MODEL LETTER 10

Notification to the LA to Terminate Contract of Employment

Dear Corporate Director - Children & Families
Termination of Employment 

As required under the Staffing (England) Regulations 2003 I am writing to formally notify you of the termination of the contract of employment for:

Name:

Date of Birth:

NI Number:

Home Address:

Reason for termination:

Please take the necessary steps to terminate the contract of employment within 10 working days and inform me of the last day of employment taking account of the contractual and statutory notice required.

Yours sincerely

Head Teacher
Cc: Director of HR & T

       School’s HR advisor

       EMSS or school’s alternative HR Admin/Payroll provider
