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[DATE]

[NAME AND ADDRESS OF EMPLOYEE]

Dear [EMPLOYEE’S NAME]

RE: Employment with [Business]

As you are aware a number of investigations have been carried out in relation to the alleged incident/incidences concerning you of:

1. [LIST SPECIFIC ALLEGATIONS MADE AGAINST THE EMPLOYEE]
2. [LIST SPECIFIC ALLEGATIONS MADE AGAINST THE EMPLOYEE]
3. [LIST SPECIFIC ALLEGATIONS MADE AGAINST THE EMPLOYEE]
In our conferences with you and [NAME OF WITNESS] on [DATE/S] those incidents were discussed in detail and your responses were then taken into account by us in deciding your future with the firm.  We regret to inform you that a decision has been made to terminate your employment as a result of those incidents.  

Our investigations of the allegations made against you have failed to provide us with any reasonable explanation for your actions.  Consequently, given the seriousness of the matter, we have no choice but to terminate your employment.

Enclosed is a cheque for the sum of $_________.  This sum represents the following:

“x” weeks pay in lieu of notice $_______

Accrued annual leave: $__________

Accrued long service leave: $___________

Accrued rostered days off: $____________.

If anything in this letter requires further explanation please contact me immediately.

We wish you the best in the future.

Yours sincerely 

Employer
1
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