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DISMISSAL AT END OF PROBATIONARY PERIOD LETTER

Dear (name),

Probationary period

I am writing to confirm that, following the meeting held on [date] regarding the Company’s proposal to either dismiss you or to extend your probationary period, the Company has decided to terminate your employment. We have reached this decision having reviewed your performance and conduct and having discussed the issues in detail with you at the meeting,    

You are entitled to receive (number) (weeks/months) notice of termination of your employment. You (are/are not) required to work out your notice period. We therefore confirm that the date of termination of your employment will be (date). This is your last day of service with the Company. 

Your P45 will be sent to you in due course and you will be paid the following amounts: 

(a) All pay up to and including the effective date of termination of your employment. 

(b) Notice pay (only if you are able to be paid in lieu of your notice period). 

(c) Accrued holiday pay (if applicable). 

If you wish to appeal against this decision you should inform the Company in writing in accordance with the Company’s Disciplinary Procedure, a copy of which is attached for your information.  

Yours sincerely, 

(name)

On behalf of the Company

Enc.  Company’s Disciplinary Procedure
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LETTER SUSPENDING AN EMPLOYEE PENDING INVESTIGATION

Dear (name), 

Suspension pending disciplinary investigation 

Following our meeting I am writing to confirm that, as of the date of this letter, you have been suspended from work until further notice pending investigation into an allegation that [details]. We reserve the right to add any further allegations that are appropriate in the light of information obtained during our investigation.

During your suspension, we shall continue to pay your salary in the normal way. You are also entitled to your normal contractual benefits [insert relevant benefits e.g. health care, company car]. 

Your employment shall continue throughout your suspension and you remain bound by all your terms and conditions of employment. In particular, you are reminded that you must not disclose any confidential information or undertake any other paid employment. You are not required to carry out any of your duties and you should not attend the workplace unless authorised by [name] to do so. You are required to co-operate in our investigations and may be required to attend the workplace for investigative interviews or disciplinary hearings. You must not communicate with any of our employees, contractors or customers unless authorised by [name]. [Your email account has been suspended and you no longer have access to our computer network]. However, you are required to be available to answer any work-related queries. We reserve the right to review the terms of this suspension from time to time as appropriate. If you have any queries about these terms please contact [name]. 

Please read and ensure you understand our Disciplinary Procedure, which is enclosed. This suspension does not constitute disciplinary action and does not imply any assumptions that you are guilty of any misconduct. When we have carried out our investigation, we shall write to inform you whether we intend to hold a disciplinary hearing. If we consider that there are grounds for disciplinary action we shall inform you of those grounds in writing and you will have the opportunity to state your case at the hearing, in accordance with the Disciplinary Procedure. 

If you know of any documents, witnesses or information that you think will be relevant to the matters under investigation please let me know as soon as possible. If you require access to the network we may arrange this under supervision. 

[We have agreed the following statement regarding the investigation, which will be used in response to any enquires from employees and third parties including customers, contractors and the press: [details of agreed statement]. Please refer any queries you may receive to [name]. 

If you have any further questions please feel free to contact me. 

Yours sincerely, 

(name)

On behalf of the Company

Enc [the Company’s Disciplinary Procedure]
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 LETTER INVITING AN EMPLOYEE TO INVESTIGATORY MEETING

Dear [name] 
I am writing to tell you that you are required to attend a investigatory meeting on [ insert date ] at [ insert time ], which is to be held [in/at] [ insert location ]. 
This meeting has been called to investigate and understand a potential issue of [ insert issue to be investigated and date of incident ] which has been identified.

This is not a disciplinary hearing but an opportunity for you to explain the circumstances surrounding this event.  

You are not entitled to bring a colleague or trade union representative with you.

Please be aware that depending on the outcome of this investigatory meeting, further disciplinary action may be brought against you in line with the Company procedures laid down in the employee handbook.
For and on behalf of

(name)

On behalf of the Company
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LETTER NOTIFYING DISCIPLINARY HEARING

Dear (name), 

Disciplinary hearing

I am writing to inform you that you are required to attend a disciplinary hearing in (place) on (date) at (time).

The purpose of the hearing is to consider whether disciplinary action should be taken against you in respect of alleged [misconduct OR gross misconduct]. 
The allegation is that [SET OUT ALLEGATION E.G. “you stole property from the company” OR “you swore at a customer”.].

