MODEL LETTER 4
Notification of Decision - Dismissal

Private & Confidential

[Name]

[Address]

[Date]

Dear [Insert Name]
Thank you for attending the meeting on [insert date] which was held to discuss your proposed dismissal from the school due to an unsatisfactory probationary period.
[Insert details of discussion including any alternatives to dismissal considered (including redeployment options) / any points put forward by the employee and/or their chosen rep].

My/our (delete as appropriate) decision following the meeting (already confirmed verbally to you on [insert date]) is that your employment with the school will be terminated by reason of an unsatisfactory probation period.
My/our (delete as appropriate) reasons are [insert reasons for dismissal].
You are entitled to [insert notice period] notice with your effective date of termination being [insert effective date of termination].  You will receive a letter in due course with further information on final payments and other general matters.
If you have any outstanding annual leave owing to you up to your termination date, you should take this before your last day.
I must advise you that you have the right of appeal against my/our (delete as appropriate) decision.  If you wish to appeal, you must lodge your appeal in writing within 10 working days of the decision first being communicated to you (i.e. by [insert date]).

Yours sincerely
[Insert Name]
Head Teacher/Staff Dismissal Committee (delete as appropriate)
cc
[Insert name] – HR Advisor

[Insert name of employee’s manager]

[Insert name of TU rep (if applicable)
