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 [DATE]

[NAME AND ADDRESS OF EMPLOYEE]

Dear [EMPLOYEE’S NAME]

RE: Employment with [Business]

As you are aware counselling sessions have been conducted between you, [NAME OF WITNESS] and myself on the [DATES OF COUNSELLING SESSIONS TO BE INSERTED].  Unfortunately, no or inadequate improvements have been made to rectify the problems identified, namely:

1.
[LIST PROBLEMS THAT LED TO THE NEED FOR COUNSELLING SESSIONS - BE SPECIFIC]
2.
[LIST PROBLEMS THAT LED TO THE NEED FOR COUNSELLING SESSIONS - BE SPECIFIC]
3.
[LIST PROBLEMS THAT LED TO THE NEED FOR COUNSELLING SESSIONS - BE SPECIFIC]
We have considered your explanation and have taken this into account in deciding your future with the business.  Regrettably we have come to the conclusion that these explanations are unsatisfactory and a decision has been made to terminate your employment.

In light of the above circumstances your employment with [BUSINESS] will be terminated as at [DATE] / or effective immediately with payment in lieu of notice [IF THE REQUIRED NOTICE IS NOT GIVEN].
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.

Your sincerely

Employer
1
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