LEtter - Dismissal for Gross Misconduct

[date]
[Employee’s name]
[Employee’s address]
Dear [name]
Termination of your employment

I write further to the disciplinary hearing held on [date] and conducted by [name].

[Name] attended as note-taker and *[name] attended as your companion/representative [OR][you declined to be accompanied.]
I am writing to confirm my decision to terminate your employment immediately without notice for gross misconduct. *The reason[s] for this is/are:
1. [SPECIFIC REASON]
2. [SPECIFIC REASON]


Your last day of employment with the company is/was [insert date]. If you have not already done so you should arrange with [name] to collect your personal belongings and return any company property you hold e.g. [items].  

You will be paid up to and including [DATE]. You are not entitled to notice pay or pay in lieu of notice. You will be paid any outstanding holiday entitlement due to you.  ***However, if you have exceeded your holiday entitlement, a deduction for this will be made from your final pay in accordance with your contract of employment. 
Your P45 and any relevant paperwork will be sent to you in due course.

In accordance with the disciplinary procedure, if you disagree with the decision to dismiss you, you have the right to appeal. Any appeal must be made in writing to [name, job title] at [address] within **[five] working days of being given the disciplinary decision. 
Yours sincerely

[name]
[job title]
* delete/amend as appropriate

** change to the number of days in your disciplinary procedure

*** subject to having the contractual right to make such a deduction
