Date 
Name 

Address 
Dear Name, 
I write to confirm the outcome of the disciplinary hearing held on Date. As you will recall, you decided to attend this meeting unaccompanied (or decided to be accompanied by Name at this hearing).
You will also remember that this hearing was scheduled to discuss the allegations that had been made against you. The specific allegations were as follows:

· That as a result of your actions you have seriously damaged the Company’s trust and confidence in your ability to fulfil your contractual obligations.
In mitigation of your actions, you stated that....
Brief overview of the discussion during the disciplinary hearing. 

Following a short adjournment which provided an opportunity to reflect on the evidence discussed during the hearing, you were informed that on the balance of probability it was considered that you had acted in the manner as alleged; that you had.... short summary of allegations and consequences.  

In view of the seriousness of the allegations, I did not feel that you offered sufficient mitigation for the severity of your conduct. 

Consequently, it was believed that your actions have irrevocably breached the Company’s trust and confidence in your ability to fulfil your contractual obligations and it was therefore felt that there was no other option available other than to take the decision made at the disciplinary hearing which was to summarily dismiss you for gross misconduct.
You were advised that your employment with the Company therefore terminated on Date of Hearing. You will receive a payment in respect of your outstanding holiday accrual which amounts to X days entitlement on Date.
In line with the Company’s disciplinary procedures, should you wish to appeal against this decision you may write to Name at address clearly stating your reasons for appeal.

Similarly, if you disagree with any factual content of this letter, I would also be grateful if you could notify me of any discrepancies within the next seven days. 

Yours sincerely,

Name 

Position  
