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Termination within 2 years' service letter
Private and confidential
[employee name]
[employee address]
[date]
Dear [employee name],
Termination of employment
I am writing to you about your employment with [company name].
We have given you support and training. We have also held meetings to discuss your [performance/attendance/conduct]. Despite this, your [performance/attendance/conduct] has not met the standard the company requires. For this reason, the company has decided to end your employment.
Your dismissal takes effect today. The company will pay you in lieu of your notice period, at [number of weeks] weeks' pay, as set out in your contract of employment. This means you will receive this payment instead of working your notice period. All your employment terms and benefits will end today too.
The company will pay any outstanding holiday you have built up in your final salary. If you have taken more holiday than you have built up, the company will deduct the difference from your final salary instead.
[The company may also deduct any training costs you owe.]
[Your contract contains restrictive covenants. These are legal terms that limit what you can do after you leave the company, for example contacting clients or joining a competitor. These terms will legally bind you once your employment ends. Please read them carefully and follow them.]
The company will send you a P45 form soon. A P45 is the tax document that shows your pay and tax details for this tax year. You will need it for your next employer or for HMRC.
Yours sincerely,

[name]
[job title]
[company name]
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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