last day of employment with the organisation will be______________________

[bookmark: _GoBack]*I am writing to you to confirm the decision that disciplinary action will be taken against you. The action will be______________________.  The reasons for this disciplinary action are as follows:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

You have the right to appeal against this decision. If you wish to appeal this decision please write to _______________________________ within __________ days of receiving this disciplinary decision.

[SET OUT THE ARRANGEMENTS FOR THE TERMINATION OF EMPLOYMENT SUCH AS:
· Date the dismissal takes effect
· Entitlement to notice
· Holiday entitlement outstanding
· The return of company property
· The date final salary will be paid
· Whether there are any clauses in the employee’s contract that will remain in force such as confidentiality and restrictive covenants]
If you have any questions please do not hesitate to contact me.


Yours sincerely

____________________________ Manager

*The wording should be amended as appropriate

