Letter to employee confirming termination
[Date]

[Employee’s name]

[Employee’s address]

Dear [NAME]

I refer to my letter of [DATE] in which you were given notice terminating your employment on [INSERT DATE].   You were asked to agree to the new terms and conditions but have declined to do so.
I confirm therefore that your employment will end on [DATE].  You will be paid up to and including that date together with any accrued holiday entitlement.

I must advise you that if you attend for work on [INSERT DATE OF NEXT WORKING DAY AFTER THE TERMINATION DATE] then we will regard you as having accepted the new terms and you will be treated as being re-employed on that basis.

Yours sincerely

[name]

[job title]

cc file