The basis for this allegation is that SUMMARY OF INFORMATION OBTAINED AS A RESULT OF INVESTIGATIONS INTO THE ALLEGATION E.G. “we have received statements from [NAME] and from [NAME] who witnessed you taking the property” OR “we have received statements from [NAME] who witnessed you swearing at a customer”].

I enclose [a summary of the findings of the investigations AND/OR copies of relevant witness statements and other documents] which may be used at the disciplinary hearing.  If there are any documents you wish to be considered at the hearing, please provide copies as soon as possible.  

At the hearing, you will be given the full opportunity to explain your case and answer the allegations.  You may ask questions, dispute the evidence, provide your own evidence and otherwise argue your case. Due consideration will be given to any factors or explanations which you raise when considering what, if any, disciplinary sanctions are to be imposed. 

The disciplinary hearing will be conducted by (name), and (name) will also be present to take minutes of the meeting. 

You have the statutory right to be accompanied at this hearing. Your companion may be either a work colleague or trade union official of your choice. Your companion will be permitted to address the hearing and to confer with you during the hearing but they will not be permitted to answer questions on your behalf. Please confirm in advance who your companion will be.  

If you are found guilty of misconduct we may decide to issue a written warning or a final written warning, or dismiss you with notice or pay in lieu of notice. 

(Where discipline is for potential gross misconduct: If you are found guilty of gross misconduct, you may be dismissed without notice or pay in lieu of notice.)  
After the disciplinary hearing you will be informed in writing of the Company’s decision.  

If you have any specific needs at the hearing as a result of a disability, or if you have any other questions, please speak to me as soon as possible.

[Your suspension on full pay shall continue pending the outcome of the disciplinary hearing.]

Please confirm that you have received this letter and that you will attend at the time stated above.  If for any unavoidable reason you or your companion cannot attend at that time please contact me as soon as possible.  If you fail to attend without good reason it could result in the hearing being held, and a decision being taken, in your absence.

Yours sincerely, 

(name)

On behalf of the Company
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LETTER TO CONFIRM FORMAL VERBAL WARNING

Dear (name), 

Verbal warning

I am writing to confirm that, following the hearing held on [date], you were given a verbal warning under the disciplinary procedure. 

The reason for the warning is that your [conduct/performance] has been unsatisfactory in the following respect[s]: [set out misconduct or unsatisfactory performance].

We have discussed improvements to your [conduct/performance] and confirm that the following improvements are now expected of you: [set out details of expected improvements including time scale]. 

This warning forms part of the Company’s disciplinary process and shall be placed on your personnel file.  It will remain active for a period of [number] months from the date of this letter.  [Further misconduct/Failure to achieve and maintain the necessary improvements] within that time is likely to result in further disciplinary action which may lead to a written warning or a final written warning. 

If you wish to appeal against this decision you should inform the Company in writing in accordance with the Company’s Disciplinary Procedure, a copy of which is attached for your information.  

Yours sincerely, 

(name)

On behalf of the Company

Enc.   Company’s Disciplinary Procedure
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LETTER GIVING WRITTEN WARNING

Dear (name), 

Written warning 

Following the disciplinary hearing held on (date) regarding (details of incident), the decision was taken to give you a formal [final] written warning.  

The reason for the warning is that your [conduct/performance] has been unsatisfactory in the following respect[s]: [set out misconduct/unsatisfactory performance]. [Your explanations/excuses we found were not acceptable in the circumstances.]
At the hearing we discussed the standards of [conduct/performance] we expect of you and we expect you to maintain the standards of conduct set out below.  [Set out expected improvements including any timescale if relevant].

This warning forms part of the Company’s formal disciplinary process and shall be placed on your personnel file.  It will remain active for a period of (number) months from (date of letter).  Further misconduct/incapability during this time is likely to result in further disciplinary action which may lead to a final writing warning or, in the case of gross misconduct, to dismissal from your   employment. 

If you wish to appeal against this decision you must inform the Company in writing in accordance with the Company’s Disciplinary Procedure, a copy of which is attached for your information. You will then be invited to attend an appeal hearing which you must take all reasonable steps to attend. 

Yours sincerely, 

(name)

On behalf of the Company

Enc   Company’s Disciplinary Procedure
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LETTER TO CONFIRM DISMISSAL WITH NOTICE

Dear (name),
Confirmation of dismissal

I am writing to confirm that following the disciplinary hearing held on (date) it was decided your employment with the Company should be terminated on the grounds of your [conduct/gross misconduct/poor performance].  

