Checklist Letter – Termination Letter
<insert business logo>

PRIVATE AND CONFIDENTIAL

<insert employee contact details>

<insert date>

Dear <employee name>

RE: TERMINATION OF EMPLOYMENT
I am writing to you about the termination of your employment with <insert company/partnership/sole trader name and the trading name of business>.

On <insert date> you met with <insert name of others at the meeting>. In that meeting, you were advised that <insert advice given to employee regarding improvement of performance or conduct, for example any deadlines for improvement, new targets set etc>. You were issued with a formal <warning/counselling> letter on <insert date>.

On <insert date> you had a second meeting with <insert names of other people at the meeting> and you were advised that your <performance/conduct> had not improved to the level required. You were issued with a second <warning/counselling> letter on <insert date>.

You also attended a meeting with <insert name of others at the meeting> on <insert date>. In that meeting you were issued with a final <warning/counselling> letter. This letter indicated that your employment may be terminated if your <performance/conduct> did not improve by <insert date>.

<I/We> consider that your <performance/conduct> is still unsatisfactory and have decided to terminate your employment for the following reasons:

· <Insert reasons relating to performance or conduct>

<Insert reasons relating to performance or conduct>

	
	Option A: Use this option if you want the person to work his or her notice period.


Based on your length of service, your notice period is <insert number> weeks. Therefore your employment will end on <insert future date to cover all of the weeks you need to give notice>. 

	
	Option B: Use this option if you want the person to be paid in lieu of notice.


Your employment will end immediately. Based on your length of service, your notice period is <insert number> weeks. In lieu of receiving that notice, you will be paid the sum of $<insert amount>. 

You will also be paid your accrued entitlements and any outstanding pay, up to and including your last day of employment. This includes the balance of any time off instead of overtime accrued but not yet taken (paid at the overtime rate applicable when the overtime was worked), and superannuation.

If you have been paid annual leave in advance, any amount of annual leave still owing will be deducted from your final pay.

Yours sincerely,
Manager Name and Signature
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