Letter Terminating Employment on Ill-health Grounds (Long Term Absence)
[DATE]

[NAME]

[ADDRESS]

Dear [NAME]

I write further to our meeting on [INSERT DATE] and write to confirm our decision. 

The purpose of the meeting was to discuss your continued ill-health. We explored with you the latest doctors’ reports and considered not only whether we could make any adjustments to assist your return to work but also whether there were any alternative roles that you might be able to carry out, either on a temporary or permanent basis.   Unfortunately we were unable to identify anything that would allow you to return to work.
Regrettably it was decided to terminate your employment on grounds of capability.  This letter confirms that your employment 
is terminated with [NUMBER] of week’s notice and will end on [DATE] 

OR

is terminated as of today’s date and you will be paid in lieu of [NUMBER] week’s notice. 

You have the right to appeal against this decision.  Any appeal must be made in writing to [name, job title] at [address] within five working days of this letter. 

I would like to take this opportunity to thank you for all your work over your time with the Company and wish you all the best for the future.

Yours sincerely

[name]

[job title]

cc file

