


[bookmark: _Toc456693020][DISCIPLINARY OUTCOME LETTER (TERMINATION/SUMMARY TERMINATION)]
[Yellow highlights: to be completed before the document is provided to the employee. Please amend, insert appropriate wording or remove as applicable.]
[Green highlights: guidance. Please contact Clyde & Co LLP for further legal advice if required. If available, choose between two or more options set out and delete as appropriate.] 
	

[ON LPC HEADED PAPER]

Strictly Private and Confidential
[Name]
[Address]
[Date]

Dear [Name]
Confirmation of disciplinary outcome
Following the disciplinary hearing held on [date], I am writing to inform you of the outcome of the disciplinary process, which is that that your employment with the LPC will be terminated on the grounds of your [misconduct] OR [gross misconduct]. Your dismissal will be [with notice] OR [without notice]. [Note: except in cases of gross misconduct, it will usually be unfair to dismiss an employee on conduct grounds without adequate warnings having first been given. The employee should usually have been given at least two chances to improve: a written warning and a final written warning.]
To explain why I have reached this decision, I have set out below the disciplinary allegations against you and my findings in relation to each of them.
[Insert summary of each allegation and finding from investigation and disciplinary hearing].
As a result of the disciplinary findings set out above, and given the seriousness of the matter, I have concluded that [details of conclusions, including that dismissal is the appropriate sanction and why].
[OPTIONAL: ONLY INCLUDE IF DISMISSAL IS FOR MISCONDUCT FOLLOWING PREVIOUS WARNINGS GIVEN] Your conduct has continued to fail to meet the required standards. You were previously given warnings on [dates] about your conduct. In your final written warning on [date][, which is still active,] you were told that you were likely to be dismissed if your conduct did not improve [before the expiry of the final written warning]. [Note: delete/include final two yellow  highlighted brackets as applicable]
You have the right to appeal against your dismissal.  If you wish to appeal, you must do so in writing to [Name] by [date], stating your grounds of appeal in full.  You will then have a full opportunity to present your case at an appeal hearing in accordance with our Disciplinary Procedure a copy of which is enclosed. Please note that raising an appeal will not delay the dismissal taking effect, but if you are subsequently reinstated any lost pay will be reimbursed.
The following arrangements apply with immediate effect (but may be varied or revoked in the event of a successful appeal):
[OPTION ONE - FOR MISCONDUCT TERMINATIONS WITH NOTICE] Your dismissal takes effect immediately and your final day of employment is therefore [date] (Termination Date). You will receive [length of notice period] pay in lieu of notice in accordance with your employment contract, subject to normal deductions of tax and National Insurance contributions.] OR [You are entitled to notice of [length of notice period] under your employment contract and your final day of employment will be [date] (Termination Date).
[OPTION TWO - FOR GROSS MISCONDUCT TERMINATIONS] Your dismissal takes effect immediately and your final day of employment is therefore [date] (Termination Date). You are not entitled to any period of notice or payment in lieu of notice.
You will receive your normal pay and benefits, subject to appropriate deductions for tax and national insurance, up to and including the Termination Date in the next available payroll. The LPC will deduct from any amounts to be paid to you any outstanding sums owed to the LPC by you. We will forward your P45 to you in due course.
Your holiday entitlement for this year, calculated pro rata up to your Termination Date, is [●] days. You have taken [●] days.
[Note: Insert one of the below options regarding holiday as applicable in the circumstances, then delete remaining points]
You therefore have no outstanding holiday entitlement. 
You have [●] days' outstanding holiday entitlement for which you will receive payment in lieu with 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 [●] of your employment contract.] This will be subject to normal deductions of tax and National Insurance contributions. [Note: include yellow highlighted sentence only if dismissal due to gross misconduct, otherwise delete]
You have [●] days' holiday outstanding which must be taken during your notice period on the following dates: [dates]. [Note: Where the employee is dismissed on notice, you may wish to specify the days on which remaining holiday is to be taken. Ensure you comply with Reg 15 of the Working Time Regulations 1998 and give the employee notice of at least twice the length of the period of holiday that they are being required to take]
You have taken [●] days in excess of your entitlement and we will deduct these from your final salary payment in accordance with clause [●] of your employment contract. [Note: cross-reference with contract to check compliance for making deductions to wages]
[OPTIONAL: ONLY INCLUDE IF APPLICABLE] You will be reimbursed for any expense claims submitted by [date] with your final salary payment, subject to the LPC’s policy in relation to expenses and the LPC being satisfied that the expenses have been properly incurred.
You must return any LPC property you have in your possession to [Name] (including but not limited to [insert details such as mobile phone, laptop computer etc] and any documentation or information held in electronic or hard copy form) in good condition by [date]. 
[bookmark: _Hlk150930345]You will remain bound by your express terms [(under clause [●])] of your employment contract and the implied obligations of confidentiality. [You will also be bound by the restrictive covenants at clauses [●] of your employment contract.] [Note: delete/include as applicable and with reference to the employee’s contract]
If you have any questions, please do not hesitate to contact me.
Yours sincerely




[Name]
[Title] 
On behalf of [X] LPC
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