
[EMPLOYEE’S NAME]

[ADDRESS]

[DATE]

Dear [EMPLOYEE'S NAME]

Outcome of disciplinary hearing

I am writing to confirm the outcome of the disciplinary hearing that took place on [DATE]. 
As you know I had the following concerns which I put to you:

1.


2.

After full consideration of your representations and [insert any other matters considered] it is my decision that you were guilty of [all/some] of the allegations made against you. [Summarise each allegation and findings of fact of gross misconduct from Investigation and Disciplinary Hearing].
I have taken into account your position within the Company, your length of service, and [details of any other mitigating factors]. Having regard to my findings as to the seriousness of your conduct I have decided that you should be dismissed for gross misconduct without notice or pay in lieu of notice.

The following arrangements apply with immediate effect (but may be varied or revoked in the event of a successful appeal):

· Your dismissal takes effect immediately and your final day of employment is therefore [DATE]. 
· You are not entitled to any period of notice or payment in lieu of notice.
· Your holiday entitlement for this year, calculated pro rata up to the end of your employment, is [NUMBER] days. You have taken [NUMBER] days.

[You therefore have no outstanding holiday entitlement.]

OR
[You have [NUMBER] days’ outstanding holiday entitlement, for which you shall receive payment in lieu as part of your final payment of salary. [As your dismissal is for gross misconduct this entitlement is based only on your statutory holiday entitlement, according to clause [INSERT CLAUSE NUMBER] of your contract.] This shall be subject to normal deductions of tax and National Insurance contributions.]
OR

[You have taken [NUMBER] days in excess of your holiday entitlement and a corresponding deduction shall be made from your final salary payment in accordance with your contract of employment.]

· [You will be reimbursed for any genuine expense claims submitted by [DATE] with your final payment of salary.]

· Your final payment of salary shall be made on [DATE], subject to normal deductions of tax and National Insurance contributions. We shall forward your P45 to you in due course.

· You will remain bound by clause [INSERT CLAUSE NUMBER] of your contract of employment in respect of confidentiality on an ongoing basis and by clause [INSERT CLAUSE NUMBER] in respect of the restrictive covenants until [DATE]. 
· You must return any property including [mobile phone, laptop computer, confidential documents] belonging to us in good condition by [DATE].
You have the right to appeal against this decision to [NAME]. If you wish to exercise your right of appeal please write with details of the reasons for your appeal within 5 working days of receiving this letter. Lodging an appeal will not delay the dismissal taking effect but if you are subsequently reinstated any lost pay will be reimbursed.
If you have any questions please do not hesitate to contact me.
Yours sincerely

[NAME]

On behalf of [EMPLOYER]
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