Private and confidential · ${_Place_of_signing:place:text_}, ${_Document_date:today:date_}
${_Company_name:company_name:text_}${_Company_address:company_address:text_}
${_Employee's_full_name:employee_name:text_}${_Employee's_address_}
[bookmark: _Toc0]Notice of dismissal
Dear ${_Employee's_full_name:employee_name:text_},
I am writing to confirm the decision taken at the hearing on ${_Date_of_the_hearing::date_}, at which you had the right to be accompanied by a colleague or a trade union representative: ${_Company_name:company_name:text_} is ending your employment as ${_Job_title:job_title:text_} with notice.
[bookmark: _Toc1]The reason for dismissal
The reason for your dismissal is ${_Reason_for_dismissal::dropdown('misconduct', 'poor performance', 'ill health', 'some other substantial reason')_}. In particular:
${_Details_of_the_reasons::textarea_}
[bookmark: _Toc2]Notice and your last day
Your notice period is ${_Notice_period::dropdown('1 month', '2 weeks', '3 months', '1 week')_}, starting on the day after you receive this letter. Your last day of employment will be ${_Last_day_of_employment::date_}. During your notice period you will ${_Notice_arrangement::dropdown('work as normal', 'stay on garden leave on full pay and not attend work')_}.
[bookmark: _Toc3]Final pay
Your final pay will include your salary or wage up to your last day and pay for any holiday accrued but not taken, less tax and National Insurance contributions. Your P45 will be sent to you after your employment ends. Please return all company property, documents and data by your last day.
	[bookmark: _Toc4]Your right to appeal
You may appeal against this decision by writing to ${_Person_hearing_the_appeal_} within ${_Time_to_appeal::dropdown('5 working days', '7 days', '10 working days')_} of receiving this letter, giving your reasons. You may be accompanied at the appeal hearing by a colleague or a trade union representative.
Yours sincerely,

	${_Signing_on_behalf_of_the_company:company_representative:text_}
............................................
For and on behalf of ${_Company_name:company_name:text_}
	${_Employee's_full_name:employee_name:text_}
............................................
Received by the employee
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