The reason for this decision is that [set out each allegation of misconduct/poor performance and summarise findings in respect of each arising from the hearing]. Having put the specific facts to you for comment at the disciplinary hearing, it was decided that your explanation/excuses were not acceptable in the circumstances.

[You were previously given warnings on [dates] about your [conduct/performance].  Your final written warning dated [date] which is still active, warned you that, unless your [conduct/ performance] improved, you would likely be dismissed.]

You are entitled to receive (number) (weeks/months) notice of termination of your employment. You (are/are not) required to work out your notice period. We therefore confirm that the date of termination of your employment will be (date). This is your last day of service with the Company.

Your P45 will be sent to you in due course and you will be paid the following amounts:

(a) All pay up to and including the effective date of termination of your employment.

(b) Accrued holiday pay (if applicable);

(c) [Notice pay if paid in lieu of notice period]

If you wish to appeal against this decision you must inform the Company in writing in accordance with the Company’s Disciplinary Procedure, a copy of which is attached for your information. You will then be invited to attend an appeal hearing which you must take all reasonable steps to attend. 

Yours sincerely, 

(name)

On behalf of the Company

Enc.   Company’s Disciplinary Procedure
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LETTER CONFIRMING DISMISSAL WITHOUT NOTICE 

(GROSS MISCONDUCT)

Dear (name), 
Confirmation of dismissal

I am writing to confirm that following your disciplinary hearing held on (date) regarding (details of incident) it was decided employment has been terminated without notice with effect from (date).
The reason for this decision is that [set out each of the gross misconduct complaints].  The Company has conducted a full investigation of the facts surrounding the complaint against you and has taking into account your comments at the disciplinary hearing.  It has decided that your explanation/excuses were not acceptable in the circumstances and for this reason, the Company believes it is left with no alternative but to summarily dismiss you from its employment on the ground of gross misconduct.  The Company believes the trust and confidence placed in you as its employee has been completely undermined by your actions. 

Your P45 will be sent to you in due course and you will be paid the following amounts: 

(a) All pay up to and including the effective date of termination of your employment.

(b) Accrued holiday pay (if applicable)

If you wish to appeal against this decision you must inform the Company in writing in accordance with the Company’s Disciplinary Procedure, a copy of which is attached for your information. You will then be invited to attend an appeal hearing which you must take all reasonable steps to attend. 

Yours sincerely, 

(name)

On behalf of the Company

Enc.   Company’s Disciplinary Procedure
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LETTER REQUESTING ATTENDANCE AT AN APPEAL HEARING 

Dear (name),
Appeal hearing

I am writing to invite you to attend an appeal hearing to be held in (place) on (date) at (time).

The purpose of the hearing is to consider your appeal under the [grievance/disciplinary/ redundancy] procedure against the Company’s decision as raised in your letter dated (date).

The appeal hearing will be conducted by (name – this should be a senior manager or director not previously involved in the procedure, if possible).

You are entitled to be accompanied at the appeal hearing. Your companion may be either a work colleague or a trade union official of your choice. Your companion will be permitted to address the hearing and to confer with you during the hearing but they will not be permitted to answer any questions on your behalf.  Please confirm in advance who your companion will be. 

At the appeal hearing you will be given an opportunity to set out the detailed grounds for your appeal, including providing any new evidence or new facts on which you may wish to rely. 

After the hearing, you will be informed in writing of the Company’s decision. Please note that the decision made following this appeal hearing will be final and there will be no further right to appeal against it. 

Please confirm that you have received this letter and that you will attend at the time stated above.  If for any unavoidable reason you or your companion cannot attend at that time please contact me as soon as possible.  If you fail to attend without good reason it could result in the hearing being held, and a decision being taken, in your absence.

Yours sincerely, 

(name)

On behalf of the Company
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LETTER CONFIRMING OUTCOME OF DISCIPLINARY APPEAL HEARING

Dear (name), 

Outcome of appeal

I am writing to confirm the outcome of the appeal hearing held on (date) with (name).

We have decided to [uphold/change] our original decision that [details of original decision]. 

The reason for this decision is [List reasons for decision to uphold or revoke the original disciplinary decision]. 

[Our new decision is that [details of new decision)].
There is no further right of appeal under the Company’s Disciplinary Procedure and therefore this decision is final. 

Yours sincerely, 

(name)

On behalf of the Company
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